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THE UNIVERSITY OF THE WEST INDIES
OPEN CAMPUS BELIZE
Supervisory management: The new supervisor
Course Description
This course is designed to enable delegates to develop the necessary skills and knowledge to achieve results through the effective management and supervision of staff. It seeks to assist supervisor and managers to identify their roles and responsibilities and classify them into easily achievable stages of development, and to approach their new role with confidence.

Course Participants - Who Should Attend

· Line managers

· Newly promoted or appointed supervisory staff

· Staff anticipating a promotion to a supervisory post

· Supervisors
Course Objectives
At the end of this course, participants will be able to:

- Recognize their strengths and opportunities to grow as a supervisor

-Capitalize on their management styles

-Develop supervision skills
Certification

Participants who fulfill at least 75% of the attendance requirement of the whole course and pass the end-of course assessment (if applicable) will be awarded Certificate of Completion. 

Participants who met the minimum attendance but do not pass the assessment will be awarded a Certificate of Participation.
Course Prerequisites

None.
Course Duration

 24 contact hours – 3 days
Method of Delivery
Any combination of lectures, discussions, research presentation, role plays, problem solving 

exercises, case studies as well and video presentations.  The emphasis is on learning by doing. 
Special features include: Interactive "workshop" format, group learning - you also get to know what 
other participants are doing, individual and group activities.

Course Cancellation Policy

The UWI Open Campus Belize makes every effort to maintain the advertised schedule of classes; however, low or insufficient enrollment may require a schedule adjustment or course cancellation. All registrants will be duly notified of any changes in the published information.
Course Outline
1. WHO IS A SUPERVISOR

· Role of the supervisor

· Supervisory leadership

· Early views of leadership

· Line and staff relationship

    2 .FUNCTIONS OF MANAGEMENT

· Effective delegation

· Basics of internal communication

· Improving listening skills

· Enhancing presentation skills

· Non-verbal communication

    3. PROBLEM SOLVING AND DECISION MAKING

· Defining the problem
· Understanding your role in the problem
· Problem causation
· Problem solving process
· Factors affecting decisions

    4. INTERPERSONAL SKILLS

· Managing time

· Managing change

· Managing conflict

    5.  MEETING MANAGEMENT

· Designing employee meetings

· Establishing ground rules

· Time management

· Evaluation of meeting process

     6.  MANAGING YOURSELF

· Monitoring work hours – quantity and quality
· Recognizing signs of stress
· How to reduce stress
· Maximizing communication
· Recognizing accomplishments
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