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Professional Development

What You Will Learn
» Transition into your new role while avoiding common 

mistakes made by new managers
» Your natural leadership style and how it affects 

everyone around you
» Profile the personal characteristics and needs of each 

member of your team 
» Develop relationships built on trust and achieve 

results through others 
» Manage performance by establishing SMART goals, 

tracking progress, delegating effectively, helping 
others grow and creating a motivating environment

» How to plan, prepare for, and conduct effective 
performance appraisal meetings 

» The power of words, questions, listening, and applying  
various communication styles   

» How to recognize conflict styles and interpersonal 
needs in conflict situations

Target Audience
Aspiring, new and experienced managers whose 
success depends on their ability to achieve results 
through others

How You Will Benefit
» Gain a deeper understanding of your role as a manager 

and what it takes to lead
» Recognize how to best adapt your style to meet the 

unique needs of each of your direct reports 
» Master the basics of performance management, 

delegation, communication and motivation as you 
evolve into an effective leader

     
Duration: 3 Days, Classroom delivery

CE Credits: Where applicable

New managers must work hard to adapt to the 
challenges of managerial work and their new network 
of relationships and responsibilities. The transition 
into management requires changes in the way you: 

» present yourself  
» interact with your team 
» work and organize your day  
» make decisions  
» are measured and evaluated 

Learning to effectively handle the stresses, challenges 
and changes associated with leading others are often 
as important to your career’s success as your specific 
achievements at work.  

Moving from career professional into the role of 
management is an exciting step in one’s career. Being 

equipped with the core skills of management will 
enable you to meet the day-to-day challenges of leading 
others and achieve maximum results through your 
direct reports. Learn what it takes to make a smooth 
transition and how to lay the foundation for a successful 
career in management.  

Come and learn more about your Leadership style and 
its impact on your team, the Performance Management 
Life Cycle, Delegation, Conflict Management and 
Motivation. 
  
Essential Management Skills provides aspiring, new and 
even experienced managers with the concepts, tools and 
personal insights to become truly effective in their role.
    
Leading others is challenging, having the skills to lead 
others, makes the challenge enjoyable and rewarding.  



DATE, TIME, LOCATION & PRICE  FACILITATOR
Individual dates, times, locations and prices are available on Karen Bergin, MSc 
the IIC Website: www.insuranceinstitute.ca > Professional  Professional Learning & Development Consultant 
Development > Business/Management.  E-mail: kbergin@insuranceinstitute.ca

Here’s what recent 
participants had to say...

Program Content and Structure

 “It was a mixture of self-discovery 
and relationships with direct 
reports. I had taken the DISC 
profiler before, but had never 
been taught how to use it in 
conjunction with managing.”

 “The whole thing was fantastic. 
I really liked that we were able to 
look at our management styles 
and see how they  affect others, as 
well as, look at the styles of our 
employees and see how to help 
them enhance their goals.”

What I liked most about this course: 

 “The dynamics of the course 
was outstanding. The instructor 
was very knowledgeable, taking 
the time to listen to everybody’s 
concerns ideas and was motivating 
the team to think outside the box.”

 “Karen is an awesome facilitator. 
I learned a lot not only about other 
people but also myself and I am 
perceived. Great session, would 
recommend it.”

I would recommend this course:

 “This course really made me 
stop and think about my role 
as a manager and what my 
responsibilities are to my team.”

 “Instructor is very “down to 
earth” in talking with the class. 
Can relate to specific situations 
from their own experience on 
the different styles/personalities 
of people we may be working 
with on a day to day basis. Very 
knowledgeable and helpful”

CORE PROGRAM - 3 Day Course
Day 1
Transitioning into Management: Discover  management misconceptions, how 
to transition and how to avoid common mistakes  

» Differentiating between “management and leadership”
» How management and leadership are intertwined
» The changes needed to successfully transition into the role of management

Leadership Styles: Your management style and how it directly influences 
everyone around you.   

» Your style preference—its strengths and limitations
» The priorities that drive your management style
» Recognizing others’ style preferences
» How to adapt, and adjust to maximize your effectiveness with each 

member of your team

Day 2
Performance Management: Set SMART Goals, monitor and evaluate performance, 
prepare for and conduct effective performance appraisal meetings,  create 
development plans 

» Creating SMART Goals
» Writing effective performance reviews
» Providing constructive feedback

Communication: Optimize communications through words, questions, 
listening and use of various styles 

Delegation:  Steps to effective delegation,  what to delegate and to whom, your 
directing and delegating style,  monitoring  progress

» Benefits of delegation
» Reasons why managers don’t delegate
» Discerning what to delegate and to whom
» Your directing and delegating style, its strengths and challenges

Day 3
Interpersonal Conflict:  Conflict handling styles, aspects of all modes, impacts 
of under and over usage, tips to reduce potential for interpersonal conflict

» Your most and least preferred conflict-handling mode
» The 2 basic aspects of all conflict handling modes
» The 5 conflict handling modes with respect to:

Motivation: Your role, intrinsic motivators, motivating different styles, 
creating a motivating  environment 

» Motivating team members of various styles
» Identify generational motivators


