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DECEMBER 2013 SCHEDULE
ALL CLASSES ARE MONDAY – FRIDAY UNLESS NOTED OTHERWISE
MTBC 1171: EFFECTIVE MILITARY WRITING I

Class ID# 11911

This course explains the communications process; describes the writing process; and covers identifying, analyzing, and constructing effective sentences and paragraphs.  Course Length: 16 hours.
Date

Time 




Location
2 Dec – 6 Dec                                    0900-1215


                    Bldg 33009, D105

MTOB 1171: IMPROVING WORK PERFORMANCE
Class ID #11912
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.
Date

Time 




Location
2 Dec – 6 Dec                                    0900-1215


                    Bldg 33009, D107

MTHR 1170: PREPARING EFFICIENCY REPORTS 
Class ID #11914
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.

Date

Time 




Location
2 Dec – 6 Dec
MTW  1230-1600

Bldg. 33009, D105


 TH     1230-1500



 F       1230-1530

POFT 1132: WORKPLACE DIVERSITY 
Class ID #11916
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.

Date

Time 




Location
2 Dec – 6 Dec
MTW  1230-1600

Bldg. 33009, D107



 TH     1230-1500



 F       1230-1530

MTOB 1170: STYLES OF LEADERSHIP 
Class ID #11920
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.

Date

Time 




Location
9 Dec – 13 Dec                              0900-1215


                  Bldg 33009, D105

MTLM 1171: MANAGING RESOURCES 
Class ID #11921
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.
Date

Time 




Location
9 Dec – 13 Dec                              0900-1215


                  Bldg 33009, D107
PSYT 1170: CRISIS INTERVENTION I      Class ID #11924
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.

Date

Time 




Location
9 Dec – 13 Dec
MTW  1230-1600

Bldg. 33009, D105



 TH     1230-1500



 F       1230-1530

MTHR 1176: STRESS MANAGEMENT 
Class ID #11927
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.

Date

Time 




Location
9 Dec – 13 Dec
MTW  1230-1600

Bldg. 33009, D107


 TH     1230-1500



 F       1230-1530

MTBC 1173: EFFECTIVE MILITARY WRITING II      Class ID #11929
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.
Date

Time 




Location
16 Dec – 20 Dec                             0900-1215

Bldg 33009, D105

MTPF 1171: PERSONAL FINANCIAL MANAGEMENT II     Class ID# 11930

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.
Date

Time 




Location
16 Dec – 20 Dec                             0900-1215

Bldg 33009, D107

MTHR 1174: TIME MANAGEMENT     Class ID #11932
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.
Date

Time 




Location
16 Dec – 20 Dec
MTW  1230-1600

Bldg. 33009, D105



 TH     1230-1500



 F       1230-1530

PSYT 1171: CRISIS  INTERVENTION II      Class ID #11934

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.
Date

Time 




Location
16 Dec – 20 Dec
MTW  1230-1600

Bldg. 33009, D107


 TH     1230-1500



 F       1230-1530

General Information
1. Registration is required for all classes. Soldiers may register online through GoArmyEd or in person at the Leader Skills Office. Soldiers who show up late to the first day of class may lose their seat in the class. If any student misses one or more cumulative hours during the course, the student will be withdrawn and will not receive a grade for the course.

2. Students enrolling in courses for college credit must include their original signature on the class paperwork. All courses are worth 1 semester hour of college credit.

3. Classes are limited to Fort Hood active duty military and civilian employees (civilians on a space available basis).

4. Military personnel must be in duty uniform to attend classes, regardless of duty status.

5. Military personnel in pay grades of E7 or above do not require a supervisor’s signature and may confirm class enrollment through GoArmyEd. Soldiers E6 or below must submit to the Leader Skills Office an enrollment form with their supervisor’s signature in order to attend classes. Soldiers may print the enrollment request form directly from GoArmyEd or may have a form printed in the Leader Skills Office. 
6. DOD Contractors and DA Civilian personnel must submit a memo to the Leader Skills Office, from their unit authorizing their course enrollment and attendance. The memo may be in any format and must include the organization’s letterhead, employee’s name, grade, last 4 of SSN, course title/dates/times, and a brief statement explaining how the class will help improve the employee’s work performance, and must include the signature of the employee’s immediate supervisor. A separate memo must be submitted for each class. Civilians are on a space available basis and may be required to give their seat to a Soldier. 

7. All classes are subject to cancellation without prior notification.   

8. Point of contact: Leader Skills Office (254) 532-1505; Soldier Development (SDC), Bldg. 33009, Rm. H236.
Updated on 11/20/2013

