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MTHR 1175: CAREER MANAGEMENT
This course provides students with the basic management techniques for career management. It will assist individuals in building a base of information for career planning, training and professional development and establishing and working with career goals for themselves and their subordinates.  
Course Length: 16 hours

MTBC 1170: CONDUCTING BRIEFINGS
Teaches how to prepare and conduct military style information briefings. Special attention is given to organizing material, to developing effective delivery skills and the use of audiovisual aids to enhance briefings.  
Course Length: 16 hours

MTHR 1173: COUNSELING PRACTICUM TECHNIQUE
Examines the counseling role of supervisors. Emphasizes speaking, listening and writing skills through simulated counseling situations and the preparation of the leadership counseling forms. The course reviews leadership principles and positive counseling techniques by analyzing various case studies.  
Course Length: 16 hours

MTLE 1170: CRIME PREVENTION
This course will provide a basic understanding of crime prevention. It will also cover the historical background, fundamental concepts and techniques for the deterrence and prevention of crime.  
Course Length: 16 hours

BMGT 1177: CRITICAL AND CREATIVE THINKING
This course is designed to provide the students with the skills and knowledge required to develop structured approaches to critical/creative thinking and problem solving in the workplace.  
Course Length: 16 hours

MTBC 1171: EFFECTIVE MILITARY WRITING I
This course explains the communications process, describes the writing process and covers identifying, analyzing and constructing effective sentences and paragraphs.  
Course Length: 16 hours

MTBC 1173: EFFECTIVE MILITARY WRITING II
Building on the student's basic knowledge of grammar and writing techniques, this course concentrates on improving writing skills through the use of practical exercises. 
Course Length: 16 hours


MTHO 1170: HISTORICAL PRINCIPLES OF WAR
This course provides the student with an understanding of the nine principles of war with specific battle examples of each; discusses their application to the history of the United States military; enables the student to apply the military concepts and principles used in past engagements to that of the present and future missions of the military.  
Course Length: 16 hours


MTOB 1171: IMPROVE WORK PERFORMANCE
This course is designed to provide students with the knowledge and tools needed to define desired work performance and design/implement appropriate stratifies to improve performance. Topics include a behavioral approach to management, performance standards, motivation, leadership, communication and worker training. Participants will learn behavioral theories and complete practical exercise that provide experience leading to improved work performance.  
Course Length: 16 hours

MTMM 1170: INCREASING WORK SITE EFFICIENCY
This course is designed to assist supervisors to increase knowledge about performance, job satisfaction and efficiency of oneself and subordinates at the work site. The course will suggest and demonstrate a systematic process to organize work methods and work environments in order to accomplish more work in less time using fewer resources. The course provides techniques for increasing productivity at the work site.  
Course Length: 16 hours

MTIR 1170: INTERPERSONAL RELATIONSHIPS
This course provides the student with the tools to become more understanding of themselves and others. It presents techniques to better deal with difficult people. It defines the basic differences between people in an attempt to create a better understanding of those with whom we work. It reviews the basic model for dealing with these differences. 
Course Length: 16 hours

MTLM 1170: MANAGERIAL PLANNING
Develops complex skills in setting goals, planning and coordinating objectives and allocating resources. Managerial styles and models are applied to simulated and real problems.  
Course Length: 16 hours

MTLM 1171: MANAGING RESOURCES
Working with management problems such as inventory control, planning the efficient use of available resources and creative problem-solving within the limitations of budget constraints.  
Course Length: 16 hours


MTHR 1171: PERFORMANCE ORIENTED TRAINING
This course is designed to provide the student a basic knowledge and understanding of the rationale, methods, techniques and procedures for determining training needs; the selection of resources to enhance training effectiveness; and how to prepare, present and evaluate training.  
Course Length: 16 hours

MTPF 1170: PERSONAL FINANCIAL MANAGEMENT I
This course provides students with the basic management techniques for planning personal financial affairs and developing a base of information to use during the counseling of subordinates, including budgetary controls, family budgets, financial concepts, credit, debt and risk management, bank accounts, borrowing, investing and insurance.  
Course Length: 16 hours


MTPF 1171: PERSONAL FINANCIAL MANAGEMENT II
This course provides students with basic management techniques for planning personal financial affairs and developing a base of information to use during the counseling of subordinates, including investment concepts, mutual funds, IRAs, retirement and estate planning. 
Pre-requisite: MTPF 1170 Personal Financial Management I.  
Course Length: 16 hours

MTHR 1170: PREPARING EFFICIENCY REPORTS
This course is designed to teach the student aspects of the NCO Evaluation Reporting System (NCOERS) to include its development, functions, purpose, forms, preparation of forms and proper processing of forms. The student will learn how to record counseling sessions; prepare and process the efficiency report; recognize prohibited comments on the efficiency report; and become familiar with the various avenues of appeal.  
Course Length: 16 hours

MTHR 1172: PREVENTION OF SEXUAL HARASSMENT
This course provides students with an overview of sexual harassment including definition, cause, impact and suggested approaches for dealing with sexual harassment problems when they arise in the workplace. It examines ethical guidelines and actions supervisors can take to avoid sexual harassment. It also includes how to objectively handle complaints. 
Course Length: 16 hours

MTMM 1171: PROBLEM SOLVING
This course presents an effective problem solving and decision making model for management settings and offers hands-on practice in using problem solving techniques. This course includes defining, analyzing and solving management problems. It is designed to present a logical approach to problem solving and step-by-step process for the achievement of desired results.  
Course Length: 16 hours

MTES 1170: PROFESSIONAL ETHICS
This course examines current definitions of ethics and provides opportunities for group and personal analysis of ethical issues. Participants will gain experience in making ethically related decisions through exercises with case studies. The lecture material and group exercises will increase participant awareness in the principles involved in ethical decision making.  
Course Length: 16 hours

MTES 1171: PROFESSIONAL VALUES
This course is a study of the Seven Army Values and their application to military and personal life. It is designed to acquaint the student with the Army Seven Values, distinguish between professional values and personal values, and understand how they apply to their unit, community and nation.  
Course Length: 16 hours







MTHR 1176: STRESS MANAGEMENT
This course explores the relationship between stress and work performance. Provides mechanisms that will enable participants to manage personal stress constructively help subordinates cope with stress, and reduce stress in the workplace. Emphasis on reducing stress levels to achieve high performance in organizations.  
Course Length: 16 hours

MTOB 1170: STYLES OF LEADERSHIP
A study of the current Army thoughts on leadership with hands-on practice in developing and practicing a leadership style within the framework of the military organization.  
Course Length: 16 hours

MTHR 1174: TIME MANAGEMENT
Teaches efficient use of time management and organizational skills. Supervisors learn to eliminate time wasters, increase productivity, better distribute work and schedule tasks more efficiently.  
Course Length: 16 hours
PSYT 1170 CRISIS  INTERVENTION I
This course is an introduction to the nature and characteristics of crisis management awareness. This class provides a basic knowledge and awareness about the various crises that can happen in any organization that includes: suicide, domestic violence, sexual assault, substance abuse, and PTSD. This class provides a framework for a study of crisis management awareness.  
Course Length: 16 hours
PSYT 1171  CRISIS  INTERVENTION II
This course is an introduction about management's role in intervening and preventing a crisis situation. The purpose of this class is to provide mangers with a basic knowledge about how to handle a crisis on the following topics: suicide, depression, stress, finances, domestic violence, sexual harassment, substance abuse and PTSD. This class provides a series of interactive exercises, training videos and case studies that allow students to generate their own crisis management plans for their organizations based upon material learned through Crisis Management I and II.  
Course Length: 16 hours

POFT 1132 WORKPLACE DIVERSITY 	
This course provides basic knowledge about cultural awareness, including cultural heritage, work force diversity, human rights and communications.  Students will be able to identify and demonstrate benefits of valuing diversity and effective cultural contacts.  Includes behavioral expectations and standards in the business environment.  
Course Length: 16 hours










General Information

1.  Registration is required for all classes! Soldiers may stop by Bldg. 33009, the Soldier Development (SDC) to register for these courses or they may register on-line through GoArmyEd. After registration if the Soldier shows up late for the first day of class he/she may lose their seat in the class. If a student misses one or more cumulative hours during the course he/she will be withdrawn and will not receive a grade for the course.
 2. Students enrolling in courses for college credit must have their original signature on the class paperwork.
3.  Classes are limited to Fort Hood active duty military and civilian employees (civilians are on a space available basis and may be required to give their seat to a Soldier).
4.  Military personnel must be in duty uniform to attend classes, regardless of duty status.
5.  Military personnel in pay grade of E7 or above do not require a supervisor’s signature and may confirm class enrollment through GoArmyEd.  Soldiers E6 or below require a supervisor’s signature to attend classes. They may come to Bldg. 30009, SDC, Room H236 to have the request printed or print a request form from GoArmyEd for supervisors to sign, and then turn the request in to the Leader Skills Office Bldg. 33009, Room H236.
6.  DOD Contractors and DA Civilian personnel must bring a memo to the NCO Lead office, Room H236, from their unit authorizing their attendance to register for a class.  The memo may be in any format but should include organization’s letterhead, individual’s name, grade, Last 4 of SSN, course title/date/time of class, and a brief statement explaining how the class will help improve their work performance. For multiple classes, a separate memo will have to be turned in for each class. The memo is usually signed by the immediate supervisor, and after being approved by the Leader Skills Program Manager, the approval is still based on available seats at the time the class begins. All classes are subject to cancellation without prior notification.   
7.  All courses are worth 1 semester hour of college credit.
[bookmark: _GoBack]8.  Point of contact: NCO LEAD, (254) 532-1505.
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