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ñERA is a fantastic 

HR resource that I 

have just been in-

troduced to.ò     

Recent quote from 

a participant of our 

HR Management I 

program.  

Program Highlights:  

 

Look for our Microsoft Office computer 
training catalog coming soon!  

 

 

Lean Simulation -  Held at Definity Partners 
-  page 10  

 

Workplace Harassment for Non - managerial 

Staff  -  NEW CLASS -  page 14  

 

Lean Certification -  Held at Definity  

Partners -  page 20  
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To Register for Classes  
 

Choose the method most convenient for you.  
 

Online:  Visit www.hrxperts.org or e -mail training@hrxperts.org  

 
Phone: (513) 679 -4120  

 
Fax:  (513) 679 -4139  
 

Mail:  Employers Resource Association  
 Attn: Educational Services Department  

 1200 Edison Drive  
 Cincinnati, OH 45216 -2276  
 

 
~Please Print Clearly~  

 

Program Title:___________________________________ _____  

Program Date:________________________________________  

Participant(s):  

____________________________________________________  

____________________________________________________  

____________________________________________________  

 

Organization:  ____  __  

Mailing Address:  _______  

Telephone:   _______  

Fax Number:  ____  __  

E-Mail Address:  _______  

Enrolled By:   _______  
 

 

 Check Enclosed    Please Invoice   
 
 

Credit Card Information  
 
Circle One:     MasterCard         Visa           AmEx   

 

Name (as it appears on card):    ____   

 

Card Number:     ____   

 

Expiration Date:    ______  
 

Zip Code (if billing address is different from above):  ____   
 

Signature:      ____   
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About Our 

Classes  
 

Learning Objectives:  

The Learning Objectives de-

scribe the main outcomes 

for the class.   

 

CEUs: (Continuing Educa-

tion Units)  

These courses may be 

awarded CEUs. Certain or-

ganizations and certifica-

tions require individuals to 

show ongoing learning by 

acquiring CEUs. ERA cannot 

guarantee that all accredit-

ing organizations will accept 

these courses.  

 

HRCI Credits: (up to 

384.5 hours available in 

this catalog!)  

Employers Resource Asso-

ciation is an ñapproved pro-

viderò of recertification 

credits for PHR, SPHR and 

GPHR through the Human 

Resource Certification Insti-

tute (HRCI).  HRCI holds 

educators to a very high 

standard, so you can be as-

sured of a valuable educa-

tional experience.  Courses 

that qualify will be clearly 

marked with this prestigious 

logo.  

 

We now offer 48 hours that 

satisfy the strategic man-

agement recertification re-

quirements.  

 

 

 

 

 

 

 

 

 
The use of this seal is not an endorse-
ment by the HR Certification Institute of 

the quality of the program. It means 

that this program has met the HR Certi-

fication Instituteôs criteria to be pre-

approved for recertification credit."  

For more information: 513 -679 -4120 or training@hrxperts.org  



Discounting Policy  
 
Program discounts are available to 
members only .  Participants who are 
included in their member companyôs 
annually reported employment totals 
automatically  receive the discounted 
member rates listed in the calendar.  

Participants from other offices, 
branches, plants or divisions of compa-
nies whose employees have not been 
reported for the purposes of Associa-
tion dues calculations are welcome at 
Association programs, but are not con-
sidered members for discounting pur-

poses.  
 
In addition to membership discounts, a 
5% earlybird discount is available 
and is applied when full payment for 
a program is received  in our busi-

ness office fourteen (14) calendar days 
prior to the start date of the program.  
 
A 5% group discount is applied when 
registering three or more paying 
member participants for the same 
program, 14 days prior to the start of 

the program.  
 

Occasionally, we are able to offer spe-
cial discounts for some programs, 
which will then be noted on the pro-
gram flyer.  National speaker programs 
cannot be discounted lower than the 

member rate.  
 

Refunds and Credits  
 

In the event that a timely written can-
cellation is made, you may choose to 
receive a refund for any pre -payment 
or, to simplify your paperwork, we can 
apply a training credit. A training credit 
can be used toward any of your com-

panyôs registrations for any future 
training service within six months of 
your written cancellation.  
 

Core Training Areas  
 
Employers Resource Association is well
-known for the quality of its core train-
ing areas.  If youôre searching for the 
right combination of programs to ad-
dress this need, we recommend creat-

ing a strong foundation with the follow-
ing core courses. Then build on that 
foundation with other individually se-

lected offerings to enhance specific 
skills.  
 

Leadership Development  
 
Core Courses for Supervisors,  
Managers & Team Leaders  
 
Leadership Skills for Group Leaders I  

Leadership Skills for Group Leaders II  

Making the Transition to Supervisor  

Excellence in Leadership I  

Excellence in Leadership II  

 

Human Resource  

Management  
 
The Role of  the Human Resource  

 Assistant  

Human Resource Management I  

Human Resource Management II  

PHR/SPHR Certification Preparation 

Program  

OSHA 10 -Hour General Industry  

 Outreach Training  

Discipline and Discharge for HR  

 Professionals  

 

Legal Compliance  
 
Navigating ADA, FMLA & Workersô 

 Compensation  

FMLA Essentials/Advanced FMLA  

Wage and Hour Law Essentials  

Managing to Preserve Your Union -Free 

 Environment  

COBRA Essentials  

 

Personal Development  
 
Communication Skills for Teamwork  

Interpersonal Skills Development  

 Series  

Taking Back Control of Your Time  

Write the Right Stuff  

 

Microsoft Office Training  
 
Microsoft Excel -  Level I, II, III, & IV  

Microsoft Outlook I  

Microsoft PowerPoint -  Level I & II  

Microsoft Word I & II  

 

Sales Training  
 

Essentials of Selling: A Complete  

 Process  
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Our  

Cancellation  
Policy  
 
We offer one of the most lib-

eral cancellation policies 

around. We commit to instruc-

tors and other registered par-

ticipants based on the number 

of individuals registered for a 

program.  As a result, ñno-

showsò or cancellations within 

two full business days  of a 

program will be charged. Can-

cellations must be made in 

writing. This policy is firmly 

enforced for all  partici-

pants . 

 

Please note that substitutions 

of participants may be made 

at any time for any of the one 

day or shorter programs.  
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Public Prepaid  
Package Discounts  

Employers Resource Association is 
pleased to offer Training Packages to 
help members get the best return on 

their training dollar.  The following four 
packages offer a 15% discount off the 
individual course prices.  These pack-
ages are intended for one individual.  
(Substitutions may be made only if  
the original individual has ended em-
ployment.)  

 

The Public Training Package 
Purpose:  

Im p ro v ed  r e te n t i o n  t h r o ug h 
ñsequentialò programs that fit to-
gether  

True investments in employee devel-
opment, not just a program or an 
event  

Cost savings to members  

 

Leadership Package  

Excellence in Leadership I (24 hrs)  

Excellence in Leadership II (24 hrs)  

Behavioral Interviewing Techniques (6 
hrs)  

Delivering Employee Performance  
Appraisals (6 hrs)  

 

Affirmative Action Planning 
Package  

Affirmative Action Planning Require-
ments (8 hrs)  

OFCCP Audit -  Are You Ready? (4 hrs)  

Your AAP and OFCCP Hot Buttons  
(4 hrs)  

 

Legal Package  

Choose any 4 of the following:  

ADA Essentials (3 hrs)  

FMLA Essentials (6 hrs)  

Investigating Employee Complaints & 
Misconduct (3 hrs)  

Advanced FMLA (3 hrs)  

Managementôs Rights in a Union-
Organizing Campaign (6 hrs)  

Wage and Hour Law Essentials (3 hrs)  

Workplace Harassment: Awareness and 
Prevention (4 hrs)  

Managing to Preserve Your Union -Free 
Environment (3 hrs)  

COBRA Essentials (3 hrs)  

 

Build Your Own Package  
Choose any 4 public training classes  
(Excludes Employment Law Updates, 

Legal Breakfast Briefings, Issues Fo-
rums and/or special presenter events.)  

 

 

In - House Prepaid  

Package Discounts  

The In - House Package Purpose:  

Organize annual training plans  

Planning will lead to better business 

results  

These results will improve ñbuy-inò 

for future training budget requests  

Reward members who know they will 

do a substantial amount of in -house 
training per year  

 

In - House Training Packages  

Book as you go -  $250 per hour  

Book 41 -80 hours -  $231.25 per hour 

(12.5% discount)   

Book 81+ hours -  $225 per hour 

(15% discount)  

 

In -house Training Package hours must 

be used in the same calendar year .  

 

 

More Information:  

If you have further questions about the 
Public or In -House Training Packages, 
please call:  

 

Ralph Neal, SPHR  
Vice President, Educational Services  

 
Susan Sterritt, SPHR   
Learning & Development Consultant  

Jerry Yingling, B.S. Ed.   
Learning & Development Consultant  

Brandi Helton   
Training Coordinator  

Lora Blanken   
Training Assistant  

 

Conference 
Room Rental  

ERAôs conference 

rooms are available 
to our members at 
low ñmember onlyò 

prices.  

 

For more information, 

contact:  

Brandi Helton  

(513) 679 -4120  

bhelton@hrxperts.org  



Alphabetical Program Index  
 

 

17  ADA  Essentials  

30  Advanced FMLA  

12  Affirmative Action Planning Requirements  

30  Anger  Management -  New Content  

27  Art of Letting Go  

31  Art of Negotiation : Strategies for Success  

11  Avoiding Liability Landmines: Employment Landmines for  

 Managers and Supervisors  

12  Behavioral Interviewing  Techniques for Managers & Supervisors    

  9  Coaching  Skills for Managers & Supervisors   

28  COBRA  Essentials  

11  Communication  Skills for Teamwork  

18  Complete Compensation : Design & Implementation  

17  Complete Receptionist  

19  Delivering Employee Performance Appraisals and Feedback  

26  Discipline  and Discharge for HR Professionals  

25  Discipline  and Discharge for Managers & Supervisors  

21  Diversity  Effectiveness -  New Content  

19  Employment Law Update and Review  

14  Essentials of Selling : A Complete Process  

13  Excellence in Leadership  I  

23  Excellence in Leadership  II  

18  Exceptional Customer Service  

29  FMLA  Essentials  

  9  Human Resource Management I  

22  Human Resource Management II  

22  Got Teambuilding ?  

24  Interpersonal Skills Development Series  

15  Investigating Employee Complaints & Misconduct  

10  Leadership Skills for Group Leaders I  

20  Leadership Skills for Group Leaders II  

20  Lean  Certification -  Mason Location  

10  Lean  Simulation -  Mason Location  

  8 Making the Transition to Supervisor  

32  Managementôs Rights in a Union -Organizing Campaign  

28  Managing to Preserve Your Union - Free Environment   

16  OFCCP  Audit -  Are You Ready?  

16  OSHA 10 - Hour General Industry Outreach Training Program  

23  OSHA 30 - Hour General Industry Outreach Training Program  

25  Perfecting Your Presentation  Skills  

13  PHR/SPHR Certification Preparation Program  

  8 Role of the Human Resource Assistant  

29  Situational Leadership  

33  Skill -Based Training Techniques  

27  So You Wanna Be A Supervisor ? -  New Program!  

26  Taking Back Control of Your Time  

31  Wage and Hour Law Essentials   

32  Weôve Got to Stop Meeting  Like This!   

21  Workplace Harassment  for Managers and Supervisors  

14   Workplace Harassment for Non -Managerial Staff -  New Program!  

33  Write  the Right Stuff  

15  Your AAP  & OFCCP  Hot Buttons: Compensation, Testing & Applicant 

 Tracking  
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NEW!  

Lean Simulation  

page 10  

NEW!  

Lean Certification  

Page 20  

NEW PROGRAM!  

So You Wanna Be  

A Supervisor?  

page 27  

New!  

Workplace Harass-

ment for Non -

Managerial Staff  

page 14  



Monthly Program Index  

January   
 

The Role of the Human Resource Assistant  --------     8 

Making the Transition to Supervisor  ----------------   8 

Coaching Skills for Managers & Supervisors  -------    9 

Human Resource Management I  --------------------    9 

Leadership Skills for Group Leaders I  --------------   10  

Lean Simulation  -------------------------------- ------   10  

Communication Skills for Teamwork  ---------------   11  

Avoiding Liability Landmines  ------------------------   11  

Behavioral Interviewing Techniques   ---------------   12  

Affirmative Action Planning Requirements  ---------   12  

 

February  
 

Excellence in Leadership I  ---------------------------   13  

PHR/SPHR Certification Preparation Program   -----   13  

The Essentials of Selling: A Complete Process  -----   14  

Workplace Harassment for Non -Managerial Staff  --   14  

Investigating Employee Complaints & Misconduct  -   15  

Your AAP & OFCCP Hot Buttons  ----------------------  15  

OSHA 10 -Hour General Industry Outreach Training   16  

OFCCP Audit -  Are You Ready?  ---------------------   16  

The Complete Receptionist  --------------------------   17  

Lean Simulation -------------------------------- ------   10  

ADA Essentials  -------------------------------- -------   17  

Exceptional Customer Service  ----------------------   18  

 

March  
 

Complete Compensation: Design & Implementation   18  

Delivering Employee Performance Appraisals  

& Feedback  -------------------------------- -----------   19  

Employment Law Update & Review  -----------------   19  

Lean Simulation -------------------------------- ------   10  

Lean Certification  -------------------------------- -----   20  

Leadership Skills for Group Leaders II  -------------   20  

Workplace Harassment for Managers & Supervisors   21  

Diversity Effectiveness  ------------------------------   21  

Got Teambuilding?  -------------------------------- ---   22  

Human Resource Management II  -------------------    22  

Excellence in Leadership II  --------------------------    23  

April  
 

OSHA 30 -Hour General Industry Outreach Training    23  

Interpersonal Skills Development Series  -----------   24  

Perfecting Your Presentation Skills  ------------------   25  

Lean Simulation  -------------------------------- -------    10  

Excellence in Leadership I  ---------------------------   13  

Discipline and Discharge for Managers & Supervisors  25  

Taking Back Control of Your Time  -------------------   26  

Discipline and Discharge for HR Professionals  ------   26  

The Art of Letting Go  --------------------------------   27  

 

May  
 

Making the Transition to Supervisor  ----------------       8 

The Role of the Human Resource Assistant  --------       8 

So You Wanna Be a Supervisor?  ---------------------   27  

Managing to Preserve Your Union -Free Environment  28  

Lean Simulation  -------------------------------- -------   10  

Communication Skills for Teamwork  ----------------   11  

Behavioral Interviewing Techniques  ----------------   12  

COBRA Essentials  -------------------------------- ----   28  

FMLA Essentials  -------------------------------- ------   29  

Leadership Skills for Group Leaders I  ---------------   10  

Situational Leadership  -------------------------------   29  

 

June  
 

Anger Management  -------------------------------- ---   30  

Advanced FMLA  -------------------------------- ------   30  

The Art of Negotiation: Strategies for Success  ------   31  

Wage and Hour Law Essentials  ----------------------   31  

Weôve Got to Stop Meeting Like This!  ---------------   32  

Managementôs Rights in a Union-Organizing  

Campaign  -------------------------------- -------------   32  

Write the Right Stuff  -------------------------------- -   33  

Skill -Based Training Techniques  --------------------   33  

Lean Simulation  -------------------------------- -------    10  

Page 7  For more information: 513 -679 -4120 or training@hrxperts.org  



Next date: Tuesday, May 4 with Susan Sterritt  

Next series: Tuesdays, May 4, 11, 18 & 25 with Jerry Yingling  
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Participants:   

Potential and new supervisors   
preparing for a leadership role 
and those who plan on attending 

Excellence in Leadership I . 

 

Date(s):  

Thursdays, January 7, 14, 21 & 
28, 2010  

(Four session program)  

Time: 8:15 a.m. -  12:15 p.m.  

 

PHR/SPHR/GPHR     

Recertification Credits: 16  

CEUs: 1.6  

CPEs: 16 management  

 

Member Fee: $340.00  

Nonmember Fee: $475.00  

Instructor: Susan Sterritt, SPHR  

Making the Transition to Supervisor  

This program is designed specifically for the newly     

promoted supervisor or someone who will soon make the transition. The 

class introduces supervisors to the dynamic nature of their new role and 

to the fundamental skills necessary to be immediately effective in that 

role.  
 

Learning Objectives:  

ü Distinguish between old and new roles, responsibilities and relation-

ships  

ü Master key functions and duties of supervisors  

ü Identify the difference between aggressive and assertive behaviors  

ü Develop communication skills to effectively influence others  

ü Give ongoing feedback and recognition  

ü Provide effective coaching and conflict management  

ü Manage time and identify priorities by setting S.M.A.R.T. goals  

ü Develop and implement an action plan for future success  

First in the 
series  

The Role of the Human Resource Assistant  

This class explores the supporting role of the HR Assistant in the        

delivery of HR services to the organization. Participants are provided an 

overview of pertinent federal and state employment laws and their    

administration. The program includes guidance on employment records, 

posting and retention issues, as well as other key HR areas that gener-

ally fall within the domain of the Assistant. Participants learn how to 

convey good employee relations, handle questions from management 

and employees, and safeguard and maintain confidentiality.  

 

Learning Objectives:  

ü Identify specific record - keeping and posting requirements  

ü Introduction to applicable federal and state employment laws: Title 

VII, EPA, ADEA, ADA, FLSA, FMLA and others  

ü Discuss the limitations on employment at -will and other concepts  

ü Develop the skills to support the entire hiring process: evaluating re-

sumes and applications, conducting screening interviews, administer-

ing pre -employment tests, etc.  

ü Identify ways to improve new hire orientation  

Participants:   

Anyone assisting with or involved 
in the administration of HR tasks.  

 

Date(s):  

Wednesday, January 6, 2010  

Time: 9:00 a.m. -  3:30 p.m.  

Lunch is included  

  

CEUs: 0.6  

CPEs: not available  

 

Member Fee: $155.00  

Nonmember Fee: $215.00  

Instructor: Susan Sterritt, SPHR  
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Coaching Skills for Managers & Supervisors  

This program helps supervisors and managers to more capably coach 

their employees into enhanced performance on the job. It will reinforce 

the business value of helping employees realize the need to improve their 

own performance or to change their behaviors in the workplace. As a re-

sult of lively practice in this session, leaders will be better able to use 

performance coaching as a method of helping their employees grow and 

develop greater responsibility for their choices, actions and productivity.  

 

Learning Objectives:  

ü Utilize coaching to improve performance  

ü Identify main reasons employees do not perform as expected  

ü Master six steps of coaching for performance deficiency  

ü Gain ñbuy-inò at the right time 

ü Practice with common performance/behavioral issues  

ü Develop sound documentation practices  

ü Preview effective communication skills during coaching  

Participants:   

Team leaders, supervisors, man-
agers and executives. This class 
is not for EL  series partici-

pants.  

 

Date(s):  

Tuesday, January 12, 2010  

Time: 9:00 a.m. -  3:00 p.m.  

Lunch is included  

 

PHR/SPHR/GPHR     

Recertification Credits: 5.5  

  

CEUs: 0.6  

CPEs: 6 management  

  

Member Fee: $155.00  

Nonmember Fee: $215.00  

Instructor: Ralph Neal, SPHR  

Participants:   

Current or future HR generalists, 
manager and others overseeing 
HR functions.  

 

Date(s):  

Tuesdays, January 20, 27, Feb-
ruary 3, 10, 17, 24, March 3 & 
10, 2010  

 

(Eight session program)  

Time: 8:30 a.m. -  11:30 a.m.  

  

CEUs: 2.4  

CPEs: 24 management  

  

Member Fee: $400.00  

Nonmember Fee: $560.00  

Instructor: Tom Eberwein, 

J.D., SPHR  

Human Resource Management I  
 

This comprehensive 24 -hour program provides an                            

intensive overview of the key elements of the contemporary HR function.  

Participants are offered practical, usable ideas and suggestions for han-

dling HR matters. The focus is on learning ñwhat questions to askò rather 

than trying to provide all the answers in the ever -changing, complicated 

HR field.  

 

Learning Objectives:  

ü Identify and apply federal/state laws to your workplace rules and      

standards  

ü Master the employment process/employee relations/record -keeping   

requirements  

ü Comply with Equal Opportunity rulings and guidelines  

ü Grasp compensation/benefits administration principles  

ü Improve communication and employee training  

 

 

Part one of the 
two - part series  

Participant from recent program wrote:  
ñTom was extremely knowledgeable in the subject matter. With his information 

and sense of humor, the class was effective and enjoyable.ò  



Leadership Skills for Group Leaders I  

Help your non -exempt level group leaders improve 

their ability to get things done through others without actual supervi-

sory/management authority. This course will give them the tools they 

need to have more success with more people, more often, by exposing 

them to the most important leadership competencies.  

 

Learning Objectives:  

ü Adopt the qualities of a great leader  

ü Change/adjust leadership styles to meet the needs of team members  

ü Apply motivational techniques  

ü Avoid communication ñgaffesò that plague group leaders 

ü Improve skill training techniques to get new employees trained better 

and faster  
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Participants:   

Current or potential hourly group 
leaders.  

 

Date(s):  

Tuesdays, January 19 & 26, 2010  

(Two session program)  

Time: 8:15 a.m. -  3:45 p.m.  

Lunch is included  

  

PHR/SPHR/GPHR             

Recertification Credits:  13  

 

CEUs: 1.4  

CPEs: not available  

 

Member Fee: $300.00  

Nonmember Fee: $420.00  

Instructor: Jerry Yingling, B.S. 
Ed.  

Participants:   

Anyone who wants to acquire a 
foundational knowledge in Lean. 
Managers, supervisors, team 

leaders, group leaders, execu-
tives and hourly employees.  

Date(s):  

Thursday, January 21, 2010  

Time: 8:00 a.m. -  4:00 p.m.  

Lunch is included  

 

CEUs: 0.7  

CPEs: not available  

 

Member Fee: $500.00  

Nonmember Fee: $750.00  

Instructor: Definity Partners  

*Will be held at Definity Partners  
in Mason.   See page 39 for 

directions.  

Register at: 
www.definitypartners.com/events   

Lean Simulation  

This industry - leading simulation will enable your 

team to truly accomplish the improvements that you have discussed, but 

have not yet implemented. Learn proven techniques for increasing pro-

ductivity and eliminating waste which you can immediately implement in 

your organization. Learn to improve your processes through this interac-

tive and energetic simulation, and help provide your employees with the 

confidence and skills they need to run your day - to -day operations and 

drive improvements throughout your business.  

 

Learning Objectives:  

ü Introduce basic Lean terms and concepts such as 5S, Takt Time, 

Standard Work, One -Piece Flow, Kaizen, Kanban, Continuous Flow 

Processing  

ü Develop an awareness for how to identify and eliminate waste  

ü Implement effective leadership to improve results  

ü Recognize ways to reduce cycle and lead times  

ü Differentiate between push and pull systems  

Held in Mason  

Upcoming dates:   Tuesday, February 23, 2010     
  Monday, March 15, 2010  
  Wednesday, April 14, 2010  
  Monday, May 10, 2010  
  Tuesday, June 15, 2010   

Next date: Wednesdays, May 19 & 26 with Ralph Neal  

First in the 

series  

http://www.definitypartners.com/events


Next date: Tuesday, May 11 with Ralph Neal  
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Communication Skills for Teamwork  

When communication breaks down, so does teamwork. Help your team 

or individuals on your team to improve their ability to communicate with 

each other by understanding behavioral styles and how they affect com-

munication and, ultimately, teamwork. This highly interactive program 

gets at the heart of teamwork and team play.  

 

Learning Objectives:  

ü Gain an awareness of how others see you  

ü Complete a self -assessment to determine dominant behavioral style  

ü Recognize how your style can ñrub others the wrong wayò 

ü Exercise behavioral flexibility to improve communication with team 

members of different styles  

ü Deal with conflict directly in a healthy way  

ü Utilize principles of consensus to always do what is best for the group 

as a whole  

 

Participants:   

Individuals interested in being 
part of a cohesive team environ-
ment.  

 

Date(s):  

Wednesday, January 27, 2010  

Time: 9:00 a.m. -  3:30 p.m.  

Lunch is included  

  

PHR/SPHR/GPHR     

Recertification Credits: 5.5  

  

 

CEUs: 0.6  

CPEs: 6  personal development  

 

Member Fee: $155.00  

Nonmember Fee: $215.00  

Instructor: Jerry Yingling, B.S. 
E.D.  

Participants:   

Exempt managers, supervisors, 
executives, non -EL series partici-
pants.  

 

Date(s):  

Wednesday, January 27, 2010  

Time: 8:30 a.m. -  4:00 p.m.  

Lunch is included  

 

PHR/SPHR/GPHR     

Recertification Credits: 6.5  

  

CEUs: 0.7  

CPEs: 7 management  

  

Member Fee: $180.00  

Nonmember Fee: $250.00  

Instructor: Ralph Neal, SPHR  

Avoiding Liability Landmines: Employment Landmines 

for Managers & Supervisors  

This program is designed to help frontline managers and supervisors to 

understand why they can no longer simply rely on ñgood judgmentò in 

dealing with employees. Interacting the most with employees, these    

participants are also the most likely to violate employee rights protected 

by law. This eye -opening program will expose participants to a myriad of 

laws impacting their management activities and will examine the most 

common mistakes they make that lead them and the company into legal 

trouble.  

 

Learning Objectives :  

ü Identify management activities impacted by laws  

ü Identify common legal errors supervisors make with Title VII, ADA, 

ADEA, USERRA, OSHA, FMLA and other laws  

ü Explain employment -at -will and ways supervisors unintentionally cre-

ate implied employment contracts  

ü Understand the concepts of wrongful and constructive discharge  

ü Introduce the following nine legal landmines, utilizing video enact-

ments, team exercises, and class discussion:  Failure to document, 

Failure to train, Failure to keep evidence, Grade inflation on perform-

ance evaluations, Failure to consult HR, Inappropriate electronic mes-

sages, Inconsistent treatment, Inappropriate talk about ex -employees 

and Uncontrolled references  



Behavioral Interviewing Techniques for Managers and 

Supervisors  

Interviewing and selection mistakes are costly:  increased turnover, 

lower productivity, morale problems, unemployment and litigation. These 

problems are caused or exacerbated by well - intended operational person-

nel who have not been formally trained in the proper selection tech-

niques. Teach your managers and supervisors how to do this right.  

 

Learning Objectives:  

ü Introduce the ñbehavioralò interviewing technique 

ü Analyze the job for critical success factors  

ü Develop better behavioral questions to uncover those critical success 

factors  

ü Avoid asking questions that potentially lead to discrimination charges  

ü Read applications/resumes with a critical eye, identifying red flags  

ü Follow an excellent 7 -step interview process  

ü Interpret candidate answers to determine candidate fitness for the job  
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Participants:   

Anyone who interviews candi-
dates for hire or promotion; not 
for HRM series participants.  

 

Date(s):  

Thursday, January 28, 2010  

Time: 9:00 a.m. -  3:30 p.m.  

Lunch is included  

  

PHR/SPHR/GPHR             

Recertification Credits:  5.5  

 

CEUs: 0.6  

CPEs: 6 management  

 

Member Fee: $155.00  

Nonmember Fee: $215.00  

Instructor: Jerry Yingling, B.S. 
Ed.  

Next date: Thursday, May 13 with Jerry Yingling  

Affirmative Action Planning          

Requirements  

Affirmative action requirements can be very confusing and overwhelm-

ing, especially to individuals new to equal opportunity officer responsi-

bilities. This class is designed to provide the information necessary to 

allow participants to more competently prepare their AAP.  

 

Learning Objectives:  

ü Master the essential concepts of affirmative action  

ü Identify the more significant regulations requirements  

ü Utilize a self -audit tool to facilitate your efforts to ensure compliance  

ü Adopt sample language to provide a basis from which you will be 

able to develop your own language  

ü Discuss some of the current challenges associated with affirmative  

action  

ü Outline a typical random audit process  

 

* While this program will increase the participantôs knowledge about affirmative action, it 
is not a replacement for legal advice. Sample language examples provided within the text 
should be reviewed by your legal counsel prior to implementation.  

Participants:   

A must for anyone involved in 
the design, implementation or 
responsibility phases of the Af-

firmative Action Plan; corporate 
executives, HR managers and 
practitioners and other company 
decision -makers.  

 

Date(s):  

Thursday, January 28, 2010  

Time: 8:30 a.m. -  5:00 p.m.  

Lunch is included   

PHR/SPHR/GPHR  

Recertification Credits: 8 

  

CEUs: 0.8  

CPEs: not available  

 

Member Fee: $200.00  

Nonmember Fee: $280.00  

Instructor: Carol Reubel, SPHR  

Part one of the 
three - part series  



Next date: Thursdays, April 15 -  May 20 with Susan Sterritt  
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Excellence in Leadership I  

This intensive workshop is a key component of the 

core ñExcellence in Leadershipò series for managers and supervisors.  

Participants will be exposed to a variety of competencies necessary to 

be successful leading others in todayôs complex workplace. Highly inter-

active, participants will apply what they learn while in the classroom.  

 

Learning Objectives:  

ü Adopt the qualities of a great leader  

ü Use authority and influence appropriately  

ü Flexing leadership styles to meet the needs of team members  

ü Discover the ñtrueò nature of motivation 

ü Utilize motivational techniques to get better results  

ü Identify the laws that govern the workplace such as Title VII, FLSA, 

FMLA, OSHA, ADA and many more  

ü Avoid common leadership landmines that land them and companies in 

legal trouble  

Participants:   

Any manager or supervisor with 
six months or more experience. 
Less than six months should 

consider Making the Transi-
tion to Supervisor.  

 

Date(s):  

Tuesdays, February 2, 9, 16, 23, 
March 2 & 9, 2010  

(6 session program)  

Time: 8:15 a.m. -  12:15 p.m.  

  

PHR/SPHR/GPHR Strategic 
Management  Credits: 24  

  

CEUs: 2.4  

CPEs: 24 management  

 

Member Fee: $400.00  

Nonmember Fee: $560.00  

Instructor: Jerry Yingling, B.S. 
E.D.  

Participants:   

Any HR professional planning on 
taking the PHR/SPHR exam or 
who wants to stay current on HR 

strategy.  

 

Date(s):  

Tuesdays, February 2, 9, 16, 23, 
March 2, 9, 16, 23, 30, April 6 & 
13, 2010  

(Eleven session program)  

Time: 6:00 p.m. -  9:00 p.m.  

 

Member Fee: $995.00  

Nonmember Fee: $1,395.00  

*Includes 2010 SHRM Learning 
System TM 

Instructor: Classes will be con-
ducted by Association staff cho-
sen because of their expertise.  

  

PHR/SPHR Certification Preparation Program  

This 11 -week program is designed for one thing: To help prepare you 

to pass the PHR or SPHR national certification examination.  Par-

ticipants  receive the Society for Human Resource Management (SHRM) 

Learning SystemÊ. The format will be blended learning.  Participants 

receive the most benefit by completing program reading and session  

prework each week and taking the pre - tests.  Participants should then 

be prepared with questions for instructors.  Instructors will lead sessions 

in a way that will reinforce SHRM Learning SystemÊ information to in-

crease the likelihood of passing the national certification examination. 

Session post - tests will also be administered.  This program has a pass 

rate of 82% for SPHR and 92% for PHR, well above the national 

averages of 58% and 67% respectively.  

Modules include:  

ü Strategic Management  

ü Workforce Planning and Employment  

ü Human Resource Development  

ü Total Rewards  

ü Employee and Labor Relations  

ü Risk Management (Safety, Health, Security)  

The next step  

in the series  



Workplace Harassment for  Non - managerial Staff  

This important new offering stems from membersô requests to help them 

achieve 100% participation in their Anti -harassment training efforts by 

educating those employees who have missed their company training 

program. The session is also suitable for individuals who may benefit 

from a refresher in this topic. Weôll educate employees about behaviors 

that may constitute harassment and discrimination today.   

 

Learning Objectives:  

ü Recognize the seriousness with which this topic is viewed today  

ü Be able to readily identify and avoid risky behaviors  

ü Understand the importance of maintaining a respectful workplace  

ü Obtain the formula to say ñnoò to others who may be harassing them 

ü Comprehend the need to utilize their companyôs internal complaint 

procedures  

Participants:   

Any employee NOT serving in a 

supervisory capacity who has not 

participated in your companyôs 

anti -harassment training or who 

needs a reminder.  

This program is not for  

offenders.  

 

Date(s):  

Tuesday, February 2, 2010  

Time: 9:00 a.m. -  12:00 p.m.  

  

CEUs: 0.3  

CPEs: not available  

 

Member Fee: $90.00  

Nonmember Fee: $125.00  

Instructor: Susan Sterritt, SPHR  
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The Essentials of Selling: A Complete Process  
 

This valuable workshop is designed for both the new sales professional as 

well as the more experienced sales professional who either has had no for-

mal sales training or who has identifiable opportunities for improvement. It 

covers the entire sales process, from how to be more organized to acquiring 

those critical referrals and everything in between.  
 

There is plenty of opportunity to practice newly acquired skills as this 

course is a true workshop where participants will analyze themselves, work 

through skill -building exercises, and even role -play to practice newly ac-

quired skills under "friendly fire". Participants will walk away with the 

knowledge, skills, practice and confidence to improve their results right 

away.  
 

Learning Objectives:  

ü Organize your planner, desk, briefcase, car and office  

ü Gain critical time management skills  

ü Use the sales funnel to drive your prospecting activities  

ü Master prospecting activities such as telemarketing and cold calling  

ü Discuss the sales process from the initial meeting to the needs analysis, and 

uncovering ñthe painò 

ü Overcome common objections  

ü Identify over 30 sources of potential prospects  

ü Improve your ratios from prospecting, appointment setting, presentations 

and sales  

Participants:   

Newly appointed sales reps and 
any sales rep not achieving the 
desired level of success.  

 

Date(s):  

Wednesdays, February 3, 10, 17 
& 24, 2010  

(4 session program)  

Time: 8:15 a.m. -  12:15 p.m.  

 

CEUs: 1.6  

CPEs: not available  

  

Member Fee: $340.00  

Nonmember Fee: $475.00  

Instructor: Jerry Yingling, B.S. 
E.D.  

Managers and Supervisors should register for Workplace  

Harassment for Managers and Supervisors -  page 21  



Participants:   

Any company representative 
involved in workplace investiga-
tions, including executives, HR 

staff and managers.  

 

Date(s):  

Thursday, February 4, 2010  

Time: 8:30 a.m. -  11:30 a.m.  

 

PHR/SPHR/GPHR             

Recertification Credits:  3 

 

CEUs: 0.3  

CPEs: 3 management  

 

Member Fee: $90.00  

Nonmember Fee: $125.00  

 

Instructor: Tom Eberwein, J.D., 

SPHR 

  

Investigating Employee Complaints and Misconduct  

Nearly every company will eventually need to conduct an investigation.  

Whether prompted by an allegation of workplace harassment, a problem 

of theft, or some other form of misconduct, a prompt and thorough in-

vestigation is a critical first step toward protecting your organization.  

Participants will learn valuable skills and methods for navigating this dif-

ficult managerial task.  

 

Learning Objectives:  

ü Prepare to conduct your investigation without violating employee      

privacy rights or inadvertently causing defamation of character  

ü Identify and focus on the real objective in conducting any investiga-

tion  

ü Implement an effective witness interview process to gather facts/

data to help make informed decisions  

ü Decide whether a third -party investigator or an internal investigator 

is a better choice for any particular type of investigation  
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Contact Tom Eberwein, J.D., HR Compliance & Association Counsel, to 

conduct an investigation at your company. 513-679-4120 

Your AAP & OFCCP Hot Buttons:  

Compensation, Testing and Applicant 

Tracking  
 

This comprehensive program, led by a 26 -year veteran of the OFCCP,      

provides an extensive review of the most up - to -date strategies em-

ployed by the OFCCP in evaluating a federal contractorôs adherence to 

and compliance with the latest regulations. Participants will learn new 

HR methods and terminology and ways to avoid exposure to potential 

financial liability in an OFCCP audit.  This valuable program affords par-

ticipants practical discussions in and hands -on learning about OFCCPôs 

interpretation and application of these new strategies in their investiga-

tive process.  

 

Learning Objectives:  

ü Distinguish ñInternet Applicantsò and integrate them appropriately 

into your applicant pool for tracking and assessment  

ü Evaluate your compensation practices and detect possible issues 

prior to an OFCCP audit  

ü Recognize ñTestsò per OFCCPôs regulations and evaluate whether fur-

ther review of existing practices is necessary  

Participants:   

Any professional involved in the 
development or implementation 
of an Affirmative Action Program 

or having responsibility for any 
part of the HR process of hiring, 
promoting or terminating em-
ployees.  

 

Date(s):   

Thursday, February 4, 2010  

Time: 8:30 a.m. -  12:30 p.m.  

 

PHR/SPHR/GPHR  

Recertification Credits: 4 
 

CEUs: 0.4  

CPEs: not available  

 

Member Fee: $110.00  

Nonmember Fee: $155.00  

Instructor: Joyce Morgan, Asso-
ciate Instructor  

The second step in 

the series.  



Participants:   

Human resource professionals, 
operations managers, supervi-
sors, group leaders and any em-

ployee who must manage the 
safety and health function at 
your company.  
 

Date(s):  

Thursdays, February 11 & 18, 

2010  

(2 session program)  

Time: 9:00 a.m. -  3:00 p.m.  

Lunch is included  

PHR/SPHR/GPHR  

Recertification Credits: 10  

CEUs: 1.0  

CPEs: not available  
  

Member Fee: $285.00  

Nonmember Fee: $400.00  

Instructor: Billy Ring, Associate 

Instructor  

OSHA 10 - Hour General Industry Outreach Training  

Program  

 
 

This two -day program covers the most frequently cited OSHA safety and 

health standards for general industry and includes all of the mandatory      

elements of OSHAôs 10-Hour Voluntary Compliance Course.  Participants 

will learn about the OSHA Act/General Duty Clause, and the Citation -     

Penalty Process.  Other topics to be covered are Walking and Working     

Surfaces, Means of Egress and Fire Protection, the Electrical Standard,     

Personal Protective Equipment, Machine Guarding, Flammable and        

Combustible Liquids and Hazard Communication. All successful            

participants will receive a course completion card from OSHA af-

ter completing this course.  

Participants will also 
receive a copy of 
OSHAôs 1910          

General Industry CFR.  
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OFCCP Audit -  Are You Ready?  

This program, led by a 26 -year veteran of the 

OFCCP, focuses on evaluating practical day - to -day HR policies and prac-

tices. It allows the participant to identify the steps involved in their own 

personnel activity processes, including application and hiring, promo-

tions and terminations and their effectiveness if faced with an OFCCP 

audit. This course allows for interaction with the presenter in learning 

how the OFCCP conducts an audit, the strategies employed in analyzing 

adverse impact, how priorities to further scrutinize employers are deter-

mined within the Agency and steps to take internally to evaluate and 

monitor HR processes. The practical discussions in this session are easy 

to relate to your organization and provide ways for communicating with 

the OFCCP.  
 

Learning Objectives:  

ü Identify the steps involved in your companyôs personnel processes of 

applicants/hires, promotions and terminations and relate them to the 

OFCCP audit/investigation  

ü Measure and investigate potential weaknesses in your  AAP, and its 

implementation, prior to submitting any data or records to OFCCP for 

or during an audit  

ü Acquire insight into OFCCPôs audit process and be able to preempt 

problems that could be costly if and when you are selected for an 

audit by the OFCCP  

The last step in the 

series.  Participants:   

Any professional involved in the 
development or implementation 
of an Affirmative Action Program 

or having responsibility for any 
part of the HR process.  

 

Date(s):   

Thursday, February 18, 2010  

Time: 8:30 a.m. -  12:30 p.m.  

 

PHR/SPHR/GPHR  

Recertification Credits: 4 
 

CEUs: 0.4  

CPEs: not available  

 

Member Fee: $110.00  

Nonmember Fee: $155.00  

Instructor: Joyce Morgan,  

Associate Instructor  



Participants:   

Receptionists and all others who 
provide backup for this position.  

 

 

Date(s):  

Friday, February 19, 2010  

Time: 8:30 a.m. -  5:00 p.m.  

Lunch is included  

  

CEUs: 0.8  

CPEs: not available  

 

Member Fee: $200.00  

Nonmember Fee: $280.00  

Instructor: Mary Anne Street, 
Associate Instructor  
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Participants:   

Anyone assisting or involved in 
the administration of HR tasks.  
 

Date(s):  

Thursday, February 25, 2010  

Time: 8:30 a.m. -  11:30 a.m.  

 

PHR/SPHR/GPHR  

Recertification Credits: 3 

 

CEUs: 0.3  

CPEs: 3 management  
  

Member Fee: $90.00  

Nonmember Fee: $125.00  

Instructor: Tom Eberwein, J.D., 
SPHR 

ADA Essentials  

This program is designed to provide an overview of the Americans with 

Disabilities Act, as amended by the ADA Amendments Act,  and is ideally 

suited for HR and supervisory personnel faced with their employeesô vari-

ous ñreasonable accommodationò requests, including job restructuring 

and leaves of absence.  A comprehensive review of the ADAôs key termi-

nology will be followed by a discussion of the most common errors made 

by employers.  Participants will then review recent court cases and EEOC 

guidance papers and explore how the courts and the EEOC have handled 

various ñdisabilityò situations. 

 

Learning Objectives:  
 

ü Discuss and apply the employerôs obligation in engaging in the 

ñinteractive processò 

ü Work with and apply the ñreasonable accommodationò standard as 

well as know when ñundue hardshipò impacts such accommodation 

ü Effectively deal with those situations where ADA, FMLA and state 

workersô compensation laws must all be complied with at the same 

time  

ü Prepare to handle mental conditions as a disability that falls within 

the protection of the ADA  

The Complete Receptionist  

This program gives participants the skills and the confidence needed to   

create a professional image in representing your organization. This  

skills -building program takes a universal look at all of the competencies 

necessary to be a ñDirector of First Impressionsò. 

 

Learning Objectives:  
 

ü Master telephone skills: courtesy, voice control and demeanor  

ü Avoid bad grammar and unprofessional expressions  

ü Handle difficult callers with grace and ease  

ü Relay bad news to customers and co -workers in an assertive way  

ü Screen calls efficiently and effectively  

ü Improve professional attire and workstation appearance  

ü Deal with the stress of ñserving many mastersò 

 

A must - attend for all front desk personnel!  



Exceptional Customer Service  

Customer service is truly a lost art form. Since few of us have products/

services, technology, pricing, etc. substantially different from our com-

petition, the one way left to differentiate ourselves is to provide better 

service. Exceptional customer service is 90% attitude and 10% tech-

nique. Participants walk away with the skills to excel at both.  

 

Learning Objectives:  
 

ü Adopt the qualities and skill sets of a customer service professional  

ü Explore customer service from the customerôs perspective 

ü Display excellent phone skills  

ü Diffuse difficult customers with grace and ease  

ü Modify how you communicate to avoid common ñgaffesò 

ü Read and address problematic body language and ñhiddenò meanings 

in speech  

ü Be the best by design, using the technique of benchmarking to im-

prove all areas of customer service  

Participants:   

Front - line customer service pro-
viders, account managers and 
sales staff.  

 

Date(s):  

Thursday, February 25, 2010  

Time: 9:00 a.m. -  3:30 p.m.  

Lunch is included   

  

CEUs: 0.6  

CPEs: 6 management  

 

Member Fee: $155.00  

Nonmember Fee: $215.00  

Instructor: Jerry Yingling, B.S. 
E.D.  
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Complete Compensation: Design and Implementation  

This class will prepare you to create and implement your own compen-

sation program and will give you the opportunity for practical applica-

tions in class.   

 

Learning Objectives:  

ü Develop a compensation strategy  

ü Identify and conduct several different types of job analyses  

ü Write effective job descriptions and classify them properly under the 

FLSA 

ü Analyze salary structure that is appropriate for your organization  

ü Maintain a compensation system and develop salary increase and 

salary adjustment procedures  

ü Identify various types of incentive and bonus plans and understand 

which are best for your organization  

 

 

 

Participants:   

This is a detailed ñhow toò course 
for people specializing in compen-
sation or moving into a compen-

sation position.  

 

Date(s):  

Wednesdays, March 3, 10, 17, 24 
& 31, 2010  

(5 session program)  

Time: 8:30 a.m. -  12:30 p.m.  

 

PHR/SPHR/GPHR  

Recertification Credits: 20  

 

CEUs: 2.0  

CPEs: 20 management  

Member Fee: $375.00  

Nonmember Fee: $525.00  

 

Instructor: Terry Henley, SPHR, 

CCP 



Delivering Employee Performance Appraisals and 

Feedback  

Performance management is a critical and often mishandled process.  All 

too often, the performance appraisal turns into an annual bureaucratic 

exercise loathed by manager and employee alike. This skill -building 

workshop is designed to assist managers, supervisors and HR in the ef-

fective development and delivery of the performance appraisal as a pow-

erful performance management tool.  

 

Learning Objectives:  
 

ü Recognize why performance appraisals are so important  

ü Determine what to document and what not to document  

ü Follow a 10 -step process to develop the appraisal  

ü Avoid common rating errors that can ñcontaminateò the appraisal 

ü Master a 6 - step delivery of the appraisal  

ü Prepare in advance for employee reactions and concerns  

ü Practice coaching throughout the evaluation cycle  

Participants:   

Anyone responsible for conduct-
ing employee performance ap-
praisals. Non - HR Management 

series participants.  

 

Date(s):  

Wednesday, March 3, 2010  

Time: 9:00 a.m. -  3:30 p.m.  

Lunch is included  

 

PHR/SPHR/GPHR  

Recertification Credits: 5.5  

  

CEUs: 0.6  

CPEs: 6 management  

 

Member Fee: $155.00  

Nonmember Fee: $215.00  

Instructor: Ralph Neal, SPHR  
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Employment Law Update and Review  

This valuable day with the legal experts provides tremendous insight 

into the latest laws, rulings and practical interpretations to allow the ex-

ecutive or HR professional to perform a difficult job confidently, avoid 

expensive litigation and keep personal knowledge up - to -date.  

 

Learning Objectives:  

ü Legally stay within the rules in dealing with the requirements of fed-

eral and state laws and regulations  

ü Identify and implement changes in policy and procedure made nec-

essary by new legal requirements and changes in existing require-

ments  

ü Avoid making risky and costly mistakes due to lack of awareness of 

recent court decisions that change the way employment issues must 

be handled  

ü Explore creative alternatives in dealing with problems you are facing 

by discovering what your peers are doing on such issues  

 

Participants:   

Business owners, executives, 
managers and HR professionals.  

 

Date(s):  

Thursday, March 11, 2010  

Time: 8:30 a.m. -  4:30 p.m.  

8:00 -  Continental Breakfast  

Lunch is included   

 

PHR/SPHR/GPHR  

Recertification Credits: 7 

  

CEUs: 0.7  

CPEs: 7 management  

 

Member Fee: $180.00  

Nonmember Fee: $250.00  

Instructors: Specially selected 
experts from several prominent 

local Association member law 
firms.  See Ohioôs Top Attorneys in Action!    



Participants:   

Anyone assisting or involved in 
the administration of HR tasks.  
 

Date(s):  

Week 1: March 15 -  19, 2010  

Week 2: May 24 -  27, 2010  

(Both weeks required)  

Time: 8:00 a.m. -  4:00 p.m.  

Lunch is included  

 

CEUs: 0.7  

CPEs: not available  
  

Member Fee: $9,950.00  

Nonmember Fee: $12,500.00  

Instructor: Definity Partners  

*Will be held at Definity Partners  
in Mason.   See page 39 for 

directions.  

Register at: 
www.definitypartners.com/events  

Lean Certification  

Definity University's Lean Certification Program       

exposes candidates to a greater understanding of Lean philosophies and 

techniques through:  

Intense classroom study and training, hands -on exercises and role 

playing  

Demonstrated successes and best practice sharing at Lean - In -

Action plant tours  

Applied learning and rapid implementation via student - led  Lean Im-

provement Projects  

One-on -one coaching with Definity Partners' Project Managers  
 

Learning Objectives:  

ü Master project management skills  

ü Apply comprehensive Lean process capabilities  

ü Ability to proficiently identify and eliminate waste and inefficiencies  

ü Effective measurement techniques  

ü Results - focused leadership approach  

ü Achieve a GUARANTEED 200% ROI (return on investment) via the 

student - led Lean Improvement Project  

Held in Mason  

Upcoming dates:  Week 1: May 10 - 14  & Week 2: July 26 - 29, 2010     

Leadership Skills for Group Leaders II  
 

This program builds on the skills learned in ñGroup  Leaders Iò. The fo-

cus of this program is improving communication with team members. 

The importance of influence is discussed and how communicating to   

influence greatly enhances outcomes. Modules on coaching for perform-

ance improvement and a look at delegating to get the job done rounds 

out this valuable program.  

Learning Objectives:  

ü Improve communication and influence through an assertiveness         

self -assessment  

ü Overcome aggressiveness (active and passive) and submissiveness 

and communicate assertively  

ü Apply a six -step technique to coach for improved performance  

ü Develop effective praising techniques and provide good feedback  

ü Effectively delegate to provide growth opportunities to team mem-

bers  
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Participants:   

Hourly group leaders who have 
participated in Leadership Skills 
for Group Leaders I.  

 

Date(s):  

Tuesdays, March 16 & 23, 2010  

(2 session program)  

Time: 8:15 a.m. -  3:45 p.m.  

Lunch is included  

 

PHR/SPHR/GPHR  

Recertification Credits: 13  

  

CEUs: 1.4  

CPEs: not available  

 

Member Fee: $300.00  

Nonmember Fee: $420.00  

Instructor: Jerry Yingling, B.S. 
E.D.   

Part two of 
the series  

http://www.definitypartners.com/events


Participants:   

HR professionals, managers and 
supervisors only. Not for hourly, 
non - exempt employees or of-

fenders.  

 

Date(s):  

Wednesday, March 17, 2010  

Time: 8:15 a.m. -  12:15 p.m.  

 

PHR/SPHR/GPHR  

Recertification Credits: 4 

 

CEUs: 0.4  

CPEs: 4 management  

 

Member Fee: $110.00  

Nonmember Fee: $155.00  

Instructor: Susan Sterritt, SPHR  

Workplace Harassment for Managers and Supervisors  

This program is designed to help educate managers to recognize and 

prevent workplace harassment, monitor for risky behaviors in their 

workplace and understand their responsibilities to maintain a legal and 

respectful work environment. This program in its entirety should be used 

as a basis to both educate and protect your organization and to help ful-

fill the organizationôs requirements to ñtake reasonable care to preventò  

harassing behavior.  
 

Learning Objectives:  

ü Understand how harassment falls under the description of                  

discrimination as described in Title VII of the Civil Rights Act of 1964  

ü Recognize the three types of harassment: verbal, physical and envi-

ronmental  

ü Deal with harassment/discrimination of all ñprotected classesò 

ü Use Cooper's Six Levels of harassment to ñcategorizeò the levels of   

offensiveness  

ü Protect the organization with the two -prong affirmative defense  

ü Properly hear and report complaints that protect the organization 

and employee alike  

ü Recognize all forms of illegal harassment and discrimination  
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Diversity Effectiveness  

This program is designed to help educate managers and employees 

about the importance of valuing diversity in the workplace.  Participants 

will explore how stereotypes and biases impede communication and will 

gain insight into faulty paradigms surrounding race, age, gender and 

multicultural differences.   

 

Learning Objectives:  

ü Develop an awareness of todayôs diversity challenges 

ü Recognize US workforce demographic trends and impacts  

ü Comply with employment laws tied to protected group status  

ü Improve sensitivity to cultural collisions  

ü Recognize unhealthy paradigms, irrational beliefs and stereotypes  

ü Communicate across cultures more effectively  

ü Evaluate ways to create a culture of respect  

Participants:   

All employees and managers will 
benefit from this program.  

 

Date(s):  

Thursday, March 18, 2010  

Time: 8:30 a.m. -  12:30 p.m.  

 

PHR/SPHR/GPHR  

Recertification Credits: 4 

  

 

CEUs: 0.4  

CPEs: 4 personal development  

 

Member Fee: $110.00  

Nonmember Fee: $155.00  

 

Instructor: Susan Sterritt, SPHR  



Participants:   

Teams and leaders at all levels 
who seek to be part of a highly 
functional team.  
 

Date(s):  

Friday, March 19, 2010  

Time: 9:00 a.m. -  3:30 p.m.  

Lunch is included  

 

CEUs: 0.6  

CPEs: not available  
  

Member Fee: $155.00  

Nonmember Fee: $215.00  

Instructor: Jerry Yingling, B.S. 

Ed. and Lisa Nack, Associate In-
structor  

 

*Held at ERA -  Cincinnati  

 

Got Teambuilding?  

Donôt just study teambuilding - experience it! In this powerful experien-

tial learning program, participants will spend approximately 3 hours en-

gaged in outdoor activities and 3 hours in the classroom. The sessions 

are designed to complement one another by bringing the experiential 

elements of hands -on activity from the field into the classroom.  The Joy 

Outdoor Education Center, with over 30 years of experience, is South-

west Ohioôs leading expert in bringing experienced-based learning into 

the business environment and is our partner in this dynamic program.  

 

Learning Objectives:  

ü Identify how high - functioning teams work  

ü Learn causes of team dysfunction  

ü Assess your behavioral style and the ñpinch-pointsò it creates 

ü Overcome behavioral style ñpinch-pointsò 

ü Use communication as a teambuilding tool  
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Participants:   

HRM I graduates and any HR 
generalist or administrator.  

 

Date(s):  

Tuesdays, March 23, 30, April 6, 
13, 20 & 27, 2010  

(6 session program)  

Time: 8:30 a.m. -  12:00 p.m.  

 

PHR/SPHR/GPHR  

Recertification Credits: 21  

 

CEUs: 2.1  

CPEs: 21 management  

Member Fee: $380.00  

Nonmember Fee: $530.00  

 

Instructor: Susan Sterritt, SPHR  

Human Resource Management II  

This follow -up course builds upon HRM I and      

provides a deeper analysis of issues facing the HR professional. This pro-

gram concentrates on applying sound management practices to the HR 

function. Participants will learn how to review practices, policies and pro-

cedures for consistency. The focus then shifts to the implementation of 

strategies for positive employee relations, including compensation and 

benefits practices and employee relations developments. Specific discus-

sion will center on protecting the company from agency challenges and 

charges and how to coach and counsel employees with behavior or per-

formance problems. Guidance for the formal performance evaluation 

process rounds out the program.  

Learning Objectives:  

ü Develop HR policies and procedures that do not violate federal and 

state employment and labor relations laws  

ü Improve employee relations and retention with goals and account-

abilities for all leaders, including first - line supervisors  

ü Know what your company expects you to do when an agency pays 

you a visit  

ü Prepare for and improve chances of prevailing in an unemployment 

hearing  

ü Effectively deal with difficult coaching situations -  for direct reports 

as well as when coaching other supervisors and managers  

Part two of the 
two - part series  



Excellence in Leadership II  

This program builds on the concepts developed in 

ñExcellence in Leadership Iò. Participants take a detailed look               

at communicating to influence others, communicating with employees 

regarding performance issues, coaching for performance improvement, 

providing praise and recognition, managing conflict with subordinates 

and with peers and how to delegate effectively. The program finishes 

with an important look into a managerôs need to understand sexual and 

other workplace harassment for what it is, providing information on how 

to spot and stop it, and the organizationôs obligation to investigate and 

eliminate it.   

 

Learning Objectives:  
 

ü Improve communication skills to influence and gain cooperation  

ü Complete a conflict style self -assessment  

ü Develop conflict management strategies utilizing various models: 

HEAR, AEIOU and Six Essential Techniques  

ü Apply a six -step coaching method and role -play coaching scenarios  

ü Effectively use the progressive discipline process  

ü What to do if employees show no improvement   

ü How to ñfire without fearò  

ü Protect your organization against claims of workplace harassment 

and discrimination  

ü Use delegation as a tool for development  

Participants:   

Supervisors, managers, exempt 
team leaders and EL I  graduates.  

 

Date(s):  

Wednesdays, March 24, 31, April 
7, 14, 21 & 28, 2010  

(6 session program)  

Time: 8:15 a.m. -  12:15 p.m.  

 

PHR/SPHR/GPHR  

Recertification Credits: 24  

  

CEUs: 2.4  

CPEs: 24 management  

 

Member Fee: $400.00  

Nonmember Fee: $560.00  

Instructor: Jerry Yingling, B.S. 
E.D.   

The next step in 

the EL series.  
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OSHA 30 - Hour General Industry Outreach Training 

Program  

This five -session program will cover all of the major OSHA standards, 

how they apply to general industry and what companies need to do to 

meet the requirements. There is no other program that offers as much 

comprehensive information about the OSHA standards. Participants will 

learn how to take the OSHA standards and apply them immediately to 

their workplace. This program has been used by thousands of safety 

professionals over the years to guide the development of effective safety 

programs for their organizations.   

 

 

Participants should bring their OSHA 1910 Handbook, if possible.  

Please let us know if you would like us to order one for you.  All       

participants who complete the program will receive a completion 

card from OSHA.  

Participants:   

Safety and human resource pro-
fessionals, department heads, 
supervisors, safety committee 

representatives or anyone who 
has a need for a deeper under-
standing of current OSHA stan-
dards.  

Date(s):  

Thursdays, April 1, 8, 15, 22 & 
29, 2010  

(5 session program)  

Time: 9:00 a.m. -  4:00 p.m.  

Lunch is included  

PHR/SPHR/GPHR  

Recertification Credits: 30  

CEUs: 3.0  

CPEs: not available  

Member Fee: $465.00  

With CFR 1910: $495.00  

Nonmember Fee: $650.00  

Instructor: Billy Ring, Associate 
Instructor  



Interpersonal Skills Development Series  

Communication is the cornerstone to the success of every organization 

and team. This series of three classes is designed to help individuals to 

be the very best they can be at communicating with their peers, bosses 

and customers.  

Session 1: Personal Assertiveness  

This session is designed to help participants to recognize the differences 

between passive, aggressive and assertive behaviors and how to main-

tain healthy, productive, assertive communication.  

Learning Objectives:  

ü Complete a self -assessment to determine your level of assertiveness  

ü Apply appropriate techniques to influence others  

ü Develop the skills to change your thinking and ineffective habits  

ü Employ ten techniques to ensure assertiveness  
 

Session 2: The Art of Conflict Resolution  

Organizations depend on managers, supervisors and employees to 

openly discuss concerns and arrive at a joint resolution before a situa-

tion gets out of control. Through the use of exercises, team discussions 

and role -plays, participants learn how to intervene in creative, effective 

ways to turn conflict into conciliation.  

Learning Objectives:  
 

ü Dispel the myths about conflict  

ü Determine your preferred conflict resolution style via self -

assessment  

ü Effectively respond to conflict using the conflict resolution style that 

fits the situation  

ü Develop conflict resolution strategies utilizing various models: HEAR, 

AEIOU and Six Essential Techniques  
  

Session 3: Dealing With Difficult People  

This session is designed to help anyone at any level deal with ñdifficultò 

people in their workplace.  Participants will learn how to level the play-

ing field in dealing with difficult people by adopting coping mechanisms.  

Participants will examine each type of difficult person and identify 

strategies for effectively dealing with them.  
 

Learning Objectives:  

 

ü Learn coping techniques for dealing with difficult people  

ü Uncover ideas for resolving conflict  

ü Identify and develop strategies for dealing with typical personality 

types, such as the ñbombò, the ñbulldozerò, the ñsniperò and many 

others  
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Participants:   

Those whose success depends on 
the ability to work well with oth-
ers. Supervisors, managers and 

employees who are frustrated at 
losing so much time to settling 
interpersonal squabbles in their 
workplaces and non - EL series 
participants.  

 

Date(s):  

Tuesdays, April 6, 13 & 20, 2010  

(3 session program)  

Time: 8:30 a.m. -  11:30 a.m.  

 

PHR/SPHR/GPHR  

Recertification Credits: 9 

  

CEUs: 0.9  

CPEs: 9 personal development  

 

Member Fee: $210.00  

Nonmember Fee: $295.00  

Instructor: Ralph Neal, SPHR  



Participants:   

Anyone who needs to improve 
presentation or public speaking 
skills.  
 

Date(s):  

Thursdays, April 1 & 8, 2010  

(2 session program)  

Time: 9:00 a.m. -  3:30 p.m.  

Lunch is included  

 

PHR/SPHR/GPHR  

Recertification Credits: 12  

 

 

CEUs: 1.2  

CPEs: 12 personal development  
  

Member Fee: $285.00  

Nonmember Fee: $400.00  

Instructor: Jerry Yingling, B.S. 
Ed.  

Perfecting Your Presentation Skills  

This program is  designed for people at all levels who are technically       

competent at their jobs, but hurt their professional credibility when      

required to deliver information in front of  small or large  groups.  Partici-

pants learn all of the fundamentals of great presenting.  This program 

includes  a videotaping of a presentation by every participant  and a one -

on -one debrief  for performance improvement.  

 

Learning Objectives:  

ü Adopt the "6 Components of a Powerful Presenter"  

ü Utilize the tools to help slay  personal dragons and be more relaxed  

ü Master effective platform skills such as:  voice, body and facial pres-

ence,  gestures,  handling questions and confrontations, and attending 

skills (how to bond with your audience)  

ü Practice delivery to ensure clarity of message  

ü Use visual aids (PowerPoint, flipcharts and handouts) to add value to 

your presentation  
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Discipline and Discharge for Managers and Supervisors  

Ending the employment relationship is not easy for most managers.          

Discharge is a huge area for employment litigation, with more and more 

regulations eroding the concept of ñemployment at-willò. Managers will 

learn certain precautions they can take to make sure they discharge le-

gally and  ethically. In this program, weôll also discuss the importance of 

coaching substandard performance, behavior and rules violations as a 

tool to help the employee succeed.   

 

Learning Objectives :  

ü Recognize the purpose behind progressive discipline  

ü Recognize, reinforce and maintain performance improvements  

ü Avoid the seven ñdeadly sinsò of reprimanding 

ü Develop a step -by -step process of preparing for and conducting the   

disciplinary meeting  

ü Review and discuss the most often violated laws surrounding            

termination that may prompt charges against the organization  

ü Develop a step -by -step process of preparing for and conducting the   

termination meeting that is both legal and ethical  

Participants:   

Managers and supervisors. HR 
professionals should choose 
Discipline and Discharge for 

HR Professionals.  

 

Date(s):  

Thursday, April 22, 2010  

Time: 8:15 a.m. -  12:15 p.m.  
 

PHR/SPHR/GPHR  

Recertification Credits: 4 

 

 

CEUs: 0.4  

CPEs: 4 management  
 

Member Fee: $110.00  

Nonmember Fee: $155.00  
 

Instructor: Jerry Yingling, B.S., 
ED. 


