EMPLOYEES’ UNIVERSITY COURSE CATALOG
Alphabetical listing of general classes
(The first course number is the new number as of 7/1/10.  The second course number is the old number and is for reference only)

A Guide to the County Budget Process (BRM-250/MGT-250)
This course is designed to help you understand the County budget process and your department’s role in its development.  Discussion will include the budget principles and process, the Strategic Management System, and budget tools and tips.  This class is open to all employees.  Office Professionals are encouraged to register for this class.  It will satisfy the requirement for class OP-413.

Advanced Writing Practicum (OP-892)
This is not an instructor-led class.  Upon registering for this class you will receive a packet which will describe the objectives and activities of the practicum.  It will be your responsibility to complete the assignments during the normal work day and within a specified period of time.  After completing the assignments, you will submit them to the EU for evaluation.  Feedback will be provided upon request.  NOTE:  You may register for this practicum at any time during the term.
Anatomy of a Successful Meeting (IP-371/TEM-271)
We meet with colleagues to discuss strategy, tactics, and plans of action; we meet with business partners to discuss future and current business opportunities; we meet with friends to discuss outings, vacations and family.  Meetings are part of our daily life.  But have any of us thought about how to approach meetings.  This course will help you to run better meetings and increase productivity.  This class is recommended for anyone who has to organize and/or lead meetings, especially supervisors and managers.  

Basic English Grammar (IP-114/PER-132)
Today’s business requires clear, concise, as well as correct and professional e-mails, memos, letters and reports.  This course will provide you with practical grammar and punctuation rules that you can apply immediately and help you to improve your ability to critique and proofread written communication

Building Open Communication (IP-303/PER-103)
Learn to effectively communicate with co-workers, customers, and the general public; identify and understand different communication styles; learn to express yourself clearly and concisely; and understand the importance of verbal and non-verbal communication.  This class is recommended for all employees.
Business Writing Practicum (OP-391)
This is not an instructor-led class.  Upon registering for this class you will receive a packet which will describe the objectives and activities of the practicum.  It will be your responsibility to complete the assignments during the normal work day and within a specified period of time.  After completing the assignments, you will submit them to the EU for evaluation and scoring.  Feedback will be provided upon request. NOTE:  You may register for this practicum at any time during the term.

Coaching Skills (WP-309/SUP-109a)
Coaching creatively can greatly enhance workplace performance. This course covers theories of motivation, the purpose of coaching, steps to a coaching session, and a coaching self-assessment. Outcomes include developing techniques designed to energize employees and address workplace performance problems. This course is recommended for leadworkers, supervisors, and managers.
Court Practices and Legal Terminology (OP-515)
This course will cover the federal and state court processes and procedures, from the arraignment to the sentencing hearing; the roles of the trial and appellate court judges; types of cases - criminal, civil, family court, and juvenile court; steps involved in preparing complaints, motions, and orders; the constitutional principles that guide the court process and the roles and responsibilities of court personnel; legal terminology used in all aspects of a case; and the Santa Barbara County Superior Court rules and schedule of court services.

Creating Effective Presentations (IP-230/PRO-230)
Learn how to make oral presentations that are interesting, engaging, and meaningful. This course will show you how to effectively communicate your ideas, use visual aids and handouts, manage presentation nerves, and how to handle difficult questions and situations.   This class is recommended for all employees. 

Customer Service and Focus (OP-212)
One of the core values for the County of Santa Barbara is to be customer focused.  This course will outline who we serve as our customers, what they expect and how we can exceed their expectations.  Regardless who your customers are, this course will raise your awareness and empower you to meet their needs every day.  This class is recommended for all employees at every level, Office Professional and non-Office Professional.

Customer Service Practicum (OP-311)
This is not an instructor-led class.  Upon registering for this class you will receive a packet which will describe the objectives and activities of the practicum.  It will be your responsibility to complete the assignments during the normal work day and within a specified period of time.  After completing the assignments, you will submit them to the EU for evaluation.  Feedback will be provided upon request. NOTE:  You may register for this practicum at any time during the term.

Delegating Work and Monitoring Performance (WP-313/SUP-210c)

This training is a must for every supervisor. Learn the three levels of delegation and when they best apply to staff and the tasks they perform; create an environment where employees look forward to new assignments; learn effective techniques to monitor employee performance on a continual basis without becoming a micro-manager; identify ways to make time in your schedule to perform this essential task required of every supervisor and manager; learn how to apply expectations and standards to the ongoing monitoring of employees performance; and learn techniques to document performance to effect constructive change.
Effective Report Writing (IP-201/PRO-101)
In this class you will explore the process for writing clear, well-organized and properly formatted business reports.  You will learn to identify your audience, organize your thoughts, write a draft report, apply techniques of purpose and tone, and design your report for visual impact.
Ethics (IP-116/PRO-100b)
This class will analyze the roots of ethics and unlock its hidden power towards excellent decision-making at the professional, public service level. Take part in engaging activities and discussions about ethical choices, particularly the “gray areas” public servants face regularly.

Foundations of Operational Leadership (LD-520/OL-520)
County government service by nature is complex and demanding.  The pressure to find new ways to be efficient and accountable in an environment filled with tough fiscal challenges and sweeping change means that you must be able to think practically and tactfully while drawing upon a set of skills and tools that enable you to achieve superior operational results through those you supervise.  This course is ideal for a variety of staff, especially newly-appointed or experienced supervisors and those considering a career in supervision and who wish to increase their capacity and competency in the areas of leadership and effectiveness.

Foundations of Strategic Leadership for Managers (LD-820/SL-620)
Strategic leadership is the ability to use influence, wisdom, and vision to create and execute plans by making consequential decisions in volatile, uncertain, complex and ambiguous environments.  This course will challenge participants to improve their ability to communicate and think strategically, build strategic relationships that support effective performance management, and deliver customer service with an “outside-in” point of view.  This course is designed for all managers in the leadership classifications.

Interviewing and Hiring the Best (WP-407/SUP-207a)

The most important asset in this organization is the employees.  Finding the right employees through our selection process is a key responsibility of every manager in this organization.  Modern organizations have found significant benefits to improving the quality of the process at multiple decision points on the way to hiring a new employee.  This training will focus on each of these decision points as we review the complete selection process and then focus in on the hiring interview process.  Building the right process to find the right person is a skill we can develop.  The final activity of the day will be the creation of an interview action plan that you can take back with you to implement for an upcoming hiring process.

Introduction to Governmental Accounting (OP-611)

This class covers the governmental accounting structure and the fund structure developed by the Governmental Accounting Standards Board.  The class begins with a quick review of the some of the basic concepts of government accounting and various reports provided to be used by various customers.  You learn about the governmental accounting structures by looking at the County’s fund structure, modified and full accruals standards and elements of a fund.  You will also learn about the County’s Chart of Accounts used in the County Financial Information Network (FIN).
Introduction to Employee Performance (WP-310/SUP-210)

Add to your performance management toolbox. Learn effective techniques to monitor and evaluate employees; learn how to set work objectives to manage employee performance; and learn techniques to document performance to effect constructive change.

Introduction to SBC Accounting Principles and Practices (OP-612)
This class covers the specific methods/procedures and accounting systems used by Santa Barbara County (SBC) to conduct business.  The class begins with a quick refresher of some of the basic concepts of government accounting as well as an in-depth discussion of the County’s Chart of Accounts.  You will learn about SBC accounting processes by following transactions from the beginning phases of filling out accounting forms, selecting proper accounting classifications, and procedures for submitting forms for posting.  You will also learn how accounting classification errors are corrected and the basic use of the County Financial Information Network (FIN).
Introduction to the California Legal Systems (OP-511)
This class will review the criminal justice system and the identification of each sub- system (law enforcement, judicial, and corrections), including the roles and responsibilities of each and how they interact with each other; the criminal and civil laws, including the processing of criminal defendants from the original arrest through the court process and the sentencing options of the judge; compare both criminal and civil cases, including the different processes involved in each type of case; and a review of the role expectations of each class participant involved in the different areas of the legal system.   

Leadership Styles (LD-220/OL-100)
All of us can be leaders regardless of our job in our organizations.  In this class you will learn to identify the characteristics of an effective leader; learn more about yourself as a leader and how different personality styles impact leadership; learn to recognize the dynamic relationship between leaders and followers; and identify the difference between management and leadership.  This class is recommended for all employees.
Leading and Managing Change (WP-310/TEM-210)

Develop skills to lead employees in an ever changing workplace; learn the cycles of change and how to apply strategies to overcome resistance to change; and increase the ability of your staff to cope with change.  This class is open to supervisors, managers, and lead workers.
Leading Project Teams (PM-470/TEM-170)
Workplace teams are an increasingly effective way for the modern public-sector organization to accomplish higher levels of customer satisfaction while maximizing available resources. The skills and competencies to lead a team are different than leading a group of individuals. Why a team or individual does something in your organization is probably the same, but what a team does and how a team does it is very different for a team compared to a group of individual performers.

This course will explore the similarities and differences between groups and teams, does the situation benefit from a team approach, how teams are formed and building teams strengths to increase their performance. Team coaching, recognition and motivation strategies will also be covered. Finally the session will walk you through a planning process to establish a new team or realign an existing team that will be engaged, aligned and high performing.

Legal Office Practicum (OP-513)
This is not an instructor-led class.  Upon registering for this class you will receive a packet which will describe the objectives and activities of the practicum.  It will be your responsibility to complete the assignment during the normal work day and within a specified period of time.  After completing the assignments, you will submit them to the EU for evaluation.  Feedback will be provided upon request.  NOTE:  You may register for this practicum at any time during the term.   
Making Strategic Planning Come Alive (PRO-210)
This course will explore the key components of strategic planning, such as the different levels and stages of planning, how to overcome obstacles in planning, and how to develop an action plan that will ensure the long-term success of an organization.  
Making Wise Decisions (IP-123/PER-110b)
Empower yourself to rapidly choose the best among many options by learning your decision making style. Investigate practical tools to weigh criteria needed to aid in good judgment and make the most of opportunities. Uncover keys to the consensus-building path to group decision making. 
Motivating and Recognizing Employees (WP-302/SUP-201)
In this class you will gain insight into what motivates employees; learn how to assess employee's level of motivation; and develop practical motivational strategies appropriate for a government organization. This class is recommended for supervisors, managers and lead workers.

Office Professional Performance Management Training for Managers and Supervisors (WP-602/EXT-801)
This training is designed for those who supervise Office Professional staff.  It will include information on how to create the annual Performance Plans and Individual Development Plans (IDP) that are at the heart of the new compensation and career development strategies for Office Professionals.

Organizational Outlook 2003 (CT-702/PER-130)
Organizational Outlook 2007 (CT-710)

Do you use Outlook every day?  Are you using it to its full potential?  Outlook is a multi-faceted program that does so much more than just email management.  If you are interested in learning how to be more organized using Outlook and how the various features can help support your daily tasks and activities, as well as learn more technical components in a fun learning environment, then this is the class for you!  This class is designed for those who have experience using Outlook 2003 or 2007.  This class is recommended for all employees.  
Performance Improvement Strategies for the Marginal Employee (WP-314/SUP-210e)
Today’s public sector supervisors and managers must balance increasing demand for public services against an ever shrinking budget.  This training session was developed to assist managers and supervisors in developing their ability to properly identify performance problems and develop appropriate interventions to stop poor performance with a goal of creating a successful employee.  We will also discuss the importance of employee engagement, motivation and recognition as ways of promoting the proper attitude focused on accountability, customers and efficiency.

Policy Development in a Political Environment (PP-601/MGT-301)
This class will explore the important role policies play in an organization, the policy process and who are the policy makers, and how to write effective policies that will help you to achieve organizational objectives.
Principles of Public Service (IP-101/PRO-100a)
Investigate the guiding values that stem from the unique principles of public service. Explore the core mission that drives both the County and your department.  Increase your day-to-day effectiveness as you examine the rewards and common challenges of being a public servant.
Process Improvement and Control (IP-220/PRO-120)

Improve your process focus! Learn proven techniques to work smarter not harder! 

This highly interactive 2-day course is designed for groups of 3 or more from the same department that are involved with problem solving and process improvement. Participants will have the opportunity to develop a “toolbox” of strategies to identify and improve processes, including creating an improvement plan for a selected process. Highlights include a seven-step process improvement and problem-solving template, application of the “plan-do-check-act” cycle, plus a variety of process improvement tools. This class is excellent for anyone wanting to improve existing processes to meet new goals and objectives within their department or unit.
Productivity Puzzle – Time Management (IP-202/PER-131)
This class will help you identify the areas and opportunities to increase your productivity on all levels and give you tools that you can immediately implement in the workplace for a more efficient work day.  If you aren't operating at your optimum efficiency, perhaps you are missing one of the key pieces of your puzzle.  This course will explore file organization and desk space; your time and calendar; and your to-do list and tasks.  This class is recommended for all employees.
Program Performance Management (PM-613/PRO-113)

There is an old management axiom that says, “You can’t manage what doesn’t get measured.”  Public service today involves demonstrating the quantity, quality, effectiveness and efficiency of the services provided with taxpayer dollars.  This level of accountability is challenging public sector leaders to assess the critical performance or process measures that define their services.  This course will focus on developing measures, tracking and analysis strategies and dissemination ideas to provide decision-quality information to managers to improve performance and business outcomes.
Records Management (OP-812)
Our work life is filled with information contained in many different types of documents.  This class will focus on the efficient and systematic control, creation, maintenance, use, and disposition of records, including the process for capturing and maintaining records in physical and electronic environments.

Saying it with Style (IP-115/OFF-110)
In this course you will learn the methods to overcome writer’s block, the basic principles of composition, organization, grammar and punctuation; tips to format letters, agendas, board letters, and procedures; and the elements of effective email and email etiquette.  This class is recommended for all employees.
Statistics for Administrative Analysis and Reporting (OP-441)
Modern public-sector organizations are collecting hundreds of pieces of data to more effectively manage resources, assess service quality, track performance, monitor business processes, demonstrate legal compliance or report outcomes to the public.  The data needs to be interpreted, given context and delivered to decision makers in a form that makes understanding easier.  This class will focus on the types of data we collect, why we collect it, who uses the data and basic statistical analysis and reporting  tools to help the data be more useful, accurate and visually appealing.  A basic understanding of Microsoft Excel will be extremely beneficial.
Stress Management (IP-103/PER-109) Currently under development

Training of Trainers Orientation (TOT-500)
This 1 ½ hour orientation meeting is designed to provide information to those employees interested in being a part of the Employees’ University as an instructor, assistant instructor, course developer/curriculum writer, or evaluator/researcher.  Information about the upcoming Training of Trainers Workshop will also be provided.  This is open to all County employees who have an interest in training.    
Training of Trainers Workshop (TOT-501)

If you are interested in becoming an instructor, assistant instructor, course developer/curriculum writer, or evaluator/researcher for the Employees’ University, you must attend this 3-day workshop.  This course will enhance your presentation and leadership skills, broaden your organizational perspective, create opportunities for you to work with employees from other departments, and increase your visibility within the organization.  You must be able to commit to at least 25 - 30 hours per year with your supervisors approval.

This workshop is open to all employees.  It is highly recommended that you attend the TOT Orientation prior to attending this workshop.  

Transforming Conflict (WP-420/PRO-220a)
Effectively dealing with conflict in the workplace is an important skill. This course provides participants with information to understand the conflict cycle and the core reasons for work-based conflict; and strategies to proactively transform and resolve workplace issues.   This class is recommended for all employees.
Transforming Problems into Successes (IP-122/PER-110a)
Discover an innovative and valuable problem-solving model you can apply to thorny dilemmas you face both individually and as part of a team. Practice a proven method to move systematically from problems to solutions. Additionally, gain personal enrichment as sources and solutions to group problem solving are explored.  This class is recommended for line staff.
Valuing Diversity in the Workplace (WP-203/PER-104)
Diversity is not just about Human Resources policies and practices.  It is about our ability to understand, embrace and operate in an environment that values diverse perspectives, promotes effective communication and mutual understanding.  This course will allow participants to assess their own cultural perspectives, review various dimensions of culture, discuss stereotypes and associated impacts and offer some approaches to maximize the contribution of all employees to create a diverse and inclusive work environment.  This class is recommended for all employees, especially employees new to the County.

Working with Change (OP-813)
It is nearly impossible to avoid the many impacts of change in the modern workplace. This session will focus on the process of change in the workplace, the challenges of change and personal strategies for making change work for you and those you serve.
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