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Take the Lead

Customized Training

2013-2014 Leadership Series



results

A successful business owner, corporate 
trainer and former military officer, Steven 
Welland’s unique experiences have provided a 
strong resource for clients across the nation 
including Ameren, ADM, Carle Foundation 
Hospital, Caterpillar, ViscoFan USA, Health 
Alliance, Kraft Foods, ThyssenKrupp, State 

Farm and1st Farm Credit Services.

Steven is a Trainer Select member for VisionPoint and a Certified 
Master Trainer for AchieveGlobal, specializing in Leadership, 
Communication Skills, Customer Service, Personal Finance and 
Team Development. 

As owner and senior consultant for Strategic Development Institute, 
Steven also offers customized experiential training initiatives, skills 
assessments, workforce development and continuous process 
improvement consultation. He is consistently rated “excellent” 
by participants who are inspired to maximize productivity, 
performance, profitability and opportunity. 

Steven Welland 
About the InstructorTake the Lead

at Heartland Community College

Inspiring Leadership for Future Generations
There’s a significant difference between being a boss with authority 
and being a leader who inspires others to follow. And transforming 
yourself into a trusted leader takes a lot more than charisma or 
seniority. It requires know-how. Those nuts and bolts skills are 
exactly what you will learn through Heartland Community College’s 
Leadership Series.

From coaching and conflict resolution to time management and 
delegating for success, the Leadership Series courses provide the 
tools and understandings you need to elevate your management 
skills to the next level. The 12 courses in the program are offered 
at various times between September and May. Check out the full 
course descriptions inside this flier and start building your personal 
action plan today!

To ensure you have a solid foundation in core leadership 
competencies, you will complete four required sessions. Then you 
can focus on your personal learning priorities by selecting seven 
additional courses to complete your HCC Leadership Certificate. 
If you are interested in attending sessions but are not seeking 
certification, just sign up for individual classes. 

Enroll today and become the leader others want to follow by calling 
(309) 268-8440 or visiting www.heartland.edu/customizedtraining



in
ve

st
effective

relevant

bu
ild

capacity

inspire

Communicating for Superior Teamwork: 
Managing Your Communication Style *
BUSNNCR 5248
Today’s competitive marketplace demands that organizations do more 
with less—not an easy task. To accomplish it, organizations need to 
find ways to work smarter and faster, relying more and more on the 
knowledge and skills of teams—specifically high-performing teams. 
In this class we will explore the essence of teamwork – effective 
communication. This program employs the Classic DiSC instrument 
to provide participants with a better understanding of their own 
communication style and the impact of that style on others, while 
offering them expanded opportunities for team building practice.  

2196 Sec. A         Wednesday 9/11/13, 8AM-12PM
2197 Sec. B         Wednesday 9/11/13, 1PM-5PM
               Registration Deadline 8/28/13
              HCC ACEC Rm 2210
              $175 (includes a personal assessment) 

The Principles & Qualities of Genuine 
Leadership *
BUSNNCR 5250
More than ever, everyone in an organization needs a deep knowledge 
of leadership best practices and help in tailoring those practices to 
their own situations. Discover the five universal leadership qualities 
and six Basic Principles that help individuals become genuine leaders 
who can translate intentions into reality. Learn the critical qualities 
that contribute to personal and organizational success, and discover 
how applying the six Basic Principles can help leaders to develop and 
demonstrate the Qualities of Genuine Leadership. 

2198 Sec. A         Wednesday 10/2/13, 8AM-12PM
2199 Sec. B         Wednesday 10/2/13, 1PM-5PM
                                Registration Deadline 9/25/13
               HCC ACEC Rm 2210
               $125 (includes workbook)

Coaching: Developing Others *
BUSNNCR 5251
Individual contributors face regular challenges in performing 
their work, and a supervisor’s job is to help them work through 
these challenges. Sometimes the best help a coach can give 
is to assure employees they have the ability to make decisions 
and solve problems on their own. Join us to learn how coaching 
can benefit those being developed, the manager, and the 
overall organization. Learn how to conduct focused coaching 
conversations that result in the professional development and 
growth of your employees.

1048 Sec. A         Wednesday 1/8/14, 8AM-12PM
1049 Sec. B         Wednesday 1/8/14, 1PM-5PM
                                 Registration Deadline 12/20/13
               HCC ACEC Rm 2210
               $125 (includes workbook)             

Providing Constructive Feedback
BUSNNCR 5249
To know how well they are doing, employees need regular feedback 
from their manager. Providing constructive feedback not only helps 
solve problems, but also can work to prevent potential problems 
from growing to the point in which they have a negative impact on 
others and the organization. Learn to provide constructive feedback 
in a way that builds openness and mutual respect, and promotes 
problem solving and learning. Participants will complete a variety 
of activities that explore the key actions for providing constructive 
feedback, techniques for encouraging involvement and handling 
challenging responses, planning a feedback conversation, and 
providing constructive feedback.

2202 Sec. A         Wednesday 12/11/13, 8AM-12PM 
2203 Sec. B         Wednesday 12/11/13, 1PM-5PM 
                                 Registration Deadline 12/4/13
                HCC ACEC Rm 2210
               $125 (includes workbook)             
          

Communication Excellence: 
Managing Performance with DiSC®

BUSNNCR 5255
In Communicating for Superior Teamwork™ you gained a new 
understanding for why we act and say the things we do – after 
all it is who we are! Using the DiSC model to evaluate our team 
members can be useful, but what do we do once we know their 
preferred communication style? Using the Everything DiSC 
Management Profile we explore the differences between an 
individual’s primary communication style and their preferred 
leadership style. Delve deeper into the dynamics of teams 
and discover actionable insights into conflict resolution, team 
building, leadership and coaching. 

2204 Sec. A         Wednesday 11/13/13, 8AM-12PM
2205 Sec. B         Wednesday 11/13/13, 1PM-5PM
                                  Registration Deadline 10/30/13
                HCC ACEC Rm 2210
                               $175 (includes a personal assessment) 

Get Control! of Email & Get Organized
BUSNNCR 5256
The workplace has changed. Email has become our #1 
communication tool. Most professionals are overwhelmed by 
an avalanche of unnecessary and unclear messages. The vast 
majority of employees today struggle to quickly locate critical work 
information. The Get Control! of Email and Get Organized seminar 
was created to address these real world issues.
 
It isn’t all about technology. This program delivers a small number of 
high impact insights that correct inefficient email habits once and for 
all. Participants discover tools that help them:
 
• Reduce incoming email by 20% 
• Write crystal clear emails that get quick results
• Find stored information 25% faster
• Improved email etiquette
• Reduced email back up and liability costs
• Use powerful, time saving tech tips to simplify the 
    electronic communication process
 
A recent study revealed that 83% of our students continue to use 
Get Control! best practices one year after training. It is time for you 
to Get Control!

2200 Sec. A         Wednesday 10/23/13, 8AM–12PM
2201 Sec. B         Wednesday 10/23/13, 1PM-5PM
                                 Registration Deadline 10/9/13
             HCC ACEC Rm 2210
             $175 (includes text & materials) Contact Customized Training at (309) 268-8440  

for more information on the Leadership Series or 
for a business group discount.

* indicates a required course for certificate of completion
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Fearless Facilitation - 
How to Lead Effective Meetings
BUSNNCR 5257
Research shows that 62% of all meetings lack a clearly stated 
objective and agenda, and almost half of all professionals rate the 
quality of meetings at their organization as fair to poor. Just say “NO” 
to unproductive meetings. Turn your meeting leaders into fearless 
facilitators! Learn how to achieve desired results while managing 
relationships and processes at the same time. Participants will 
discover how to: lead effective meetings; demonstrate fundamental 
facilitation skills; make optimal use of people’s time and talents; strike 
the right balance between purpose, process, and participation; and 
exhibit the confidence and competence of a fearless facilitator.

1044 Sec. A         Wednesday 5/14/14, 8AM-12PM
1045 Sec. B         Wednesday 5/14/14, 1PM-5PM  
                                 Registration Deadline 4/30/14
              HCC ACEC Rm 2210
               $125 (includes workbook)

Resolving Conflict within Your Team

BUSNNCR 5254
Discuss handling the tricky situations that often develop among and 
between team members, and uncover the skills and tools to intervene 
directly or to support team members in addressing these situations on 
their own. Learn to resolve conflicts that hinder your team’s ability to 
produce results. Discover how to: identify behaviors that can fragment 
a team and negatively impact productivity; demonstrate key actions 
for resolving conflict within a team; successfully manage unproductive 
reactions when dealing with team issues; and support team members 
who choose to address conflict themselves.

1050 Sec. A         Wednesday 1/29/14, 8AM-12PM
1051 Sec. B         Wednesday 1/29/14, 1PM-5PM
                               Registration Deadline 1/22/14
              HCC ACEC Rm 2210
              $125 (includes workbook)

Time Mastery: Maximize Your Time *
BUSNNCR 5258
In today’s streamlined, fast-moving workplace, it is more important 
than ever to improve productivity and increase efficiency. Time 
Mastery will help you evaluate your time-management effectiveness 
and provide a detailed framework for personal action planning 
under each of the 12 critical areas: attitudes, interruptions, goals, 
meetings, priorities, written communications, analyzing, delegation, 
planning, procrastination, scheduling and team time. Join us and 
receive practical tips for improving your time-management skills 
in those areas that need work. Receive an individual report that 
includes a Skills Gap Analysis, which provides data to quickly 
determine where to focus your time management efforts for greater 
professional success. 

1052 Sec. A         Wednesday 2/19/14, 8AM-12PM 
1053 Sec. B         Wednesday 2/19/14, 1PM-5PM
                               Registration Deadline 2/5/14
              HCC ACEC Rm 2210
              $175 (includes a personal assessment)

Delegating for Shared Success
BUSNNCR 5259
No other responsibility distinguishes a supervisory role from others 
more than delegating tasks and projects. When poorly executed, 
delegation negatively impacts productivity and leaves employees 
feeling frustrated and set up for failure. On the other hand, when 
done well, delegation taps in to the full capability of others, building 
confidence and enhancing supervisor-employee relationships. 
Discover the actions required to develop the planning, interpersonal, 
and follow-up skills critical for successful delegation. 

1054 Sec. A         Wednesday 3/12/14, 8AM–12PM
1055 Sec. B         Wednesday 3/12/14, 1PM-5PM  
                               Registration Deadline 3/5/14
              HCC ACEC Rm 2210
              $125 (includes workbook)

Addressing Emotions at Work
BUSNNCR 5260
Emotions—happiness, surprise, frustration, anger—are as much a 
part of the workplace as the air we breathe. They play a role in the 
choices we make and actions we take and can motivate, inspire, and 
add positive intensity to our work. Discuss strategies for addressing 
strong emotions including individual and, when appropriate, those 
of other co-workers. Discover the impact of strong emotions in the 
workplace, how and why emotions can take control, the steps to 
address strong emotions, techniques and choices for addressing 
strong emotions and applying the Addressing Emotions at Work™ 
techniques to work situations.

1056 Sec. A          Wednesday 4/2/14, 8AM-12PM
1057 Sec. B          Wednesday 4/2/14, 1PM-5PM
                                 Registration Deadline 3/26/14

HCC ACEC Rm 2210
$125 (includes workbook)

Giving Recognition
BUSNNCR 5261
Over the long term, excellent performance and productivity are 
rewarded with improved customer loyalty and organizational 
success. But in the short term, people want to hear from others 
around them that they are doing something right. By recognizing 
and reinforcing positive behaviors, managers can encourage and 
reinvigorate individual contributors to repeat the behaviors that lead 
to positive results. Learn about the impact of recognition, barriers 
to giving recognition, key actions for giving recognition, tailoring 
recognition to the recipient, and planning and practicing recognition.

1058 Sec. A         Wednesday 4/23/14, 8AM-12PM
1059 Sec. B         Wednesday 4/23/14, 1PM-5PM
                                 Registration Deadline 4/16/14
              HCC ACEC Rm 2210
              $125 (includes workbook)

Register Today!
Call (309) 268-8440.




