
Course Outline – Leadership & Management   

Property of Glendale Community College, Professional Development Center Rev. 6/9/2006 
 Phone (818) 957-0024  Fax (818) 541-0832 

(Outline - Leadership  & Management (D. Paul) 20 Weeks New.doc 

Leadership & Management Training Program (80 Hours) 
  

 

 

  Communication Techniques and Administrative Issues   

      Active Listening and Attitude      

  Dealing With Difficult People   

  Productive Meeting Techniques  
 

 

  Productive Meeting Techniques 
Exercise  

 

  Internal Customer Service  
 

 

  Internal Customer Service 
Exercise  

 

  Functions of Management  
 

 

  Functions of Management  
 

 

  Interviewing and Coaching 
Exercises  

 

  Evaluation Techniques and Goal Setting 
Exercise  

 

  Team Building, Thinking Styles, and Resistance to Change   

  Problem-Solving Techniques  
 

 

  Problem-Solving Process  
 

 

  Presentation Skills and Problem-Solving  
 

 

  Presentation of Problem and Solutions 
Graduation  
 

 

 


