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Training , reminders

T his course is designed for the manager who values con-
tinuing education. Every manager must keep his or her 
staff up to date with the best training possible. However, 
every employee has individual needs that may differ from 

that of the team. This course teaches supervisors how to recog-
nize the real issues behind common problems, because not every 
complaint by a customer or an associate is as simple as it seems. This 
course highlights the following points: 

E	 The first step in determining correct training is identifying the 
real issue behind a problem. 

E	 Identifying the real issue involves evaluating what the person is 
really trying to say with his or her complaint. The apparent issue 
can show you what the real issue is. 

E	 Once the real issue is revealed, you can analyze and evaluate the 
most crucial training needs.

E	 Regardless of whether the complaint is from a customer or an 
adjuster, you must decide on the most appropriate course of ac-
tion to then begin to effectively and efficiently train your team. 

Effective Office Meetings
Anyone can run an office meeting, but not everyone can run a suc-

cessful one. This course teaches you how to not only effectively oper-
ate in a meeting, but also how to inspire and engage attendees. Office 
meetings require good communication and efficient problem solv-
ing, two seemingly simple skills that may be complicated to exercise 
when the pressure is on. Also, office meetings represent something 
larger: the organization itself. Often what goes on in a meeting is 
reflective of how the organization is doing as an entire entity. 

This course covers a range of topics, including the following: 

E	 What goes on in the workplace from day to day surfaces in its 
office meetings. This requires a concerted effort to make those 
meetings effective. 

E	 To run an effective office meeting, a manager must have a clear 
goal to ensure that the meeting runs with a purpose. 

E	 The meeting must address significant issues. Otherwise, partici-
pants will not care, listen, or take anything away from the meeting. 

E	 Office meetings can be important brainstorming tools, if they are 
done correctly. A meeting should encourage ideas rather than 
criticize bad ones. 

E	 Brainstorming should involve everyone, and everyone involved 
should be building on others’ ideas. K
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