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Day One
1.0 Leadership

1.01 What is leadership and what makes a good leader?
Discuss leadership in the context of successful leaders and their accomplishments. Leadership as a innate ability to know the right strategy using the right people to accomplish the desired outcome.
1.02 Why is leadership different from management?
Managers are generally good task oriented get-it-done caretakers of a job. Leaders are visionaries with excellent people and communication skills that see the plan’s contribution.
1.03 What do leaders have in common?
The characteristics and attributes of good leaders. How leaders apply their skills.
1.1 Leadership Skills

1.11
Vision and a sense of direction
Discuss what vision means to success and why successful leaders know  without question what to do and when to do it.
1.012 Excellent communication skills

What are considered good communication skills and how to develop our own abilities.
1.13
Good moral and ethical standards

Discuss personal and workplace ethics, and how ethics impact our decisions and performance. Do you take responsibility for mistakes as quickly as successes or is it usually someone else at fault?
1.013 Positive attitude, “glass is half full”

Attitude is the basic factor to being a good employee, manager, or leader.
1.015 Good judge of character, know your people and their limitations 

What is considered a good judge of character? What is each persons 100%?
1.016 Motivate people 
Leaders motivate as opposed to giving orders.
1.17
Ability to delegate and not micro manage

Give the responsibility and attach the accountability. Furnish the resources and necessary tools and let the people do their job.
1.18
Approachable
Do you have an “open door” policy, are you available for questions and able to give constructive guidance? 
1.19
Self confident

Do you consider yourself capable? Do you look to your boss for decisions? 
1.2 Leadership

      Managing Your Boss
1.22
Information flow

How often and what type of communication do you have with your Boss? Is it two way communication?
1.22
Problem solving

Do you take problems to your Boss, and are you looking for a solution or do you have the remedy drafted or a solution concept?
1.23
Marketing your skills upward

Your skills are your stock in trade, have a program to let the right people know.
1.24
Marketing your departments successes upward

Make sure your department gets credit for its successes.
1.25
Take bad news up the line as readily as good news, be the first with information

Don’t let your boss hear important information about your area from someone else, make sure you carry the message good or bad.
1.3 Leadership

  Managing Yourself

1.31
Integrity

Your integrity and credibility are your most important asset.
1.32
Attitude

Be positive it’s contagious.  
1.33
Responsibility

Taking responsibility for your job and employees has many facets. 
1.34
Self esteem

Your self esteem is the key to good leadership.
1.35
Emotions, keeping yourself in check

Keep a level demeanor and cool head in the face of negative situations. Think twice before authoring that poison pen letter or E Mail that will come back to haunt you.
2.0 Conflict Management
2.01
Problem employees

Identify and provide necessary training, or develop criteria to warrant change.
2.02
Insubordination 

What is insubordination?

How to handle conflicts between employees and supervisors / management. 
2.03
Dealing with Personality conflicts

Workforce diversity, extreme personalities. Defuse problem situations.
2.04
Using work rules to manage employees

Good, well established work rules and policies enable consistent application of requirements.
3.0 Violence in the Workplace

3.01
Volatile situations, know the signs act accordingly
Be vigilant and take action early before situations escalate beyond control.
3.02
Don’t ignore the signs

As a supervisor or manager it is your responsibility to take action and ensure that company policies are strictly enforced to avoid a hostile work environment.
3.03
Have policies and hostile environment work rules in place

Policies and work rules are required by law to ensure a safe workplace.
3.04
Be proactive

Build respect with all employees, separate the petty issues from the serious.
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4.0 Sexual Harassment
4.01
Have a written policy

It’s the law. What is required of the company and you personally? 
4.02
All employees receive and sign for a copy of the Sexual Harassment policy

Be sure all employees have a copy of a formal policy and proof they received same. 
4.03
Provide training for all managers, supervisors and foreman / lead persons 
Every employee should receive minimum training. Follow through and insist that all employees administer the policy to the letter.
4.04
Reiterate the policy annually, have refresher training

All employees must receive annual refresher training, with new employees, first day of employment.
4.05
Do not overlook any unacceptable behavior 

Any sign of questionable behavior it is your duty to act immediately. Document the activity and counsel or discipline the employee (s) as necessary.

5.0 Work and Safety Rules

5.01
Establish a comprehensive set of work rules and safety rules
Work rules should be concise and address specific topics ranging from miss-use of work time to no drugs or alcohol on premises. Safety rules should be separate from work rules addressing only safety related subject matter.
5.02
Administer consistently throughout the workforce.
All work and safety rules should be evenly administered throughout the workforce with consistent interpretation. 
6.0 Policies and Procedures
6.01
Policies should cover employee administration

Employee conduct, attendance, and administrative requirements are policy based.
6.02
Procedures should address process

Specific processes require formalized instructions for safe consistent completion. Many procedures are written specific to a in-house requirement while others are more regulatory based.
6.03
Develop a comprehensive set of policies and procedures 

Policies and procedures are the foundation for a well run organization. 

I will have a format and examples for handout, and do a mock draft of a procedure with class participation.
7.0 Union Contracts

7.01
Agreement between management and employees

Union contracts are just that, a contract between management and employees covered by the Collective Bargaining Agreement. 
7.02
Sets parameters and establishes responsibility
Each agreement has language that covers most work requirements and spells out rights for both sides under the contract.
7.03
Managements rights

Managements rights are those items identified for or intended to establish what latitude management has to run the business.
7.04
Grievance process

Grievance procedures are usually spelled out in each contract. Be aware of the time limitations and proper protocol.
8.0 Interviewing /Hiring

8.01
Establish a comprehensive job description

Develop a job description with 6 to 8 bullet points on job  specific details expected from a qualified person. Include an overview, knowledge and ability requirements.
8.02
Phase I, Pretest all applicants, (written test)

Each employee should pass a technical test specific to the job requirements.
8.03 Phase II, Oral practical test, (hands on)

Mechanics / Technicians must pass an hands-on test to display their knowledge to diagnose and understand the jargon associated with the job.
8.04
Check references / background
Most companies require reference and background checks and drug testing.
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9.0 Employee Performance Evaluation

9.01
Introductory period / probation

Most contracts and or company policy require a introductory / probation period.
9.02 
Written, weekly – monthly reviews based on specific criteria

During the introductory / probation period a formal review should be given each month.
9.03 Bi-annual reviews (each 6 months first year) annually thereafter

Periodic reviews allows both employee and management to take a fresh look.
9.04
Special reviews as warranted

Perhaps an employee’s productivity, attendance or other work performance is causing concern warranting a special review.
10.0 Termination

10.01
Voluntary

Employee decides to move on.
10.02
Just cause

Perhaps the employee took a swing at his supervisor, is stealing, fighting,  attendance, under the influence or other unacceptable behavior. 
10.03
Performance

The employee’s performance is unacceptable.
10.04 Gross negligence
Employee’s negligence caused excessive damage to equipment, or injury.
11.0 Evaluating Training Needs

11.01 Needs assessment

Provide a needs assessment for all technicians based on their job requirements.
11.02
Process driven change requiring retraining

Many time companies change process and overlook retraining employees.
11.03
On-job observations

Usually an employee’s supervisor or training instructor identifies training needs.
11.04
New technologies / manufacturers requirements
Each new vehicle or component poses new technology challenges. 
12.0 Report Writing
12.01
Report format and structure 

Each report should have a introduction or overview, background, message, and summary or closing comments.
12.02
Know your audience 

How you structure your message depends on the audience. A report for executives will read different than a technical report for your boss. Be sure your message is conveyed in the proper context. If the report’s subject matter is technical stay with technical format, if the report is about resources don’t get off track with technical information. 
12.03
Draft important points

You know the subject matter, don’t assume the reader does. Use the KIS method, Keep It Simple.
12.04
Get your point across, be concise

Use words conservatively, one or two pages for the message with attachments for technical graphs or charts. Your audience may not have much time to read and understand your report.
13.0 Time Management 

13.01
Time, one of the scarcest commodities in our tool box
There never seems to be enough time in one day. Feeling like you are busy is okay but feeling swamped or over-whelmed is not okay.
13.02
How to manage time in a dynamic environment (interruptions, distractions)

Do you feel like you have to solve every problem, answer every question, make every decision and take responsibility for everything? Learn to delegate, use all the resources at your disposal. Set work time aside for specific needs. Allow enough time to complete tasks, too often we short change ourselves on time. 
13.03
Prioritize on the fly

“Poor planning on someone else’s part does not necessarily constitute an emergency for you.” As the calls or requests come in determine the importance and immediacy of each. 
13.04
Focus

When a priority distraction does come take care of it ASAP and immediately return to the task at hand. In most cases quality is more important than quantity. Be cautious not to put off the unpleasant tasks in favor of those you like.
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14.0 Decision Making

14.01 Indecision is worse than the wrong decision

Decision making is, by far, one of the most important functions a manager performs. Indecision is a managers worst affliction.  
14.02
Is it your decision to make

Some decisions pertain to company policy or perhaps another department or section or a superior should make. 
14.03
Getting past the fear

Fear of making the wrong decision or perhaps don’t want to take responsibility for the ramifications of a decision. 
14.04
Know the real reason for the decision

Having all the facts that clearly identify the rational for a decision is best case. Do not assume or make a decision on second hand information.

14.05
Over analyzing the problem

Don’t suffer from analysis paralysis. Putting of a decision because you need “more information” when in reality that may be an excuse. 
15.0 Problem Solving
15.01
Define the problem

Often we spend large amounts of time and resources “fixing” what is perceived as a problem when in reality we are treating the symptom. Define the problem in its entirety.  
15.02
Get the facts

Make no assumptions, research all the facts.
15.03
Consider the options

Be open minded, listen to feedback, look at all possible remedies.
15.04 Close and move on

Solve the problem and don’t spend an inordinate amount of time placing blame or rehashing old information.
16.0 Negotiations – Getting Past “No” Making the Case for Maintenance
16.01 Getting the needed resources

Maintenance departments are strictly a cost center and are the first to have budgets cut because most decision makers do not understand that funding maintenance is a excellent investment.
16.02
Have a well defined maintenance program

A well defined maintenance program, properly operated and managed with cost controls, key indicators and reporting parameters.
16.03 Provide cost benefit analysis / return on investment, it must pencil out
Using the programs discussed earlier doing cost benefit analysis most efficiencies are quickly identified.
16.04 Know your cost drivers 
Any maintenance professional worth their salary should know the cost drivers for their operation.

16.05 Investing in maintenance, the cost to defer maintenance is greater

Perhaps the most difficult problem confronting today’s maintenance professional is knowing and articulating to finance and executives the benefit of investing in maintenance and the diminishing returns of deferring maintenance.
16.06 Marketing maintenance to executive management

Work with executive management and the Board or oversight body to pitch the correlation between quality service and the key programs in maintenance that make the difference between mediocre and quality service. 
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