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SUPERVISION CATALOG

ISU Extension and Outreach Professional Development staff have identified relevant and meaningful topics
for staff to explore through LinkedIn Learning to strengthen their supervision and management skills.

This catalog provides a variety of topics and perspectives on management. You may want to discuss with
your supervisor priorities for your online learning or explore on your own.

This structure provides an opportunity for self-paced learning. You may choose to complete all sections in a
particular course, including quizzes throughout the sessions; if completing a full course, you will receive a
certificate at the end that could be shared with your supervisor or added to a LinkedIn profile. Or, you may
decide to pick and choose the sections of a course that are most interesting or relevant to you. You may start
a course and come back to it at any time. Your progress will be saved along the way.

SUPERVISION COURSE TOPICS

Effective Teams

Performance Management

Effective Delegation

Being Able to Listen

Inclusive Excellence

Productive Conflict

Stress and Time Management
Feedback and Performance Evaluations
Creating a Motivating Environment
Public Speaking

Leadership

Influencing Others and the Power of Gratitude

All of these courses can be found in LinkedIn Learning, an educational resource provided by lowa State
University. Learn more about LinkedIn Learning and how to access the courses.

IOWA STATE UNIVERSITY
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https://www.linkedin.com/learning-login/?account=42520596&authUUID=ueL%2Bnb1qSJeyBP6oJwyc2A%3D%3D&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fme%3Fu%3D42520596
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LINKEDIN LEARNING

lowa State University migrated its existing online learning resources from Lynda.com to LinkedIn Learning,
which can be accessed through Okta. LinkedIn Learning is a leading online learning platform that helps
anyone learn business, software, technology, and creative skills to achieve personal and professional goals.
Through lowa State University, employees have access to the LinkedIn Learning video library of engaging,
top-quality courses taught by recognized industry experts. Anyone with an ISU Net-ID has free and unlimited
access to LinkedIn Learning and does not need a LinkedIn account to use the platform. LinkedIn Learning
provides high-quality content with more than 14,000 courses led by industry experts.

When you click on any of the links for the supervision course, you will be asked to log-in. Use your ISU Net-
ID and password and it should connect you with the ISU Linked-In program. You may choose to add this as
an app in Okta to go directly to the course that way as well.

To get the most from LinkedIn Learning, consider viewing this short course. Here you can learn how to use
search tools, explore learning paths, play and pause training videos, use transcripts and exercise files, and
customize your learning experience.
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EFFECTIVE TEAMS

“Individual commitment to a group effort-that is what makes a team work,

an organization work, a society work, and a civilization work."
VINCE LOMBARDI

MANAGING TEAMS

[ e e e N (B e B B B R I | A
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INTRODUCTION

1.

MANAGING @ TBAM ... 1m14s
https://www.linkedin.com/learning/managing-teams-3/managing-a-team?u=42520596

MANAGERS CHART THE COURSE

1. Clarifying Team EXPeCTatioNS ... 3m18s
https://www.linkedin.com/learning/managing-teams-3/clarifying-team-expectations?u=42520596

2. SEHING TEAM GOAIS ..o 3m15s
https://www.linkedin.com/learning/managing-teams-3/setting-team-goals?u=42520596

3. Delegating Responsibilities Within @ TEaM ... 3m21s

https://www.linkedin.com/learning/managing-teams-3/delegating-responsibilities-within-a-team?u=42520596

. Managing Underperformance within the Team ... 3m10s

https://www.linkedin.com/learning/managing-teams-3/managing-underperformance-within-the-team?u=42520596

MANAGERS MOTIVATE THEIR TEAMS

1. Managing through the Team Development CyCle...........ccviiiii 3m14s
https://www.linkedin.com/learning/managing-teams-3/managing-through-the-team-development-cycle?u=42520596
2. Avoiding Common Managerial MiStakes ... 3m25s

https://www.linkedin.com/learning/managing-teams-3/avoiding-common-managerial-mistakes?u=42520596

Rebounding from Sethacks ... 2mdds
https://www.linkedin.com/learning/managing-teams-3/rebounding-from-setbacks?u=42520596

Celebrating With YOUr TEAM ... 3m2s
https://www.linkedin.com/learning/managing-teams-3/celebrating-with-your-team?u=42520596

Building Relationships Within YOUF TEAM ... eeesesesssssssssssssssssss s 3mbs
https://www.linkedin.com/learning/managing-teams-3/building-relationships-within-your-team?u=42520596
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https://www.linkedin.com/learning/managing-teams-3/avoiding-common-managerial-mistakes?u=42520596
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https://www.linkedin.com/learning/managing-teams-3/rebounding-from-setbacks?u=42520596
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| MANAGERS DEVELOP EACH PERSON ON THEIR TEAM

D 1. Giving and ReCeiviNg FERUADACK ...t ssssssssssssssss s 3m44s
https://www.linkedin.com/learning/managing-teams-3/giving-and-receiving-feedback?u=42520596

D 2. Developing Each TEAM MEMDET ... eeceesssssssssssssssss s ssssssssssssssssssssssssssss s 3m40s
https://www.linkedin.com/learning/managing-teams-3/developing-each-team-member?u=42520596

D 3. Manager As a Coach, Mentor, and SPONSOX ... sssssssssssssssssssssssssssssssssssssesssssssssssssees 3m17s
https://www.linkedin.com/learning/managing-teams-3/manager-as-a-coach-mentor-and-sponsor?u=42520596

D 4, Managers PrioritizZe WERIINESS ... ceceeceeeeeececeveevessssssssssssssss s sssssssssssssssssssssssssss s 2m39s

https://www.linkedin.com/learning/managing-teams-3/managers-prioritize-wellness?u=42520596

. BEST PRACTICES IN MANAGING TEAMS

D 1. Creating a Learning Culture Within YOUr TEAM .....ccccccccririececeenessssisesenseeesssssssssesesssessssssssssssssssssssssssssseees 3m6s
https://www.linkedin.com/learning/managing-teams-3/creating-a-learning-culture-within-your-team?u=42520596

D 2. MaANAQGEIS AS ENITEPIENEUIS .coooooiovoeeeseeieeeeeeesssssssesessseees s ssssssssss s 2m4Ts
https://www.linkedin.com/learning/managing-teams-3/managers-as-entrepreneurs?u=42520596

D 3. Communicating within the Team YOu Manage ... sssssssssssssssssssssesssesees 2m4bs
https://www.linkedin.com/learning/managing-teams-3/communicating-within-the-team-you-manage?u=42520596

D 4. Communicating about the Team YOU MaN@gE ........cccccummmerrrierrerssssmmsenssssssssssssssssssssssssssssssssssssssssssssssssseees 3m19s
https://www.linkedin.com/learning/managing-teams-3/communicating-about-the-team-you-manage?u=42520596

| MANAGING DIFFERENT TYPES OF TEAMS
D 1. ManagQing VIFtUI TEAMIS ....eeeecesesssssssssssssssssssss s ssssss s 3m23s

https://www.linkedin.com/learning/managing-teams-3/managing-virtual-teams?u=42520596

D 2. Managing Intergenerational TRAMS ...........ccccorrrveceeeiiisseeeeeeseeesssssssesessssssssssssssesssssssssssssssssssssssssssssssssssssssssssssssnn 3m28s
https://www.linkedin.com/learning/managing-teams-3/managing-intergenerational-teams?u=42520596

D 3. Managing Culturally DIVErse TEAMS.......ccoccocovvcvvvvsesvsssessesseeeeeeseessssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssns 2m48s
https://www.linkedin.com/learning/managing-teams-3/managing-culturally-diverse-teams?u=42520596

D 4. Managing Cross-FUNCLIONAl TEAMS ...t sesessssssssss s esssssssssessss s sssss s 3mbs
https://www.linkedin.com/learning/managing-teams-3/managing-cross-functional-teams?u=42520596

5. Managing Difficult Personalities on YOUF TEAM ... 3m9s
https://www.linkedin.com/learning/managing-teams-3/managing-difficult-personalities-on-your-team?u=42520596

| CONCLUSION
T INBXE SEBPS 34s

https://www.linkedin.com/learning/managing-teams-3/next-steps?u=42520596
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PERFORMANCE
MANAGEMENT

“To handle yourself, use your head. To handle others, use your heart.”
ELEANOR ROOSEVELT

MANAGING EMPLOYEE PERFORMANCE PROBLEMS 58M 21S
| INTRODUCTION
D 1. The Cost of Poor Performance ManagemeNnt............eeceeececeeeeeeeeeeeeeseeessssssssssssssssssssssssssssssssseeeeeeeeseeee 1m9s

https://www.linkedin.com/learning/managing-employee-performance-problems-3/the-cost-of-poor-performance-
management?u=42520596

| UNDERSTANDING EMPLOYEE PERFORMANCE PROBLEMS

D 1. Define Employee Performance ProblEmS..............oeeceeeeeeeeseeesssssssssssssssssssssss s 1m57s

https://www.linkedin.com/learning/managing-employee-performance-problems-3/define-employee-performance-
problems?u=42520596

D 2. 0rganization INFIUBNCETS ... ssssssees s ssss s sss s 2md6s
https://www.linkedin.com/learning/managing-employee-performance-problems-3/organizational-influencers?u=42520596

D 3. Essential Leadership ROIES ... eceeeeeiieissimssss s sssssssssssssssssssss s 3m33s

https://www.linkedin.com/learning/managing-employee-performance-problems-3/essential-leadership-roles?u=42520596

D 4, Leadership WEAKNESSES ............cooeeeveeeeeeseeeeeeeeseessssssssseessssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssneees 3m8s

https://www.linkedin.com/learning/managing-employee-performance-problems-3/leadership-weaknesses?u=42520596

D 5. Effective Performance Manag@meNt......cccceceeeececeeecseeesssssssssssssssssssssssssssss e sessssssssssssssssssssssssssssssnes 3m48s

https://www.linkedin.com/learning/managing-employee-performance-problems-3/effective-performance-
management?u=42520596

| COACHING EMPLOYEES

D 1. Assess Employee Performance ProblEmS ...........ceeessscessssssssssssssssssssssssssssssssssssssssssssssssns 1m58s
https://www.linkedin.com/learning/managing-employee-performance-problems-3/assess-employee-performance-
problems?u=42520596

D 2. Creating @ Coaching SOIULION........cccoccoivcvevceceececceeceeeeeeeeeee s 3m36s

https://www.linkedin.com/learning/managing-employee-performance-problems-3/create-a-coaching-
solution?u=42520596
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D 3. Tactics for EffeCtive COACRING ... ssssssesssss s sissss s ssss s seses e 3m26s
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https://www.linkedin.com/learning/managing-employee-performance-problems-3/tactics-for-effective-
coaching?u=42520596

QUAITLIES OF BN EFFECTIVE OB 1ot see s ee e ee e eeseee s ese s ese e eesaeesseeese s senens 2m50s

https://www.linkedin.com/learning/managing-employee-performance-problems-3/qualities-of-an-effective-
coach?u=42520596

EXECUTING THE COACHING PROCESS

1. The COAChING CONVEISALION .....oeeeeeceeeeeeeeeeeeeessssssssssssssssssssssssse e sssssssssssssssssssssssssssssssssssssssssssssssseseessssssssssssees 3m18s
https://www.linkedin.com/learning/managing-employee-performance-problems-3/the-coaching-conversation?u=42520596

2. How to Determing CoaChability ........ccccccuucuecceveeiieeeeeeeeeeeeeeee s sssssissssssssssssssssssssssssesss s ssssssssssssssssssssees 2m40s
https://www.linkedin.com/learning/managing-employee-performance-problems-3/how-to-determine-
coachability?u=42520596

3. Managing Difficult Coaching CONVEIrSAtIONS............cccooooomnsnsseeeeeeeeeeeeeeeseeessssseesssssssssssssssssssssssssssessssseesssssssssssees 3m56s
https://www.linkedin.com/learning/managing-employee-performance-problems-3/manage-difficult-coaching-
conversations?u=42520596

4. How t0 Let @n EMPIOYEE GO ... sssssssssssssssssssssssssssssssssssssssss s ssssssssnes 3m2s

https://www.linkedin.com/learning/managing-employee-performance-problems-3/how-to-let-an-employee-
g0?u=42520596

STRENGTHENING PERFORMANCE MANAGEMENT EFFORTS

1. How to Manage Behavior ChanQe ... sssssssssssssssssssssssss s 3m7s
https://www.linkedin.com/learning/managing-employee-performance-problems-3/how-to-manage-behavior-
change?u=42520596

2. THE ROIE OF BOUNGATIES ...t ee s eves e ee e see e ese et ee e es st eeeseses s see e ese s nessmneeseseesrenees 2m17s
https://www.linkedin.com/learning/managing-employee-performance-problems-3/the-role-of-boundaries?u=42520596

3. ContinUOUS INFOIMAI FEBADACK ... .ot ssessseeseesssssesesessesssesees s ssessseeseeseneesessseeseeeens 2m15s
https://www.linkedin.com/learning/managing-employee-performance-problems-3/continuous-informal-
feedback?u=42520596

4, Lead With ACCOUNTADIITY ...t sss s 2m52s
https://www.linkedin.com/learning/managing-employee-performance-problems-3/lead-with-accountability?u=42520596

B, USE GO@I SEEING oo s 2m6s
https://www.linkedin.com/learning/managing-employee-performance-problems-3/use-goal-setting?u=42520596

6. Leverage Peer Influence for Team CUIUIE ...............oovvooooeeeeeeeeeeeeseceesssee e seseessssssssssssssssssssssssssssee 3m16s
https://www.linkedin.com/learning/managing-employee-performance-problems-3/leverage-peer-influence-for-team-
culture?u=42520596

"] CONCLUSION

1 NXE SERPS .o 1m21s
https://www.linkedin.com/learning/managing-employee-performance-problems-3/next-steps?u=42520596
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EFFECTIVE DELEGATION

“The really expert riders of horses let the horse know immediately who is in
control, but then guide the horse with loose reins and seldom use the spurs.”
SANDRA DAY 0'CONNOR

DELEGATING TASKS 34M 528

| INTRODUCTION
D L. WWVBICOMIB ..o eeeeeeeeeeesesssssss RS R s R R R 1m8s

https://www.linkedin.com/learning/delegating-tasks/welcome?u=42520596

| WHAT DO YOU ALREADY KNOW?

D T. What YOU SROUIA KNOW ...oooooiieerrrcineeneiesiineeseessisseesssssssssssesssssssssssssssssssssssssessssssssssssssssssssssssssssssssssssssssssssessesssones 1m23s
https://www.linkedin.com/learning/delegating-tasks/what-you-should-know?u=42520596

.| THE DELEGATION MINDSET

D 1. What Keeps Us from Delegating and WRY? ...t svessssssssseeeesssssssssssssssesssssssssssssneeeees 3m27s
https://www.linkedin.com/learning/delegating-tasks/what-keeps-us-from-delegating-and-why?u=42520596

D 2. When Tasks Are Delegated t0 YOU ......coooeeeeeeeieesssssssssss s sssssssssssssssssssssssssssssssssss s 3m23s
https://www.linkedin.com/learning/delegating-tasks/when-tasks-are-delegated-to-you?u=42520596

D 3. What Tasks Should YOU DEIEGATET ... ssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssss 2mb6s

https://www.linkedin.com/learning/delegating-tasks/what-tasks-should-you-delegate ?u=42520596

| OPTIONS FOR DELEGATING

D 1. How to Hire Someone You Can Delegate TO........cccccccucecevvverrecececeeeeeessssesssessssssssssssssssssssssssssssssssssssssssssssssssssssns 3ml4s
https://www.linkedin.com/learning/delegating-tasks/how-to-hire-someone-you-can-delegate-to?u=42520596

D 2. Delegating Tasks t0 YOUr DIr€CT REPOITS.......oooicccveceeeeseeeceeeeeiissee s ssssssssssssssssssssss s ssssssssssssssnns 3m8s
https://www.linkedin.com/learning/delegating-tasks/delegating-tasks-to-your-direct-reports?u=42520596
D 3. How to Delegate Outside the Chain of COMMANG..........ooieceverereiieeeeceeer i ssenees 3m21s

https://www.linkedin.com/learning/delegating-tasks/how-to-delegate-outside-the-chain-of-command?u=42520596
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| THE MECHANICS OF DELEGATION

D 1. Lay the Groundwork for DEIEGALION...........ecieeeeceseeessseescssssecssssssssssssssssisssesssssss s ssses s 3m19s
https://www.linkedin.com/learning/delegating-tasks/lay-the-groundwork-for-delegation?u=42520596

2. HOW t0 COMMUNICALE EFFECHIVEIY ..o 2m3s
https://www.linkedin.com/learning/delegating-tasks/how-to-communicate-effectively?u=42520596

D 4, \'When SOmMEONE IMAKES @ IMIISTAKE ...ooovveeeeeeeeeeeeeeeeeeee oo eeeeeesesssssseeeeseesssssssssssseeesessesemeesssseeeessssseenesssee 3m47s
https://www.linkedin.com/learning/delegating-tasks/when-someone-makes-a-mistake?u=42520596

" | CONCLUSION
D T N XL STEPS iR 1m25s

https://www.linkedin.com/learning/delegating-tasks/next-steps?u=42520596
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BEING ABLE TO LISTEN

"If you make listening and observation your occupation, you will gain much
more than you can by talk.”
ROBERT BADEN-POWELL

EFFECTIVE LISTENING 1H 8M
INTRODUCTION
1. IMProve YOUr LISTENING SKIllS.......oovvoverooeooeeoesesrsssisiisssssscsssseesessesssesssessss s sssssssssssssssssssssssssssssssssssssssssssssssssssssssssssons 57s
https://www.linkedin.com/learning/effective-listening/improve-your-listening-skills?u=42520596
2. Getting the MOSt OUL OF The COUMSE ...t eesesssssssssssseesessssssssss s sssssssssse 1m35s

https://www.linkedin.com/learning/effective-listening/getting-the-most-out-of-the-course-2?u=42520596

ASSESSING YOUR LISTENING SKILLS

1. Five Listening-FOCUS SKill SELS/FOCUS ATBaS............ccuvcvevvvvrverreeeeeeeeeeesssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssns 3m13s
https://www.linkedin.com/learning/effective-listening/five-skills-for-improved-listening?u=42520596

e RO AN DBLAIIS ...ttt see s et en e st eee e ses et ses s s nesssnesseseesresesssnesraeseesneeens 2m17s
https://www.linkedin.com/learning/effective-listening/recall-details-2?u=42520596
3. UNderstand the Big PICTUIE ..o eeeeeeeesisinsssssssss s ssssssssssssssssssssssss s 2m30s
https://www.linkedin.com/learning/effective-listening/understand-the-big-picture-2?u=42520596
B, EVAIUATE CONTENT ... oot eeee e eee s e e es s s se e s s e e s s e s s e s s es s s ee s s eseesseeees s e eeeseseseesseeneesennee 3m5s
https://www.linkedin.com/learning/effective-listening/evaluate-content-2?u=42520596
D ATEUNE TO SUDTIE CUBS .ot e e ese e e s e e s see et seesee s e eessseeees st seessseeeeesseneessneeees 3m20s

https://www.linkedin.com/learning/effective-listening/attune-to-subtle-cues-2?u=42520596

B. LISTEN WIth EMPATNY ...ooooooeoeeeeeeeeeeeeeimi st seeesesssssssssssssssssssss s 2m57s
https://www.linkedin.com/learning/effective-listening/listen-with-empathy?u=42520596

s s O O I N e B R B A

7. WWHEN @NG HOW T0 LISTEIN oottt eeee e et eee s ese e ee e ee st eeeseses e see e ese s nessnneesenesereees 5m27s
https://www.linkedin.com/learning/effective-listening/listen-with-empathy?u=42520596
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CHALLENGES TO LISTENING

1. Getting Distracted by INtErNal NOISE...................ccuiiiirisisssssssseeeeeeeeeeee s sssssssssssssssssssssssss s
https://www.linkedin.com/learning/effective-listening/getting-distracted-by-internal-noise-2?u=42520596

2. IVIURIEASKING . eeceeeesssssssssssssssss s
https://www.linkedin.com/learning/effective-listening/multitasking-2?u=42520596

3. Paying Attention 10 DEIIVEIY ...t s s ssss s
https://www.linkedin.com/learning/effective-listening/paying-attention-to-delivery-2?u=42520596

4. Overwhelming Yourself with INfOrMation..........ccccccccccvevevvvveeneceeeeeceee e ssssisssssssssssssssssssssssssssssssss s

https://www.linkedin.com/learning/effective-listening/overwhelming-yourself-with-information-2?u=42520596

5. Responding IN@PPrOPriately ... ssssssssssssssssssssssssssss s sssssssssssssssssssssssnns
https://www.linkedin.com/learning/effective-listening/responding-inappropriately-2?u=42520596

EFFECTIVE LISTENING BEHAVIORS

1. Effective LISTENING BENAVIOTS....... oo seeeossssssseeessssssssssssssssssssssssssssssssssssssssssssssssssesssssssssssnssnssseees
https://www.linkedin.com/learning/effective-listening/effective-listening-behaviors?u=42520596

2. ClATY YOUT ROIB ....ooovvvoeeeeeeeeeeeeeeeeesissssssssssssssssssssssss s
https://www.linkedin.com/learning/effective-listening/clarify-your-role?u=42520596

3. USE NONVEIDAI CUBS .coooeeseeeeee e sseeeseseeeseesesssese e s s s se s e s eesssseeseeesss s s e s ssssesseesssseesseesssenessseees
https://www.linkedin.com/learning/effective-listening/use-nonverbal-cues?u=42520596

B, AIIOW STBIICE oottt sse e e ese e s et s e e e e e s e e e e e e e et seeeeeteseseee e see s s neee s s neeseseeeessneseeeens
https://www.linkedin.com/learning/effective-listening/allow-silence?u=42520596

5. Paraphrasing What Was SQIM..............eoeeeeeeeeeeesseessesssesssssssssssssssssssmssssssssssssssssssssssssssssssssssssssssssssssssssnns
https://www.linkedin.com/learning/effective-listening/paraphrase-what-was-said 7u=42520596

B. IMTALCN EIMOTIONS ..ottt ee e se e e s sse e e es e et e st eeesenes e set e eesesenessmeneeseneesrenees

https://www.linkedin.com/learning/effective-listening/match-emotions?u=42520596

7. Effective LISTENING iNACHION ... eeeeseceessssseeeeeessssssssssssssesssssssssssssssssssssssssssssssssssssssssssssns s sssssssssssnn
https://www.linkedin.com/learning/effective-listening/effective-listing-in-action?u=42520596

CONCLUSION

1. Setting LIStENING GOAIS........coovvvvvereeeeeeeeeeeeeeeesese s sissssssssssssss s sssssssssssssssssssssssssssssss s
https://www.linkedin.com/learning/effective-listening/setting-listening-goals-2?u=42520596
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https://www.linkedin.com/learning/effective-listening/setting-listening-goals-2?u=42520596
https://www.linkedin.com/learning/effective-listening/setting-listening-goals-2?u=42520596
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INCLUSIVE EXCELLENCE

“A lot of different flowers make a bouquet.”

AUTHOR UNKNOWN
LEADING INCLUSIVE TEAMS 1H
| INTRODUCTION
D 1. Driving Urgency around INCIUSION ..............oovvvvveeeeeeeeeeeemmmmssssssss s ssssssssssssssssssssssssssssss s 1m9s

https://www.linkedin.com/learning/leading-inclusive-teams/driving-urgency-around-inclusion?u=42520596

|| ESTABLISH AN INCLUSIVE TEAM DYNAMIC

D 1. Prioritizing INCIUSION 0N YOUE TEAM ......oiiieeeceececeesssesesessessssssseesssssssssss s sssssssss s ssssssssssss s ssssssss s 3m15s
https://www.linkedin.com/learning/leading-inclusive-teams/prioritizing-inclusion-on-your-team?u=42520596

D 2. Setting Ground Rules Within YOUT TEAM ... ssssssssssssss s ssssssssssssss s ssssssessee 3m39s
https://www.linkedin.com/learning/leading-inclusive-teams/setting-ground-rules-within-your-team?u=42520596

B BUIIEING TrUSTe e 3m31s

https://www.linkedin.com/learning/leading-inclusive-teams/building-trust?u=42520596

| COMMUNICATING TO LEAD DIVERSE TEAMS

D 1. USING INCIUSIVE LANQUAGE........ooooeeeeeeeeeeeeeeeeeeeeeeeseeesessseeeseesssesssssssseseessssssssssssssssssssssssssssssssesssssssssssssssssssssssssssssssneeeees 3mb1s
https://www.linkedin.com/learning/leading-inclusive-teams/using-inclusive-language?u=42520596

D 2. Modeling Open CoOMMUNICATION .......uuvvvivvivieieeeeeeieeeeeeeeeeeeeeeeesee s sssssssssssssssssssssssssssssssesss s ssssssssssssssssees 3m10s
https://www.linkedin.com/learning/leading-inclusive-teams/modeling-open-communication?u=42520596

D 3. Adjusting Your COmMMUNICATION STYIES......oooeceeeeeeeeceeeeeeeeeeeeeeessseeeeeessessssssssssseessssssssssssssesesssssssssssssssessssssssssssssen 3m53s
https://www.linkedin.com/learning/leading-inclusive-teams/adjusting-your-communication-style?u=42520596

D 4. Providing Feedback in DIVErse TEAMS..........ireceiessesseseessssssesssssssssssessssssssssesssssssssssssssss s 4m27s
https://www.linkedin.com/learning/leading-inclusive-teams/providing-feedback-in-diverse-teams?u=42520596

5. Understanding Cultural Factors in FE@ADack SYIES ... 3m14s

https://www.linkedin.com/learning/leading-inclusive-teams/understanding-cultural-factors-in-feedback-style?u=42520596
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https://www.linkedin.com/learning/leading-inclusive-teams/prioritizing-inclusion-on-your-team?u=42520596
https://www.linkedin.com/learning/leading-inclusive-teams/prioritizing-inclusion-on-your-team?u=42520596
https://www.linkedin.com/learning/leading-inclusive-teams/setting-ground-rules-within-your-team?u=42520596
https://www.linkedin.com/learning/leading-inclusive-teams/setting-ground-rules-within-your-team?u=42520596
https://www.linkedin.com/learning/leading-inclusive-teams/building-trust?u=42520596
https://www.linkedin.com/learning/leading-inclusive-teams/building-trust?u=42520596
https://www.linkedin.com/learning/leading-inclusive-teams/using-inclusive-language?u=42520596
https://www.linkedin.com/learning/leading-inclusive-teams/using-inclusive-language?u=42520596
https://www.linkedin.com/learning/leading-inclusive-teams/modeling-open-communication?u=42520596
https://www.linkedin.com/learning/leading-inclusive-teams/modeling-open-communication?u=42520596
https://www.linkedin.com/learning/leading-inclusive-teams/adjusting-your-communication-style?u=42520596
https://www.linkedin.com/learning/leading-inclusive-teams/adjusting-your-communication-style?u=42520596
https://www.linkedin.com/learning/leading-inclusive-teams/providing-feedback-in-diverse-teams?u=42520596
https://www.linkedin.com/learning/leading-inclusive-teams/providing-feedback-in-diverse-teams?u=42520596
https://www.linkedin.com/learning/leading-inclusive-teams/understanding-cultural-factors-in-feedback-style?u=42520596
https://www.linkedin.com/learning/leading-inclusive-teams/understanding-cultural-factors-in-feedback-style?u=42520596
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.| REFLECT ON AND REVAMP YOUR LEADERSHIP PRACTICES

D 1. DiSCOVEr IMPlICIE ASSOCIALIONS ..ccoooevvrrrceinervereessissseesesssissessessssssssssessssssssssssesssss s ssesssss s sesssssssssssssssssse s 3m4b5s
https://www.linkedin.com/learning/leading-inclusive-teams/discover-implicit-associations?u=42520596

D 2. KEEP AN OPEN IMIING ..ottt 3m17s
https://www.linkedin.com/learning/leading-inclusive-teams/keep-an-open-mind?u=42520596

|30 USING MICTO-ATIIMELONS ..t 3mdds

https://www.linkedin.com/learning/leading-inclusive-teams/using-micro-affirmations?u=42520596

| BEST PRACTICES IN LEADING DIVERSE TEAMS

D 1. Delegate Work and Opportunities EQUILADIY ...........cccocooeooseeeeeeeececeeeeeeeeceeceesssssssssssssssssssssssssesesseeeessessssssseee 3mb2s
https://www.linkedin.com/learning/leading-inclusive-teams/delegate-work-and-opportunities-equitably?u=42520596

2. Demonstrate HUMIlity AN COUMAGE .. 4m12s
https://www.linkedin.com/learning/leading-inclusive-teams/demonstrate-humility-and-courage?u=42520596

D 3. Understand Unconscious Bias iN HIFNQ...ocovccoceoceeeeceeeossseeeeeesesessssssssseeesessssssssssssssssssssssssssssssssssssssssssnsnn 3m59s
https://www.linkedin.com/learning/leading-inclusive-teams/understand-unconscious-bias-in-hiring?u=42520596

A STGNAIYOU AT A1 AIIY .ttt 2mAss
https://www.linkedin.com/learning/leading-inclusive-teams/signal-you-re-an-ally?u=42520596

| 5. MONitor Progress 0N YOUF TEAIM ......coomssmsssssssssssssssssssssss 3m28s

https://www.linkedin.com/learning/leading-inclusive-teams/monitor-progress-on-your-team?u=42520596

" | CONCLUSION
T INBXE SEBPS ettt 52s

https://www.linkedin.com/learning/leading-inclusive-teams/next-steps?u=42520596
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https://www.linkedin.com/learning/leading-inclusive-teams/keep-an-open-mind?u=42520596
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https://www.linkedin.com/learning/leading-inclusive-teams/using-micro-affirmations?u=42520596
https://www.linkedin.com/learning/leading-inclusive-teams/using-micro-affirmations?u=42520596
https://www.linkedin.com/learning/leading-inclusive-teams/delegate-work-and-opportunities-equitably?u=42520596
https://www.linkedin.com/learning/leading-inclusive-teams/delegate-work-and-opportunities-equitably?u=42520596
https://www.linkedin.com/learning/leading-inclusive-teams/demonstrate-humility-and-courage?u=42520596
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https://www.linkedin.com/learning/leading-inclusive-teams/understand-unconscious-bias-in-hiring?u=42520596
https://www.linkedin.com/learning/leading-inclusive-teams/understand-unconscious-bias-in-hiring?u=42520596
https://www.linkedin.com/learning/leading-inclusive-teams/signal-you-re-an-ally?u=42520596
https://www.linkedin.com/learning/leading-inclusive-teams/signal-you-re-an-ally?u=42520596
https://www.linkedin.com/learning/leading-inclusive-teams/monitor-progress-on-your-team?u=42520596
https://www.linkedin.com/learning/leading-inclusive-teams/monitor-progress-on-your-team?u=42520596
https://www.linkedin.com/learning/leading-inclusive-teams/next-steps?u=42520596
https://www.linkedin.com/learning/leading-inclusive-teams/next-steps?u=42520596
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PRODUCTIVE CONFLICT

'‘Peace is not absence of conflict, it is the ability to handle conflict by

peaceful means."
RONALD REAGAN

[ ] INTRODUCTION
D LI A=Y o0 111 OO 1m7s

https://www.linkedin.com/learning/managing-team-conflict/welcome ?u=42520596

D 2. Team Conflict IS NECESSAIY fOr SUCCESS ..o ssssssssssseeeessssssssssssssesssssssssssssssseessssssssssssen 4m43s
https://www.linkedin.com/learning/managing-team-conflict/team-conflict-is-necessary-for-success?u=42520596
D 3. Is Your Team Conflict Healthy or UNh@althy? ... 3m34s

https://www.linkedin.com/learning/managing-team-conflict/is-your-team-conflict-healthy-or-unhealthy?u=42520596

| SOURCES OF TEAM CONFLICT

D 1. How to Resolve Style Differences in Team ConfliCt........oooorrceececeeeeeeeeessessssssss s 3m22s

https://www.linkedin.com/learning/managing-team-conflict/how-to-resolve-style-differences-in-team-
conflict?u=42520596

D 2. How to Resolve Trust Issues in Team CONFliICT. ... eeeeeeeeeeeeeeeeeeeeeeessesssssssssssssssssssssssssee 3m24s
https://www.linkedin.com/learning/managing-team-conflict/how-to-resolve-trust-issues-in-team-conflict?u=42520596

D 3. How to Align Individual and TEAmM GO@IS.......cccccccceuueveereeerernreeeeeeeeessssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnes 3mbs

https://www.linkedin.com/learning/managing-team-conflict/how-to-align-individual-and-team-goals?u=42520596

D 4. How to Resolve Conflict during Change or AMBIQUITY ... 3m49s

https://www.linkedin.com/learning/managing-team-conflict/how-to-resolve-conflict-during-change-or-
ambiguity?u=42520596
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https://www.linkedin.com/learning/managing-team-conflict/welcome?u=42520596
https://www.linkedin.com/learning/managing-team-conflict/welcome?u=42520596
https://www.linkedin.com/learning/managing-team-conflict/team-conflict-is-necessary-for-success?u=42520596
https://www.linkedin.com/learning/managing-team-conflict/team-conflict-is-necessary-for-success?u=42520596
https://www.linkedin.com/learning/managing-team-conflict/is-your-team-conflict-healthy-or-unhealthy?u=42520596
https://www.linkedin.com/learning/managing-team-conflict/is-your-team-conflict-healthy-or-unhealthy?u=42520596
https://www.linkedin.com/learning/managing-team-conflict/how-to-resolve-style-differences-in-team-conflict?u=42520596
https://www.linkedin.com/learning/managing-team-conflict/how-to-resolve-style-differences-in-team-conflict?u=42520596
https://www.linkedin.com/learning/managing-team-conflict/how-to-resolve-style-differences-in-team-conflict?u=42520596
https://www.linkedin.com/learning/managing-team-conflict/how-to-resolve-trust-issues-in-team-conflict?u=42520596
https://www.linkedin.com/learning/managing-team-conflict/how-to-resolve-trust-issues-in-team-conflict?u=42520596
https://www.linkedin.com/learning/managing-team-conflict/how-to-align-individual-and-team-goals?u=42520596
https://www.linkedin.com/learning/managing-team-conflict/how-to-align-individual-and-team-goals?u=42520596
https://www.linkedin.com/learning/managing-team-conflict/how-to-resolve-conflict-during-change-or-ambiguity?u=42520596
https://www.linkedin.com/learning/managing-team-conflict/how-to-resolve-conflict-during-change-or-ambiguity?u=42520596
https://www.linkedin.com/learning/managing-team-conflict/how-to-resolve-conflict-during-change-or-ambiguity?u=42520596
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.| CONFLICT RESOLUTION SKILLS

D 1. Healthy Approaches to Managing Team ConfliCt.......cccoorcrceeeeeesessessss s 4m14s
https://www.linkedin.com/learning/managing-team-conflict/healthy-approaches-to-managing-team-conflict?u=42520596

D 2. How to Be ASSertive in TEAM CONFlICT. ... ssssssessssessssssssssssssssss s sssssssssssssssssssssssssseee 4m59s
https://www.linkedin.com/learning/managing-team-conflict/how-to-be-assertive-in-team-conflict?u=42520596

D 3. How to Be Cooperative in Team CONFIICT..........oecceeceseeccssseccs s sissssessssssssessess s 6m2s
https://www.linkedin.com/learning/managing-team-conflict/how-to-be-cooperative-in-team-conflict?u=42520596

D 4. How to Be Both Assertive and Cooperative in Team ConfliCt..........ccoooooievevvvcvvcinneeeeeeeeeeeeeeeesesssssssssns 3m38s

https://www.linkedin.com/learning/managing-team-conflict/how-to-be-both-assertive-and-cooperative-in-team-
conflict?u=42520596

. | IDENTIFY AND APPLY CONFLICT TEAM BEHAVIORS

1. Team Conflict Management STYIES. ... 3maTs
https://www.linkedin.com/learning/managing-team-conflict/team-conflict-management-styles?u=42520596

| 2. Manage Team Conflict with the AVOITING SEYIE ...ttt Am26s
https://www.linkedin.com/learning/managing-team-conflict/manage-team-conflict-with-the-avoiding-style ?u=42520596

| 3. Manage Team Conflict with the AcCOMMOAting StYIE........cooccccscsssc 5m26s

https://www.linkedin.com/learning/managing-team-conflict/manage-team-conflict-with-the-accommodating-
style?u=42520596

D 4. Manage Team Conflict with the COMPELING STYIE ........eeeeeeeeeeeeeecsesssssssssssssssssssssese s 4m11s

https://www.linkedin.com/learning/managing-team-conflict/manage-team-conflict-with-the-competing-style?u=42520596

D 5. Manage Team Conflict with the Compromising Style .......ccccccoeevvevvecvvierrneenneeeeeeeeeessss s sssssissssssssees 4m11s
https://www.linkedin.com/learning/managing-team-conflict/manage-team-conflict-with-the-compromising-
style?u=42520596

D 6. Manage Team Conflict with the Collaborating Styl@.............cccccccoeeeeieseeeeeeeeeeeeeeeeeeeeeeeeeeesssssssssssssssssasssssn 5mds
https://www.linkedin.com/learning/managing-team-conflict/manage-team-conflict-with-the-collaborating-
style?u=42520596

" | CONCLUSION
D 1. Managing Conflict Well Opens up OpPOrtUNILIES...............cvvweeeeereeeeesssssssssssssssssssssssssssssssssssssssssssssessssssssssssssssns 1m46s

https://www.linkedin.com/learning/managing-team-conflict/managing-conflict-well-opens-up-opportunities?u=42520596
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https://www.linkedin.com/learning/managing-team-conflict/manage-team-conflict-with-the-avoiding-style?u=42520596
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https://www.linkedin.com/learning/managing-team-conflict/manage-team-conflict-with-the-accommodating-style?u=42520596
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STRESS AND
TIME MANAGEMENT

“The key is in not spending time, but in investing it."
STEPHEN R. COVEY

TIME MANAGEMENT FUNDAMENTALS

| INTRODUCTION

D T WVBICOME ..ot ee s ees s eeee s enees s ensssesnnan 53s
https://www.linkedin.com/learning/time-management-fundamentals/welcome?u=42520596

D 2. USING thE EXBICISE FIlBS ..oommmeeeeeeeeeeeeeee e eessssssssss s sssssssss s sssssssss s sssssssssss s ssssssssssss s 43s
https://www.linkedin.com/learning/time-management-fundamentals/using-the-exercise-files?u=42520596

D 3. MiICTOSOft OffiCE DPTION oooeoeerereieereeeessesrreess s s sssssssss e st 1m41s

https://www.linkedin.com/learning/time-management-fundamentals/microsoft-office-option?u=42520596

| LAYING THE PRODUCTIVITY GROUNDWORK

D 1. Getting the Most from ThiS COUMSE ................vvvvvvveeveeeeeeccsssssssssssss s sssssssssssssssssssss s 3m33s
https://www.linkedin.com/learning/time-management-fundamentals/getting-the-most-from-this-course?u=42520596
D 2. Understanding the FOCUS-ChA0S SCAIE ... ssssssssssssss s sssssssssee 3m45s

https://www.linkedin.com/learning/time-management-fundamentals/understanding-the-focus-chaos-scale?u=42520596

D 3. Finding Your Personal Motivation for Lasting Change.............coeieneiiceescenseessssesssesesssssssssssssssns 1m55s

https://www.linkedin.com/learning/time-management-fundamentals/finding-your-personal-motivation-for-lasting-
change?u=42520596

| OBSTACLE TO PRODUCTIVITY
D 1. Addressing the Myth of MURIASKING ...t sesssssssseeesessesssssssssesesssssssssss e 3m16s

https://www.linkedin.com/learning/time-management-fundamentals/addressing-the-myth-of-multitasking?u=42520596

D 2. Understanding the Consequences of MUIItaSKiNg..............coooooiccsicvvceseeneneeeeeeeeeee s sssssssssssssees 3m23s

https://www.linkedin.com/learning/time-management-fundamentals/understanding-the-consequences-of-
multitasking?u=42520596

D 3. Understanding the Three Principles of ProduCtiVIty ............ccooeeeeecoonneceeeeeeeeecsseeeeeeeeseeessssssseeeeesssssssssnse 3mé4s
https://www.linkedin.com/learning/time-management-fundamentals/understanding-the-three-principles-of-
productivity?u=42520596
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https://www.linkedin.com/learning/time-management-fundamentals/understanding-the-consequences-of-multitasking?u=42520596
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PRODUCTIVITY PRINCIPLE 1: SPACE

1. Taking an Inventory of Your Gathering POINES.........ccccccoooonoonecceceecesveessssssssssssssssssssssssssssssesseeeessssssssssees 2m42s
https://www.linkedin.com/learning/time-management-fundamentals/taking-an-inventory-of-your-gathering-
points?u=42520596

2. Narrowing Your Gathering POINTS ...........cccccuvcevvvevvereeeeeeeeeeesessesssssssssssssssssssssssssssssssssssssssssss s ssssssssssssssssssssees 2m49s
https://www.linkedin.com/learning/time-management-fundamentals/narrowing-your-gathering-points?u=42520596

3. Setting Up an INbox Gathering POINt ... sssssssssssssssssssssssss s 2m32s
https://www.linkedin.com/learning/time-management-fundamentals/setting-up-an-inbox-gathering-point?u=42520596

4, Working wWith @ Portable INDOX ... ceeeeeeessssissssssssssssssssssssesssssssssssssssssssssssssssssssssssssssssssssss s 3mbs
https://www.linkedin.com/learning/time-management-fundamentals/working-with-a-portable-inbox?u=42520596

5. Getting the MoSt from @ NOTEPAM ... esssssssssssssss s sssssssssssssssas 3m15s
https://www.linkedin.com/learning/time-management-fundamentals/getting-the-most-from-a-notepad?u=42520596

6. Consolidating Multiple EM@il ACCOUNTS .............oovvveeeeeeeeeeeeseeessessssssssssssssssssssssssssssssssssssssesss s ssssssssssssssssees 2m40s
https://www.linkedin.com/learning/time-management-fundamentals/consolidating-multiple-email-accounts?u=42520596

7. Consolidating Multiple VoIiCemMail ACCOUNTS...................cocevvvvmmmmisssssssssssssssseeeseeeesssessssssssssssssssssssssssssssssssss s 2m33s
https://www.linkedin.com/learning/time-management-fundamentals/consolidating-multiple-voicemail-
accounts?u=42520596

8. Establishing a Wild Card Gathering POINt..............ocesseessssssssssssssssssssssssssssssssssseese s sssssssssssssees 2m56s
https://www.linkedin.com/learning/time-management-fundamentals/establishing-a-wild-card-gathering-point?u=42520596

9. Separating Work and Personal Gathering POINts..............ccccccooommssssnneecceeeeeeeeeeeecsssesssssssssssssssssssssssssssssees 2m11s
https://www.linkedin.com/learning/time-management-fundamentals/separating-work-and-personal-gathering-
points?u=42520596

10.Taking the Next Step to Controlling YOUr SPACE ...t ssisssssssssssssssssssssssssesssss s 1m22s

https://www.linkedin.com/learning/time-management-fundamentals/taking-the-next-step-to-controlling-your-
space?u=42520596

PRODUCTIVITY PRINCIPLE 2: MIND

1.

Setting Your Mind Clearing OPtioNS ..............ereeessssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssees 2m41s
https://www.linkedin.com/learning/time-management-fundamentals/selecting-your-mind-clearing-options?u=42520596

. Clearing Your Mind of Its To-dos with Mental TFQQers.......cccccoeeeeeeeeeeeeeeeeeseevessssssssssssssssssssssssssssssene 3m41s

https://www.linkedin.com/learning/time-management-fundamentals/clearing-your-mind-of-its-to-dos-with-mental-
triggers?u=42520596

. Setting @ Mind Clearing SCREAUIE ... sssissssssssssssssssssssssss s ssssssssssssssees 1m51s

https://www.linkedin.com/learning/time-management-fundamentals/setting-a-mind-clearing-schedule?u=42520596

Taking the Next Step to Keeping Your Mind ClEar..............sseeeeeeeeeeeeeeeseeessssssessssssssssssssssssnsssssssssssee 1m10s

https://www.linkedin.com/learning/time-management-fundamentals/taking-the-next-step-to-keeping-your-mind-
clear?u=42520596
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| PRODUCTIVITY PRINCIPLE 3: TIME

D 1. Choosing the Right Calendar fOr YOU ......cccoococecccecceccenreeneeeeeeeesssss s ssssssssssssssssssssssssssssssssessssssssssssssssssssnes 3m8s
https://www.linkedin.com/learning/time-management-fundamentals/choosing-the-right-calendar-for-you?u=42520596

D 2. Using Your Calendar EffECHIVEIY.........cccccccecevcvvcvereeeeeceeeeeeeeeeeseeeessssssssssssssssssssssssssssssssssssssesssss s sssssssssssssssees 4m23s
https://www.linkedin.com/learning/time-management-fundamentals/using-your-calendar-effectively?u=42520596

D 3. SAYING NO 10 DTNEIS c.oovvveeceeeeeee s 3m17s
https://www.linkedin.com/learning/time-management-fundamentals/saying-no-to-others?u=42520596

D A, SAYING NO 10 YOUTSEIF ....ooooooeeeeeeeeeeeeeeee s 3m6s

https://www.linkedin.com/learning/time-management-fundamentals/saying-no-to-yourself?u=42520596

EQUIPPING YOURSELF FOR ACTION

T, PrEPariNg FOF ACTION ..o eeeeeeeesssssssssssssss SRR 4m30s
https://www.linkedin.com/learning/time-management-fundamentals/preparing-for-action?u=42520596

GATHERING TO THE INBOX

T, Preparing t0 GAtNOI ... eeesecessssssssssss s 2m46s
https://www.linkedin.com/learning/time-management-fundamentals/preparing-to-gather?u=42520596

2. Gathering t0 YOUr INDOX: DBSK ... sssssssssssssssssssssssssssssssss s ssssssssssssees 6m36s
https://www.linkedin.com/learning/time-management-fundamentals/gathering-to-your-inbox-desk?u=42520596

3. Gathering to Your INDoX: EISEWHEIE ...t sssssssssssssssss s 4m3s
https://www.linkedin.com/learning/time-management-fundamentals/gathering-to-your-inbox-elsewhere?u=42520596

UNDERSTANDING PROCESSING

1. Mastering the What, When, Where Processing SYStEM ........orvevreevveveeeeeeeessssssmssssssssssssssssssesesssseeessssssssseee 3m32s
https://www.linkedin.com/learning/time-management-fundamentals/mastering-the-what-when-where-processing-
system?u=42520596

2. Processing System: What IS the NeXt STEP?.......eesssississsssssssssssssssssssessessss s ssssssssssssssssees 3m49s

https://www.linkedin.com/learning/time-management-fundamentals/processing-question-1-what-is-the-next-
step?u=42520596
3. Processing System: When Will It Be DONET............isseseseeeeeeeeeeeeeesseeessssssssssssssssssssssssssssssssssssssssssseeesseseees 5m2s

https://www.linkedin.com/learning/time-management-fundamentals/processing-question-2-when-will-it-be-
done?u=42520596

4. Processing System: Where IS 1tS HOME? ... ssssssssisssssssssssssssssssssssssssssssssssssssssssssssnnes 4mds

https://www.linkedin.com/learning/time-management-fundamentals/processing-question-3-where-is-its-
home?u=42520596

B, FIlING MAAE SIMPIE ..eeeeeeessssssssssssssssssssss s ssssssssssssssssssssssssssssssssass s ssssssssssssssssssssssssnsssnns 3m51s

https://www.linkedin.com/learning/time-management-fundamentals/filing-made-simple?u=42520596

6. Digital FiliNg Made SIMPIE ..ot sssssssssssssssssssssssssssss s 4m9s

https://www.linkedin.com/learning/time-management-fundamentals/digital-filing-made-simple ?u=42520596
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D 7. Processing YOUE FIFST INDOX.......cceceeeeesesscsscesssssssssssssssssssssssss s ssssssssssssssssssssssssssssssssssssasssssss 7m35s
https://www.linkedin.com/learning/time-management-fundamentals/processing-your-first-inbox?u=42520596
D 8. Setting Your ProcesSiNg SCREUUIE ... ssssssssssssssssss s 5m42s

https://www.linkedin.com/learning/time-management-fundamentals/setting-your-processing-schedule?u=42520596

.| PROCESSING EMAIL

1. Applying What, When, Where Processing t0 EMail ... ecessesssseeeessssssssssssneeees 1m52s

https://www.linkedin.com/learning/time-management-fundamentals/applying-what-when-where-processing-to-
email?u=42520596

2. Setting Up an EMail Archive FOIAET..........uuuceceeveecreeeeneeeeeeeeeesessssssssssssssssssssssssssssssssesssssss s ssssssssssssssssssees 2m33s
https://www.linkedin.com/learning/time-management-fundamentals/setting-up-an-email-archive-folder?u=42520596

3. Creating EMail RUIES OF FILBIS ....oeeeeeeeeeeeeeeceevvssssssssssssssssssssssssssesesessssssssssssssssssssssssssssssssssssssssssssessssssssssssssssssees 4m31s
https://www.linkedin.com/learning/time-management-fundamentals/creating-email-rules-or-filters?u=42520596

4. Processing an EMail Walk-through................sesececeeesssssssssssssssssss s 5m28s
https://www.linkedin.com/learning/time-management-fundamentals/processing-an-email-walk-through?u=42520596

5. Processing Email versus CheCKING EMA@Il.........ooooooooceoreeeeeeeeeeeeeeeeeessssssssssssssssssssssssssssssseeesssessssssssssssssssssssssssssssnns 5m10s
https://www.linkedin.com/learning/time-management-fundamentals/processing-email-vs-checking-email?u=42520596

YOUR TIME BUDGETER

1. Understanding “Work Time” versus “You TIME™ ........coecercececcsvcsssssssssssssssssssssssssssssssssssssssssssssssseees 4m35s
https://www.linkedin.com/learning/time-management-fundamentals/understanding-work-time-vs-you-time?u=42520596

]
[ ]
L]
[
[ ]
]
[ ]
D 2. Establishing the Most Valuahle ACHIVITIES........................ccvveevvveemrssssssssssssssssseeeeeeeesssessssssssssssssssssssssssssssssssss s 2m40s
[ ]
L]
]
]
L]
[ ]
[ ]

https://www.linkedin.com/learning/time-management-fundamentals/establishing-the-most-valuable-
activities?u=42520596

3. Identifying Your Most Valuahle ACTIVITIES .............seeeeeeesesssesssssssssssssssssssssssssssssssssssssssssssssssssssssssees 3m43s
https://www.linkedin.com/learning/time-management-fundamentals/identifying-your-most-valuable-activities?u=42520596

4. Budgeting Time for Your Most Valuable ACHIVITIES ................cocoreereceeeecessseeeeeeeeeesssssssseessssssssssssssssseesssssssssssnnn 4m18s

https://www.linkedin.com/learning/time-management-fundamentals/budgeting-time-for-your-most-valuable-
activities?u=42520596

5. USING YOUT TIME BUAGELET.......oooooveeeeeveveesesssssssssssssss s sssssssssssssssssssssssssssss s sssssssssssssssssssns 3m28s
https://www.linkedin.com/learning/time-management-fundamentals/using-your-time-budgeter?u=42520596

CONCLUSION

1. Maintaining Your ProdUcCtiVIty GAINS ......ccooooiiiiiieceieceieinesneseeeseeseesssssssssssssssssssssssssssssssssssssssssssssssssssss s 2m38s
https://www.linkedin.com/learning/time-management-fundamentals/maintaining-your-productivity-gains-2?u=42520596

BONUS

1. Dave Crenshaw on Getting HImself Organized......coocecccrccenecceeeeecesesessssssssssssssssssssssssseseseeeeeesesssssssens 4m30s

https://www.linkedin.com/learning/time-management-fundamentals/dave-crenshaw-on-getting-himself-
organized?u=42520596
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TIME MANAGEMENT FOR MANAGERS 1H 8M

D INTRODUCTION
D e VI C OMIB ettt sttt se ettt et et ettt et et et ee et et et ettt et en s ee st eee e 53s

https://www.linkedin.com/learning/time-management-for-managers/welcome?u=42520596

D 2. What You Should Know before Watching This COUTSE............csieesseeeeeeeeeeeeeeseesessssesssssssssssssssssssssssssssssss 59s

https://www.linkedin.com/learning/time-management-for-managers/what-you-should-know-before-watching-this-
course?u=42520596

MANAGING PEOPLE

1. The Whys and HOWS 0f DEIEGALION.......ccooreeceeeeeceeeeeeeeeeeeeeeeseseeeeeesssessssssseeeesssssssssssssssessssssssssssssseessssssssssssssneee 4m37s
https://www.linkedin.com/learning/time-management-for-managers/the-whys-and-hows-of-delegation?u=42520596

2. ESTADIISN 11T IMIEETINGS .oooeveeeeeeeeeeeeeeeeeeeessssssssss s ssssssssss s 3m21s
https://www.linkedin.com/learning/time-management-for-managers/establish-1-1-meetings?u=42520596

3. Manage ReSPONSE EXPECIATIONS........o..veoeeceeeeeeeeeeeeeeeseeeeeeeseseesssssseseessssssssssss s sssssssssssssssesssssssssssss s ssssssssssn 4m32s
https://www.linkedin.com/learning/time-management-for-managers/manage-response-expectations?u=42520596

B, FOCUS ON HUMANS ...ttt eeese s ssesee s e s s et es et st es e st e es e nessmeset e eeeesesessseneeseseesrenenes 3m29s
https://www.linkedin.com/learning/time-management-for-managers/focus-on-humans?u=42520596

B, SEt A POSIIVE EXAMPIE ....oooooeeeeeeee et seessssssses s sssssssssssssssssssssssss s ssssssss s sssssssss s sssssssss 3m4s
https://www.linkedin.com/learning/time-management-for-managers/set-a-positive-example?u=42520596

B. INVESEIN TraiNING OTNEIS ...oooooooeeeetesiseieesecesesesesee s 3m37s
https://www.linkedin.com/learning/time-management-for-managers/invest-in-training-others?u=42520596

MANAGING PROJECTS

1. How to Coordinate MUIIPIE ProJECTS ... sssssssssssssssssssssssssssssssssssssssssss s 4m8s
https://www.linkedin.com/learning/time-management-for-managers/how-to-coordinate-multiple-projects?u=42520596

2. AllOCATE SCAICE RESOUITES ...oooeeeeeeeeeeeee ettt eees e ssesseeeseseee s e sese s s s ees s seesssesees s s eees s eeessseesessseseeees 3m50s
https://www.linkedin.com/learning/time-management-for-managers/allocate-scarce-resources?u=42520596
3. Establish ProjeCt DRAGIINES .......eoeeeesssssssssssssssssssssss s sssssssssssssssss s 4m14s

https://www.linkedin.com/learning/time-management-for-managers/establish-project-deadlines?u=42520596

4. Hold Others ACCOUNTADIE FOr DEAUIINES ...t eee e eeeessseeesseseesesessessssseeseseesees s seessseseeesseeseeees 3méls
https://www.linkedin.com/learning/time-management-for-managers/hold-others-accountable-for-deadlines?u=42520596

5. Communicate Changes in DEAAIINES.......ccccooccceseeeeesessssssssssssssss s ssssssssssssssss 2mb58s
https://www.linkedin.com/learning/time-management-for-managers/communicate-changes-in-deadlines?u=42520596
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6. Meeting Time vVersus Working TIME........vvvvecvvceveeeeesssssssssssssssss s ssssssssssssssssssssssssssssssssssssssssssssssssssssnes 2m40s
https://www.linkedin.com/learning/time-management-for-managers/meeting-time-vs-working-time?u=42520596
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| MANAGING PRIORITIES

1. Give High Priority Tasks MOTE TIME ...ttt 3m43s
https://www.linkedin.com/learning/time-management-for-managers/give-high-priority-tasks-more-time?u=42520596

| 2. Use Your Calendar as the Priofitization TOOL...............mcssiscssismssis 3m26s
https://www.linkedin.com/learning/time-management-for-managers/use-your-calendar-as-the-prioritization-
tool?u=42520596

D 3. Keep Meetings ACION-TOCUSEA ... ssssssssssssssssssssssssssssssesssesss s 3m26s
https://www.linkedin.com/learning/time-management-for-managers/keep-meetings-action-focused?u=42520596

D A, SHift PrioritieS WHREN NEEUE ...t eeeees e sesessseseesessseessssesssesesssssesessssssessesssesesssesessssessseees 3mils
https://www.linkedin.com/learning/time-management-for-managers/shift-priorities-when-needed?u=42520596

D D THE PrIOTIEY OF YOU oo sssassssss s ssssssssssssnes 3m38s
https://www.linkedin.com/learning/time-management-for-managers/the-priority-of-you?u=42520596

6. The POWET OF HAVING FUN .. 4m23s

https://www.linkedin.com/learning/time-management-for-managers/the-power-of-having-fun?u=42520596

| CONCLUSION
D Lo N BXE STEPS it 1m8s

https://www.linkedin.com/learning/time-management-for-managers/next-steps?u=42520596
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PROVIDING FEEDBACK
AND PERFORMANCE
MANAGEMENT

“Feedback is a gift. Ideas are the currency of our next success. Let people

see you value both feedback and ideas.”
JIM TRINKA AND LES WALLACE

THE MANAGER’S ROLE IN DELIVERING EMPLOYEE FEEDBACK 27M 448

. INTRODUCTION
D 1. The Manager's Role in Delivering Employee FEEADACK.............oooovvoovvvvvveeeeeeeeesssssssssseeeceesssnsnnneens m

https://www.linkedin.com/learning/delivering-employee-feedback-5/the-manager-s-role-in-delivering-employee-
feedback?u=42520596

| UNDERSTANDING THE NEED FOR FEEDBACK

D 1 THE FEOADACK PrOCESS ...t ses s eee e eneeenesseees s s ses e es s es s see s s s s nes s seesresesssenessaeneesnesens 2m57s
https://www.linkedin.com/learning/delivering-employee-feedback-5/the-feedback-process?u=42520596

D 2. TYPES OF FEEADACK .........ooeoee st sssssss s sss s ssss s ssssssss 1m35s
https://www.linkedin.com/learning/delivering-employee-feedback-5/types-of-feedback?u=42520596

D 3. Characteristics 0f EffeCtive FERUDACK..........cooove e ssesssessssssessssssssesesessesssesssssesssnsnees 3m8s
https://www.linkedin.com/learning/delivering-employee-feedback-5/characteristics-of-effective-feedback?u=42520596

B F@EADACK: ROIE PIAY e ImSTs

https://www.linkedin.com/learning/delivering-employee-feedback-5/feedback-role-play?u=42520596

| DELIVERING FEEDBACK

D 1. Observing EMpPIOYEE BERAVION ... sssssssssssssssssssssssssssssssssssssss s 2m34s
https://www.linkedin.com/learning/delivering-employee-feedback-5/observing-employee-behavior?u=42520596
D 2. Preparing to Deliver FEedDaCK Eff@CTIVEIY ...t seeeesssssssss 2m12s

https://www.linkedin.com/learning/delivering-employee-feedback-5/preparing-to-deliver-feedback-
effectively?u=42520596
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D 3. Handling Critical FEEUDACK .......cooeevvrrersererresssieeeeeessseseesessssssenesssssssssses s ssssssssssssssssssesssssssssssssssssssssesssseseees 2m39s
https://www.linkedin.com/learning/delivering-employee-feedback-5/handling-critical-feedback?u=42520596
D 4. Managing Negative FEedback INtEraCtioN..............ccoreececcioseeeeesecessecsesseeeeesssessssssssesessssssssssssssssesssssssssssssen 3m16s

https://www.linkedin.com/learning/delivering-employee-feedback-5/managing-negative-feedback-
interaction?u=42520596

D 5. Understanding Common Challenges of Delivering Feedback ... 3m4s

https://www.linkedin.com/learning/delivering-employee-feedback-5/understanding-common-challenges-of-delivering-
feedback?u=42520596

"] CONCLUSION
1 INBXE SEBPS 2m22s

https://www.linkedin.com/learning/delivering-employee-feedback-5/next-steps?u=42520596
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PERFORMANCE MANAGEMENT:

SETTING GOALS AND MANAGING PERFORMANCE 19M 43S

. INTRODUCTION

D 1. The Manager’s Role in Managing PerfOrManCe........oooeeececececeeceeceeessssssssssssssssssss s sssssssesssssssssssssssssssssssens 42s

https://www.linkedin.com/learning/performance-management-setting-goals-and-managing-performance/the-manager-s-
role-in-managing-performance?u=42520596

. GOAL SETTING
D 1. Crafting ApPropriate GOAIS. ... 3m22s

https://www.linkedin.com/learning/performance-management-setting-goals-and-managing-performance/crafting-
appropriate-goals?u=42520596

D 2. ANGNING GOIS ... 2m57s
https://www.linkedin.com/learning/performance-management-setting-goals-and-managing-performance/aligning-
goals?u=42520596

D 3. ProCess CONSIABIATIONS ........oiieeeoeeeeeeeeeeeeceeeeeeeeeeeeeesssssssssssssssssssssssssssssees s ssssssssssssssssssssssssssss s ssesssssssssnes 2m42s

https://www.linkedin.com/learning/performance-management-setting-goals-and-managing-performance/process-
considerations?u=42520596

| MANAGING PERFORMANCE
D T, BEING SUPPOITIVE ..o ssssssssssssssssssss s 2m4s8s

https://www.linkedin.com/learning/performance-management-setting-goals-and-managing-performance/being-
supportive?u=42520596

D 2. Gathering Performance Data........ccocccccuevvecevvvveeeeeeeeeeeeeeeeeesessssssssssssssssssssssssssssssssssesss s sssssssssssssees 2mb54s

https://www.linkedin.com/learning/performance-management-setting-goals-and-managing-performance/gathering-
performance-data?u=42520596

D 3. ENSUMNG ACCOUNTADIITTY c..oovvvveereeeeeeee i 2m51s

https://www.linkedin.com/learning/performance-management-setting-goals-and-managing-performance/ensuring-
accountability?u=42520596

"] CONCLUSION
D T N BXE STBPS..ooooueireeeeeeeeeeeeseseee st sssssss s sss s R RS R A R R R R 00 1m27s

https://www.linkedin.com/learning/performance-management-setting-goals-and-managing-performance/next-
steps?u=42520596
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PERFORMANCE MANAGEMENT:

CONDUCTING PERFORMANCE REVIEWS 28M 223

| INTRODUCTION

D 1. The Manager’s Role in Conducting Performance REVIBWS ..................cmmiemsssssssenssseeeeeeeeseeessesssssssssssssssssnnenns 59s

https://www.linkedin.com/learning/performance-management-conducting-performance-reviews/the-manager-s-role-in-

conducting-performance-reviews?u=42520596

| HAVING PERFORMANCE CONVERSATIONS

!

Challenging CONVEISATIONS........eoeeeeeceeeeeceeeeeeeeeeeeceeesssssssssssssssssssssssssssssssssseessssssssssssssssssssssssssssssssnmssssssssssesssssesesssseees 3m39s
https://www.linkedin.com/learning/performance-management-conducting-performance-reviews/challenging-

conversations?u=42520596

| WRITING THE REVIEW

R
)
HE

Reviewing Relevant INfOrmMation............vvceeceeeeissssssseessesssssssssssssssssssssssssssssssssssssssssssssssssssssssssees 3m21s
https://www.linkedin.com/learning/performance-management-conducting-performance-reviews/reviewing-relevant-

information?u=42520596

Creating the FIFSt DIaft ...t 3m15s
https://www.linkedin.com/learning/performance-management-conducting-performance-reviews/creating-the-first-

draft?u=42520596

Creating the FINAI DIaTt ..........eeeeeessssssssssssssssss s seseeeeeeeeeessssssssssssssssssssssssssssss s seseesesssssees 2m59s
https://www.linkedin.com/learning/performance-management-conducting-performance-reviews/creating-the-final-

draft?u=42520596

.| DELIVERING THE REVIEW
D . AVOIAING IVHISTAKES...oovvvevie e eeeeeeeesssssssssssssss SRR 3m8s

2
R

B

https://www.linkedin.com/learning/performance-management-conducting-performance-reviews/avoiding-

mistakes?u=42520596

Preparing for the MEETING ...t sssssssssss s ssssssssss s ssssssssss s sssssssssssaseessssssses 3m10s
https://www.linkedin.com/learning/performance-management-conducting-performance-reviews/preparing-for-the-

meeting?u=42520596

Elements Of EffECtIVE DEIVEIY oot ssssssssssssssssss s 2m57s
https://www.linkedin.com/learning/performance-management-conducting-performance-reviews/elements-of-effective-

delivery?u=42520596

Creating Performance IMprovement PIANS...............neeeeeceeeeesesesssssessssssssssssssssssssssssssssssssesssesesesssssees 3m13s
https://www.linkedin.com/learning/performance-management-conducting-performance-reviews/creating-performance-

improvement-plans?u=42520596

" CONCLUSION

R}
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https://www.linkedin.com/learning/performance-management-conducting-performance-reviews/next-steps?u=42520596
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CREATING A MOTIVATING
ENVIRONMENT

“The strength of the team is each individual member. The strength of each

member is the team”
PHIL JACKSON

MOTIVATING AND ENGAGING EMPLOYEES 46M 34S

D INTRODUCTION
D e VI OMIB ettt sttt et ettt st es et ettt nee e st st snet st eeesreneessnessaeesesneeens 1m17s

https://www.linkedin.com/learning/motivating-and-engaging-employees-2/welcome?u=42520596

| EMPLOYEE ENGAGEMENT BEGINS WITH THE LEADER

D 1. Current State of Employee ENgagement............cccceceevecceeeeenneieeeeesesssssssssssssssssssssssssssssssssssssssssessssssssssssssssns 3m32s
https://www.linkedin.com/learning/motivating-and-engaging-employees-2/current-state-of-employee-
engagement?u=42520596

D 2. Why You Should Care about Employee ENgagement............cccooooevvecvvcvvcevvvneeneeeeeeeeeeeessssesssssssssssmssssssseees 3m37s
https://www.linkedin.com/learning/motivating-and-engaging-employees-2/why-you-should-care-about-employee-
engagement?u=42520596

D 3. What Motivates and Engages Today's EMPIOYEES?....... i 4m6s

https://www.linkedin.com/learning/motivating-and-engaging-employees-2/what-motivates-and-engages-today-s-
employees?u=42520596

D 4. The Three Types of Employees in Terms of ENQagement..........ooooivcvvvvvvvcevevenmsssssssssssssssseeeesesseesnees 3m23s

https://www.linkedin.com/learning/motivating-and-engaging-employees-2/the-three-types-of-employees-in-terms-of-
engagement?u=42520596

. THE ENGAGED EMPLOYEE

D 1. Ways Companies Can Influence Employee ENgagement .........encceccecncseseneeeneeseeeessssssssssssssns 2m57s

https://www.linkedin.com/learning/motivating-and-engaging-employees-2/ways-companies-can-influence-employee-
engagement?u=42520596

D 2. How Managers Can Better Engage Their EMpPIOYEES ..........coeeeeececoeeseeeeeeeeeeesseeeeeeeeeeesosssssseeeesssssssses 3m27s

https://www.linkedin.com/learning/motivating-and-engaging-employees-2/how-managers-can-better-engage-
employees?u=42520596

D 3. Manage DiSengaged EMPIOYEES ... oceeeeeeeeeeeeesissssssss s sssssssssssssssss s 4mls

https://www.linkedin.com/learning/motivating-and-engaging-employees-2/manage-disengaged-employees?u=42520596
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https://www.linkedin.com/learning/motivating-and-engaging-employees-2/why-you-should-care-about-employee-engagement?u=42520596
https://www.linkedin.com/learning/motivating-and-engaging-employees-2/why-you-should-care-about-employee-engagement?u=42520596
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https://www.linkedin.com/learning/motivating-and-engaging-employees-2/what-motivates-and-engages-today-s-employees?u=42520596
https://www.linkedin.com/learning/motivating-and-engaging-employees-2/what-motivates-and-engages-today-s-employees?u=42520596
https://www.linkedin.com/learning/motivating-and-engaging-employees-2/the-three-types-of-employees-in-terms-of-engagement?u=42520596
https://www.linkedin.com/learning/motivating-and-engaging-employees-2/the-three-types-of-employees-in-terms-of-engagement?u=42520596
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. | ENGAGING EMPLOYEES
D 1. Myths Regarding Employee ENQagemeNnt..........corceeceionnneeeeeeseesssesssssssesssssssssssssssssessssssssssssssssesssssssssssnssneeeess 3m20s

https://www.linkedin.com/learning/motivating-and-engaging-employees-2/myths-regarding-employee-
engagement?u=42520596

D 2. What Employees Want from Their LEAUEIS ..................cccveeeeeissssssssssssssssseseeeeeessssssssssssssssssssssssssssssssssssssssssssssss 2m50s

https://www.linkedin.com/learning/motivating-and-engaging-employees-2/what-employees-want-from-their-
leaders?u=42520596

|| 3. BUIl @ MAGNETC CURUIB...cvrccmsnssessssetsssetssssessssssesss 2m46s

https://www.linkedin.com/learning/motivating-and-engaging-employees-2/build-a-magnetic-culture?u=42520596

| CREATING LIFELONG CONNECTIONS WITH EMPLOYEES

D 1. Use Purpose to Drive EMployee ENQagemMENTt ... ssesssssssseeeesssssssssssssssessssssssssssssneeeees 3m44s

https://www.linkedin.com/learning/motivating-and-engaging-employees-2/use-purpose-to-drive-employee-
engagement?u=42520596

2. GiVE EMPIOYEES COMIO .o 3mbs
https://www.linkedin.com/learning/motivating-and-engaging-employees-2/give-employees-control?u=42520596
3. Low Cost Ways to Show Employees That They Are ValUT ... 3mds

https://www.linkedin.com/learning/motivating-and-engaging-employees-2/low-cost-ways-to-show-employees-they-are-
valued?u=42520596

" | CONCLUSION

T NXE SEBDS .ttt 1m25s
https://www.linkedin.com/learning/motivating-and-engaging-employees-2/next-steps?u=42520596

| 2. What Did You Learn?
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PUBLIC SPEAKING

“Words have incredible power.
They can make people’s hearts soar,

or they can make people’s hearts sore.”
DR. MARDY GROTHE

-
==
w
=

PUBLIC SPEAKING FOUNDATIONS

O 0o g on o

INTRODUCTION

1. DeliVEr @ GrEat PrESENTATION .........oeeeeeeeeeeeeee et s e eses s eeee s sese s e s e sesssessees e seessseessessnesesssesneeees 54s
https://www.linkedin.com/learning/public-speaking-foundations-2/deliver-a-great-presentation?u=42520596

PREPARE YOUR SPEECH

T, 1AeNTTY YOUR AUGIENCE c.ooovoeesesesssssssssssssss s ssss s 2m46s
https://www.linkedin.com/learning/public-speaking-foundations-2/identify-your-audience?u=42520596

2. KNOW WhY YOU AT TaIKING......oooooooerieeeeseeceetiiseesecscsssssesesssssssssssss s sssssssssssssssssssssssssss s ssssssssssssss s sssssssssssns 2m59s
https://www.linkedin.com/learning/public-speaking-foundations-2/know-why-you-re-talking?u=42520596

3. OULIINE YOUE SPBECN......oooooveeceeeeeeeeeeee s 3ml4s
https://www.linkedin.com/learning/public-speaking-foundations-2/outline-your-speech?u=42520596

B, FING YOUE STOTY ..ottt sssssssssssssssss s 3m
https://www.linkedin.com/learning/public-speaking-foundations-2/find-your-story?u=42520596

PREPARE FOR YOUR SPEECH

. WVAIIN U oo ssssesssss s sssssss s s s s st 3m39s
https://www.linkedin.com/learning/public-speaking-foundations-2/warm-up?u=42520596

2. RESBAICH the ROOM ..ot e sttt et se st e st eeesenes st set e seee s nes s neeseneesrenees 2m38s
https://www.linkedin.com/learning/public-speaking-foundations-2/research-the-room?u=42520596

3. SaY YES 10 the IMICTOPRONE ..ot sssssss s sssssssss s sssssssssse 2m42s
https://www.linkedin.com/learning/public-speaking-foundations-2/say-yes-to-the-microphone?u=42520596

4. Manage Pre-performance ANXIELY ... sssssseeeseeessssssssssssssssssssssssssssssssssssss s 2m48s

https://www.linkedin.com/learning/public-speaking-foundations-2/manage-pre-performance-anxiety?u=42520596

RBIBATSE. ..ot e e e e s et et e et e e eee s eee s eere e 2m33s
https://www.linkedin.com/learning/public-speaking-foundations-2/rehearse?u=42520596
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" | OPEN

1. DRVEIOP CrOUIDIIIY sttt 2mA3s
https://www.linkedin.com/learning/public-speaking-foundations-2/develop-credibility?u=42520596

D 2. EXplore Five Strong OPENINGS ......ocovvvvvveveevssssssseseseeseeeeessssssssssssssssssssssssssssssssssssssssssssesss s ssssssssssssssssssssssees 3m34s
https://www.linkedin.com/learning/public-speaking-foundations-2/explore-five-strong-openings?u=42520596

D 3. INTrOAUCE YOUE AGBNTA....ocoooiiieeeeeeeeeeessisieeesees s ssssesesss s ssss 8RR 2m25s
https://www.linkedin.com/learning/public-speaking-foundations-2/introduce-your-agenda?u=42520596

D 4. Avoid Common OPening MISTAKES ... sssiseeessseesssssssssssssss s sssssssssssses s sssssssssssss s 2m49s
https://www.linkedin.com/learning/public-speaking-foundations-2/avoid-common-opening-mistakes?u=42520596

" | DELIVER

D 1. DeVelop VOCAI VATIELY ... s s s s 2m50s
https://www.linkedin.com/learning/public-speaking-foundations-2/develop-vocal-variety?u=42520596

| 2. Reduce the USe O CIULCR WOTHS ... 3mbs
https://www.linkedin.com/learning/public-speaking-foundations-2/reduce-the-use-of-crutch-words?u=42520596

D 3. Practice Great BodY LANGUAGE ...t ssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnes 3m
https://www.linkedin.com/learning/public-speaking-foundations-2/practice-great-body-language?u=42520596

B USE ProPS AN VISUBI AIS ... 2m55s
https://www.linkedin.com/learning/public-speaking-foundations-2/use-props-and-visual-aids?u=42520596

D 5. AntiCipate TECH MISNAPS........occooriecceceecserrs s s s 2m36s
https://www.linkedin.com/learning/public-speaking-foundations-2/anticipate-tech-mishaps?u=42520596

| CLOSE

1 HANGIR Q&Aoo 3m2s
https://www.linkedin.com/learning/public-speaking-foundations-2/handle-g-a?u=42520596

D 2. EXPlOre Strong Ways 10 ClOSE.........cveeceveeveeeveeiseeeeeeeeeeeeesseses s sssssssmsssssssssssssssssssssssssssss s ssssssssssssssssssssssssees 3m
https://www.linkedin.com/learning/public-speaking-foundations-2/explore-strong-ways-to-close?u=42520596

B BEEFERADACK ..o 3m10s

https://www.linkedin.com/learning/public-speaking-foundations-2/get-feedback?u=42520596

| CONCLUSION

T FINAEINSIFAON s 49s
https://www.linkedin.com/learning/public-speaking-foundations-2/final-inspiration?u=42520596
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LEADERSHIP

“The greatest leader is not necessarily the one who does the greatest

things. He is the one that gets the people to do the greatest things.”
RONALD REAGAN

LEADERSHIP PRACTICE SKILLS

N
==
=
S
=

U 0Ol ool O

INTRODUCTION

e WV BIC OMIB ettt sttt st et e ettt see et et s et et see e ren et s ee et eeeesenesseeetseseeesnesrnen 53s
https://www.linkedin.com/learning/leadership-practical-skills/welcome?u=42520596

WHAT IS A LEADER?

T I EEOTUCTION oot se e et ses s et ee e senssnes s see s ses s nesreeeneseneseseessesesssenesseen 57s
https://www.linkedin.com/learning/leadership-practical-skills/introduction-5?u=42520596

2. What Makes @ Great Captain? ............ccccccuvvvevvevvveveeeeeeeeeeeeessesessssssssssssssssssssssssssssssssssssssssssss s ssssssssssssssssees 9m45s
https://www.linkedin.com/learning/leadership-practical-skills/what-makes-a-great-captain?u=42520596

3. Everything IS Management’s FAUIT ... eeersesesesssssssssssssssssssss s 4m4Ts
https://www.linkedin.com/learning/leadership-practical-skills/everything-is-management-s-fault?u=42520596

4, Connecting WIth YOUE TRAM......oooooooooeoeeeeessssssssssessssssssessssseessses s sssssssssssssssssssssssssssssssssssssess s 5m37s
https://www.linkedin.com/learning/leadership-practical-skills/connecting-with-your-team?u=42520596

. AQArESSING the TrOOPS ...oocceoeeeeeeeeeeeeeeeeeeeeeessssssssssssss RS RRRRRE0 4m11s
https://www.linkedin.com/learning/leadership-practical-skills/addressing-the-troops?u=42520596

6. Are Great Leaders BOIM OF IMTAUEY ... et eeeeeseee e eeseeesess s sseesse s sessesseesssessesssesess e sesssesseessnseeseneen 6m2s
https://www.linkedin.com/learning/leadership-practical-skills/are-great-leaders-born-or-made?u=42520596

MOTIVATION

T I EEOTUCTION ottt se ettt ses et et see et et ee s et s seeereses s nes st eeeesenessseessesesssenesreen 40s
https://www.linkedin.com/learning/leadership-practical-skills/introduction-3?u=42520596

2. IVBASIOW ...t eee e e e e s e e e e e s e s e s e e s e ee e e eeee s e see s e ees s eeee s e sees e eeessneeeeerens 11m7s
https://www.linkedin.com/learning/leadership-practical-skills/maslow?u=42520596

3. The Man@gemENT POTAT0 .......eeeeeeessssssssssssss s ssssss s 9mbs

https://www.linkedin.com/learning/leadership-practical-skills/the-management-potato?u=42520596

FOUR TYPES OF PEOPIE ....ooooeeece ettt ssssssss s sssssssssss s ssssssssss s ssssssssss s ssssssssss s 7m
https://www.linkedin.com/learning/leadership-practical-skills/four-types-of-people?u=42520596
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D 5. IS IMONEY 8 IMIOTIVATOIT.........oooeeeeeeteeeeceeee s ssssseeee s sssssss s sssss e 5m59s
https://www.linkedin.com/learning/leadership-practical-skills/is-money-a-motivator?u=42520596
D 6. 20 MOtIVAtIONEA] ESSENTIAIS .....ovocoeevverrciererecesiissesesessessessesssssssssssssssesssessssssss s sssssssssse s sessesens 9m31s

https://www.linkedin.com/learning/leadership-practical-skills/20-motivational-essentials?u=42520596

LEADERSHIP STYLES: PART 1

D T I T OTUCTION oo ese e e e e e e s esee s e e s ee s e eee s s seeesseseesssessees e eessseseeessseseessseeseessmseeseseseeeees 39s
https://www.linkedin.com/learning/leadership-practical-skills/introduction-2?u=42520596

D 2. How Much Control Should YOU KEEBPT ... eeeeeeeeeeeeeessssssssssssssssssseseseeseeeeeesseessssssssssssssssssssssssssssssssssssssssseee 9m10s
https://www.linkedin.com/learning/leadership-practical-skills/how-much-control-should-you-keep?u=42520596

D 3. TR SBAGUIL. ..ot 1m57s
https://www.linkedin.com/learning/leadership-practical-skills/the-seagull?u=42520596

" | DELEGATING

D T INEEOTUCTION ettt sss s sss s ess e s e s s s s s s s enen st s e enessessnan 24s
https://www.linkedin.com/learning/leadership-practical-skills/introduction-4?u=42520596

D 2. Delegating IS GrEatl...............cccueeesiessssssssee s ssssss s 1m49s
https://www.linkedin.com/learning/leadership-practical-skills/delegating-is-great?u=42520596

D 3. Objections t0 DIEGATING .....vvvvveeeeeeeeeeeeeeeesss s 5m58s
https://www.linkedin.com/learning/leadership-practical-skills/objections-to-delegating?u=42520596

B VVOUID YOU BE MISSEU. .ottt 3m33s
https://www.linkedin.com/learning/leadership-practical-skills/would-you-be-missed?u=42520596

D D, CUSHION STOTY w.ooooeeeteeeeereeeseeeeessseseeee s sess e s8R 4m4Ts
https://www.linkedin.com/learning/leadership-practical-skills/cushion-story?u=42520596

D 6. How to Delegate: The SPECITICS ... essiisse i ssssssssssssssesees 6m46s
https://www.linkedin.com/learning/leadership-practical-skills/how-to-delegate-the-specifics?u=42520596

D 7. DONTTAKE the IMONKEY ..o sssss s sssses s s s s 4m53s

https://www.linkedin.com/learning/leadership-practical-skills/don-t-take-the-monkey?u=42520596

.| LEADERSHIP STYLES: PART 2

D T I EEOTUCTION .ottt se ettt seeseen et e e st en st e seeesesee s nes s eenesenesssnessesesesenesreen 28s
https://www.linkedin.com/learning/leadership-practical-skills/introduction?u=42520596

D 2. Are Your People Competent and MOtIVATEAT ...................ccuisiosssssssssseseeeeeeeeeeesesssssssssssssssssssssssssssssssssnssssssseee 6m14s
https://www.linkedin.com/learning/leadership-practical-skills/are-your-people-competent-and-motivated ?u=42520596

D 3. What I[f SOMEONE LEtS YOU DOWWNT ... eeeeseseesssee s ssseseesess s ssseesssessssssssssssesessssessssseesssessees 6m6s
https://www.linkedin.com/learning/leadership-practical-skills/what-if-someone-lets-you-down?u=42520596

D 4, How Much Freedom ShOUId YOU GIVET? ... vceeeeeeeeeeeeeeeesssseeessssecessessssssesssssssssssssssssssssssssssssssssssssssssssssssnssan 5m35s

https://www.linkedin.com/learning/leadership-practical-skills/how-much-freedom-should-you-give ?u=42520596
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D B, DECIAING YOUE GIID oot

https://www.linkedin.com/learning/leadership-practical-skills/deciding-your-grip?u=42520596

D 6. Options for Planning @nd DOING .......ccccceeeevesecesssssssssssssssssssssssssssssssesesessssssssssssssssssssssssssssssssssssaans

https://www.linkedin.com/learning/leadership-practical-skills/options-for-planning-and-doing?u=42520596

7. Daily, WeeKly, MONTAIY, YEIIY .ot

https://www.linkedin.com/learning/leadership-practical-skills/daily-weekly-monthly-yearly?u=42520596

" | CONCLUSION

D T YOUE PIEAGE. ....ooooeeeeeeeeeeeeteeesssssss s sssssssss s RS

https://www.linkedin.com/learning/leadership-practical-skills/your-pledge?u=42520596

D 2 TIANK YOU ottt ettt ae et e ettt et et s et ee s et st ees e eesseesseene s

https://www.linkedin.com/learning/leadership-practical-skills/thank-you?u=42520596
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POWER OF GRATITUDE
AND INFLUENCING
OTHERS

“Gratitude is the healthiest of all human emotions. The more you express
gratitude for what you have, the more likely you will have even more to
express gratitude for.”

ZIG ZIGLAR
INFLUENCING OTHERS 42M
| INTRODUCTION
D 1. MAKING INFIUBNCE WWOTK.....ooooieceiseee et sssss s A4s

https://www.linkedin.com/learning/influencing-others/making-influence-work?u=42520596

| MINDSET AND HABITS FOR INFLUENCE

D 1o FING INSPITATION ...ooooeeeeeeeeeeeiiss e eeeeesesesssssssssssssssssss AR 3m14s
https://www.linkedin.com/learning/influencing-others/find-inspiration?u=42520596

D 2. BUIT RAPPOIT..ccooeeeereeeeceesmiisseseeeeeeessssssssesses s sssssessssssse s sssse e85 R 3m15s
https://www.linkedin.com/learning/influencing-others/build-rapport?u=42520596

B BELIKADIE . 2m30s
https://www.linkedin.com/learning/influencing-others/be-likable?u=42520596

D 4. B INTIUBNCEADIE ........cos s sses s s s s s 2m40s
https://www.linkedin.com/learning/influencing-others/be-influenceable-2?u=42520596

D 5. Turn ODJECTIONS INTO ACTIONS ...ooccooeeercverceescersssesssssssesns s s s s 4mbs
https://www.linkedin.com/learning/influencing-others/turn-objections-into-actions-2?u=42520596

D B TRINK LONG TEIM oo eeeeeeeessssssssssss s ssssss s 3m36s

https://www.linkedin.com/learning/influencing-others/think-long-term?u=42520596
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INFLUENCE TECHNIQUES

1. Simple, SPeCific, N SUMPIISING........oooooocoovovveeveeeeeeessesssesssssssssssss s ssssssssss s 3m14s
https://www.linkedin.com/learning/influencing-others/simple-specific-and-surprising?u=42520596

2. T RUIDIE SOUICES oot e e eee e se et et e e e st ee e e et eeeee s eet e e e e s s eeseneeeessneeeeeees 1m16s
https://www.linkedin.com/learning/influencing-others/credible-sources?u=42520596

3. UrGENCY NG SCATCITY ..ooovvovveeeisiseeessee e sessssssssssssssssssssss s s s 1m13s
https://www.linkedin.com/learning/influencing-others/urgency-and-scarcity?u=42520596

4. Pain @and Gain FramMiNg...........reeosesssissssisssssssssssssssssssssssssssssesssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnes 1m7s
https://www.linkedin.com/learning/influencing-others/pain-and-gain-framing?u=42520596

5. ComPare anNd CONTIAST.................ovvvvvvveveeeevseessssssssss s sssss s 2m49s
https://www.linkedin.com/learning/influencing-others/compare-and-contrast?u=42520596

B. SECUIE @ COMIMILIMIEIT. .ottt e s et sses e ee s se e s eeee s s s s s eee s s eessseseees s seeseneesessseseeeees 2m56s
https://www.linkedin.com/learning/influencing-others/secure-a-commitment?u=42520596

T ASK FOT AAVICR ..ot seeeeseses e e s e see s s e e s s s s e s e e s s e ee e s eee s s s eees s s sess s seesseesses s s seessseesessseneenees 2m30s
https://www.linkedin.com/learning/influencing-others/ask-for-advice?u=42520596

8. Appeal t0 High-LeVel GOQIS...........ooooeeeevveeccececeeceeeeeeeee s ssssssssssees 1m19s
https://www.linkedin.com/learning/influencing-others/appeal-to-high-level-goals?u=42520596

0. S0CTAI PrOOT oot eseeess et e s e s ee e s ee e ees s s ee s s ees s es s s e eseneeeessreeeeneens 2m15s
https://www.linkedin.com/learning/influencing-others/social-proof?u=42520596

0. R CIPIOCITY .ooooeeeeeeeeeeeeeeessesssssssssss st 1m37s
https://www.linkedin.com/learning/influencing-others/reciprocity?u=42520596

CONCLUSION

THE POWET OF GRatiEUGR ...t eeee e s s s s s sses s e e e s e s s es s s see s s esessseesesseenees s seessnee 1m29s
https://www.linkedin.com/learning/influencing-others/the-power-of-gratitude ?u=42520596
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NOTES

In accordance with Federal law and U.S. Department of Agriculture (USDA) civil rights regulations and policies, this institution is prohibited from discriminating on the basis of race, color,
national origin, sex, age, disability, and reprisal or retaliation for prior civil rights activity. (Not all prohibited bases apply to all programs.) Program information may be made available in
languages other than English. Persons with disabilities who require alternative means of communication for program information (e.g., Braille, large print, audiotape, and American Sign
Language) should contact the responsible State or local Agency that administers the program or USDA's TARGET Center at 202-720-2600 (voice and TTY) or contact USDA through the
Federal Relay Service at 800-877-8339. To file a program discrimination complaint, a complainant should complete a Form AD-3027, USDA Program Discrimination Complaint Form, which
can be obtained online at https://www.ocio.usda.gov/document/ad-3027, from any USDA office, by calling 866-632-9992, or by writing a letter addressed to USDA. The letter must contain
the complainant’s name, address, telephone number, and a written description of the alleged discriminatory action in sufficient detail to inform the Assistant Secretary for Civil Rights
(ASCR) about the nature and date of an alleged civil rights violation. The completed AD-3027 form or letter must be submitted to USDA by: (1) Mail: U.S. Department of Agriculture Office of
the Assistant Secretary for Civil Rights, 1400 Independence Avenue, SW Washington, D.C. 20250-9410; or (2) Fax: 833-256-1665 or 202-690-7442; or (3) Email: program.intake@usda.gov. This
institution is an equal opportunity provider.

For the full non-discrimination statement or accommodation inquiries, go to www.extension.iastate.edu/diversity/ext.
June 2020 | ADV.20.19B
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