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(Western Region)

Two Day Workshop on “First Time Managers”
25th-26th April, 2019
Venue : ACMA Office, 10th Floor, Godrej Eternia “C”, Old Mumbai –Pune Highway, Wakdewadi, Shivaji Nagar, Pune -411005
Course Content & Programme
	Time
	Day 1 –25th April 2019
	Day 2 –26th April 2019

	09.00 hrs-09.30 hrs
	Registration
	Recap of Day one

	09.30 hrs -10.00 hrs
	Welcome Remark by ACMA WR
Introductions of Facilitator and Participants

Icebreaker and Expectation sharing 
	Performance Management

· Managers responsibility towards Performance Management
· Objective setting – SMART objectives

	10.00 hrs-10.30 hrs
	Tea/Coffee Break

	10.30 hrs-11.45 hrs

	· Role of Manager in today’s VUCA environment

· Transition from being an Individual Contributor to Manager of People
· Balance between: Technical and People skills (Individual exercise) 
	Performance Management (Role -plays)
· Measuring Performance
· Giving Feedback

	11.45 hrs -13.15 hrs
	Managers as Leaders 

· Developing the Leadership mind-set 

· Individual preference in Leadership Style – Self assessment

· Leveraging people skills to become a People Manager. 

Case-Study discussion: Taking on a new team as a Manager

· Identify skills needed by the Manager – 

· Know your team members, Strengths and Weaknesses

· Communicate with the team

· Workplace skills – Goal setting, Feedback, reviews, coaching, delegation etc. 
	Skills for Feedback discussion (Role-play driven session) 

· Questioning

· Listening

· Coaching 



	13.15 hrs -14.00 hrs
	Lunch Break

	14.00 hrs -15.15 hrs
	Role Clarity and Prioritization: Key areas of your role and managing time for the key areas.
	Managing Difficult situations: Conflict Management

 Case-Study discussion

	15.15 hrs -15.45 hrs
	Tea/Coffee Break

	15.45 hrs -16.45 hrs
	Effective Delegation: Skills to Delegate
 (What, When, Who, how to delegate)
Communicating with the Team – Know your team, your stakeholders, connect with each member and more. 
	Managing Under Performance: Case based discussion.
Action Plan and Conclusion

	16.45 hrs -17.00 hrs
	Concluding Remarks & Feedback

	17.00 hrs
	Program ends


