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HUMAN RESOURCES MEMORANDUM NO. 07-004
TO:
Lt. Governor, Secretary, Undersecretary, Assistant Secretaries, Deputy Assistant Secretaries, Directors and Program Managers
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FROM:
Jan Ramezan

Human Resources Director

SUBJECT:
CPTP Brochures

DATE:

April 10, 2007

In August 2005, before the hurricanes, the Department of Civil Service met with a group of agency Undersecretaries.  One of the things the Undersecretaries requested was guidance and procedures for new supervisors targeting specific problem areas.  The areas identified that were of most concern were:

1) Preparing the new supervisor for supervisory duties

2) Using the Performance Planning and Review (PPR) to most effectively manage employee performance

3) Dealing with difficult people

After further discussion and review, the Department of Civil Service realized that training already exists (or was in development) to address these concerns.  Therefore, brochures were developed providing information to help the agency Training Coordinator assist employees in registering for appropriate classes.  

Each brochure, located on Channel Z (under Human Resources – Forms), contains a list of the courses available through the Comprehensive Public Training Program (CPTP) that specifically address issues such as transitioning to a supervisory role, dealing with difficult people, using communication and documentation to enhance the role of the state’s PPR system, etc.  Some of the classes listed are mandatory training requirements for supervisors and any interested supervisor is encouraged to register for the courses.  Course information may also be found directly on the CPTP website, but the brochures give supervisors information on which classes may be of specific help to them in a supervisory role.

If you have any questions or require further assistance with enrolling in CPTP classes, please contact Kristina Jackson in Human Resources.
Please Post and Circulate

JR:cm

c:  Personnel Liaisons
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