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31 October 2001

From:  FEB Executive Director

To:      Federal Agencies in Hawaii

The Hawaii State Department of Human Resources Development and the Honolulu-Pacific Federal Executive Board’s Training and Human Resources Councils are offering a unique opportunity to participate in the Hawaii State Management Certification Program (MCP).  This program, consisting of four courses, is designed to provide State managers with the core competencies required at each level of management and consists of three major phases: learning the competencies, applying the competencies on the job and evaluating the application of the competencies.  Managers who successfully complete the three phases will be certified as having completed the program and being proficient in these competencies.  

The State of Hawaii has entered into partnership with the Management Development Center, U.S. Office of Personnel Management, Denver Colorado facility, to conduct this program.  Initial offerings of this program target the State’s top-level managers. After the State’s top managers have gone through this developmental program, middle managers will then have the opportunity to attend.  The goal of this program is to train and develop all levels of management. 

The State is offering other top managers of the Federal Government the opportunity to participate in this program.

BENEFITS: 

· A unique opportunity to network and partner with State of Hawaii managers and leaders 

· No travel costs

· Expert mainland instructors teaching valuable skills

· Training completed over a period of time, less disruptive to work schedules

DESCRIPTION:   See attachment (1) for a description of the program.

DATES:    Start January 2002 – August 2002.  See attachment (2) for exact course dates.  Note:  Start dates will depend on the option you are eligible for.

ELIGIBILITY/REQUIREMENTS/COST: The FEB has been offered only 5 quotas for this training.  Selection will be made on a first-come, first-serve basis.

Option 1:  GS-13 and military 05 and above supervisors and managers attend all 4 courses.  Cost is $5000 if paid by check, $5130 by credit card.

Option 2:  GS-14 and military 06 and above supervisors and managers may choose to attend all 4 courses.  Cost for all 4 sessions is $ $5000 if paid by check, $5130 by credit card.  

OR

Option 3:  GS-14 and military 06 and above may have attendance at the Frontline Leadership waived and attend the Middle and Top Management sessions only.  The cost for the Middle-Top Management sessions is $4350 if paid by check, $4480 by credit card.

Note:   Credit card payments reflect the banks 3% processing fee.

Payment will be required prior to the first training start date.  This fee includes all course materials.  Parking fees are the responsibility of the participant and may be reimbursed by their agency.

Checks should be made payable to the:  Honolulu-Pacific Federal Executive Board.  To pay be credit card, call the FEB at 541-2637.


COST & BENEFIT COMPARISON:
· As a comparison, the mid level management courses and top management level courses are similar to the ones offered at OPM’s Denver Management Development Center.   OPM’s courses run two weeks while these are one-week sessions.

· See attachment (3) provided by the FEB Human Resources Council for a comparison of cost and benefits.

NOMINATIONS:  Submit your nominations to the FEB by 23 November.  You may use your agencies training form or submit an email with the nominees name, position, grade or rank, telephone number, agency, eligibility and session selections to hpfebgar@aloha.net  or

Mail: 
Honolulu-Pacific Federal Executive Board


300 Ala Moana Boulevard, Room 8-125


Box 50268


Honolulu, HI  96850

QUESTIONS:  Contact L.A. Burke at 541-2638 or hpfeblab@aloha.net or Gerry Reese at 541-2637 or hpfebgar@aloha.net.

L.A. Burke

Executive Director

Hawaii State Management Certification Program

Description

Program Design

The foundation for the MCP is a series of managerial competencies, knowledge, skills and behavior that are critical for success.  These competencies are based on research done by the U.S. Office of Personnel Management with modifications to fit the needs of Hawaii State Government managers.  

Acquisition of the competencies is cumulative.  That is, each level of management requires the competencies of the preceding level as well as its own.  Appendix 1 contains the definition of each of the competencies.

The MCP is composed of three major phases: learning the competencies, applying the competencies on the job, and evaluating the application of the competencies.

Curriculum

The curriculum consists of the following four courses:

1. Fundamental Skills:  Frontline Leadership – This course provides instruction in the basic skills and strategies of leadership.  The 10-day program, which meets once a week for ten weeks, begins with a foundation of essential interpersonal skills and then expands to address a variety of the leadership issues facing today’s supervisors and mangers.  Participants learn to manage individual performance, develop team performance, build relationships with managers and peers and lead employees through change.

Key Results:  

· Learn key techniques for effective oral communication

· Learn to set performance expectations, develop and coach employees to meet these expectations

· Learn techniques to enhance work team productivity

· Learn to deal effectively with others at all levels in the organization

· Learn approaches for managing change and fostering innovation

Management Competencies Covered:

· Interpersonal Skills

· Human Resources Management

· Team Building

· Conflict Management
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Who Should Attend: 

· Supervisors and managers at all levels, GS-13/05 and above..

Training Provider:

· Department of Hawaii Human Resources Training Branch staff and other certified instructors.

2. Middle Management Seminar:  Leading People – This one-week seminar focuses on development of the advanced interpersonal skills required at the middle management level.  Emphasis will be placed on dealing effectively with both individuals and teams without simply resorting to the use of one’s authority.  Participants will learn to influence others to bring about positive results for both the organization and the customers it serves.

The majority of the activity throughout the seminar will be the development of individual action plans for applying the learning to participants’ specific work situations.

Key Results:

· Learn to overcome resistance and achieve buy-in while leading a change initiative

· Identify different organizational structures that enhance and measure performance

· Understand the power of language in influencing the direction of the organization

· Develop the ability to effectively negotiate with and against others

· Understand the need to develop networks, collaborate across boundaries, and find common ground with a wide range of stakeholders

Management Competencies Covered:

· Managing Performance

· Leading Organizational Change

· Influencing/Negotiating

· Client Orientation

Who Should Attend:

· Middle and top level managers, GS-13/05 and above

Training Provider

· Management Development Center, U.S. Office of Personnel Management

3. Middle Management Seminar:  Leading Organizations – This one-week seminar will build on the competencies learned in the Middle Management Seminar:  Leading People.  Emphasis will be placed on tools for obtaining desired organizational outcomes.   Participants will explore the importance of innovation and flexibility in solving problems and attaining results.  They will develop an understanding of the steps a leader must take to develop a high accountability workforce.  They will learn of the impact technology is having on all aspects of work and organizations.

Participants will be involved in a variety of exercises and small group work.  As in the previous seminar, they will create action plans to transfer the skills learned in the classroom to the workplace.

Key Results:

· Break down barriers to creativity and innovation and develop cultures that promote these qualities

· Implement a performance management system based upon a measurement of outcomes and core competencies

· Maximize resources via sound management of technology and finances

· Acquire skills for group problem solving and decision making

     Management Competencies:

· Problem Solving

· Creative Thinking

· Planning and Evaluating

· Financial Management

· Technology Management

     Who Should Attend

· Middle and top level managers, GS-13/05 and above

Training Provider

· Management Development Center, U.S. Office of Personnel Management

4. Top Management Seminar:  Moving the Organization Forward – This one-week seminar will concentrate on the competencies critical for success in upper management.  Participants will learn to think and act strategically in a dynamic environment and within unique organizational cultures.  They will learn techniques for gaining power and using their influence to lead in all direction with subordinates, the boss, coworkers, and those outside the agency.

Key Activities in this seminar will include:

· Completion of an inventory to identify creative processes employed when dealing with change and other organizational issues

· A futures search exercise to harness insights on individual styles of creativity to generate ideas about alternative futures
· Completion of a 360 degree assessment, a developmental tool designed to provide feedback on individual strengths and weaknesses

     Key Results:

· Learn to foster a shared sense of mission, vision, and sense of direction

· Understand how to develop appropriate performance objectives, indicators, and measures

· Use feedback from others to gain insight into personal strengths and areas in which improvement will have the greatest impact

· Understand how to take a leadership role in any situation

· Learn to use leadership skills to address succession-planning issues.

    Management Competencies:

· Vision

· Strategic Planning

· External Awareness

· Organizational Leadership

   Who Should Attend:

· Top level managers, GS-14/06 and above

   Training Provider:

· Management Development Center, U.S. Office of Personnel Management



FIRST LEVEL COMPETENCIES

Interpersonal Skills – Considers and responds appropriately to the needs, feelings, and capabilities of others; adjusts approaches to suit different people and situations; expresses ideas or facts to individuals or groups effectively; makes clear and convincing presentations; listens to others; facilitates an open exchange of ideas.

Human Resources Management – Ensures that staff are appropriately utilized, appraised, and developed, and that they are treated in a fair and equitable manner; develops lower levels of leadership by pushing authority downward and outward throughout the organization; empowers people by sharing power and authority; shares rewards for achievement with employees.

Team Building – Manages group processes; encourages and facilitates cooperation, pride, trust, and group identity; fosters commitment and team spirit; works with others to achieve goals.

Conflict Management – Manages and resolves conflicts, confrontations, and disagreements in a positive and constructive manner to minimize negative personal impact.

MIDDLE LEVEL COMPETENCIES

Managing Performance – Provides leadership in setting expected performance levels commensurate with the organization’s mission and objectives; promotes quality through effective use of the state’s performance management system by setting performance standards, appraising staff accomplishments using the developed standards, and taking action to reward, counsel, coach, or remove employees as appropriate.

Leading Organizational Change – Identifies and integrates key issues and needed changes affecting the organization; formulates effective strategies to balance the interests of stakeholders that are consistent with the mission of the organization; exercises leadership and motivates staff to incorporate vision, planning and elements of quality management into the full range of the organization’s activities; adapts behavior and work methods in response to new information, changing conditions, or unexpected obstacles; adjusts rapidly to new situations warranting attention and resolution.

Influencing/Negotiating – Persuades others; develops networks and coalitions; gains cooperation from others to obtain information and accomplish goals; negotiates to find mutually acceptable solutions; builds consensus through give and take.

Client Orientation – Anticipates and meets the needs of clients; achieves quality end products; is committed to improving services and organizational effectiveness.

Problem Solving – Identifies and analyzes problems; finds alternative solutions to complex problems; distinguishes between relevant and irrelevant information to make logical judgments.

Creative Thinking – Develops new insights into situations and applies innovative solutions to make organizational improvements; designs and implements new or cutting-edge programs/processes.

Planning and Evaluating – Determines long-term objectives and strategies; coordinates with other parts of the organization to accomplish goals; monitors and evaluates the progress and outcomes of operational plans.

Financial Management – Prepares, justifies, and/or administers the budget for program area; plans, administers and monitors expenditures to ensure cost-effective support of programs and policies.

Technology Management – Integrates technology into the workplace; develops strategies using new technology to manage and improve program effectiveness; understands the impact of technological changes on the organization.

TOP LEVEL COMPETENCIES

Vision – Takes a long-term view and initiates organizational change for the future; builds the vision with others; spots opportunities to move the organization toward the vision.

Strategic Planning – Stresses results by formulating strategic program plans which assess policy and program feasibility to include short- and long-range goals and objectives; understands linkages between administrative competencies and mission needs; anticipates, identifies, and diagnoses potential or actual problem areas relating to program implementation and goal achievement; develops contingency plans to provide alternative courses of corrective action.

External Awareness – Identifies and keeps up-to-date on key agency policies/priorities and external economic, political, and social trends which affect the organization; understands where the organization is headed and how to make a contribution.

Succession Planning – Assesses current and future staffing needs based on organizational goals and budget realities; using merit principles, ensures staff are appropriately selected and developed through formal developmental activities such as training plans, coaching, mentoring, and individual development action plans.

Organizational Leadership – Inspires, motivates, and guides others toward goal accomplishment; coaches, mentors, and challenges subordinates; adapts leadership styles to a variety of situations; models high standards of honesty, integrity, trust, openness, and respect for the individual by applying these values to daily behaviors.

BASIC COMPETENCIES

Oral Communication – Expresses ideas or facts to individuals or groups effectively; makes clear and convincing oral presentations; listens to others; facilitates an open exchange of ideas.

Written Communication – Expresses facts and ideas in writing in a succinct and organized manner.

Problem Solving – Identifies and analyzes problems; finds alternative solutions to complex problems; distinguishes between relevant and irrelevant information to make logical judgments.

Leadership – Inspires, motivates, and guides others toward goal accomplishment; coaches and mentors others; adapts leadership styles to a variety of situations; models high standards of honesty, integrity, trust, openness, and respect for the individual by applying these values to daily behaviors.

Interpersonal Skills – Considers and responds appropriately to the needs, feelings, and capabilities of others; adjusts approaches to suit different people and situations.

Self-Direction – Demonstrates belief in own abilities and ideas; self-motivated and results-oriented; recognizes own strengths and weaknesses; seeks feedback from others and opportunities for self-learning and development.

Flexibility – Is open to change and new information; adapts behavior and work methods in response to new information, changing conditions, or unexpected obstacles; effectively deals with pressure and ambiguity.

Decisiveness – Makes sound and well-informed decisions; perceives the impact and implications of decisions; commits to action, even in uncertain situations, in order to accomplish organizational goals; causes change.

Technical Competence – Understands and appropriately applies procedures, requirements, regulations, and policies related to specialized expertise, e.g., engineering, physical science, law, accounting; maintains credibility with others on technical matters.

Management Certification Program
Program Schedule for January 2002 – August 2002 
Management Certification Program (MCP) Orientation

Note:
Managers of participants in the MCP are invited and encouraged to attend the orientation.

Date:
January 4, 2002


Time:
8:30 a.m. to 10:30 a.m.

Location:  Room 204, The Leiopapa a Kamehameha Building, 235 S. Beretania Street.

Note:
1.)  All the courses will be conducted from 8:00 a.m. to 4:30 p.m.

2.) Parking arrangements made through Departmental Personnel Offices.

Fundamental Skills: FrontLine Leadership

Note:
Class is divided into two groups for FrontLine Leadership.  Schedule is listed below.


Dates:

Group A:
January 17, 24, 31, February 7, 14, 2002




Group B:
January 18, 25, February 1, 8, 15, 2002

Location:  Room 1403, The Leiopapa a Kamehameha Building.

Middle Management Seminar: Leading People

Dates:
April 4, 5, 8, 9, 10, 2002

Location:  Room 204, The Leiopapa a Kamehameha Building

Middle Management Seminar: Leading Organizations

Dates:
June 3, 4, 5, 6, 7, 2002

Location:  Room 204, The Leiopapa a Kamehameha Building.

Top Management Seminar: Moving the Organization Forward

Dates:
August 20, 21, 22, 23, 2002

Location:  Room 204, The Leiopapa a Kamehameha Building.
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NOMINATIONS TO THE FEB BY:  November 23, 2001

Attendance

· Participants must attend every day of each of the required courses.

· Since the material presented in the courses builds on the previous material, participants who miss any part of a course may be unable to satisfactorily proceed with the program. Also, missing part of a course would make it extremely difficult for a participant to develop and implement the Individual Action Plan required in each course. For these reasons, participants who miss any part of a required course, for any reason, may be dropped from the MCP at that time and not permitted to continue with subsequent courses in the program. They may be required to pick up with the course they were dropped from the next time the program is offered. This will be determined on a case-by-case basis.

Registration Fee
· The registration fee for the entire program is $5,000 per participant or as indicated on the FEB memorandum. The fee includes participant materials for all four courses. Parking fees are the responsibility of the participant’s department.

· The registration fee is for the entire MCP and is payable at the start of the program.

· If a participant is dropped from the program for any reason at any time, the participant will not be given a refund, entire or prorated, of the registration fee. This is because the costs of the program are fixed and not retrievable.

· If participants who are registered for the program cancel their enrollment fewer than ten working days before the start of the program, the participants agency will be required to pay the full registration fee, unless a substitute has been approved.

· Substitutions may be made in registration up to five working days before the start of a program but are subject to approval by the State Department of Human Resources Development.

· If  a participant has been dropped from a program and is picking up with the next program, the agency will be required to pay the entire program registration fee for the courses that remain to be attended. Again, this is because the costs of the program are fixed and not retrievable.

Special Needs
Participants who require special accommodations (e.g., sign language interpreter, large print materials, mobility devices) should have their Departmental Personnel Office notify the DHRD Training Branch at 587-1050 immediately.

COMPARISON OF OPM MANAGEMENT DEVELOPMENT CENTER COURSES

 TO

 HAWAII STATE MANAGEMENT CERTIFICATION PROGRAM

	
	OPM
	Hawaii State



	Cost
	$3300 each 2-week course

(+ 1200 travel each trip)

 
	$5000/$4350

(+ parking)

	Course Length
	2 weeks
	4 weeks – spread out over several months



	Use of 360
	Used in “Leading Organizations”
	Used in “Top Management”

	Faculty/Instructors
	OPM, Universities, private sector “experts”
	“Front Line Leadership” taught by state instructors.  Middle and Top Management courses taught by OPM, private sector “expert” instructors



	Miscellaneous
	3 hours undergraduate credit & 2 hours graduate credit for each course.

Interact w/Federal Managers

Off-Island
	State “flavor”

Interact w/State Mgrs

On –Island

Addresses same competencies.  State course have been tailored to one week vice the two week OPM/Denver courses.




NOTE On STATE PROGRAM:

Option 1:  GS-13/05 and above attend all 4 courses.  Cost is $5,000

Option 2:  GS-14/06 and above attend all 4 courses.  Cost is $5,000

Option 3:  GS-14/06 and above attend 3 courses.  Cost is $4350 

Provided by:  The Federal Executive Board Human Resources Council member Diane Wolfe

Attachment (3)

HONOLULU-PACIFIC FEDERAL EXECUTIVE BOARD


300 Ala Moana Boulevard, Box 50268 (Room 8-125)


Honolulu, Hawaii  96850


Telephone:  (808) 541-2637     Fax:  (808) 541-3429


Email:  � HYPERLINK mailto:hpfeb@aloha.net ��hpfeb@aloha.net� (General Box)


� HYPERLINK mailto:Hpfeblab@aloha.net ��hpfeblab@aloha.net� (L.A. Burke)   � HYPERLINK mailto:hpfebgar@aloha.net ��hpfebgar@aloha.net� (Gerry Reese)


Website:  www.honolulu-pacific.feb.gov











    Appendix 1


    DEFINITIONS OF THE MANAGERIAL COMPETENCIES











PAGE  
12

