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Making the transition from team
member to leader
The role of manager and the purpose
of management
The differences between
management and leadership
Roles, responsibilities
Difference between management and
supervisory functions
What the job contains?-analysis
Key requirements of the
function
Roles and responsibilities
Developing relationships and meet
business objectives
Authority
Authority - what it means
Formal and discretionary authority
Liaising with management - when
and
how
Managing the work group
How an effective team works?
What the supervisor can do to
build effectiveness?
Leadership style - directive and
supportive activities
Assessing and improving
performance
Setting objectives
Working to standards
Criteria for effective performance
standards
Methods of assessing and improving
performance
Solving problems and making
decisions
Principles of using time well
Establishing priorities
Eliminating ‘time stealers’
Importance of effective
communication
Identifying the need
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Communication model
Communication barriers
Improving communication
styles for successful conflict
management
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