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Strategic
Thinking

Develop a strategic mindset to 
increase the success of your 
strategic plans. Unfortunately, many 
leaders do little to employ systematic 
strategic thinking in their organizations. 
This program will help you learn how to 
strengthen your strategic thinking skills and 
encourage it in others. Through practical 
thinking exercises applied to your own 
work opportunities, you’ll stimulate your 
strategic thinking, learn to recognize 
patterns that impact strategy, and enhance 
your abilities to generate new insights and 
ideas. Develop your capacity to think 
strategically every day and come to your 
next strategic planning session with the 
best  possible strategic ideas.
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How you will benefit

 Learn to challenge your assumptions and view your business as it relates to the larger 
market systems

 Explore and apply different thinking methods to challenge group-think
 Control reactive fixes to problems with creative responses even in uncertain times
 Learn to shift between the current reality of your business and your desired future
 Generate new ideas and evaluate future scenarios before your competitors do
 Know when to embrace necessary risk even if resources are limited

What you will cover

 Introduction to strategic thinking: a new way of thinking and looking at the world
 Learning a model to support your strategic thinking skills
 Recognizing the business ecosystems that influence current and future strategic choices
 Practicing strategic thinking calisthenics and knowing how to use them
 Generating ideas and creating plans with a big-picture perspective
 Building an action plan to expand your own strategic thinking skills and those of your 

colleagues

Who should attend?

 Individual contributors, managers, directors and other leaders who need strategic 
thinking skills to gain better business insights and identify trends that can contribute to a 
more successful business strategy.



Strategy
Execution
Getting It Done

Get the skills and knowledge to 
accomplish what so many others 
don’t - the successful 
implementation of strategic goals. 
Whether it’s entering new markets, 
repositioning, outsourcing or undertaking 
new initiatives or technology, execution of 
strategic goals is often a graveyard of good 
intentions. A recent strategy execution study 
of a broad group of leaders found that 65% 
of them do not consider their own 
organization successful at executing their 
strategies.
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How you will benefit

 Apply basic elements of strategy execution to your own strategic initiative
 Recognize factors affecting your ability to execute your organization’s strategy
 Break large, long-term strategic initiatives into smaller, achievable projects
 Map your own strategic goals against the vital points of success, failure and resistance
 Utilize skills that can gain and sustain support across organizational boundaries
 Identify ways to better align your strategy with departmental and organizational goals

What you will cover

 Using mind mapping to define and refine a strategic initiative
 Designing a strategic execution goal for a successful outcome and preparing for results
 Planning and leading an energizing launch for a strategic initiative-focused project
 Using plans, schedules, budgets and controls to track the progress of your strategic 

initiative
 Overcoming opposition and unforeseen obstacles using political skills and creative 

problem solving

Who should attend?

 Experienced leaders and managers who need to successfully execute their part of larger 
scope, mission-critical strategic initiatives.

Workshop compliments:

 Prior to your program, you will receive a pre-work assignment. You will need to identify a 
strategic initiative you have responsibility for executing, meet with your manager to 
clarify the project specifications and complete the Strategic Initiative Summary 
Worksheet.



Decision
Making
Getting it Right

Make difficult and complex 
decisions with greater clarity. 
When faced with tough decisions, do you have a 
tendency to procrastinate and allow your fear of 
making the wrong decision stop you from 
moving forward?

Now you can take control of those tendencies 
by making yourself aware of the powerful 
psychological factors that underlie how we 
make decisions. After taking a self-assessment, 
you’ll dive deep into your own decision-making 
preferences, biases and risk tolerance. You’ll also 
learn and practice a clear approach to sharpen 
your personal judgment and analytical thinking 
so you can become more confident that your 
decisions are the right ones.
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How you will benefit

 Feel more confident and empowered to make decisions
 Sharpen your analytical and intuitive skills
 Reduce conflict and group think
 Recognize your feelings about and reactions to risk and uncertainty
 Apply practical tools and a structured process for making decisions
 Be more deliberate when making decisions under conditions of uncertainty or missing 

information

What you will cover

 Learning the “AID” model of decision making
 Identifying different types of decisions
 Exploring the impact of psychological factors, perceived risk and uncertainty
 Visualizing your decision and learning techniques to avoid overconfidence and 

anticipatory regret
 Personal decision-making preferences: knowing the impact of values and experiences in 

making the right or best decision
 The analytical process: learning and practicing constraints, forcefield, decision-map and 

decision-worksheet analysis
 The intuitive process: sharpening your personal judgment to make decisions that do not 

conform to existing patterns or protocols

Who should attend?

 All professionals who want to harness their intuition and use tried and true, rational 
decision-making tools to take decisive action.



The Voice of 
Leadership
How Leaders Inspire,
Influence & Achieve
Results

It’s a fact of organizational life: To 
lead well, you must communicate 
well. No communication, no 
leadership - no question about it.

This fast-paced, results-oriented program 
is uniquely designed to strengthen your 
leadership communication skills. You’ll 
learn practical techniques to shape your 
leadership messages, hone an authentic 
leadership voice and engage in powerful 
conversations that achieve results.
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How you will benefit

 Become a more effective communicator—and leader
 Build greater buy-in, trust and loyalty
 Demonstrate grace under fire and defuse tension
 Overcome resistance to change
 Motivate followers and inspire them when giving speeches and presentations
 Rally support in difficult situations

What you will cover

The Voice of Effective Leaders - Past and Present
 Describing typical situations requiring leadership and assessing how well you use the 

language of leadership in these situations
 Identifying five traits of effective leaders as communicators and assessing how well you 

demonstrate those traits

Finding Your Leadership Voice
 Learning the two components of a leader’s voice
 Describing several leadership styles and describing your dominant style

Crafting Compelling Messages That Inspire Action and Produce Results
 Pinpointing the desired results of your leadership message by using a results matrix
 Shaping your leadership message 

Setting the Stage for Powerful Communication
 Picking the right forum and creating a winning setting for your key messages
 Building confidence by presenting to fellow participants and receiving feedback
 Overcoming stage fright and communication anxiety

Taking the Lead
 Generating presence and charisma that command respect
 Sending clear messages that maximize audience understanding

Setting the Direction You Want Others to Travel
 Communicating a clear mission and inspiring vision and values
 Delegating authority in ways that prompt others to take responsibility

Influencing and Inspiring Others Into Action
 Identifying the factors that demotivate
 Lighting a fire in the hearts of others

Coaching, Counseling and Mentoring for Improved Performance
 Stimulating and guiding authentic coaching, counseling and mentoring sessions

Addressing Tough and Touchy Topics in Ways That Defuse Tension
 Handling conflict and hostile disputes

Who should attend?

 Experienced managers and executives and anyone who aspires to a leadership position 
or who is expected to provide leadership.



Preparing for
Leadership
What it takes to
Take the Lead

You want to become a leader, 
but are you ready to take that 
step? Learn how to get noticed and 
selected for a leadership position and 
develop the skills every confident leader 
needs. This course is uniquely designed to 
help leaders-to-be get ready for their new 
challenges and responsibilities. You’ll 
discover the heart, soul and mind of true 
leadership.

Through role-playing, self-assessment tests 
and other leadership training scenarios, 
you’ll explore leadership roles as strategist, 
change agent, coach, manager, 
communicator, mentor and team member. 
And you’ll learn how to develop your unique 
leadership style for maximum impact.

12



How you will benefit

 Understand what a leader is and is not
 Project a more dynamic image
 Discover your unique leadership style
 Determine which leadership attributes you already possess
 Take on your first leadership position with greater confidence
 Get noticed by learning how to look and talk like a leader
 Find out what people expect and respect in a leader
 Refine your leadership skills in gaining and using power and influence positively
 Learn how to motivate a team, including “difficult” people
 Protect yourself against the pitfalls of intra-organizational politics

What you will cover

 Is There a Leader in You ?
 Discussing which qualities senior management looks for in candidates for leadership 

positions
 Understanding the challenges you will face

 What do Leaders Talk About ?
 Discovering your leadership style
 Learning to adapt your style to the needs of others

 What is your Leadership Image?
 Describing how to project the positive professional image of a leader

 How can You Build You Influence and Power?
 Illustrating ways that leaders can build their power and influence

 How Can You Develop Key Relationships?
 Identifying the strategic alliances you need to build

 How Should You Handle Organizational Politics?
 Explaining strategies for getting others to support your agenda

 How Can You Motivate People?
 Assessing the things that really motivate

 Methods to Approach the First Day, Week, Month and Year of Leadership
 Designing your strategies for being noticed and selected to be a leader

Who should attend?

 Any manager who is a potential candidate for a leadership role or 
who is about to take on a new leadership assignment.



Transformational
Leadership:
How to Inspire
Extraordinary
Performance

Become a leader who creates 
meaningful change and truly 
makes a difference. Are you ready to 
inspire people with a powerful vision? To 
create positive energy, ignite passion and 
foster a work environment that thrives on 
personal motivation, adaptability, 
collaboration and accountability? This is what 
transformational leadership is all about. You 
challenge the status quo and become a 
conduit for sustainable success. You insist on 
collaboration and empower your people to 
become leaders themselves. In this program, 
you will build a clear roadmap that includes 
specific steps, techniques, and tools to make 
you the change agent. You change, and 
others will follow. Get ready to assess your 
skills, master new strategies and transform.
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How you will benefit

 Assess your strengths and step up to lead by example
 Rise to the challenges of today’s “do more with less” reality
 Inject passion and a sense of purpose to spark creativity and innovation
 Inspire your team members to reach and strive for greater performance on their own
 Cultivate a culture where followers want to become leaders
 Create and articulate your vision for the future

What you will cover

 Evaluating your organization’s predominant leadership style(s)
 Exploring the transformational leadership skill set: 10 essential skills
 Assessing your own transformational leadership skill level
 Making adjustments and developing a process for enhancing your transformational 

leadership skills
 Monitoring progress with milestones and metrics
 Developing a process for adapting your team’s culture
 Creating your cultural adjustment action plan

Who should attend?

 Senior executives, vice presidents, directors and managers seeking to improve business results by 
inspiring extraordinary performance throughout their department, division or organization.

AMA seminars are GSA approved and all AMA programs can be delivered onsite — 1.800.262.9699 — www.amaseminars.org

Management Skills for     New Managers

Ken Blanchard’s Situational Leadership® II (SLII®) is a model for developing people 
and a way for leaders to help their employees become self-reliant achievers. To be 
truly effective, leaders’ styles must adapt to the skills and  commitment of the people 
they want to influence. With some people, managers have to provide a great deal of 
direction. With others, encouragement and appreciation trigger the best results. Still 
others deliver their best when allowed to take the ball and run with it. Situational 
Leadership II helps managers become more flexible and responsive to their employees’ 
needs. For more information on a 2-day seminar, see page 99.

HAVE YOU MASTERED THESE FIVE CRUCIAL COMPETENCIES?
If you don’t delegate, you’ll drown. 

Your direct reports look to you for answers. 

Do you treat performance management as an ongoing process, 

How do your emails and phone calls come across? 

Do you know how much

Unclear about expectations in your new role as a manager? Need to learn how to motivate disengaged employees who lack initiative? Having trouble delegating for fear of losing control? In this hands-on, interactive seminar you’ll engage in activities that take you through every aspect of motivation, delegation, Situational Leadership® II and coaching.You’ll return to work with the ability to create a more motiva-tional work climate to help raise the engagement and commit-ment level of your direct reports…effectively manage perfor-mance…provide corrective feedback…and achieve team success and bottom-line results. Now, you can tackle your challenges with confidence and cultivate a successful management career.HOW YOU WILL BENEFIT
� Gain a deeper understanding of your roles and responsibilities� Improve communication to effectively set expectations for yourself 

and your direct reports
� Adapt your style to the needs of individual team members� Communicate organizational goals that get results� Apply delegation strategies to increase motivation and productivity

� Use effective coaching techniques to maximize your team’s performance

WHAT YOU WILL COVER
Your Role as Manager
� Identifying qualities and abilities required for effective management
� Understanding your role and responsibilities as manager � Learning to transition from individual contributor to manager� Knowing how to work effectively with a multigenerational workforce 

� Understanding the nuances of managing remote teamsPerformance Management
� Identifying the challenges to effective performance management
� Conducting performance planning, facilitation and evaluation� Practicing the skill of setting goals, providing effective feedback 

and conducting alignment discussionsEffective Communication
� Recognizing what effective communication really is� Knowing the barriers that can cause derailment and misunderstanding

� Getting a firm grasp of the five building blocks of managerial communication
� Learning to match the right communication method with your 

communication goal
� Identifying the challenges and practices when communicating 

virtually

BEST 
SELLER

�

�

Watch Classroom Video
�



Coaching: 
A Strategic Tool for
Effective Leadership

Lead more effectively by creating 
rapport, synergy and two way trust. 
The most successful leaders are those with the 
best people skills. Poor communication and 
interpersonal relationships routinely thwart 
leaders who are otherwise technically 
competent. In order to succeed, leaders must 
be fully engaged with the individuals who 
make up their organization. Focusing 
skill-by-skill on P.E.O.P.L.E. (Professionalism, 
Empathy, Optimism, Partnership, Loyalty and 
Empowerment) this program can help anyone 
in a position of leadership to better 
demonstrate caring as well as courage, and to 
use a P.E.O.P.L.E. approach to achieve 
maximum results.
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How you will benefit

 Understand the components of professionalism and the importance of setting a good 
example

 Coach and develop your direct reports/colleagues to be more hopeful and empathetic 
as they develop greater professionalism

 Be more optimistic through reframing, resilience and positive language skills
 Create genuine partnerships and unity with and among direct reports/colleagues
 Learn and apply the components of loyalty to create “loyal followership”
 Trust and empower your direct reports/colleagues more

What you will cover

 Professionalism: character, composure, commitment, communication, competence and 
caring

 Empathy: connecting and building rapport, understanding others and valuing strengths
 Optimism: enthusiasm, eagerness to learn and teach, and resilience
 Partnership: collaboration (vs. competition), creating synergy and teamwork
 Loyalty: building energetic followers who persevere and are accountable to self and 

others
 Empowerment: delegating, teaching, coaching and entrusting

Who should attend?

 Senior managers, directors, VPs, mid-level managers and others in leadership 
positions.



Developing
Executive
Leadership

Deepen your self-awareness with 
executive leadership training and 
empower your staff to improve 
performance! This intensive executive 
leadership training
program combines proven-in-action 
techniques with peer interaction and 
insights from the latest research to help 
you master the competencies of effective 
executive leadership.

Executive leadership training can show you 
how to use your power and influence to 
achieve goals…build alliances across 
departments… establish strong working 
relationships…and create passion in your 
department, your team and your 
organization.
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How you will benefit

 Build a leadership style that creates trust, sets a clear vision and guides 
your entire team toward greater performance and profit

 Learn what real “coaching” consists of and how to build an extraordinary team that 
works together to deliver results

 Develop heightened “emotional intelligence” for greater professional achievement and 
satisfaction

 Develop an executive leadership style that adapts to the person and situation
 Improve performance through empowerment and delegation
 Clearly communicate mission, vision and value statements
 Continue your growth as a leader through a self-development plan

What you will cover

Understanding Today’s Leadership Expectations
 Exploring the fundamental concepts of leadership
 The four-factor model of effective leadership
 Differentiating between leadership and management
 Identifying the leadership requirements for the 21st century

Leadership with the Head: Exploring the Strategic Elements of Leadership
 Defining mission, vision and values
 Focusing on the “big picture” when building the culture
 The importance of planning and prioritizing in day-to-day activities

Leadership with the Hands: Understanding and Appreciating Situational Leadership® 
II, the Art of Influencing Others
 How to develop people, value differences and encourage honest communication
 Developing your leadership style to gain commitment from your employees
 Matching your leadership style to your employees’ developmental needs

Leadership with the Feet: Personal Values and Ethics at Work
 Understanding the challenges you face— and the various ways you can manage them
 Creating a culture of trusting relationships
 How individualized “passionate purpose” provides a context for consistency

Leadership with the Heart: Practicing Ways to Communicate
 Motivating the workforce: elements that ensure job satisfaction and productivity
 Examining the role of “emotional intelligence” in successful leadership
 Assessing your “emotional intelligence”: your strengths and areas that need 

development

Creating an Executive Leadership Development Plan
 Developing a plan based on your goals

Who should attend?

Mid-level managers or executives who lead others with managerial responsibility.



Developing
your
Emotional
Intelligence

Developed with Dr. Daniel Goleman, based 
on his research and bestselling book 
Leadership: The Power of Emotional 
Intelligence®—Selected Writings

Recognize and harness emotions and 
actions to become a more valuable 
performer. Emotional intelligence (EI) is vital to being 
an effective and high-performing member of any team. 
Business professionals who understand the connection 
between emotions and actions and can apply EI skills to 
maximize effectiveness have a stand-out advantage in any 
organization.

Dr. Daniel Goleman introduced his perspectives on EI in 
1995 and has become a world-renowned expert in the 
field. Only Goleman’s EI model focuses specifically on the 
behavioral level, on performance at work and on 
organizational leadership. He has developed this program 
with AMA to introduce you to this proven EI model and 
provide you with the insight and skills to apply it in making 
your job and career more effective, satisfying and 
successful.

20



How you will benefit

 Recognize the benefits of developing EI
 Define EI competencies and origins
 Identify personal strengths and limitations using the Emotional and Social Competency 

Inventory
 Apply the researched EI competency framework to optimize professional performance 

and working relationships
 Build a personal development strategy

What you will cover

 The Meaning and Value of Emotional Intelligence
 Defining Emotional Intelligence (EI)
 Comprehending the neurological and physiological underpinnings of EI
 Relating the behaviors, impact and challenges of EI on workplace performance
 Identifying your workplace relationships and their importance to yourself and others

 Explaining the EI Competency Framework
 Defining the four domains in the Emotional Intelligence model
 Explaining the relevant competencies associated with each domain 

 Gaining Personal Insight into Your EI Competencies Through a Self-Assessment
 Describing your EI strengths and challenges to illustrate your ESCI profile
 Selecting potential developmental areas for enhancing your EI skills
 Being aware of your personal reactions to the self-assessment

 Tools and Techniques for Increasing Competence in the Four Domains of EI
 Explaining each domain: Self-Awareness, Self-Management, Social Awareness, 

Relationship Management
 Describing developmental activities that will increase skill and understanding
 Practicing developmental activities associated with each domain

 Identifying Areas for Improvement and Specific Steps for Developing EI
 Consolidating information from assessment/reflection into an action plan
 Planning specific techniques to act on improvement areas
 Devising methods to maintain focus on development plans

Who should attend?

 Business professionals who want to maximize their performance by 
increasing emotion management and self-understanding through 
emotional intelligence training.



Negotiating
to Win

Gain the skills, insights and 
competencies required in all 
negotiations— in every 
organization—at every level. 
Whether it’s allocating resources for a project, 
funding a new initiative or establishing a supply 
chain for a new product or service, negotiation is 
inevitably at the heart of the process. But few 
people understand the structure, techniques and 
approaches available to them as they seek to 
positively influence an outcome.

This hands-on program gives you a step-by-step 
guide to effective negotiation. You must identify 
the problem, understand it from the other’s 
perspective, generate alternative solutions and 
select a solution that benefits both sides. All 
parties need each other to achieve their goals. 
Negotiation focuses on solving the problem and 
closing the gap between what both parties want.
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How you will benefit

 Know when—and when not—to negotiate
 Develop an effective plan and strategy for any negotiation
 Know what behavior to adapt at each stage of the negotiation
 Adjust your communication style to achieve desired results
 Successfully apply the principles of persuasion to any negotiation situation
 Effectively negotiate face to face, on the phone or through email and other media

What you will cover

What Is Negotiation?
 The basic concepts of negotiation
 What is negotiable in typical business situations
 Identifying approaches to negotiation

Negotiation Stages
 Identifying the six stages of negotiation
 Using appropriate behaviors in each stage
 Defining the influences on the negotiation process

Planning Your Negotiation
 Planning a negotiation
 Determining a settlement range
 Applying the planning framework in practice negotiation

Persuasion
 Applying the persuasion process
 Using the frame/reframe process to understand the other party
 Examining possible approaches to use when there is confrontation
 Using listening skills in the negotiation process

Communication
 Explaining the four dimensions of the DiSC® assessment and the style tendencies of each
 Describing the characteristics of dual styles and their impact on negotiations
 Describing how to adapt style to maximize the results of negotiations
 Identifying why negotiations become derailed and how to avoid negotiation traps

Crafting a Strategy for Your Negotiation
 Planning a strategy to apply your negotiations
 Describing the process of identifying a problem or issue for negotiation
 Identifying steps and techniques for choosing appropriate communication methods
 Creating and applying a strategy for a business negotiation simulation

Developing an Action Plan
 Applying what you’ve learned to plan a negotiation for back on the job

Who should attend?

 Those responsible for negotiating the best possible terms of an
agreement for their organization.
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Getting 
Results
without
Authority

Win friends and influence people 
throughout the organization. Whether 
you’re dealing with bosses, colleagues, staff 
members or senior management, winning 
respect and cultivating influence and 
cooperation are absolutely essential to 
career success. At this program, you’ll focus on the 
key elements of influencing others when there is a lack 
of authority— personal power, persuasion and 
negotiation

Learn how to build your power base using the Personal 
Power Model, understand exchange and reciprocity 
(the first steps in the influence process), adapt behavior 
patterns that build credibility, persuade with a 
framework of discovery, preparation and dialogue and 
master the key components of negotiation. You’ll 
practice influencing techniques right from day one 
through the final activity on last day of this information 
packed program—and enhance your learning with 
videos, exercises, assessment tools and group 
discussions.26



How you will benefit

 Establish or regain credibility so you can begin to influence
 Effectively use your power base to persuade others
 Understand the person you’re trying to influence—and persuade through give and take
 Develop and grow relationships within your organization and beyond
 Create a collaborative work environment for faster, better results
 Let work styles and communication differences work for, not against, you
 Successfully sell your ideas and implement change ! Achieve trust and give-and-take relationships up, down and 

across the organization
 Project self-confidence without being pushy
 Adapt your style to the person or situation you’re dealing with
 Identify various negotiating techniques that promote win-win outcomes

What you will cover

Personal Power
 Understanding your personal power
 Personal power behaviors
 Attributes of effective/ineffective influencers
 Your power relative to the other person
 Influence strategies
 Commitment Model: why commitment from others doesn’t happen 

by chance

Reciprocity and Relationships:
The First Step in the Influence Process
 Mental model of influence
 Reciprocity assessment and case study
 Principles of reciprocity
 Building relationships
 Creating partnerships

 Personal Preferences
 Linkages between personal styles and reciprocity, relationship, partnership
 Style indicator and interpretation tool
 Blind spots in your self-knowledge
 The negative attribution cycle

Persuasion
 Key components of persuasion: discovery, preparation, dialogue
 The need to adjust to different audiences
 Understanding the world of the other person
 The role of investment and risk in persuasion
 Achieving credibility
 Managing stakeholders
 Reaching a common goal
 Selling your position by providing evidence
 Connecting emotionally
 Best form of communication: listening, questioning
 Practicing persuasion techniques

When Conflicts comes between you and Your Desired Results
 Approaches to conflict resolution
 Conflict activity
 Giving and receiving feedback
 Using a win-win mindset

Getting Better Results from Negotiations
 Power, information, timing and approach
 Basic principles of negotiation
 Various steps in negotiation
 Final negotiation activity

Developing an Action Plan

Who should attend?

Those who need to get work done through others—or who need to convince 
another person to buy into an idea or follow up on a request.

Whether you’re dealing with bosses, colleagues, staff mem-

bers or senior management, winning respect and cultivating 

influence and cooperation are absolutely essential to career 

success. At this seminar, you’ll focus on the key elements of influ-

encing others when there is a lack of authority—personal power, 

persuasion and negotiation. Learn how to build your power base using the Personal Power 

Model, understand exchange and reciprocity (the first steps in the 

influence process), adapt behavior patterns that build credibility, 

persuade with a framework of discovery, preparation and dialogue 

and master the key components of negotiation.You’ll practice influencing techniques right from day one through the 

final activity on day three of this information-packed program—and 

enhance your learning with videos, exercises, assessment tools and 

group discussions.

HOW YOU WILL BENEFIT� Establish or regain credibility so you can begin to influence

� Effectively use your power base to persuade others
� Understand the person you’re trying to influence—and  

persuade through give and take� Develop and grow relationships within your organization  

and beyond
� Create a collaborative work environment for faster, better results

� Let work styles and communication differences work for,  

not against, you
� Successfully sell your ideas and implement change

� Achieve trust and give-and-take relationships up, down and across 

the organization
� Project self-confidence without being pushy

� Adapt your style to the person or situation you’re dealing with

� Identify various negotiating techniques that promote  
win-win outcomes

Getting Results   Without Authority 

 SEMINAR #2532

HOW DO YOU GET RESULTS FROM PEOPLE  
WHO DON’T WORK FOR YOU?

You are asked to lead a task force and one of the 

members just happens to be a VP. 

You’re on a tight deadline. 

 
    You have to stand in for your boss. 

   This class was very empowering and helped me have a whole new outlook 

on how to approach many things about my job. I learned how to implement 

persuasion, work effectively with people who have different personalities and 

really focus on the benefits of the proposal I’m offering.”  
AMA seminars are GSA approved and all AMA programs can be delivered onsite — 1.800.262.9699 — www.amaseminars.org

BEST 
SELLER

�

�



Leading
Virtual and
Remote
Teams

Lead cohesive long-distance 
teams that can actually 
outperform face-to-face teams.

This powerful program is designed to 
help you build truly synergistic and 
effective long-distance teams. You will 
return to work with the tools and 
methods to successfully manage virtual 
and remote teams.
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How you will benefit

 Recognize team needs for relationships and tasks based on team member distance
 Select and use effective tools, techniques and technology designed specifically for virtual 

teams
 Build trust and cohesiveness within virtual teams
 Develop virtual team meeting facilitation skills and learn to use

What you will cover

 Identify the concerns you face as a virtual team leader and what your team members 
need from you

 Identify strategic ways to build trust within virtual and remote teams
 Define virtual team members’ roles and responsibilities to maintain team focus on goals, 

objectives and tasks
 Apply proven techniques for effective conference calls
 Facilitate techniques for problem solving and brainstorming
 Develop a plan to implement personal leadership skills and build successful team 

performance

Who should attend?

Managers, senior managers, directors and project leaders of global and/or geographically dispersed teams. 
This program will also benefit leaders of a mobile workforce.



Making the 
Transition to
Management

Now that you’ve been 
promoted, do you know how to 
be the boss ?
This program will help you lay the 
foundation for your management career 
and provide you with easy-to-apply tools 
you need to make a successful transition 
into your new role. In just two days you 
will gain the practical know-how you 
need—and the confidence you want—to 
step in as an effective new manager.
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How you will benefit

 Understand your new roles and responsibilities
 Establish personal trust, credibility and accountability
 Set boundaries with your new team and former peers
 Learn what is working or not working for you
 Organize work to align with business requirements and resources
 Improve your listening skills
 Sharpen your critical thinking ability
 Reward good performers and give poor performers appropriate feedback
 Determine appropriate methods to manage superiors

What you will cover

Adopting a New Manager Mindset
 Defining new manager roles and responsibilities
 Recognizing challenges and opportunities new managers face
 Shifting from individual contributor to manager
 Understanding behaviors and boundaries
 Expectations others have for you—boss, subordinates, peers, clients

Increasing Your Personal Effectiveness
 Understanding yourself, including emotional intelligence
 Knowing the business: operational and tactical planning, action orientation
 Understanding others: strengthening communication, roles and responsibilities
 Self-Assessment: Identifying perceived strengths and areas for development

Building Effective Relationships
 Identifying your DiSC® style
 Recognizing contributions and challenges of different styles
 Understanding foundation skills for managers to communicate effectively
 Determining appropriate methods to manage boss relationship
 Developing foundation for communication effectiveness
 Identifying communication approaches to flex with different styles and situations

Planning and Organizing
 Using a structured approach to plan and organize work
 Understanding SMART goals and initiatives
 Identifying management expectations in a work assignment
 Overview of delegation techniques, knowledge and attitudes
 Applying methods to setting priorities
 Creating solutions to management challenges

Who should attend?

Newly appointed or prospective managers those who need to get
work done through others.



Successfully
Managing 
People

Be the catalyst to propel your 
team forward

Are you ready to develop a 
high-performance team and get more 

done? Resolve team conflict using 
emotional intelligence and get more from your 
team by adapting your management style to 
every situation. In this program you’ll gain the 
self-awareness to successfully manage 
people—and yourself. Become less of a boss and 
more of a teacher as you address problem 
employees and create relationships that drive 
peak performance. You’ll increase your 
confidence, leadership skills and professional 
satisfaction—and have the critical tools you need 
for exceptional managerial success.
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How you will benefit

 Motivate and direct the employees you rely on—even when they don’t share your values
 Adjust your management and personal styles to the needs of different situations
 Get more done by using the appropriate delegation techniques for any given situation
 Apply the most relevant conflict resolution style to eliminate friction
 Turn difficult people and poor performers into team players
 Win cooperation and trust from those within your organization
 Increase your confidence, leadership skills and personal and professional satisfaction in your job

What you will cover

The Experience of Being a Manager
 How to get people to want to do what they’re 

supposed to do
 Specific challenges you face when motivating others

Values
 Values and their impact on work life
 Identifying value conflicts

Personal Styles
 Determining your own personal style profile
 Gaining insight into the strengths and limitations of your profile
 Using behavioral clues to determine others’ personal styles
 How to work more effectively with others

Motivation
 Motivational factors and their impact on behaviors and work settings
 How to tailor your motivational efforts to individual employees and situations

Listening, Body Language, Giving Feedback and Dealing with Difficult People
 Using active listening to gain information and understand employees’ perspectives
 Applying positive and corrective feedback
 Using appropriate values alignment when dealing with difficult employees

Conflict
 The dimensions of conflict management
 Identifying your own preferred conflictresolution styles
 Analyzing conflict-management techniques

Delegation
 Different delegation styles: how and when to use them
 Determining the appropriate delegation strategies for employees and situations

Understanding Organizational Culture and Subculture
 The impact of organizational culture and subculture and “cultural blinders”
 Identifying and building on the strengths of your team’s culture

Emotional Intelligence
 The components of emotional intelligence
 Gaining an honest and accurate assessment of yourself
 Developing an improvement strategy Ethical Leadership
 Identifying your group’s values
 Your vision for ethical leadership

Who should attend?

 Managers and individuals with management responsibilities whose success depends on clear 
communication, a cooperative attitude and commitment to shared goals.

AMA seminars are GSA approved and all AMA programs can be delivered onsite — 1.800.262.9699 — www.amaseminars.org

Successfully     Managing People     
 SEMINAR #2295

Are you ready to develop a high-performance team and 
get more done? Resolve team conflict using emotional 
intelligence and get more from your team by adapting your 
management style to every situation.
In this seminar you’ll gain the self-awareness to successfully 
manage people—and yourself. Become less of a boss and 
more of a teacher as you address problem employees and 
create relationships that drive peak performance. You’ll 
increase your confidence, leadership skills and professional 
satisfaction—and have the critical tools you need for 
exceptional managerial success.
HOW YOU WILL BENEFIT

� Motivate and direct the employees you rely on—even when 
they don’t share your values

� Adjust your management and personal styles to the needs 
of different situations

� Get more done by using the appropriate delegation 
techniques for any given situation� Apply the most relevant conflict resolution style to eliminate 
friction

� Turn difficult people and poor performers into team players
�  Win cooperation and trust from those within your 

organization
� Increase your confidence, leadership skills and personal and 

professional satisfaction in your job
WHAT YOU WILL COVER
The Experience of Being a Manager� How to get people to want to do what they’re supposed to do

� Specific challenges you face when motivating othersValues
� Values and their impact on work life� Identifying value conflictsPersonal Styles

� Determining your own personal style profile � Gaining insight into the strengths and limitations of  
your profile

� Using behavioral clues to determine others’ personal styles
� How to work more effectively with othersMotivation

� Motivational factors and their impact on behaviors and 
work settings

� How to tailor your motivational efforts to individual 
employees and situations

DO YOU KNOW HOW TO GET THE MOST  OUT OF YOUR TEAM?
Are you able to:�

�

�

Are you: 
�

�

�

Do you know how to:�

�

�

Scan with your smartphone to see  a short video from this seminar or visit www.amaseminars.org/2295

Very interesting course, providing insight into personality style. Valuable tips that  I will apply back at work.”      

BEST 
SELLER

�

�



Management 
Skills for
New Managers

Get the knowledge and hit the ground 
running 

Unclear about expectations in your new 
role as a manager? Need to learn how to 
motivate disengaged employees who lack 
initiative? Having trouble delegating for 
fear of losing control? In this hands-on, 
interactive program you’ll engage in activities that 
take you through every aspect of motivation, 
delegation, Situational Leadership® II and 
coaching.

You’ll return to work with the ability to create a 
more motivational work climate to help raise the 
engagement and commitment level of your direct 
reports… effectively manage performance…provide 
corrective feedback…and achieve team success 
and bottom-line results. Now, you can tackle your 
challenges with confidence and cultivate a 
successful management career.
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How you will benefit

 Gain a deeper understanding of your roles and 
responsibilities

 Improve communication to effectively set expectations for 
yourself and your direct reports

 Adapt your style to the needs of individual team members
 Communicate organizational goals that get results
 Apply delegation strategies to increase motivation and 

productivity
 Use effective coaching techniques to maximize your team’s 

performance

What you will cover

 Your Role as Manager
 Identifying qualities and abilities required for effective management
 Understanding your role and responsibilities as manager
 Learning to transition from individual contributor to manager
 Knowing how to work effectively with a multigenerational workforce
 Understanding the nuances of managing remote teams

 Performance Management
 Identifying the challenges to effective performance management
 Conducting performance planning, facilitation and evaluation
 Practicing the skill of setting goals, providing effective feedback and conducting alignment 

discussions

 Effective Communication
 Recognizing what effective communication really is
 Knowing the barriers that can cause derailment and misunderstanding
 Getting a firm grasp of the five building blocks of managerial communication
 Learning to match the right communication method with your communication goal
 Identifying the challenges and practices when communicating virtually

 Understanding and Appreciating Situational Leadership®II (SLII®): The Art of Influencing 
Others
 How to develop people, value differences and encourage honest communication
 Developing your leadership style to gain commitment from your employees
 Matching your leadership style to your employees’ developmental needs

 Coaching for Performance
 Practicing coaching and correcting difficult and challenging behaviors
 Using the AMA Coaching Guide for managing a coaching discussion
 Identifying the differences between coaching and discipline

 Creating Motivational Climate
 Defining motivation and your role in creating a motivational setting
 Elements of the motivational process
 Creating your own practice for building a motivational climate

 Delegation for Growth and Development
 Different types of delegation
 Conducting an effective delegation conversation

Who should attend?

 Managers or Leaders or those who need to get work 
done through others.

AMA seminars are GSA approved and all AMA programs can be delivered onsite — 1.800.262.9699 — www.amaseminars.org

Management Skills for     New Managers

Ken Blanchard’s Situational Leadership® II (SLII®) is a model for developing people 
and a way for leaders to help their employees become self-reliant achievers. To be 
truly effective, leaders’ styles must adapt to the skills and  commitment of the people 
they want to influence. With some people, managers have to provide a great deal of 
direction. With others, encouragement and appreciation trigger the best results. Still 
others deliver their best when allowed to take the ball and run with it. Situational 
Leadership II helps managers become more flexible and responsive to their employees’ 
needs. For more information on a 2-day seminar, see page 99.

HAVE YOU MASTERED THESE FIVE CRUCIAL COMPETENCIES?
If you don’t delegate, you’ll drown. 

Your direct reports look to you for answers. 

Do you treat performance management as an ongoing process, 

How do your emails and phone calls come across? 

Do you know how much

Unclear about expectations in your new role as a manager? Need to learn how to motivate disengaged employees who lack initiative? Having trouble delegating for fear of losing control? In this hands-on, interactive seminar you’ll engage in activities that take you through every aspect of motivation, delegation, Situational Leadership® II and coaching.You’ll return to work with the ability to create a more motiva-tional work climate to help raise the engagement and commit-ment level of your direct reports…effectively manage perfor-mance…provide corrective feedback…and achieve team success and bottom-line results. Now, you can tackle your challenges with confidence and cultivate a successful management career.HOW YOU WILL BENEFIT
� Gain a deeper understanding of your roles and responsibilities� Improve communication to effectively set expectations for yourself 

and your direct reports
� Adapt your style to the needs of individual team members� Communicate organizational goals that get results� Apply delegation strategies to increase motivation and productivity

� Use effective coaching techniques to maximize your team’s performance

WHAT YOU WILL COVER
Your Role as Manager
� Identifying qualities and abilities required for effective management
� Understanding your role and responsibilities as manager � Learning to transition from individual contributor to manager� Knowing how to work effectively with a multigenerational workforce 

� Understanding the nuances of managing remote teamsPerformance Management
� Identifying the challenges to effective performance management
� Conducting performance planning, facilitation and evaluation� Practicing the skill of setting goals, providing effective feedback 

and conducting alignment discussionsEffective Communication
� Recognizing what effective communication really is� Knowing the barriers that can cause derailment and misunderstanding

� Getting a firm grasp of the five building blocks of managerial communication
� Learning to match the right communication method with your 

communication goal
� Identifying the challenges and practices when communicating 

virtually

BEST 
SELLER

�

�

Watch Classroom Video
�



Tools and
Techniques
for Mastering
Data

Make smarter business decisions 
using these powerful data analysis 
methods. Are you tired of being under 
constant pressure to make the right numbers 
based decisions for your organization? Are you 
too often overwhelmed by an out-of-control 
flood of numerical information, much of it 
conflicting and confusing? 

Using Excel®as the main tool, this program goes 
beyond the qualitative side of data analysis to 
explore proven quantitative tools and methods 
for analyzing, interpreting and utilizing data so 
that more informed and reliable business 
decisions can be made. Take this course to solve 
the problem of how to productively handle the 
spreadsheets, reports and information that pile 
up in your inbox every day—and lose the angst 
that goes with it!
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How you will benefit

 Learn the best practices for organizing, summarizing and interpreting quantitative data
 Create a repeatable process for analyzing your data
 Bring out patterns in data that were not apparent at first glance
 Identify and explain tools (software packages, Excel features, etc.) that can be used to aid 

data analysis
 Shorten the time between analysis and action to avoid “analysis paralysis”
 Know how to get from hard data to well-reasoned conclusions

What you will cover

 Using data and statistics effectively in business today
 Improper data manipulations and their consequences
 Exploring quantitative data collection methods
 Improving analysis success by effectively utilizing software
 Understanding regression, trend lines and scenarios in Excel
 Utilizing the power of business intelligence software
 Finding and analyzing data patterns, trends and fluctuations
 Interpreting and translating data into decisions

Who should attend?

 Business professionals who need the basic tools to quantitatively and accurately analyze the 
mountains of data that come across their desk each minute of every day.



Polishing Your
Professional
Image

Advance your career and 
differentiate yourself with a 
distinctive presence. Making a strong and 
favorable impression in business is far more than 
following a list of “do’s and don’ts.” You must 
perfect an authentic professional image that’s 
truly right for you and nobody else. Your image 
needs to benefit you not only in
your organization, but also in today’s culturally 
diverse world. By attending this course, you’ll 
have the opportunity to assess your own image 
and see yourself as others see you. With expert 
coaching, you’ll begin to enhance and develop 
every aspect of your “professional 
presence”—one that will also help you to pursue 
your career goals with greater self-esteem and 
confidence.
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How you will benefit

 Understand professional presence and its importance in business
 Know how to apply the principles of personal branding
 Assess and critique your own professional image
 Identify and use the principles of global and cultural etiquette
 Apply the principles of professionalism in a business and personal environment

What you will cover

 Developing your personal brand with confidence and credibility
 Knowing and creating the right “look” of professional presence
 Practicing the tools for powerful in-person and electronic communication
 Exploring the social context of professional presence
 Correcting a lack of cultural awareness to avoid compromising business dealings
 Formulating strategies for maintaining your professional presence

Who should attend?

Business professionals who want to project a positive image and distinctive presence.



Communicating
Up, Down and
Across the
Organization

Get Heard -  regardless of where you 
sit in the organization. It can happen at a 
moment’s notice: you need to communicate a new 
idea to senior managers, influence your colleagues 
to support your proposal or inspire direct reports to 
make a change. Are you prepared to communicate 
with anyone in your organization? Do you know 
how to analyze your audience? Can you frame your 
message so that people feel connected to you? 

To connect with many types of people while 
projecting confidence, credibility and 
trustworthiness requires specific tools and 
strategies. You’ll focus on the specific 
communication skills and competencies necessary 
to build mutual understanding and connectivity with 
others, regardless of your role. You’ll also discover 
influence strategies and learn how to critically 
evaluate each unique communication event. As you 
practice these communication skills, you will also 
find your confidence increasing.
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How you will benefit

 Analyze your audience and situations and plan your message
 Create processes to frame your message to specific audience
 Apply strategies to influence and motivate others throughout the organization
 Understand how communication can impact how much influence you have
 Exhibit a strong sense of self-confidence with your peers, direct reports and managers

What you will cover

Solving Real Workplace Communication Issues
 Recognizing the role of communicating in developing influence and improved 

productivity
 Identifying your specific workplace up/down/across communication challenges as focal 

points

Putting the Best “You” Forward
 Exhibiting a strong sense of confidence and external image
 Creating and maintaining trust and credibility with others
 Applying strategies to build and use rapport and identification with colleagues

Targeting Your Message to the Situation
 Identifying the best uses of various communication technologies
 Adapting messages to situational dynamics
 Planning effective messaging in teams when up/down/across members are present

Framing the Message
 Applying message-framing strategies to create an open and responsive communication 

environment
 Assessing influencing preferences and situational needs to impact personal persuasive 

ability
 Practicing how to deliver messages that promote clear and productive communication

Motivating and Influencing Throughout the Organization
 Building productivity by applying up/down/across motivational communication 

strategies
 Evaluating and practicing various motivational and presentation formats

Who should attend?

Business professionals who want to be strong, passionate and effective 
communicators who can speak to a variety of audiences across 
organizational boundaries.



Time
Management

Take control, prioritize and 
get out from under
Do you...
 Find yourself overloaded with work?

 Feel so sretched to the limit you can’t set 
priorities?

 Exhaust yourself daily without 
accomplishing your goals?

If you’re doing more and enjoying it less, it’s 
time to make real choices about how and 
when to spend your time. This program gives 
you the tools to find a balance and achieve 
your goals, so you can get more of the right 
things done.
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How you will benefit

 Set and accomplish goals
 Create priorities and establish realistic boundaries
 Recognize and deal with time wasters
 Improve concentration and efficiency
 Break indecision and procrastination habits
 Use technology to help manage time
 Create and recharge positive energy

What you will cover

 Time Management vs. Self-Management
 Shifting focus from managing time to managing self
 Identifying personal time wasters
 Creating a personal Time Mastery Plan

 Planning for Success
 Using a robust planning process
 Defining goals; establishing important and valid priorities
 Creating a realistic and productive schedule

 Concentration, Focus and Organization
 Creating productive and efficient routines to support core goals
 Organizing and managing work environment
 Identifying ways to deal with distractions and interruptions

 Managing Technology
 Increasing productivity by using technology efficiently
 Selecting the right form of communication
 Identifying ways to manage email

 Creating Boundaries and Balance
 Prioritizing and choosing activities to balance life and work
 Creating a personal “no” script

Who should attend?

Business professionals who want greater control of their time, management style and life.



Recruiting, 
Interviewing
and Selecting 
Employees

The “everything you need to 
know before you say ‘you’re 
hired’” program. Making the wrong 
hiring decision means throwing away a 
substantial investment of time and money 
on recruitment, training and benefits. This 
workshop emphasizes an integrated 
approach that provides extensive 
opportunities to practice what you learn in 
order to make the right hiring decisions 
and contribute more to your company’s 
bottom line.
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How you will benefit

 Attract talent through innovative recruitment sources
 Learn how to effectively use telephone screening and other methods to filter out the 

wrong applicants
 Practice interviewing techniques to refine and develop your skills as an interviewer
 Understand how to ask the right questions to find out the information you need to know
 Avoid interview “traps”—EEO and affirmative action

What you will cover

 Recruitment challenges and trends
 Analyzing job specifications before the interview
 Laying the foundation for the interview
 Reviewing legal obligations in hiring
 Keeping records that protect your position and your company
 Handling the face-to-face interaction—from start to finish
 Pre-employment and employment testing
 Making the selection—testing/references/other considerations

Who should attend?

Professionals involved in hiring processes including HR Assistants, HR Specialists and Managers.



Notes
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