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From the Classes Homepage, click on “Management and Professional Skills” as
indicated by the arrow, this will open the course module
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Once inside Management and Professional Skills Programs, you should see on the left
one or more module titles with thumbnail pictures to the courses you registered for.
Click on the title of the course you wish to take and it will load the title and
description of the course.
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Hi Richard!

Addressing Emotions Delegating for Shared < : : : .
at Work Success - left is the list of available courses to you. Click on

he title of the course you wish to take and it will load the
title and description of the course. Click the title again to
launch the course and once it loads, click the orange "Start"

0% 0 of 1 Topics Completed 0% 0 of 1 Topics Completed
button.

Click the title again (as indicated by the arrow) and the module will load
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Table of Contents When poorly executed, delegation negatively impacts productivity and le

frustrated and prepared for failure. When done well, however, delegation
Addressing Emotions at capability of others, building confidence and enhancing supervisor-emplo
Work sound delegation practices in place, supervisors can focus their attention
Begins January 6 value, like removing performance barriers, planning, and continuous impr:
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Here is the “Delegating For Shared Success” course module. To begin, click the “Start”
button (indicated by arrow). Another button (indicated by red arrow) allows you to
display the course in another tab. Please note: sometimes the ‘Next’ button is hidden

and needs scrolling down to be visible.
Full-screen
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Select the Start button to begin.
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There are several icons in the top menu bar

and they include a link to Home, Help, | CvERVIRVOrTHRIETACTIONS ’
Additional Reading and a course Section Menu THE CHALLENGE OF DELEGATION ’
(shown here at right) The Section Menu helps DELEGATING FOR SHARED SUCCESS >
keep you informed of progress within the YOUR DISCUSSION PLAN >
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There is a range of content types within each course, such as text, short quizzes, links,
drop down boxes and video scenarios.

Last-Minute Delegation
Richard wants Tamara to plan a seminar while he is on vacation.

Richard gets a piece of paper out of the trash can.

The Delegation Equation Elements

Equation Elements

+ Click each Element to view its description.

1. Thorough Planning
Drop down sections. Click

> Clear Communication each element to view its
description

3. Effective Follow-Through

after viewing all the on-page

€ Previous content, click “Next” at the

bottom right of the window



Courses with more than one topic / sub-module

There are some courses that have more than one topic or sub-module. In these
cases, please click on each sub-topic’s blue title to access the content.

Note once inside a course, a search field is visible, and a Table of Contents is
available on the left

AT X X '
\(_L. = Management and Professional Skills Programs 888 = & [V Richard Carthew

UNIVERSITY as Student

Course Home Content Activities v Achievement v Tools v Video v Help v

[ Q) Realizing Talent in Others . & print

E;I Syllabus Employees have latent talents and existing skills we often fail to leverage. Turning these talents into
capabilities by developing others to their fullest potential is a leader’s most important work and a
requirement for long-term organizational success. Supporting this leadership role are major studies
over the past 40 years confirming that people, by their nature, have a strong need to: Engage in
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E Course Schedule interesting activities, Succeed at new challenges, Improve their competence & Demonstrate
mastery.
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| S Welcome to this micro-lesson focusing on meeting organizational needs by uncovering and
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Goals This micro-lesson will assess your ability to meet organizational needs by recognizing and nurturing
employee talents.
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This micro-lesson will challenge you to help a manager develop capability in his employee.
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If you have any additional questions about the above document, please contact us at
cps@pace.edu



