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ALTAWAIL Consulting & Training

Practicing Your Supervisory Roles

Professionally
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What Will | Benefit?

This course aims to equip you with the tools to effectively
plan, organize, communicate, solve problems, make
decisions, manage performance, and lead teams. By the
end of this training, you will be prepared to handle the
demands of your supervisory roles with confidence and
professionalism.

Course Objectives

At the end of this course, the participants should be able

to:

* Recognize and apply the core roles of a supervisor,
including planning, organizing, leading, and monitoring.

* Set SMART objectives and develop action plans to
achieve both short-term and long-term goals.

* Organize tasks, allocate resources, and manage time
efficiently to meet goals.

* Apply problem-solving and decision-making techniques
to address issues and make informed choices.

* Overcome communication barriers and practice active
listening to improve team interaction.

* Use the GROW coaching model to support team
members’ growth and manage performance
effectively.

% Resolve conflicts, motivate the team, and foster a
positive and collaborative work environment.

* Conduct performance reviews and implement
improvement plans to address underperformance.

Target Audience

Supervisors, Managers, Team Leaders, or individuals
expected to assume such or similar positions.
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Course Outline

» Unit 1: Supervision Overview

1. Definition of supervision

2. Supervisory functions

3. Supervisor’s roles: (Planner, Organizer, Leader, Monitor,
Coach/Mentor, Problem-Solver, Communicator, Decision-
Maker)

4. Responsibilities of the supervisor

5. Challenges of new supervisors

» Unit 2: Effective Communications
1. Importance of communication skills to supervisors
2. Overcoming communication barriers
* Major barriers to communication
— Differing perceptions
— Cultural and language differences
— Misinterpretation of non-verbal cues
* Strategies to overcome barriers

Use simple and clear language

Seek feedback & confirm understanding

Be objective and constructive

— Be mindful of cultural sensitivities
3. Active listening & effective feedback

» Unit 3: Effective Planning and Organizing

. Introduction to planning and organizing

. The supervisor's role in planning and organizing

. Steps to set SMART objectives and write an action plan
. Time management for supervisors

. Delegation skills
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. Organizing responsibilities and resources

» Unit 4: Handling Problems and Taking Decisions

1. Basics of problem solving

2. Causes vs symptoms

3. Identifying roots causes (why-why, fishbone, ...)

4. Generating creative solutions (brainstorming and reverse
thinking)

5. Evaluating alternative decisions and choosing logical,
practical solutions (force-field analysis)

6. Involving others and gaining support

» Unit 5: Leading Self and Others
1. Self-Assessment and Development
* Tools for self-assessment
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— SWOT Analysis
— Personal reflection journals
* Self-development tips

2. Team building and interpersonal support

* The dynamics of building a strong team

* Fostering collaboration and trust

* Encouraging open communication and feedback
* Celebrating team successes

3. Motivation basics

* Principles of effective motivation
* Diagnosing low motivation situations

4. Conflict management

* Constructive vs futile conflict
* Promoting cooperation
* Steps for resolving conflict

» Unit 6: Coaching and Performance Management

1.

Coaching

* Coaching defined

* Characteristics of the effective coach

* Using the GROW Model for impactful coaching

— (Goal, Reality, Options, Will)

. Handling low performance

* |dentify the root cause
* Provide constructive feedback
* Develop a Performance Improvement Plan (PIP)

. Performance review and appraisal

* Designing appraisal process

* Setting measurable objectives

* Promoting self-assessment

* Supplying constructive feedback

* Using performance reviews for guiding career
development

reinforcing

* Recognizing achievements and

positive behaviors

Target Competencies

* Planning

% Qrganizing

* Communication

*  Supervision

* Team building

* Conflict management
* Performance appraisal
* Coaching
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Course Methodology 6)j9aJl dragio

This training course will be carried out through the use of best  1q slwlaoll Jral plaaiwl JU5 (o awjaill 692l oie 2uaii ol
practices and the right combination of engaging and purposeful Jio alelaillg aoolgl lgadl o cuulioll sl Jils

tools such as:

. . adlell als adnollg auwlpdl adlall =
% Practical, relevant case studies o ‘
* Group activities and workshops aseloo abuuilg Joallyujg *

* Related role plays adloll ld Jlgsll Juini =
* Experiential learning gwpill oleill *
* Brainstorming ol canall *

* Stimulating mental activities BiaA0 Al Ahuil *
dulelaj auclos oliyluo +
6j9noll ablanllg aiyail plall *

* Engaging team competitions
* Suitable training Videos

* Presentations

* Self-assessments gl pioll =

* Learning with Simulations and Games Al opai =
Ulalllig dlslaall JUs (o aloill *
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Duration 6)gall 620
5 Days oli s
16-20/2/2025 6-10/7/2025 2025/7/10-6 2025/2/20-16
Dubai - English Cairo - English Crjlail - dyolall NTIEY e
12-16/10/2025 2025/10/16-12
Riyadh - Arabic e - ol

Fees ooyl

8800 SR rdgow JUy 8800
Fees do not include value added tax aolan Angall dud 15 1 pquyll

A/

E_
Remarks albollo
Daily snacks & refreshments + lunch meal Loq) elat ang + ablpiwdl T aaias ailing
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