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A Message from the Office of Diversity, 
Equality, & Training 

 

One of the things we have come to learn is that employees throughout the Commonwealth possess a 
tremendous range of skills, competencies, and experiences. With that said, continuous learning becomes 

even more essential given the ongoing and rapid changes in the work world. While fiscal restraints require 
state and local governments to do more with less, we must anticipate and meet future challenges with 

increased effectiveness, innovation and creativity. 
 

At the Office of Diversity, Equality & Training (ODET), we are excited to have the opportunity to 
continually offer programs that meet the evolving needs of the Commonwealth by providing a variety of 

courses and curriculum for the various stages of an employee's career. Not only is ODET committed to 
promoting individual growth, the agency has revitalized efforts to assist organizations as a whole. We 

strive to encourage employees to pursue learning for job satisfaction, personal growth, and career 
advancement.  

 

As your partners in learning, we value your input and feedback. Please let us know how we can improve 
the content, design and/or delivery of our services. 

 
We are proud of your personal dedication to continual improvement as you seek to enhance your 

knowledge, skills and services. We encourage you to make this year the year that you soar above the 
clouds of success and take advantage of these courses and organizational consulting opportunities. 

 
Sincerely, 

The Staff at Office of Diversity, Equality & Training  
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Governor’s Minority Management Trainee Program 
 
The Commonwealth of Kentucky is an equal opportunity employer. The Governor's Minority Management 

Trainee Program is a collaborative effort between the Governor's Office of Minority Empowerment, and 
Office of Diversity, Equality & Training to increase preparedness and promote leadership opportunities for 

minority employees. The program provides the foundational training for participants who also benefit from 

a variety of personal and professional development opportunities. For more information call (502) 564-
8000 or visit https://personnel.ky.gov/Pages/AffirmativeAction.aspx. 

 

MISSION 
The mission of the Governor's Minority Management Trainee Program is to promote and manage a 
leadership development program that impacts all minority representation in Kentucky State Government 

management and leadership positions.  

HISTORY 
The Governor's Minority Management Trainee Program was created by Executive Order in August 1995. It 
is the first such program of its kind in the nation. This recruitment and professional development tool was 

established to increase the representation of minority managers in state government. This program offers 
an experience that enables participants to cultivate the skills needed to serve Kentucky's citizens in an 

effective and responsive manner. Participants receive in-depth, practical training through classroom 
instruction, on-the-job experiences and special projects.  

 

TRAINEE PROGRAM COMPONENTS 
 Management Development Classroom Training  
 Special Projects Leadership in Action 

 Networking Opportunities 
 Coaching  

 Career Portfolio Development and Distribution 

https://personnel.ky.gov/Pages/AffirmativeAction.aspx


9 

 

Where Do I Go From Here? 
 
Planning gives you the necessary focus to create specific steps to follow the target areas most important 

to you. By setting an overall goal, breaking it into smaller pieces, and then figuring out what steps to take, 
you’ll be able to grow in your current job or go for the promotion, build your skills further, and do what 

you want to do! 

 
Planning your own development can seem like an overwhelming task,  

but with a simple plan it can be highly satisfying, and even fun! 
 

Ask yourself the following questions: 
 

 What are my strengths?   
  What are those things you do well and enjoy doing? 

 
 What are my areas for improvement?  

  Where do you need to increase your skills to meet the changing  
  needs of your current job as well as your future career goals? 

 
 What are my overall goals?   

  Think about where you would ultimately like to be in your career. 
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eLearning Opportunities 
Our eLearning courses are web-based modules that allow for self-directed learning. Learners are able to 
access the course content and materials at a time and place that is convenient to their schedule and to 

proceed at a pace that suits their need. ODET provides these courses to meet the demands of employees 
who may not be able to attend our instructor led offerings.     

 

Please visit the MyPURPOSE website to access and participate in your e-learning courses. 
 

The following is the list of courses being offered online and that are available to participate in at any time:  

• Americans with Disabilities Act  

• Anti-Harassment Awareness 

• Customer Service 

• Customer Service Spanish I 

• Customer Service Spanish II 

• Executive Branch Ethics 

• Fundamentals of Safety and Health 

• Managing Employee Performance Online 

• Overview of the Merit System 

• Valuing Employee Input 

• Workplace Violence Prevention for Employees 

• Workplace Violence Prevention for Supervisors 

• Learning Your Way at CommonwealthU  



11 

 

 
 

    Class Name: Americans with Disabilities Act  
 

   
 

The Personnel Cabinet’s Office of Employee Relations provides an introductory awareness of Americans 
with Disabilities Action (ADA) concepts and principles to employees of the Commonwealth of Kentucky. 

 
Course Objectives: 

Provide the learner with the basic principles, core concepts, resources, and best practices for interacting 
with persons with disabilities regarding the Americans with Disabilities Act and the ADA amendments. 

 
Intended Audience:  

All employees 

 
Estimated Class Length:  

2.0 Hours   
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    Class Name: Anti-Harassment Awareness  
 

 
 

This training defines harassment and educates employees as to the parameters of offensive and 
inappropriate behavior for the workplace. This training also explores personal and agency liability for 

harassment and hostile work environments and details a complainant's filing options. 
 

Course Objectives: 
The goal of this training is to define harassment in the workplace and make employees familiar with some 

of the things that can constitute unwelcome conduct or create a hostile work environment, explain the 
agency's liability, and inform employees of their complaint filing options. 

 

Intended Audience:  
All employees 

 
Estimated Class Length:  

2.0 Hours  
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   Class Name: Customer Service  
 

 
 

The purpose of this course is to assist employees in understanding what customer service means 
specifically to state government and how to provide exceptional customer service at the individual and 

agency level. The main topics addressed in the module include:   
 

Course Objectives: 
This workshop will help you identify: 

 The importance of delivering exceptional customer service within state government 
 Customers and their needs 

 Key elements for creating a culture of service 

 The benefits that excellent customer service brings to state government 
 Service Recovery 

 
Intended Audience:  

All employees 
 

Estimated Class Length:  
3.0 Hours  
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    Class Name: Customer Service Spanish I  
 

 
 

This course on basic Spanish is designed to teach you a few short customer service phrases.   
 

Course Objectives: 
This workshop will help you identify: 

 Spanish vowels and consonants 
 Common customer service phrases 

 Days of the week 
 Numbers 0-10 

 

Intended Audience:  
All employees 

 
Estimated Class Length:  

2.0 Hours  
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    Class Name: Executive Branch Ethics 
    

 
 

The Executive Branch Ethics Commission partnered with ODET to familiarize you, an employee of the 
executive branch of state government, with the Executive Branch Code of Ethics (the “Ethics Code”). The 

Ethics Code was enacted by the state legislature in 1992 and is contained in Kentucky Revised Statutes 
Chapter 11A. The Ethics Code establishes the ethical standards that govern the conduct of all executive 

branch employees and was enacted to promote public confidence in the government of the 
Commonwealth and its employees. The Executive Branch Ethics Commission is an independent agency of 

the Commonwealth which has been given the responsibility of administering and enforcing the provisions 
of the Ethics Code. 

 

While the training is designed as an introductory course for those not already 
familiar with the Ethics Code, it can also be used as a refresher for those who 

have not had ethics training recently. 
 

Course Objectives: 
This workshop will help you with knowledge transfer to raise awareness. 

 
Intended Audience:  

All employees 
 

Estimated Class Length:  
4.0 Hours  
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    Class Name: Fundamentals of Safety and Health 
 

 
 

The Personnel Cabinet’s Office of Employee Relations partnered with ODET to provide the Fundamentals of 
Safety and Health, a basic course designed to introduce participants to general safety rules and 

regulations and to ensure safety compliance in the workplace. 
 

Course Objectives: 
This workshop will help you increase safety awareness and help prevent safety-related incidents. 

 
Intended Audience:  

All employees 

 
Estimated Class Length:  

3.0 Hours  
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Class Name: Managing Employee Performance 

 

 
Managing employee performance is an integral responsibility for all supervisors and managers throughout 

the year. This workshop explores the relationship between organizational and individual performance; the 
phases of the performance management process; and how to conduct effective performance goal setting, 

feedback, and employee development. This workshop provides an overview of performance management. 

This course does NOT satisfy the compliance training requirement that is mandatory for all supervisors.  
 

Course Objectives: 
Upon completing this module, you should be able to: 

 Discuss the importance of effectively managing employee performance 
 Recognize the 3 phases that make up the performance management process 

 Establish SMART performance Objectives 
 Effectively coach employees for maximum performance 

 Utilize the recommendations for involving employees in the performance management process 
 

Intended Audience:  
Managers  

 
Estimated Class Length:  

3.0 Hours  
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    Class Name: Valuing Employee Input  
 

 
 

Your employees can be a valuable resource for improving and strengthening your organization. 
 

Course Objectives: 
This module will cover:  

 The benefits of employee input 
 How to encourage employees to share ideas and suggestions 

 How to effectively solicit employee input 
 How to provide positive feedback to employee input 

 

Intended Audience:  
Supervisors 

 
Estimated Class Length:  

2.0 Hours 
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    Class Name: Workplace Violence Prevention For Employees 
 

 
 

The Personnel Cabinet’s Office of Employee Relations partnered with ODET to define violence, discuss 
statistics on violence in the workplace in Kentucky, review the Personnel Cabinet's policy statement on 

violence in the workplace prevention strategies, and discuss options for handling violent behavior in the 
workplace.  

 
Intended Audience:  

All employees 
 

Estimated Class Length:  

4.0 Hours  
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    Class Name: Workplace Violence Prevention For Supervisors 
 

 
 

The Personnel Cabinet’s Office of Employee Relations partnered with ODET to provide guidance to 
supervisors in the areas of defining violence, discussing statistics on violence in the workplace in 

Kentucky, reviewing the Personnel Cabinet's policy statement on violence in the workplace prevention 
strategies, and discussing options for handling violent behavior in the workplace.  

 
Intended Audience:  

Supervisors 
 

Estimated Class Length:  

4.0 Hours  
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    Class Name: Learning Your Way at CommonwealthU 
 

 
 

CommonwealthU is the new statewide system that allows all state employees the ability to access their 
training from one spot. This online course will help you learn the basic navigation and functions you can 

perform in the system as both an employee and manager. 
 

Intended Audience:  
All Employees 

 
Estimated Class Length:  

0.5 Hours  
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Instructor Led Training 
 
Our instructor led workshops are just one means of providing learning delivery. ODET is committed to 

providing a variety of learning methods to meet the diverse needs of our learners. Instructor led 
workshops provide a hands on experience where the learning process is guided by a facilitator. This type 

of training allows for immediate feedback, questions and answers, manipulation and changeable delivery 

to suit the needs of learners in a real-time environment. 
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    Class Name: Anti-Harassment  
 

 
 

Anti-Harassment Training provides trainees with a broad understanding of harassment and discrimination 
in the workplace. The training's topics include: defining harassment, the Personnel Cabinet's Policy 

Statement on Harassment Prevention, identifying unwelcome conduct and hostile environment, 
understanding agency liability and retaliation, and familiarizing trainees with the complaint filing options 

for state employees. This training is offered in both classroom and online formats.   
 

Course Objectives: 
At the conclusion of this workshop, participants should be able to: 

 Define harassment 

 Identify unwelcome conduct 
 Identify hostile environment 

 Understand agency liability 
 

Intended Audience:  
All employees 

 
Estimated Class Length:  

3.0 Hours  
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    Class Name: Bridging the Generation Gap in the Workplace 
 

  
Bridging the Generation Gap in the Workplace addresses the growing concerns over generational conflict 

in our work environments. For the first time in American history, there are four distinct generations in the 
workplace. In this interactive training, participants will identify the four generations and discuss the 

experiences/events that shaped the group characteristics of each, identify the problems associated with 
the generation gap, compare and contrast the value and potential outcomes of generational interaction, 

and develop strategies for effective cross generational communication. This training is offered in a 
classroom format. 

 
Course Objectives: 

At the conclusion of this workshop, participants should be able to: 

 Identify four generations 
 Identify problems associated with generational gaps 

 Value generational interaction 
 Develop strategies for effective communication 

 
Intended Audience:  

All employees 
 

Estimated Class Length:  
3.0 Hours  
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  Class Name: Building Trust 
 

 
 

Fundamentally, trust is the cornerstone for everything you'd like your organization to be now and for 
everything you'd like it to become in the future. Trust forms the foundation for effective communication, 

employee retention, and employee motivation and contribution of discretionary energy, the extra effort 
that people voluntarily invest in work. When trust exists in an organization or in a relationship, almost 

everything else is easier and more comfortable to achieve.  
 

Course Objectives: 
At the conclusion of this workshop, participants should be able to: 

 Define trust 

 Build trust through behaviors of sincerity, care, abilities, and results 
 Communicate to rebuild trust 

 Create a personal action plan to increase trust with self and others 
 

Intended Audience:  
All employees 

 
Estimated Class Length:  

3.5 Hours  
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  Class Name: Business Writing 
 

 
 

Today people judge individuals and organizations on the proper use of the English language. Words are 
the foundation of our interaction with each other. They communicate definite impressions. This course 

looks at what you need to know before you write, how to write, and how to edit your words. During this 
workshop, participants will look at sentence structure, the choice of words, and the tone of all interactions 

in written form. Business writing is different from the writing most students are taught. Managers expect a 
certain level of communication, and employees must demonstrate proficiency in the communication 

required for the position. 
 

Course Objectives: 

At the conclusion of this workshop, participants should be able to: 
 Communicate written ideas clearly, accurately, and professionally 

 Communicate effectively in letters, e-mails, job procedures, guidelines, and reports 
 Communicate positively the correct message 

 
Intended Audience:  

All employees 
 

Estimated Class Length:  
6.5 Hours  
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    Class Name: Career Development 
 

 
 

Career development is the process of managing your life, learning and work. 
 

Peter Tatham, Past Executive Director, Career Industry Council of Australia says the quality of the career 
development process significantly determines the nature and quality of individuals' lives: the kind of 

people they become, the sense of purpose they have, the income at their disposal. It also determines the 
social and economic contribution they make to the communities and societies of which they are part. 

 
The career development process starts with you getting to know yourself and then matching your 

interests, aspirations and skills with options for study and work. 
Retrieved from http://www.ncdw.com.au/index.php/definition---what-is-career-development.html 
 
Course Objectives: 

At the conclusion of this workshop, participants should be able to: 
 Value the Benefits of Continuously Growing Skills 

 Examine the Importance of Career Development  
 Recognize There Are Different Paths to Development  

 

Intended Audience:  
All employees 

 
Estimated Class Length:  

2.0 Hours  
  

http://www.ncdw.com.au/index.php/definition---what-is-career-development.html
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  Class Name: Communication Skills: Creating & Sharing Meaning 
 

 
 

Effective communication is all about conveying your messages to other people clearly. It's also about 
receiving information that others are sending to you with as little distortion as possible. Communication is 

only successful when both the sender and the receiver understand the same information as a result of the 
communication. 

 
Course Objectives: 

At the end of this session, participants will be able to: 
 Define the meaning of communication 

 Outline the process behind communicating with the intent to be understood 

 Recognize the importance that non-verbal cues bring to a conversation 
 Minimize barriers to communicating effectively 

 Evaluate their personal communication style and interpret the similarities and differences of other 
styles in order to flex when necessary to facilitate understanding 

 
Intended Audience:  

All employees 
 

Estimated Class Length:  
3.5 Hours  
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Class Name: Conflict Management 
 

 
 

The concept of “we can’t change other people, we can only change ourselves” gives us power in how we 
deal with others. We can choose how we’ll react, interact, and develop working relationships – even the 

difficult ones. Conflict Management provides tools to handle stressful situations that can arise at work. 
 

Course Objectives: 
This workshop will help you understand: 

 Five individual styles of coping with conflict 
 Which is your preferred style 

 When it’s appropriate to use each style 

 The pitfalls of using your preferred style all the time 
 Steps toward conflict resolution between individuals 

 
Intended Audience:  

All employees 
 

Estimated Class Length:  
6.5 Hours  
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Class Name: Coping With Difficult Behaviors 
 

 
 

You may not be able to change difficult people, but you can minimize their impact on you. Coping 
strategies allow you to act and overcome in any given situation. This workshop will introduce you to a 

review of six difficult behavior types and appropriate coping techniques for each. 
 

Course Objectives: 
This workshop will help you: 

 Recognize your own behavioral triggers 
 Regulate your own behavioral responses 

 Apply coping techniques appropriate for difficult behavior types 

 
Intended Audience:  

All employees 
 

Estimated Class Length:  
3.5 Hours 
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  Class Name: Creative Thinking 
 

 
 

Much of the thinking in formal education emphasizes analysis skills--teaching students how to understand 
claims, follow or create a logical argument, figure out the answer, eliminate the incorrect paths, and focus 

on the correct one. However, there is another kind of thinking, creative thinking, that focuses on exploring 
ideas, generating possibilities, and looking for many right answers rather than just one. Both of these 

kinds of thinking are vital to a successful working life.  
 

Course Objectives: 
This workshop will help you understand: 

 Stages and guidelines of brainstorming 

 How to break through creative blocks 
 Ways to generate many ideas 

 
Intended Audience:  

All employees 
 

Estimated Class Length:  
3.5 Hours  
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  Class Name: Critical Thinking 
 

 
 

No matter what your circumstance or goals, no matter where you are, or what problems you face, you are 
better off if your thinking is skilled. As a manager, leader, or employee – in every realm and situation of 

your life – good thinking pays off. We all have multiple choices to make. We need the best information to 
make the best choices. The goal is to become better in our thinking and to make significant gains in the 

quality of our thinking. 
 

Course Objectives: 
This workshop will help you understand: 

 Define critical thinking 

 Identify the elements of reasoning 
 Criticize their own thinking   

 Recognize the RED model of critical thinking 
 

Intended Audience:  
All employees 

 
Estimated Class Length:  

3.5 Hours  
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  Class Name: Developing Character 
 

 
 

This workshop helps employees identify a universal code of conduct and determine the best course of 
action when faced with ethical dilemmas. Employees will evaluate their character, consider how their 

character relates to their responsibilities as public servants, and learn steps to making ethical decisions. 
 

Course Objectives: 
This workshop will help you understand: 

 Define character; 
 Identify the “Six Pillars of Character®;” 

 Identify steps to ethical decision making; 

 Identify the role of the Executive Branch Ethics Commission; and 
 Understand the Whistleblower Act. 

 
Intended Audience:  

All employees 
 

Estimated Class Length:  
3.5 Hours  

  

http://www.google.com/url?sa=i&rct=j&q=&esrc=s&frm=1&source=images&cd=&cad=rja&docid=s4HyQ4SFJ6bj4M&tbnid=h0YDVFEygMRU5M:&ved=0CAUQjRw&url=http://reddickworkethics.blogspot.com/2012/03/character-work-ethic.html&ei=pqBJUtztNtGj4APN8YHIDA&bvm=bv.53217764,d.dmg&psig=AFQjCNFDP-KPITw9-6728q0HEIaw50f-4A&ust=1380643324519649
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  Class Name: Embracing Diversity in the Workplace  
 

 
 

This training explores various topics concerning our changing workforce and work environments. Through 
an interactive format, trainees will discuss diversity topics, including: the definition of diversity, the 

business case for diversity & inclusion, the changing demographics of America, the personal barriers to 
inclusion (prejudice, bias, stereotypes, etc.), the organizational barriers to inclusion (communication, 

generation  gap, policies & procedures, etc.), the impact of self-awareness and perception on inclusion, 
and the strategies for raising diversity awareness and cultural competency.  This training is offered in a 

classroom format. 
 

Course Objectives: 

This workshop will help you understand: 
 Define diversity 

 Identify personal barriers to inclusion 
 Identify organizational barriers to inclusion 

 Develop strategies for raising diversity awareness 
 

Intended Audience:  
All employees 

 
Estimated Class Length:  

3.0 Hours  
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  Class Name: Employee Discipline and Documentation  
 

 
 

This workshop discusses an overall view and best practices of employee discipline and documentation. You 
will still need to follow your agency’s policy and procedures with any personnel actions. 

 
Course Objectives: 

This workshop will help you understand: 
 Define and distinguish between corrective action and disciplinary action; 

 Identify the types of disciplinary issues; 
 Identify the typical steps in progressive discipline; 

 Identify the roles of the manager, human resources and legal offices, Personnel Cabinet, and 

Personnel Board in employee discipline; and 
 Appropriately document employee performance problems. 

 
Intended Audience:  

Managers and Supervisors within Kentucky state government 
 

Estimated Class Length:  
6.5 Hours  
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  Class Name: Foundations of Leadership 
 

 
 

Leadership is a way of being, not a position. In this course, you will get an overview of the seven major 
areas of leadership using The Clemmer Group’s Leadership Wheel model. Growing your leadership is a 

dynamic process and begins on the inside of you then extends out to others. You can lead others well if 
you lead yourself well. 

 
Course Objectives: 

This workshop will help you understand: 
 What is leadership 

 Leadership roles 

 How management and leadership complement each other 
 Leadership Wheel model 

 
Intended Audience:  

All employees 
 

Estimated Class Length:  
3.5 Hours  
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  Class Name: Hiring & Selection Process: Best Practices  
 

 
 

The target audience is hiring managers in Kentucky state government. This workshop provides an 
overview of best practices in the selection process from the beginning preparation steps; through a 

behavioral interview process; evaluating candidates’ qualifications and recommending the selected 
candidate; and concluding the process. This training focuses on filling positions within the classified 

service of the Chapter 18A merit system, the overwhelming majority of positions in state government. The 
concepts presented, however, provide valuable guidance for any hiring manager in selecting the best 

qualified candidate, in a manner that is legally defensible. 
 

Course Objectives: 
At the end of this session, participants will be able to: 

 Establish screening criteria based on knowledge, skills, and experience necessary to be successful in 
a given position; 

 Utilize structured behavioral interviewing techniques to maximize the value of the interview process; 
 Recognize acceptable and unacceptable legal practices;  

 Evaluate and recommend candidates for appointment or promotion in compliance with applicable 
statutes and regulations; and 

 Understand information that should be maintained for 

documenting the selection process. 
 

Intended Audience:  

Hiring managers  
 

Estimated Class Length:  
6.5 Hours  
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  Class Name: Introduction to Structured Behavioral Interviewing  
 

 
 

This training, a companion to the “Hiring and Selection Process: Best Practices” workshop, focuses on just 
the structured behavioral interviewing step of the overall hiring process. It provides additional guidance on 

interviewing skills such as active listening and non-verbal communication, and opportunities for more in-
class application of interviewing techniques. 

 
Course Objectives: 

At the end of this session, participants will be able to: 
 Understand the concept of structured behavioral interviewing 

 Conduct a job analysis 

 Develop behavioral-style interview questions 
 Employ structured interviewing techniques 

 Evaluate interviews 
 

Intended Audience:  
All employees 

 
Estimated Class Length:  

3.5 hours 
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  Class Name: Leadership Communication  
 

 
 

The link between mere management and great leadership is communication. When you set the vision, you 
articulate it. When you plan, you tell people about it. When you delegate, you have a dialogue with your 

people about who does what. When you coach, you have a conversation about what’s going right and 
what needs improvement. When you recognize, you do so with words and actions. In addition, when you 

motivate, you do all the above in order to create the right conditions for people to feel connected, 
empowered, and able to contribute. All leadership comes back in one form or another to communication. 

  
Course Objectives: 

This workshop will help you: 

 Identify communication techniques to build trust with others 
 Identify communication techniques to drive results 

 
Intended Audience:  

All employees 
 

Estimated Class Length:  
3.5 Hours  
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Class Name: Managing Employee Performance  
 

 
 

Managing employee performance is an integral responsibility for all supervisors and managers throughout 
the year. This workshop explores the relationship between organizational and individual performance; the 

phases of the performance management process; and how to conduct effective performance goal setting, 
feedback, and employee development. This workshop provides an overview of performance management. 

This course does NOT satisfy the compliance training requirement that is mandatory for all supervisors.   
 

Course Objectives: 
At the end of this session, participants will be able to: 

 Discuss the importance of performance management and the three phases 

 Establish strategic performance goals for employees 
 Utilize the recommendations for involving employees in the performance management process 

 Identify common rating errors when evaluating employee performance 
 Coach for performance 

 Utilize resources located on the Performance  
Management website 

  
Intended Audience:  

Supervisors who are responsible for managing employee  
performance and development 

 
Estimated Class Length:  

4.0 Hours  
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  Class Name: Managing Work Relationships  
 

 
 

Whether a top executive, middle manager, frontline supervisor or frontline worker, success depends 
largely on the ability to deal with other human beings. This workshop is designed to help participants 

become more effective in the critically important interpersonal dimension of their work. 
 

Course Objectives: 
This workshop will help you: 

 Assess your own behavioral social style, identifying strengths and weaknesses 
 Flex your behavioral social style to the styles of others for productive interaction and partnering 

 Identify personal reactions when under stress 

 Manage impact of others’ behavior while under stress  
 Apply general coping techniques when others are under stress 

 
Intended Audience:  

All employees 
 

Estimated Class Length:  
3.5 Hours  
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  Class Name: Personal Accountability  

  

 
 

Being accountable is about figuring out how you can make things better. Other people's actions and 
events aren't in your control, but your response to these situations and events is completely in your 

control. You can choose to be 100% accountable and responsible for your response. Topics covered are 

defining personal accountability, overcoming barriers of personal accountability, accountability 
assessment, and personal action plan.  

 
Course Objectives: 

This workshop will help you: 
 Define personal accountability 

 Overcome barriers to personal accountability 
 Focus the direction of your thinking 

 Ask better questions to lead to personal action 
 Develop an action plan for personal accountability 

 
Intended Audience:  

All employees 
 

Estimated Class Length:  

3.5 Hours  
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  Class Name: Running Effective Meetings 
 

 
 

In today’s workplace, meetings are inevitable. Ineffective meetings can rob organizations of time and 
productivity, resulting in dollars lost. Meetings can be an effective and efficient way to do business, but 

proper steps must be taken to ensure this. In addition, meeting leaders must exhibit certain skills before, 
during, and after a meeting in order for it to be considered a success. 

 
Course Objectives: 

This workshop will help you: 
 Recognize the Benefits of a Face-to-Face Meeting 

 Identify the Functions of a Meeting Leader 

 Understand the responsibility of a meeting leader throughout the phases of the meeting process 
 

Intended Audience:  
All employees 

 
Estimated Class Length:  

3.5 hours 
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  Class Name: Shared Accountability  
 

 
 

Shared Accountability is about developing a culture where members of a team can be counted on to keep 
their commitments and agreements. As a team, we can achieve better results and enhance our goals. This 

workshop will build on the personal accountability foundation by providing practical methods and 
techniques for increasing both personal and shared accountability. 

 
Course Objectives: 

This workshop will help you: 
 Describe the elements of an accountable work team culture 

 Develop healthy peer-to-peer accountability discussion methods 

Intended Audience:  

All employees 
Participants should complete Personal Accountability  

prior to taking this workshop. 
 

Estimated Class Length:  
3.5 hours 
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  Class Name: Working Through Change  
 

 
 

Reorganizations, budget cuts, retirements, policies, procedures, office moves … these are just some of the 
changes that face you at work. Are you ready to roll with the changes or are you hoping that “this too 

shall pass?” 
 

This workshop will help individuals transition through ever-changing environments. A set of tools is offered 
to help you manage change and navigate the outcome you want. 

 
Course Objectives: 

This workshop will help you: 

 Identify the change and transition process 
 Describe the five stages people typically experience during change 

 Identify personal resilience strategies 
 Identify proactive behavior choices 

 
Intended Audience:  

All employees 
 

Estimated Class Length:  
3.5 Hours   
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Additional Information 
REGISTRATION 

Participants should self-register through CommonwealthU with Manager approval to enroll in any class. Participants 
are to keep their email address updated in KHRIS as necessary. Correspondence specific class locations and parking 

instructions are sent from ODET and CommonwealthU. Online courses are provided through CommonwealthU.  
Contact your agency Training Coordinator for your agency’s procedures for training or general questions. If you do 
not know your training coordinator’s name, check the ODET web site at https://personnel.ky.gov/Pages/ODE-

Training.aspx. For a calendar of upcoming workshops, view the Events Calendar under the Learning tab on the 
MyPURPOSE website.  

CONFIRMATIONS 
All participants will receive confirmation from CommonwealthU of scheduled workshops by e-mail. 
CANCELLATION 

It is important for all participants to withdraw from a class as soon as possible if they are unable to attend a 
scheduled workshop. Early cancellation permits someone on the wait list an opportunity to attend in your place. 

TRAINING LOCATIONS 
Trainings are conducted in Frankfort on the first floor of the Kentucky State Office Building at 501 High Street. 
Workshops are also conducted at Kentucky State Parks, Universities, and Other Facilities in an effort to meet the 

needs of employees throughout the state. The email confirmation you receive notifies you of the location of your 
workshop. 

ACCESSIBILITY 
ODET provides, upon request, reasonable accommodations including auxiliary aids and services necessary to afford 
an individual with a disability to participate in all services, activities, and programs. To request reasonable 

accommodations, including materials in an alternative format, contact ODET Staff at 502-564-8000. Persons with 
hearing and speech impairments may contact ODET by using the KY Relay Service, a toll-free telecommunication 

device for the deaf (TDD). For voice to TDD, call 1-800-648-6057. For TDD to voice, call 1-800-648-6056. 
COSTS 
In keeping with KRS 164.357, organizational units share the cost of training at ODET on a pro rata basis. A formula 

is used for each biennial budget cycle that determines the amount each agency pays. This amount is built into the 
budget of each agency in the Executive Cabinet and other state agencies that choose to participate on a pro rata 

basis. If employees from any other state government agency or any agency of a county, city or other political 
subdivision take classes at ODET, the agency reimburses the state at a predetermined rate per day per employee. 

https://personnel.ky.gov/Pages/ODE-Training.aspx
https://personnel.ky.gov/Pages/ODE-Training.aspx
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