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Professional Development and Training 

The Professional Development and Training  division of Human Resources offers individual and 
departmental talent development programs in direct support of the mission and strategic plan of 
Palm Beach State College. The content of our programs includes timely and readily applicable  
skill-building, encourages cross-functional discussion and critical thinking, and fosters employee  
engagement and advancement. 
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Emerge to Influence Leadership Development Series 
 

The Emerge to Influence series consists of three leadership programs. 
_________________________________________________________________________________________ 
 

Emerging Leaders 

 
The Emerging Leaders Program is designed to strengthen the leadership pipeline within Palm Beach 
State College.  The 8-month program provides an intensive curriculum to both challenge and enrich 
the leadership development of staff and faculty who have not yet been assigned a formal leadership 
role.   Various methodologies are used to provide participants with a broader understanding of the 
responsibilities of a manager and to equip them with the basic skillset necessary for becoming a   
successful leader at Palm Beach State College. 
 
Program Objectives: 
 
• To develop high-performing staff and faculty whose next logical step would be a formal            

leadership or supervisory role 
 
• Discover the strengths of individual participants and demonstrate their usefulness to a team or in 

a leadership role 
 
• Equip participants with an understanding of how College leadership influences the success of the 

institution in carrying out its mission 
 
• Establish structured mentorship relationships between participants and a member of the College 

leadership team 
 
• Provide an understanding of the significance and importance of team dynamics in the develop-

ment and completion of a project 
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Leadership Excellence 
 
Leadership Excellence is the second program in our Emerge to Influence leadership development  
series.  This 7-module curriculum is open to employees in a management role who are nominated  
by their supervisor. It is designed to identify and grow leaders who are already demonstrating          
proficiency in managing a team and who are ready to improve their leadership competency in        
several key areas.  
 
Program Objectives: 
 
• Build strategic leadership skills 
 
• Reinforce already acquired leadership characteristics 
 
• Enhance cross-functional communication through experiential learning 
 
• Grow courage in leadership through an understanding of influence, accountability and  
 responsibility 
 
Lead to Influence 
 
Lead to Influence is a 4-day leadership development program designed to provide continued growth 
for directors and above, who wish to broaden the scope of their leadership perspective as they    
continue their professional development. This program focuses on leadership that impacts change  
at the institutional level, with emphasis on strategic leadership and emerging issues in higher         
education. 
 
Program Objectives: 
 
• Reinforce leadership concepts that shift the focus from leading teams to leading the institution 
 
• Enhance cross-functional communication through discussion of current issues in higher education 
 
• Foster innovative solutions to meet current and emerging institutional needs 
 
 

 



Manager Essentials Series 
 

This series is open to all managers and supervisors. Workshops are to be completed consecutively. 
_________________________________________________________________________________________ 
 

Develop Me 
Whether you are brand new to a management or a leadership role or your experience spans many 
years, school is never out for the pro. In order to lead others effectively, you need an understanding 
of your role and the responsibilities that come with every leadership position at the College. Learn 
tips for managing and prioritizing tasks and time, setting and achieving department goals and  
effective communication with your team and your own supervisors. 
 
Lead Others  
Whether you are responsible for a team of one or several, effective leadership will make all the 
difference in how your team performs. Managing tasks will be the easy part in achieving team suc-
cess. Learn the importance of developing a dynamic team of individuals who understand their roles 
and how the work they do impacts the mission of the College. Learn the soft skills needed to make 
you a leader who brings out the best on others and yourself. 
 
Manager at PBSC  
There are a particular set of policies that govern the way in which we lead others at Palm Beach 
State College. The workshop will provide participants with general information, references, and 
awareness of College resources available to them for guidance regarding staff-related matters. Be-
come familiar in the areas of attendance, performance appraisals, counseling, complaints, separation 
of employment and much more. 
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Professional Growth Series 
 

This series is open all employees and consists of six workshops that can be taken at anytime. 
_________________________________________________________________________________________ 
 

Professional Growth Series: Accountability for Results 
Become more aware of your own personal sense of accountability and strategies to enhance it. In 
this workshop you will learn how to use proactive language to demonstrate personal accountability 
and how to apply the IDEAL methodology. 
 
Professional Growth Series: Conflict without Controversy 
In this workshop you will become aware of different sources of conflict in organizations and  
how to manage your reaction towards them. Learn your conflict management style and how to  
define winning behaviors.  You will also learn how to use these behaviors to resolve interpersonal 
conflict.  
 
Professional Growth Series: Emotional Intelligence 
Understand your emotional patterns and recognize the importance and benefits of developing 
Emotional Intelligence. Learn the connection between productivity and quality of work. Identify  
your emotions at work and the impact they have on others. 
 
Professional Growth Series: Interpersonal Communication 
The society we live and work in is more diverse than it has ever been, so being able to communicate 
effectively is more challenging than it was for previous generations.  The internet and social  
media can only take us so far. We still need to know what to say, when to say it, and how to say it  
so that we can be effective and achieve understanding.  This workshop will recognize many of the 
factors that can make interpersonal communication challenging and provide practical ways of  
overcoming those challenges while enriching your interactions with many different types of people.  
 
Professional Growth Series: Managing Me 
In this workshop you learn the link between professionalism, image and self-awareness. Define and 
identify key job skills and align them with your self-values. Learn how to also create SMART goals 
that you can use to improve your job performance. 
 
Professional Growth Series: What's my Style 
Complete the Humanmetrics Jung Typology test, a version of Meyers-Briggs Type Indicator personali-
ty tool. Identify your "best fit", understand the four dichotomies/ eight preferences of the MBTI tool 
and how your "type" will benefit you at work. 

 



Manager Only Workshops 
 

Open to all supervisors and managers. 
_________________________________________________________________________________________ 
 

Bringing out the Best in People 
Whether you have been entrusted to lead one or 100, your staff is the most valuable asset you  
have in meeting your goals and the goals of the institution.  Great leaders can maximize the 
strengths of those they lead while providing opportunities for growth in areas where others might 
need development.  This interactive session will help you identify and utilize proven strategies for 
keeping your employees engaged and motivated to be their best. 
 
Manager Skill Drills: Giving and Receiving Feedback 
Being an effective manager requires a mastery of every aspect of communication. Feedback,    
whether you are giving it or receiving it, always seems to get a bad rap. This 2-hour skill drill will help 
you develop a healthy relationship feedback on both sides. 
 
Manager Skill Drills: Department Onboarding 
Effective department on-boarding can be the foundation of success for your new employees.   
It requires careful preparation long before their first day of work. Learn how to design your own 
playbook with customized, department-specific training to acclimate your new employee to the  
campus and the College. 
 
Manager Skill Drills: Documenting Corrective Action 
When even the best performance conversations are not enough, documenting corrective action can 
be the next step in helping your staff achieve their highest performance.  What form to use when 
and what to write down are some of the elements of documentation explored in this drill. Practice 
these skills in session and be ready to make corrective actions when the need arises. 
 
Manager Skill Drills: Performance Conversations 
The “need to talk” to your employees about performance issues is sometimes uncomfortable and it 
can be difficult to know where to begin.  This skill drill will help you to put those conversations in 
perspective and offer practical ways to help you say what you mean and get the desired results.  
You will also learn how to effectively recognize great performance.  
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Manager Skill Drills: Training Frontline Staff to Navigate Difficult & Disruptive Situations—
Facilitated  Webinar 
The role of frontline staff is always changing and the pressure of the position requires that they are 
well trained, exude confidence and have the necessary skills to de-escalate difficult situations. It is 
critical that frontline staff embrace our customer service culture to ensure our college community 
feels understood, appreciated and valued.  
 
Conducting an Effective Talent Review 
This workshop will provide managers and supervisors with the necessary tools for practicing effective 
performance management throughout the year.  
 
Conflict Resolution 
Conflict is inevitable and is not always a bad thing.  This interactive workshop for managers and 
supervisors will equip you with helpful tools to resolve conflict when it arises and use it to your  
advantage (when possible) to create a respectful, harmonious work environment. 
 
Delivering Dynamic Presentations 
Improve your presentation skills for small or large groups. Learn to design, develop, and deliver a  
dynamic presentation. Understand your body’s physical reaction to pressure and enhance your 
presentation with using good eye contact and gestures. We will also review tips on how to effectively 
facilitate Q & A sessions. 



Employee Workshops 
 

Open to all regular full—time and part– time employees. 
________________________________________________________________________________________ 
 

Building Confidence through Commitment 
This presentation unlocks your inner capabilities to manifest your career and personal desires/      
aspirations. It will also reveal how life experiences provide us with all the confidence needed for   
personal development. Learn tips on how to see the value in your current job while preparing for  
future opportunities. 
 
Customer Service Excellence 
“The customer is always right”, right?  Let’s discuss! Join us for an interactive workshop on how we 
can deliver service excellence to all our constituents at Palm Beach State College.  Learn how the 
simple actions we take or don’t take affect the level of service we deliver.  Share your own best  
practices.  We are raising the bar on service! 
 
Professional Etiquette 
Etiquette is not always top of mind in today’s professional settings, but respect and consideration are 
always in style as we interact with colleagues, the community and the people we serve.  This work-
shop suggests some of the simple yet far-reaching areas in which we fail to show respect in the 
workplace.  Knowing what to say, how to behave and show consideration can alleviate several 
sources of conflict and tension. 
 
Squirrel No More - How to keep your tasks in line 
Is it possible to squeeze more time out of your day? Discover how to realistically manage your      
projects, emails, paper, household, and other work/life demands. Learn ways to keep up with your 
responsibilities and have time to enjoy the little things. 
 
Write, Right? - Professional Writing Class 
Grammar does matter!  The ability to communicate well in writing says a great deal about the writer. 
Learn techniques to help you write what you mean accurately and efficiently. This workshop will help 
you to avoid common general and business writing errors and move you towards writing that gets 
noticed for all the right reasons. 
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Dealing with Difficult and Disruptive Guests 

Students, vendors, colleagues from other departments, can all be considered guests when they enter 

our workspace, but sometimes they come to us angry or frustrated for many different reasons.  This 

workshop will equip you with some basic de-escalation techniques to make finding solutions          

possible. 

 
 
 
 
Webinars  
 

Available to “check-out” on request. 
________________________________________________________________________________________ 

 
Increasing Student Responsibility  
Many students today are taking a less active role in several aspects of their education.  Requirements 
to meet deadlines, are often met with excuses, demands and even complaints. Workshop              
participants will learn ways to avoid sending mixed  messages, and provide service that  
encourages greater student responsibility. 
 
Supervisory Skills Master Class: 5  Tools You Need to Advise, Mentor and Lead —Manager Only 
Webinar 
Whether you are a first time supervisor or a experienced professional, it is imperative that you  
understand you are the most  influential person in the work lives of those who report to you.  In  
this webinar you will learn how to:  
• Develop personal mentoring techniques to improve your leadership skills and scope of influence 
• Use customer service models created to improve interaction with a difficult student, colleague or 

supervisor and learn techniques to defuse the situation quickly. 
• Create and foster an internal culture in your office that reflects your leadership style.  
 
Managing Bias (Online) 
Bias is very common in the workplace, and it can create an unhealthy work environment when left 
unchecked. This course defines a complex topic in easy-to-understand terms and provides                
research-backed tools to manage bias in the workplace. 



Certification Courses 
 

All courses are open to full and part–time employees and participants will receive a certificate of 
completion. 
_________________________________________________________________________________________ 
 

Heartsaver: First Aid, CPR AED 
In this course you will learn the basics of first aid, the most common life-threatening emergencies, 
how to recognize them, and how to help. You will also learn to recognize when someone needs CPR, 
how to call for help, and how to properly use an AED device. Registration is required, this class has 
an maximum of 16 people. 
 
Mental Health First Aid for Higher Education 
This course teaches you how to identify, understand and respond to signs of mental illnesses and 
substance use disorders. This 8-hour training — which focuses on the unique experiences and needs 
of college students — gives you the skills you need to reach out and provide initial support to 
someone who may be developing a mental  health or substance use problem and help connect them 
to the appropriate care. 
 
OSHA Construction Safety  
This is the 10-Hour OSHA Construction Safety training program. Participants will receive a certificate 
and may pay an $8 fee to obtain class completion cards from OSHA. Topics include: 
• Introduction to OSHA 
• Fall Protection 
• Electrical Safety 
• Struck By Hazards 
• Materials Handling, Storage, Use and Disposal 
• Personal Protective and Lifesaving Equipment 
• Caught in Or Between Hazards 
• Health Hazards in Construction 
• Hand and Power Tool Safety 
• Health Hazards in Construction 
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Computer Instruction 
 

Computer instruction is open to all full and part– time employees. 
_________________________________________________________________________________________ 
 

Computer Classes  
 
Proficiency in the most commonly used software programs is a must-have job skill in today’s work-
place. We offer instructional workshops from basic to advanced skills in these four software  
programs in the Microsoft Office Suite: 
• Excel 
• PowerPoint 
• Publisher 
• Word 
 
 
Deskside  Coaching 

 
A Deskside Computer Coach provides one-on-one software instruction at your own desk or             
requested location! Sessions may cover the basics to advanced topics on how to create 
document templates, develop formulas and charts, produce newsletters or brochures or  
customize presentations. A qualified computer instructor can be scheduled to provide assistance 
with specific documents and projects. 
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New Employee Required Training 
 

These online courses are to be completed with in the first 30 days of employment. 
_________________________________________________________________________________________ 
 

Accommodating Disabilities (EDU) 
For all Employees: 
This course explains federal laws that require colleges and universities to take proactive steps to  
ensure that individuals with disabilities have the same educational and employment opportunities  
as individuals without disabilities.  
 
Diversity: Inclusion in the Modern Workplace (EDU) 
For all Employees: 
A diverse campus must also be inclusive. By focusing on key concepts that shape our world and     
inform our shared values and experiences, this course explores the nature of diversity and provides 
practical strategies for workplace inclusion. 
 
EDU: FERPA 
For all Employees:  
The Family Educational Rights and Privacy Act guarantees both the confidentiality of students’ 
education records and students’ right of access to their own records. In recent years, with  
information increasingly moving to the Web, colleges and universities are finding that virtually every 
school employee has access to protected information, including instructors, administrative staff, and 
others. Each of these individuals needs to understand what FERPA requires and what it forbids. 
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Harassment & Discrimination Prevention 
This course is designed to dynamically and seamlessly deliver appropriate content to different  
audiences and state jurisdictions for higher education employees. 
 
For supervisors: 

This course trains supervisors to identify and eliminate workplace harassment and  
discrimination based on protected characteristics, by helping them understand the law,  
and by demonstrating how to appropriately respond to misconduct. It helps supervisors  
recognize and address inappropriate behavior before it creates a hostile work environment.  
It also helps build the skills necessary to recognize abusive behavior and other misconduct, 
microaggressions, and unconscious bias that may lead to workplace bullying, hostility, and  
reduced productivity and creativity.  
 

For non-supervisors: 
This course engages employees and raises their awareness about harassment and  
discrimination by explaining the law, and providing insight on how to appropriately respond 
to and report misconduct. It provides practical tips to help maintain a safe, inclusive work  
environment, including safe and positive options for bystander intervention, using inclusive 
language, and avoiding microaggressions. Interactive exercises engage learners with realistic 
situations, scenarios, tasks, and model strategies for promoting a harassment and  
discrimination-free workplace. 
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