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Mission Possible 
This session focuses on identifying the reason for a groups existence by 
developing a mission statement
OBJECTIVE: Focus on the purpose of a group, whether long standing or an ad hoc group, 
by putting into concrete statements they reason they meet.  This Mission Statement can 
then be referred to at later dates if the focus becomes away from the purpose of the 
group.  

Color us a team
This session uses multiple group and individual exercise to address
how the team members perceive their team and its value.
OBJECTIVE: By identifying the way people feel about their teams, corrective measures 
may be needed in some areas and/or reinforcement of the positive aspects may be 
helpful in the continued success of a team.

Survivor
Using an amusing article about how offices can be compared to the  television 
show Survivor ,this session reinforces the importance of each member of a 
group and what individuals can do to contribute  at a level to avoid being voted 
“off the island.”
OBJECTIVE: Allow attendees to see the positive and negative aspects of their behavior and how 
they may be able to contribute more positively,

Empathetic Encounters
This session deals with empathy versus sympathy, when dealing  with employees.
OBJECTIVE: Designed for managers and supervisors, this session defines the 
difference between empathy and sympathy and uses role play to demonstrate
how important of a difference exists between the two.

Who Moved the cheese
Using an animated version of the popular book Who moved the cheese the 
attendees work through the challenges of change
OBJECTIVE: Encourage people in times of change whether minor or seismic 
within their organization.

FISH!
Using the video based on attitude towards work
OBJECTIVE: Allow attendees to see the positive and negative aspects
of their behavior and how they may be able to contribute more positively, 
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The “I’s” have it

A short exercise which can be used as an Ice Breaker or as part of an overall 

communications session.  

OBJECTIVE: Illustrate the pervasiveness of self centered speech patterns and 

demonstrate how simple re-wording can positively impact communication and 

personal interactions.

Do you see what I am saying and how do you feel about that?
This session focuses on preferred communication styles: 
Feelings, Audio, Visual and Kinesthetic 
OBJECTIVE: Illustrate how recognition of communication styles and use 
of this awareness can enhance the communication experience and 
create more effective personal interactions,

Oh No, Not another meeting Oh YES!  Another Meeting!
Introducing the ACHIEVE methodology 
Assess the purpose of the meeting
Concentrate on the purpose of the meeting
Hold participants accountable
Implement Controls
Encourage positive behavior and Eliminate toxic behavior
Verify decisions and understanding
Evaluate and make adjustments if needed
OBJECTIVE: Maximize the effectiveness of meetings,  Explore what makes a “good” or a 
“bad” meeting.  This exercise focuses on the leaders and the members of groups 
holding meetings.

The Power of KNOW
This session focuses first on the importance of finding out as much
as possible about a situation before raising a concern and secondly
about how important factual information is when responding to 
questions and concerns.
OBJECTIVE: Demonstrate the value of documenting and citing references for 
information you provide especially information which could be subject to FOIA and/or 
public scrutiny.

Handling Difficult people and diffusing explosive situations
Not every personal interaction is a positive one. Sometimes we need tools to
help  ease tense situations before problems can be resolved.
OBJECTIVE: Share techniques for handling irate people, identifying the reasons they are 
out of control and methods to gain control of situations.
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The wheel of management
Single Overview Session

or
Five sessions (one overview and one for each section)

These sessions uses common sense approaches to show basic
management skills and provides tools and techniques for implementation.

OBJECTIVES
Session One:  Explain basic concept with the four functions all equally important, 
continuous and simultaneous.  Use illustration of how the wheel would stop dead 
if there was a section missing (flat tire analogy) and the importance of the axle and 
driving forces.
Session Two: Explore the Planning Function
Session Three: Explore the Organizing Function
Session Four: Explore the Directing Function
Session Five: Explore the Controlling Function

OFFICE ERGONOMICS
Most work stations and environments are not ideally suited for human
beings, but by using what is available to its maximum effectiveness, you
can increase productivity, reduce injuries and lost time.
OBJECTIVE: Demonstrate proper utilization of work station including 
placement of equipment, proper posture, typing warm ups, eye strain 
minimization tools, and how to modify activities for less than perfect 
environments.

Identify dos and don’ts for basic activities.
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