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Human Resources for Supervisors
~ Agenda ~

Day 1

0800 - 0845
Welcome and Course Introduction
Pre-Test

0845 - 0945
Module 1, Supervisor as HR Manager 1

0945 -1130
Module 2, Structuring 2

1130 - 1230 Lunch

1230 - 1500
Module 3, Acquiring : 3

1500 - 1630
. Module 4, Developing 4

Day 2

0800 - 0815
Recap of previous day

0815 -1130
Module 5, Performance Management 5

1130 - 1230 Lunch

1230 - 1330
Module 5, Continued 5

1330 - 1630
Module 6, Management Employee Relations 6




Day 3

0800 - 0815
Recap of previous day

0815 -1130
Module 6, continued

1130 - 1230 Lunch

1230 - 1400
Module 7, Labor Relations

1400 - 1500
Module 9, Worker’'s Comp

1500 - 1530 .
Module 9, Benefits

1530 - 1545
Review for Post-Test

1545 - 1630
Post-Test
End of Course Evaluation

Graduation

Day 4 (For NSPS Supervisors, if necessary)

0830 — 1030
Module 8, NSPS
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Module 1: Supervisor as HR Manager
Module 2: Structuring

Module 3: Acquiring

Module 4: 'Developing
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HR for Supervisors

List of Student Binder Documents

Location Documents (in sequence)

Binder cover

Before Tab 1 Agenda

Tab 1 - Supervisor PowerPoint Slides for Module 1, Supervisor as HR Manager

as HR Manager Handout 1 - Useful Websites

Tab 2 - Structuring | PowerPoint Slides for Module 2, Structuring

Handout 1 — DCA Information Sheet

Classification Exercise-1

OPM PCS for GS-2005

Handout 2 — Sample GS Narrative Format

Handout 3 — Sample GS FES Format

Handout 4 — Sample WG Narrative

Handout 5 — Sample GS Supervisor

Handout 6 — Sample FWS Supervisor

Tab 3 - Acquiring PowerPoint slides for Module 3, Acquiring

Handout 1 — Resumix Overview

Handout 2 — Recruitment Incentives and Flexibilities

Handout 3 — Reference Check Information Sheet

Handout 4 — Tips for Interviewing

Handout 5 — Sample Interview Questions

Tab 4 - Developing | PowerPoint slides for Module 4, Developing

Training Exercise 2 (part 1)

Training Exercise 2 (part 2)

Handout 1 — CES Matrix

Handout 2 — How to enroll in SDC

Handout 3 - Mentoring

Tab 5 — Sustaining, | PowerPoint slides for Module 5, Performance Management
Performance
Management

Handout 1 - AR 690-400 Chapter 4302 TAPES




| DAF orm 7222 Senior System Civ Evaluation Report

DA Form 7222-1 Senior Sys Civ Eval Report Support Form

DA Form 7223 Base System Civ Evaluation Report

DA Form 7223-1 Base System Ciiv Performance Counseling
Checklist

TAPES Rating Chart

Tab 6 — Sustaining,
MER

PowerPoint slides for Module 6, Management Employee
Relations

Handout 1 - MER Handbook for Supervisors

Tab 7 — Sustaining,
Labor Relations

PowerPoint slides for Module 7, Labor Relations

Tab 8 - NSPS

Power Point Slides for Module 8, NSPS

Exercise 1

Tab 9 — Benefits &
Workers Comp
(Optional)

Power Point Slides for Module 9, Benefits

Power Point Slides for Module 9, Workers Comp

End-of-course Evaluation




