COMMANDER, NAVY REGION SOUTHWEST

TRAINING SOURCE GUIDE FOR

GENERAL COMPETENCIES

	GENERAL COMPETENCIES
	TRAINING OPTIONS



	 1.   CUSTOMER SERVICE

· Recognizes and values the importance and the challenges of serving both internal and external customers, clients, and stakeholders.

· Interacts with customers to determine customer needs, creates an environment that supports continuous improvement, and value-added customer services.

· Performs function in a polite and courteous manner.


	Formal Classroom - www.sd.fisc.navy.mil; www.donhr.navy.mil/Employees/donhr_training.asp 

· Raving Fans, FISC, 2 Days, $250

· Customer Service, HRSC, 1 Day, $95

· Service Excellence, Regional Trng Ctr, 858-550-0040, 1 Day, $110

· Strategies for Working With an Upset Public, 858-550-0040, Regional Trng Ctr, 858-550-0040, 1 Day, $110

Computer Based Training - www.navylearning.navy.mil
· Customer Service Curriculum
Correspondence Course - www.grad.usda.gov/nisc
· Frontline Customer Service, NISD, $195, 

	 2.  ETHICS and VALUES:
· Consistently exhibits high standards of loyalty to the organization, honesty, fairness, trust, openness and respect for others.

· Applies these values to daily behavior and acts in ways that are consistent with these beliefs.

· Has passion for the organization and the job.

	Formal Classroom - www.donhr.navy.mil/Employees/donhr_training.asp
· Cultural Diversity, HRSC, 2 Days, $120

· Freedom of Information and Privacy Act, HRSC, 3 Days

Computer Based Training
· Ethics Training for DoD Employees, www.defenselink.mil/dodgc/defense_ethics/2000_online_training

	 3.  ORAL COMMUNICATION

· Expresses ideas, facts and information in a clear and concise manner.

· Communicates with individuals or groups in a style, tone, and level 

appropriate to the audience and the occasion.

· Uses effective listening techniques in order to understand the speaker.

· Conducts effective formal presentations to individuals and groups.
	Formal Classroom - www.sd.fisc.navy.mil; www.donhr.navy.mil/Employees/donhr_training.asp
· Effective Presentations with PowerPoint, FISC, 1 Day, $100

· Confident Public Speaking, FISC, 1 Day, $100

· Instructor Training, FISC, 2 Days, $200

· Conducting an Effective Meeting, HRSC, 1 Day, $80

· English Communication Skills for Non-native Speakers, HRSC,      3 Days, $175

· Effective Presentations, HRSC, 3 Days, $195

· Communication Skills, Regional Trng Ctr, 858-550-0040, 1 Day, $110

· Effective Presentations, Regional Trng Ctr, 858-550-0040, 2 Days $230

Computer Based Training - www.navylearning.navy.mil      

· Powerful Presentation Skills

· Meeting Presentation Challenge

· Effective Business Meetings

Correspondence Course - www.grad.usda.gov/nisc
· Communication Skills for the Office Professional-Basic, NISD, $195 

· Communication Skills for the Office Professional-Advanced, NISD, $195 




	4.  INTERPERSONAL SKILLS

· Respects and values the differences and perceptions of different groups and individuals.

· Deals effectively with a variety of people, personalities, and cultures.

· Considers and responds appropriately to the needs and feelings of others adjusting approach to suit different people and situations.

· Provides honest feedback and treats people fairly.

Contributes to the common understanding that resolve conflicts, confrontations, and disagreements.
	Formal Classroom - www.sd.fisc.navy.mil; www.grad.usda.gov; www.donhr.navy.mil/Employees/donhr_training.asp 
· Dealing with Negativity in our Changing Workplace, FISC, 1 Day, $100

· Conflict Resolution for Win-Win Results, FISC, 1 Day, $100

· Attitude: Radiating Possibilities, FISC, 1 Day, $100

· The Seven Habits of Highly Effective People, FISC, 4 Days, $300

· Interpersonal Communications, USDA, 2 Days, $325

· Cultural Diversity, HRSC, 2 Days, $120

· Conflict Resolution for Employees, HRSC, 2 Days, $159

· Effective Listening, Regional Trng Ctr, 858-550-0040, 1 Day, $110

Computer Based Training - www.navylearning.navy.mil
· Developing Interpersonal Skills in Your People

· Interpersonal Skill on the Fast Track



	 5.  FLEXIBILITY

· Is open to change and new information.

· Adapts behavior and work methods in response to new information, changing conditions, or unexpected obstacles.

· Effectively deals with pressure and ambiguity.

· Recognizes and responds to opportunities when they present themselves.


	Formal Classroom - www.sd.fisc.navy.mil; www.donhr.navy.mil/Employees/donhr_training.asp
· Who moved my Cheese, FISC, 1 Day, $100

· Attitude: Radiating Possibilities, FISC, 1 Day, $100

· Managing Multiple Priorities, HRSC, 2 Days, $150

· Stress Management, HRSC, 1 Day, $55

· Conflict Resolution for Employees, HRSC, 2 Days, $159

· Balancing Multiple Priorities, Regional Trng Ctr, 858-550-0040, 1 Day, $110

Computer Based Training - www.navylearning.navy.mil
· Dealing with Change
· Balancing Work and Personal Life
· Career Management
· Creative Thinking 



	6.  WRITTEN COMMUNICATION

· Writing expresses ideas, facts, and information in a clear and concise, and grammatically correct manner.
· Level and style of written communication is appropriate for the audience and the occasion.
	Formal Classroom - www.sd.fisc.navy.mil; www.donhr.navy.mil/Employees/donhr_training.asp 

· Better Business Writing, FISC, 1 Day, $100
· Grammar Refresher, FISC, 1 Day, $100
· Contemporary Navy Writing, HRSC, 2 Days, $200
· English Grammar Review, HRSC, 2 Days, $170
· Technical and Report Writing, HRSC, 2 Days, $150
· Writing Skills Workshop, HRSC, 3 Days, $175
· Writing for Results, Regional Trng Ctr, 858-550-0040, 2 Days, $220
Computer Based Training - www.navylearning.navy.mil
· Business Writing
Correspondence Course - www.grad.usda.gov/nisc
· English Grammar and Usage, NISD, $225 

· Grammar and Punctuation, NISC, $145
· Letter Writing Workshop, NISC, $225
· Put It in Writing, NISC, $175
· Spelling, NISC, $125
· Vocabulary, NISC, $125


	 7.  PROBLEM SOLVING AND DECISION-MAKING

· Recognizes and defines problems.

· Identifies and collects pertinent information.

· Determines specific causes.

· Generates alternatives and selects appropriate solution in a timely and effective manner within the employee’s scope of authority and responsibility.

	Formal Classroom - www.sd.fisc.navy.mil;

www.donhr.navy.mil/Employees/donhr_training.asp
· Who moved my Cheese, FISC, 1 Day, $100

· Conflict Resolution for Win-Win Results, FISC, 1 Day, $100

· Raving Fans, FISC, 2 Days, $250

· Conflict Resolution for Employees, HRSC, 2 Days, $159

· Dealing with Negativity in the Workplace, HRSC, 1 Day, $100

· Creative Problem Solving, Regional Trng Ctr, 858-550-0040, 1 Day, $110

Computer Based Training - www.navylearning.navy.mil
· Problem Solving and Decision-Making


	8.  SELF-MANAGEMENT

· Prioritizes and schedules personnel work activities to efficiently manage time and accomplish multi-tasks simultaneously.

· Demonstrates self-motivation and is results-oriented.

· Assumes responsibility for work and work products.

· Recognizes own strengths and weaknesses, builds on strengths and learns from mistakes.

· Solicits feedback from others and opportunities for self-development.

· Sets career goals and actively develops competencies needed to achieve goals.


	Formal Classroom - www.sd.fisc.navy.mil; www.grad.usda.gov;

www.donhr.navy.mil/Employees/donhr_training.asp; 

· Attitude:  Radiating Possibilities, FISC, 1 Day, $100

· Situational Self Leadership, FISC, 2 Days, $150

· Career Management Workshop, FISC, 1 Day, $100

· Who moved my Cheese, FISC, 1 Day, $100

· Listening and Memory Development, USDA, 2 Days, $325

· Burnout: Causes and Cures, HRSC, 1 Day, $55

· Managing Multiple Priorities, HRSC, 2 Days, $150

· Stress Management, HRSC, 1 Day, $55

· Conflict Resolution for Employees, HRSC, 2 Days, $159

· Balancing Multiple Priorities, Regional Trng Ctr, 858-550-0040,     1 Day, $110

· Balancing Work and Home, Regional Trng Ctr, 858-550-0040,       1 Day, $110

· How to Succeed in Promotional Interviews, Regional Trng Ctr, 858-550-0040, 1 Day, $110

Computer Based Training - www.navylearning.navy.mil
· Leadership Skills for Non-Managers
· Creative Thinking



	9. TEAM WORK

· Understands group dynamics and team development.
· Works cooperatively with other team members and contributes to group solutions through constructive feedback, ideas, and suggestions.

	Formal Classroom - www.sd.fisc.navy.mil ; www.donhr.navy.mil/Employees/donhr_training.asp
· Dealing with Negativity in our Changing Workplace, FISC, 1 Day, $100
· Attitude:  Radiating Possibilities, FISC, 1 Day, $100
· Gung Ho!, FISC, 2 Day, $285
· The Seven Habits of Highly Effective People, FISC, 4 Days, $300
· Conflict Resolution for Employees, HRSC, 2 Days, $159
· Dealing with Negativity in the Workplace, HRSC, 1 Day, $100
· Cultural Diversity, HRSC, 2 Days, $120
Computer Based Training - www.navylearning.navy.mil
· Participating in Teams, Navy E-Learning, 

	10. TECHNOLOGY

· Ability to use a computer keyboard and various software programs, e.g. word processing, graphics, database management, spreadsheets, e-mail and internet to accomplish work.
	Formal Classroom
A Variety of Computer Training Courses

· FISC, 4-8 hours, $100, www.sd.fisc.navy.mil
· New Horizons, 1-2 Days, www.newhorizons
· Learnsoft Technology Group, 1-2 Days, www.learnsoft.com  

Computer Based Training - www.navylearning.navy.mil
· PC and Business Applications Software, Navy E-Learning
· AIS Security



	WEB BASED TRAINING

WEB ADDRESSES

AUDIO, BOOKS AND CD’s
	Chief of Naval Operations - www.ott.navy.mil
Navy E-Learning - www.navylearning.navy.mil
Department of Defense - www.defenselink.mil/dodgc/defense_ethics/2000_online_training 

www.cnrsw.navy.mil/hrocnrsw/newpage71.htm
www.sd.fisc.navy.mil 

www.donhr.navy.mil/Employees/training.asp
www.natsem.com
www.grad.usda.gov
www.etrain.com 

www.defenselink.mil/dodgc/defense_ethics/2000_online_training 

www.astd.org
www.CrispLearning.com 


For additional training sources see www.cnrsw.navy.mil/hrocnrsw/newpage71.htm


