MCCS 29 Palms HR Training and Development
Course Descriptions

MANDATORY TRAINING

MN030	Annual Employee Mandatory Training
4 hours
During this 4 hour training session, employees will receive all of their annual mandatory training requirements.  These classes include:

1. HazCom/ Environmental Awareness/ Workplace Safety
1. EEO/POSH/ No FEAR Act
1. Anti-Terrorism Level 1
1. Combating Trafficking in Persons
1. Information Assurance (IA)
1. Personally Identifiable Information (PII)

It is mandatory that each employee attend one of these training sessions on an annual basis.


CUSTOMER SERVICE

GE079	Are You Listening?
16 hours
This course is designed to assist MCCS employees from all functional areas in identifying the warning signs of a Marine or family member in distress.  The course also offers communication techniques that employees can use when connecting with Marines and their families to resources.  It is not about counseling or playing psychiatrist.  It is not about alerting the chain of command to behaviors and warning signs.  It is learning how to actively and positively interact with Marines and family members, and become empowered to effectively listen and understand the needs of those communicating with the staff.  At the conclusion of the class, participants are provided with the broadest understanding of their own agency and resources within MCCS.  

FH056	The Difficult Guest
4 hours
This class takes participants on a routine business trip to show that customers don’t start out wanting to be difficult- they simply have not been properly welcomed into your world and assured that their needs will be handled.  From the baggage line to the hotel lobby, from the store front to the hostess stand, you encounter some very difficult customers- and some very creative customer service solutions.  Key points include:  How to listen to your customers, how to handle three types of difficult customers (distracted, disappointed, disruptive), how to apologize personally, how to solve the problem and how to thank your guests for their business.

MF077	Four Lenses Self Discovery Workshop
4 hours
Are you orange or are you blue?  If you want to learn more about yourself and those around you, join us in this fun filled workshop that is all about personality!  Participants will discover how different personality temperaments compliment and balance one another in all personal and professional relationships.  It will help employees better understand why people do the things they do while getting to know themselves in the process.

GE070	Give ‘em the Pickle
4 hours
This class provides information on treating people as you would like to be treated.  If focuses on valuing the customer and pulling the customer back time and time again.  Give ‘em the Pickle Key Learing Points…
· Service- Make serving others your #1 priority!  Your work is a noble profession, be proud of what you do.
· Attitude- Choose your Attitude.  How you think about customers is how you will treat them.
· Consistency- Set high standards & stick with them.  Give customers a reason to come back!
· Teamwork- Look for ways to make each other look good.  In the end, everything ends up in front of the customer!

	
GE055	World Class Customer Service (WCCS) Refresher
4 hours
This course will enable employees to identify and understand different personal styles, analyze the strengths and limitations of each personal style, describe specific motivators and de-motivators for each style, and learn how to interact with differing personality types.  Additionally, they will explore 10 challenging customer types and coping strategies for each, recognize conflict escalating words, recognize the steps for customer service recovery, identify ways to take responsibility in providing WCCS and develop an action plan.









LEADERSHIP

LM101	After All… You’re the Supervisor!
8 hours
For new and veteran supervisors alike, this program reveals nine components to supervisory success.  Using the scenario of a recently promoted Customer Service Representative, now asked to lead his previous co-workers, we see realistic situations solved by nine secrets.  This class clearly addresses effective supervision, teaching new and seasoned supervisors how to reach for and achieve greater success.  This class includes a video, role plays and an array of training tools to help keep supervisors successful in their roles.  Key Points include:  Acknowledge your new role, plan and prioritize, be accessible, encourage teamwork, communicate upward and downward, delegate and discipline effectively.

LM102	Keeping the Good Ones:  Employee Retention
4 hours
Employees don’t quit jobs, they quit bosses!  The secret to keeping good employees is simple, “Treat you team members as people first and employees second”.  In the end, keeping the good ones comes down to connecting with your employees on a regular basis.  The good news is that this doesn’t cost a dime.  This class explores how managers and supervisors can spend time connecting with their teams, letting them know they are valued and in turn, increasing their employee retention.


LM052	Leadership Pickles
4 hours
Spread enthusiasm, inspire confidence, demonstrate integrity… Bob Farrell is back and this time, he’s giving out Leadership Pickles!  What are leadership pickles?  They are the tings a leader does to SERVE the people who SERVE the customer.  This fun and exciting class combines passion for serving others with the powerful leadership stories to create a memorable and motivating message for leaders of all kinds.  Being a leader is a tough job.  It requires you be the best you can be.  Leadership Pickles will inspire you and provide the concepts you need to succeed.


GENERAL KNOWLEDGE/ STAFF DEVELOPMENT

GE015	Creating Goals and Objectives
2.5 hours
In this course participants will learn the importance of using individual goals and objectives in their personal and professional lives.  Participants will also learn how to write effective and successful goals and objectives for their specific role/position.



SF060	MCCS Fitness and Nutrition
3.5 hours
This class is focused on teaching techniques for a successful and quick workout.  Additionally, participants will learn how to shop healthily and how to make excellent meals for lunch only utilizing a microwave.  Danielle Kyle, MCCS Health Promotions Coordinator, will take participants to the gym where she will take them through two 30 minute workout routines.  Afterwards, participants will be taken through a virtual commissary where Danielle will take you aisle by aisle to evaluate good food choices.  

GE096	Marine Corps Acculturation
6 hours
This course will introduce participants to concepts and information about the Marine Corps.  Participants will learn about the history of the Corps, the culture, traditions, the current organizational structure and mission.  Upon completion of this course, participants will be able to:
· Provide an overview of the history, culture and traditions that make the Marine Corps a special and unique organization
· Impart information that highlights the important history, role and value that you and other Civilian Marines have as part of the Marine Corps workforce. 
· Prepare Civilian Marines to compete for future and shared leadership positions and underscore the workforce partnership between the Marine Corps and Civilian Marines.

This training includes an active duty Marine guest speaker who will talk about their specific role and mission of the Marine Corps.  This course will also include uniform displays, MCAGCC specific information and an opportunity for participants to speak with a Family Readiness Officer from one of the Units aboard the Combat Center.  


GE037	Mixing Four Generations in the Workplace
4 hours
This course will educate and stimulate interaction among participants based on the key learning point- Generational context is not about age, but common experiences.  This course will also dramatically reduce workplace conflict and provide managers and supervisors with strategies for dealing with recruiting, retaining and motivating, using the generational differences in a positive way.  Key learning points includes: Different generations care about different approaches to the same problem, Generational understanding does not take the place of concern for the individual, Acknowledge your teams expectations, not just your own and Age-ism is the death of any coaching strategy.

GE138	Speaking Effectively… to One or One Thousand
3 hours
In this class, participants will watch a series of vignettes illustrating simple, reliable techniques to help them feel more comfortable speaking in front of others.  You will be able to better understand how body language comes into play and we will take a look at ‘mind over matter’- how fear can alter communication.  In this class we will also examine the basic components of effective communication and how to address them for success.

GE037	How to Win the Battle and NOT Wage War
4 hours
This comedic and insightful workshop will explore anger management techniques, develop skills and assist participants in conflict resolution and improving communications.  In this interactive group discussion, stress triggers are identified, self-empowerment unshackled, relief strategies are developed and your own ‘Power and Control’ will be revealed.

GE059	PeopleSoft Time and Labor for Managers and Timekeepers
2 hours
In this training, participants will review Manager’s Rights and Responsibilities; review processes for time and attendance and common problems; discuss roles and responsibilities HR and Payroll have in assisting managers/timekeepers; and discuss the timelines of necessary paperwork as they affect payroll cost. Modules to be covered include: Manager Security, Assigning Work Schedules, Reviewing Timesheets, Reviewing Exceptions, Approving Time, Report Time, Payable Time Summary, Running Queries, and Prior Pay Period Adjustments.























MCCS HEADQUARTERS 

LM027	Leadership Skills for Managers (LSFM)
32 hours (4 days)
This course includes:
· Improve communications skills
· Get organized
· Improve performance
· Manage challenging situations
· Lead effectively

LSFM is designed to enhance interpersonal skills.  The course is designated for supervisors and managers, buy any employee can benefit from this course.  The competencies addressed include communication skills, how to manage meetings, solving performance problems, preparing and prioritizing goals, delegating, customer service recovery and empowering staff.  The course includes a desk reference entitled ‘Essential Management Competencies Desk Reference’.

LM028	MCCS Managers Course
32 hours (4 days)
This competency based course deals with the tasks most frequently performed by MCCS managers.  It consists of nine core modules and seven special focus modules. The class covers tasks such as:
· Preparing budgets
· Analyzing financial data
· Managing facilities and staff
· Using official instructions/policy
· Designing activities, events and program calendars
· Assessing customer needs


** A special Headquarters Application must be completed and approved by your Supervisor prior to attending these two classes.
