EFFECTIVE MANAGEMENT DEVELOPMENT
S ianageyour way tosucoess

ONE: Becoming an Effective Manager

What isa Manager?
Building on the Base of Successfor Continuous

I mprovement
Mission Statementsand Your Management Success
Skillsand Qualities of an Effective M anager
Assuming L eader ship Responsibility
Benefits of Developing M anagement Expertise

SIX: Balancing Authority and Power Productively
Sour ces of Authority and Power

Activating Your Resources

Developing a Team by Sharing Power

A Positive Approach to Discipline

A Value-Centered Approach to Management

TWO: Achieving Success Through Goal Setting

The Force of Goal Setting

Committing Yourself to Your Dreams
Written Plans

The Power of Priorities

Making Workable Plans

Managing by Goals

I ntegrating Personal and Business Goals

SEVEN: Improving Communication Skills

Communication - The Human Connection
Plan Your Message

Communicating Verbally

Listening for the Total M essage

Written Communication

The Power of Persuasion

THREE: Getting Results Through Time Management

Gaining the Winning Edge
Maximizing Your Time

Managing the Priorities of Others
Developing Organizational Skills
Advantages of Time Management

EIGHT: Coping Constructively with Change and
Stress

Viewing Change as Opportunity for Learning and
Advancement

Making StressWork for You

Determining Priorities

Preventing Bur nout

Staying Informed

Keeping Your Perspective

FOUR: Maximizing Personal Productivity

The Relationship Between Self-lmage and Success
Affirming Your Success

The Benefits of Understanding Y our self and Others
Behavior is Caused

Getting Rid of Negative Attitudes

Motivation Through Recognition

Choosing Cour age!

NINE: Developing a Dynamic Decision-Making
Strategy

Maximizing Results Through Effective Decision-
Making

Profile of a Creative Problem Solver

Taking Calculated Risks

Carrying Out Your Decisions

Goals: Essentialsfor Success

FIVE: Empowering Other People

Creating aMotivational Climate
Keysto Increasing Productivity
Managing for Quality

Principles of Effective Training
Resolving People Problems

People - The Wellspring of Productivity

TEN: Commitment to the Management Challenge

The Power of Effective Management

Attracting and K eeping People Committed to
Excellence

Tacticsfor Avoiding Common Management Traps

Enjoying the Rewar ds of Effective Management
Development

Planning a Dynamic Future
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EFFECTIVE SELLINGSTRATEGIES

Improve sales training with skills and attitude

FOREWORD: How to Use Effective Selling Strategies

Professional Selling as a Career Conferences

How to Use This Program for Maximum Results Short-Term Goals

Program Methods Time

Attitudes Accountability

Group Participation Tracking Your Progress
ONE: Defining Your Target Market FOUR: Discovering Prime Buying Motives
The Power of Target Marketing What Prospects Want and Why
Choosing Your Target Market Know Yourself
Determining the Needs of Your Target Market Know Your Prospects
Approaching Your Target Market Through Relationships | The Power of Probing
Prospecting Attitudes and Activities Asking Probing Questions
Profile of a Class “A” Prospect Listening Pays Off
Methods of Prospecting

Obstacles to Professional Referral Prospecting
The Referral Prospecting Process

How Value Added Service Fits In

TWO: Approaches that Sell FIVE: How to Close Sales
What Is the Approach? Closing Principles
Pre-Approach Communication Recognizing Buying Signals
The Telephone Approach Selecting the Right Closing
Systematic Telephone Approach Steps to Mastering Closing Techniques
Other Approaches Don’t Buy Back Your Sale!
Don’t Leave Business on the Table!
Asking for Referrals

Becoming a Closing Expert

THREE: The Sales Interview SIX: Overcoming Stalls and Objections
. s o
x:atﬁs a Sal}fls I“te;VI‘etV“ o Process? Handling Stalls
L y ,avi;: Ia:me. nlfmew rocess: Objections as Buying Signals
Learning the Interview Process Handling Objections
¢ Nme-step Interview trocess Countering Objections

Preparation for the Interview
Focusing on the Prospect’s Self-Interest
Ensuring Favorable Conditions

Adding Interest to the Interview

Handling the Price Objection
Disagree Without Being Disagreeable
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DAILY WORK ORGANIZER

Improve sales training with skills and attitude

INTRODUCTION:

Why a Daily Organizer?
Developing Your Plan for Success
Managing by Priorities

Forming Good Work Habits

FOUR: Achieving Sales Goals

Sales Goals Tracking Sheet
Weekly Goal Tracking Sheet
Record of Sales

ONE: Goal Setting for Sales Success

Reinforcement Through Affirmation
Putting Goal Planning Into Practice

FIVE: Reporting Your Activity

Record of My Activities Report (ROMAR)
Monthly Activity Recap

TWO: Income Needs and Goals

Personal Income Required to Achieve My Goals
My Business Expense Requirements

Summary of Income Needs and Goals

Specific Action Plan for Sales Activity

SIX: Plans for Career Development

Career Development and Training Plan
Goals for Incentives and Awards

THREE: Plans for Sales Success

Success Essentials Checklist
Monthly Work Plan
Weekly Work Plan

Accomplishments




Professional Development

Effective Personal
Leadership

A process of application focused leadership development,
crafted for people with organizational effectiveness
responsibilities.

Effective Personal Leadership is implemented over a 4
month period, with program based, 2 hour conference
sessions held twice a month. Between these sessions,
participants are listening to program concepts on CDs,
working on their short-term goals, building a Personal
Plan of Action and applying proven principles of goal
achievement in their real world lives, both personal and
organizational.

Participants determine the results that they want in
concert with their leader/manager; then manage those
results through the creation and tracking of measurable
criteria.

Effective Management
Development

Effective Management Development (EMD) is designed
to get measurable improvement in performance. It is
implemented with a 3 hour kickofT session plus 6,

two hour conference workshops held twice a month.

Between these workshop sessions, participants are
listening to EMD program materials on CDs, working
on their short term goals, buildng Personal and
Organizational Plans of Action, and applying proven
principles of goal achievement and management to their
jobs. Participants meet with their leaders monthly to
review actual results based on agreed to measurable
criteria.

Outcomes include, a minimum ROI; Time Management
Plan; Delegation and Motivation Plans for direct reports;
department or division goal systems; enhanced
communication: and much more.

IMI

Effective Sales
Leadership

Nothing happens till someone sells something! This is
as true today as it was 50 years ago, perhaps more so.

Effective Sales Leadership focuses on development of

the salesperson’s self-image, self-confidence, habits and
attitudes. These attributes form the foundation on which
consistent sales production is built, Solid sales skills, such
as prospecting, questioning, using pre-eapproach techniques
and more, are addressed as well.

Participants are encouraged to bring actual situations

into the working sessions for feedback and suggestions.

Role playing, personal and organizational goal setting and
time management techniques round out this comprehensive
process, leading 1o measurable improvement in performance,

Effective Supervisory
Management

Making the move from “SuperWorker™ to Supervisor
sounds good; increased prestige, probably a pay raise
and being part of the organization’s management team
are powerful motivators. There are, however, several
factors that may present challenges.

The Supervisor is now managing the people that were
peers - a very different relationship. Another is the high
probability that the new Supervisor has had little or no
supervisory or management training or education. It
entails much more than just “giving orders™ to people
who were your “buddies™ just yesterday.

Effective Supervisory Management addresses these and

the myriad other issues that a front line Supervisor faces,

new or experienced. Taking risks, making decisions, planning,
managing time are but a few of the topics covered in this
multi-session, conference based process.
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