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Human Resource Management

Statewide Training & Organizational Development:   Improving the Performance of State Government
Recipient of the Delaware Quality Award of Merit
Management Development Certificate Program
APPLICATION FOR ADMISSION

	CANDIDATE Information
	Date:
	     


(Use attachments if necessary)
	Name:
	
     
	

	Position:
	     
	Employee ID #:
	     

	Email address:______     _________
Years of state supervisory experience
	  
	How many people do you supervise?
	   

	Department/Division:
	     

	Work Address:
	     

	City/State/Zip:
	     
	State Location Code:
	     

	Phone:
	     
	Fax:
	     

	Supervisor and Title:
	     

	Supervisor’s Address:
	     

	City/State/Zip:
	     
	Supervisor’s Phone:
	     


GOALS
State your goals/objectives in seeking participation in the Management Development Certificate program, and specify how this program will help you attain these goals. Also, please note how this program is linked to your performance/development plan.



     
COMPLETED COURSES 
Please list any required or elective courses and dates completed.


     
SUPERVISORY/MANAGEMENT EXPERIENCE



Please provide documentation of your supervisory/management experience.



     
LETTERS OF RECOMMENDATION
Your application must be accompanied by a letter of recommendation from your supervisor describing your potential, identifying areas where growth is desirable, and indicating how you will benefit from this program.  In addition, you must have an endorsement from your Division Director or higher level management.
Application enrollment periods: Semi-annually from January 15-February 15, and from July 15-August 15.
Applications should be submitted to the Office of Management and Budget/Human Resource Management Office, Statewide Training and Organization Development, Attention: James Terry, Haslet Armory, 122 MLK Jr. Blvd. South, Suite 134, Dover, DE 19901, SLC D430G, or via email: James.Terry@state.de.us.

PURPOSE:








The State of Delaware’s Human Resource Management, Statewide Training and Organization Development section provides a Management Development Certificate (MDC) program for State of Delaware  supervisors and managers.  The MDC Program provides a comprehensive, progressive series of developmental opportunities to develop core competencies needed to continually improve managerial performance while enhancing the state succession management plans.  


COMPETENCY BASED PROGRAM:

The MDC program builds on six core competencies necessary for developing effective supervisors, managers, and leaders.  Leadership skills are an integral part of each of the competencies.

 Personal Competencies
     Self-awareness

      Self confidence 

      Ethics and Values

      Proactive

      Flexibility

Interpersonal Competencies
     Interpersonal Communication

      Interpersonal Responsiveness

      Group/Team Dynamics 

      Influencing Others

      Developing Others

      Presentations

Critical Thinking
      Data Gathering

      Analysis

      Synthesis

      Problem Solving

Organizational Competencies
     Planning 

      Goal Setting & Implementation

      Policy/Procedure Implementation

      Innovation

      Government Infrastructure

 Customer Focus

Continuous Quality Improvement

 Technical Competencies
     Program Knowledge

      Technology Management


CURRICULUM:
     Required Courses: 

· 360 Degree Feedback

· Diversity: Food for Thought
· Ethical Conduct in Government
· Fundamentals for Leadership Series, which includes the following half-day workshops 
(unless otherwise noted):


· HR Basics 

· Know Your State Government (online)
· Workforce Planning 
· Principles of Quality

PROGRAM REQUIREMENTS:

Eligibility/Admission:



Applicants must have at least five years of experience as a supervisor or 
      
manager in state government and have a performance rating of at least “Meets Expectations.” A completed application form along with the approval of their Division Director or above is required.

Commitment:

The responsibility for learning and development rests primarily with the employee, but it is also shared with management and the organization as a whole. There are approximately 20 days of training and up to 3 days of discussion and assessment exercises.  Some courses and the 360 Degree Feedback require fees, ranging from $60 to $175.

Completion:

Applicants are expected to complete the program requirements within five years of being accepted into the program. Participants are responsible for maintaining their training records. Training taken less than five years prior to acceptance into the MDC program is eligible for evaluation and credit toward the certificate.

Assessment Process:

To successfully complete the program, participants must maintain a rating of “Meets Expectations” or above on their most recent performance review and demonstrate the competencies by:
· Completing the required and elective courses/seminars.
· Complete all required course summary assessments: sumarize and assess knowlede gained from each course, development of core competencies, ability to apply knowledge in duty section, and summary of supervisor coaching/mentoring session.
· Completing a project proposal: proposal must be agreed upon by supervisor and approved by MDC program manager. 
· Completing a project: The project may be an individual or team project that will include research, analysis, and written recommendations. 
· Submitting a written report describing the results of the project and addressing the impact of the acquired competencies on the unit, division, and department.

· Making an oral presentation: Presenting recommendations and outcomes from the completed project will serve as a capstone to this certificate process.

BENEFITS OF THE CERTIFICATE:

· Performance improvement of participants, agencies, and state government.

· Aid to succession planning.

· Significant credential for selection and promotion by OMB/HRM and other agencies. 

· Qualifier for additional career opportunities.

· Completion of the Supervisory Development Certificate and Management Development Certificate may substitute for the bachelor’s degree prerequisite for future leadership programs.

For more information, contact: James Terry at the Office of Management and Budget/Human Resource Management Office 302-672-5186 or via e-mail: james.terry@state.de.us. 
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For more information on competencies, course descriptions and schedules, please visit our website: � HYPERLINK "http://omb.hrm.delaware.gov/training" �http://omb.hrm.delaware.gov/training� 

















Basic Principles of Leadership:


	Building Trust Under Pressure


Correcting Performance Problems


Developing Others








Planning & Reviewing Performance (All Day)


Problem Solving (All Day)


Providing Constructive Feedback


Recognizing Positive Results








        


Managing Generational Differences


Project Management


Using the EAP as a Performance Improvement Resource


Work Process Improvement Tools & Techniques


  


		  








        Elective Courses: (must complete 4)


Coaching and Counseling


Conflict Resolution


DEL (DE Employment Link) and 


      Selection Interviewing (both online)


Emotional Intelligence


Facilitation Skills for Planning Meetings


Knowledge Transfer
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