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Assertiveness 
Training SEMINAR #2188

Gain more confidence, decisiveness and respect.

Learn powerful tools to help you deal with conflict at all levels
in the organization, discover techniques on how to be an
assertive communicator, acquire ways to handle receiving and
giving feedback and address business etiquette when profes -
sionalism and assertiveness are required. You’ll assess your
areas of strength and growth in this critical skill, understand
how social styles affect assertiveness behaviors and benefit by
learning steps for conflict resolution. Overall enhance your
assertiveness skills for immediate on the job use.

BENEFITS OF ATTENDING
• Gain essentials of assertiveness
• Practice assertiveness behaviors through verbal and visual

techniques
• Address assertive issues in both your personal life and 

business life
• Learn the nuances of etiquette and how it relates to

assertiveness and self-esteem
• Apply your newly learned skills to relevant, on-the-job

situations

TOPICS COVERED
• Differences in behavioral styles—passive, aggressive and assertive
• Identifying techniques for ways to improve self-esteem
• Improving communication with different social styles
• Risks and benefits in becoming assertive
• Factors that influence your level of assertiveness
• The role of social styles in assertive communication
• A five-step model for conflict resolution
• Appropriate assertiveness in common workplace situations
• Achieving a healthy balance personally and professionally

WHO SHOULD ATTEND
Business professionals who want to acquire essential 
assertiveness skills.

SCHEDULE

Jan. 18-20. . . . . . . . Arlington, VA. . . . . . . . . . 2188-EWH-00109
Feb. 6-8 . . . . . . . . . San Francisco, CA. . . . . . . 2188-EWH-00111
March 5-7 . . . . . . . . Los Angeles, CA. . . . . . . . 2188-EWH-00116
March 5-7 . . . . . . . . New York, NY . . . . . . . . . 2188-EWH-00112
April 25-27 . . . . . . . Arlington, VA. . . . . . . . . . 2188-EWH-00118
May 9-11 . . . . . . . . Chicago, IL. . . . . . . . . . . . 2188-EWH-00117

3 days/1.8 CEUs
$2,195/AMA Members $1,995
AMA Members save $200

AMA has been reviewed 
and approved as a provider of project
management training by the Project
Management Institute (PMI).

2 For additional dates and locations or to register—1-800-262-9699 www.amanet.org

ASSERTIVENESS TRAINING

Taking On Greater
Responsibility: Step-Up Skills
for Non-Managers SEMINAR #2132

Are you ready for what’s ahead?

You have always wanted to make a difference in your company.
You need the skills—understanding your business, managing
change, communicating strategically, leading, working in teams
and juggling your new assignments with current responsibilities.
This powerful seminar helps you prepare, initiate and success -
fully adapt your style to the challenges ahead.

BENEFITS OF ATTENDING
• Feel confident when asked to “step up to the plate” with new

projects outside your regular work activities
• Take your skills and potential to new heights with proven-in-

action “get-ahead” strategies
• Understand your role in today’s new workplace…and gain the

new skills and competencies required for success
• Meet the rising pressure from tight budgets and lean organizations
• Enhance your efficiency and your value to your organization

TOPICS COVERED
• Defining the master competencies for performance excellence
• Reviewing and applying relevant analytical thinking and

problem-solving skills
• Recognizing factors that impact your business
• Identifying your communication style and understanding how

to flex to others’ communication preferences
• How to juggle new assignments and current responsibilities
• Applying proactive planning and organizing skills to avoid

unnecessary chaos
• Analyzing when and how to step up to leadership within the

team environment

WHO SHOULD ATTEND
Those interested in developing the skills necessary to improve
their performance in order to grow within their organization.

SCHEDULE

Jan. 30-31. . . . . . . . Arlington, VA. . . . . . . . . . 2132-EWH-00251
Feb. 27-28. . . . . . . . San Francisco, CA. . . . . . . 2132-EWH-00252
March 1-2 . . . . . . . . New York, NY . . . . . . . . . 2132-EWH-00253
April 5-6 . . . . . . . . . San Francisco, CA. . . . . . . 2132-EWH-00269
April 19-20 . . . . . . . Chicago, IL. . . . . . . . . . . . 2132-EWH-00277
April 26-27 . . . . . . . Arlington, VA. . . . . . . . . . 2132-EWH-00270
Apr. 30-May 1. . . . . New York, NY . . . . . . . . . 2132-EWH-00271
May 14-15 . . . . . . . Philadelphia, PA . . . . . . . . 2132-EWH-00286
May 17-18 . . . . . . . Atlanta, GA . . . . . . . . . . . 2132-EWH-00281

2 days/1.2 CEUs/12 PDUs
$1,795/AMA Members $1,595
AMA Members save $200

PMP, PMBOK and the PMI R.E.P. logo are registered
trademarks of the Project Management Institute, Inc.



PRESENTATION SKILLS

3All AMA seminars are GSA approved and can be delivered onsite 1-800-262-9699 www.amanet.org

ASSERTIVENESS TRAINING

Assertiveness Training for
Managers SEMINAR #2527

Learn how to channel assertiveness skills to
interact more effectively with people through -
out your organization.

Mastering assertiveness skills can do a lot more than just help 
you win arguments. If you want to enhance your leadership
stature and persuade others to help you reach your goals,
Assertiveness Training for Managers is an important first step.

Learn how your behavior style impacts your overall performance
as a manager. You’ll take stock of your current assertiveness 
skills and learn how you can improve them for a more effective
approach. Using the behavior modeling approach toward
assertiveness training, this seminar teaches you how to employ
assertiveness skills to take control of a situation without alienating
others.

BENEFITS OF ATTENDING
• Improve communication by using assertive-responsive skills
• Acquire a more polished and powerful communication style

and let your leadership ability emerge
• Tap other people’s resources to get the job done
• Empower yourself and your staff
• Exercise greater influence on others

TOPICS COVERED
• How your perceptions determine your reactions
• Operating consciously vs. unconsciously
• Guidelines for achieving your objectives through assertive

responsive behavior
• Developing your own self-improvement plan
• Using assertive-responsive techniques to identify what you

want—and then go after it

WHO SHOULD ATTEND
Experienced managers and seasoned professionals with four or
more years of experience who want to build their strengths,
resolve conflicts smoothly and exercise greater influence over
others.

SCHEDULE

Feb. 22-24. . . . . . . . San Francisco, CA. . . . . . . 2527-EWH-00830
March 28-30 . . . . . . New York, NY . . . . . . . . . 2527-EWH-00837
April 2-4 . . . . . . . . . Chicago, IL. . . . . . . . . . . . 2527-EWH-00833
May 7-9 . . . . . . . . . Atlanta, GA . . . . . . . . . . . 2527-EWH-00838

3 days/1.8 CEUs
$2,345/AMA Members $2,095
AMA Members save $250

Assertiveness Training 
for Women in Business 
SEMINAR #2528

Strengthen your leadership ability and image. 

By knowing how to handle yourself in just about any situation
that comes up—without seeming either shy or pushy—you’ll
get things done and command respect.

BENEFITS OF ATTENDING
• Deal with conflicts confronting women in business
• Recognize your own strengths and weaknesses
• Practice assertive behaviors
• Assess your stress level and adopt techniques to help manage it
• Develop an assertive delegation strategy

TOPICS COVERED
• Conflicting roles and reducing role conflict
• The basic response styles of nonassertion, assertion and aggression
• Understanding the differences between verbal, nonverbal

“mantalk” and “womanspeak”
• The effect of gender on negotiation practices and experiences
• Anger buttons and how to deal with them
• Techniques for preventing and coping with stress

WHO SHOULD ATTEND
Female professionals who want to build their strengths and
improve their communication.

SCHEDULE

Jan. 11-13. . . . . . . . Chicago, IL. . . . . . . . . . . . 2528-EWH-00798
Jan. 23-25. . . . . . . . New York, NY . . . . . . . . . 2528-EWH-00788
Feb. 13-15. . . . . . . . Hartford, CT. . . . . . . . . . . 2528-EWH-00801
Feb. 13-15. . . . . . . . San Francisco, CA. . . . . . . 2528-EWH-00789
Feb. 27-29. . . . . . . . Arlington, VA. . . . . . . . . . 2528-EWH-00790
March 5-7 . . . . . . . . Atlanta, GA . . . . . . . . . . . 2528-EWH-00791
March 14-16 . . . . . . Dallas, TX. . . . . . . . . . . . . 2528-EWH-00800
March 19-21 . . . . . . New York, NY . . . . . . . . . 2528-EWH-00792
April 11-13 . . . . . . . Arlington, VA. . . . . . . . . . 2528-EWH-00804
April 18-20 . . . . . . . Chicago, IL. . . . . . . . . . . . 2528-EWH-00805

For a complete list of dates and locations, visit www.amanet.org

3 days/1.8 CEUs/18 PDUs
$2,345/AMA Members $2,095
AMA Members save $250

Also available as a
Live Online Seminar 

LIVE ONLINE SCHEDULE

1.2 CEUs
$2,345/AMA Members $2,095

Wednesday 2-5 pm ET • 4 Lessons

March 7-28, 2012 . . . . . . . . . 2528-EWH-00794

AMA has been reviewed and
approved as a provider of
project management training 
by the Project Management
Institute (PMI).
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BUSINESS ENHANCEMENT SKILLS

AMA has been reviewed and
approved as a provider of project
management training by the Project
Management Institute (PMI).

Take control, prioritize and get out from under

Do you…
• Find yourself overloaded with work?
• Feel so stretched to the limit you can’t set priorities?
• Exhaust yourself daily without accomplishing your goals?

Feeling overwhelmed? If you’re doing more and enjoying it less, it’s time to make
real choices about how and when to spend your time. This seminar enables you to 
find a way to dig out, get back on track and balance work-life issues.

You’ll discover how to schedule daily work…build and manage work relation ships
along the way as you better handle interruptions, learn to say no and negotiate
with colleagues and bosses. You’ll set goals, create a strategic plan and grade your -
self in 12 key areas of time management. Plus, put your work into five windows to
help you organize, prioritize and get your life back.

BENEFITS OF ATTENDING
• Set SMART goals for yourself
• Create priorities and establish realistic

boundaries
• Improve concentration and efficiency
• Identify and deal with time wasters
• Break indecision and procrastination habits
• Use technology efficiently to help manage

time
• Reverse burnout and refresh
• Leave with an action plan you can apply

immediately back at work

TOPICS COVERED
Time Management. Self-Management
• Shifting focus from managing time to

managing self
• Identifying personal time wasters
• Creating personal Time Mastery Plan

Planning for Success
• Using a robust planning process
• Defining goals; establishing important

and valid priorities
• Creating a realistic and productive

schedule

Concentration, Focus and Organization
• Creating productive and efficient

routines to support core goals
• Organizing and managing work

environment
• Identifying ways to deal with self-

distractions and interruptions

Managing Technology
• Increasing productivity by using

technology efficiently
• Selecting the right form of

communication
• Identifying ways to manage email

Creating Boundaries and Balance
• Prioritizing and choosing activities to

balance life and work
• Creating personal “no” script

WHO SHOULD ATTEND
Business professionals who want greater 
control of their time, management style 
and life.

FACULTY SPOTLIGHT*

Pauline Larkin works with
clients in the areas of leader-
ship development, perform-
ance management,
organizational culture and
communication skills. BAE
Systems Aerostructures, Miller
Samuel, Office of the Public
Guardian, Moredun Scientific
and the University of
Edinburgh have numbered
among her many clients. Her coaching and other
professional certifications include Alpha Leadership
Coaching and NLP and MBTI certifications.

*This seminar is also taught by other management
experts.

Time Management
SEMINAR #2233

BEST
SELLER

�

�

SCHEDULE

Jan. 9-10. . . . . . Chicago, IL . . . . . . . . 2233-EWH-01384
Jan. 12-13. . . . . Arlington, VA . . . . . . 2233-EWH-01386
Jan. 19-20. . . . . New York, NY. . . . . . 2233-EWH-01385
Feb. 13-14 . . . . Atlanta, GA . . . . . . . 2233-EWH-01395
Feb. 13-14 . . . . Melville, NY . . . . . . . 2233-EWH-01402
Feb. 13-14 . . . . New York, NY. . . . . . 2233-EWH-01388
Feb. 16-17 . . . . Arlington, VA . . . . . . 2233-EWH-01390
March 1-2. . . . . Chicago, IL . . . . . . . . 2233-EWH-01392
March 5-6. . . . . New York, NY. . . . . . 2233-EWH-01393
March 8-9. . . . . San Francisco, CA . . . 2233-EWH-01394
March 19-20. . . Philadelphia, PA . . . . 2233-EWH-01413
March 22-23. . . Indianapolis, IN . . . . . 2233-EWH-01414
March 22-23. . . Kansas City, KS . . . . . 2233-EWH-01381
April 2-3 . . . . . . Boston, MA . . . . . . . 2233-EWH-01415
April 5-6 . . . . . . Arlington, VA . . . . . . 2233-EWH-01420
April 9-10 . . . . . Atlanta, GA . . . . . . . 2233-EWH-01417
April 9-10 . . . . . New York, NY. . . . . . 2233-EWH-01418
April 16-17 . . . . Chicago, IL . . . . . . . . 2233-EWH-01419
April 26-27 . . . . Houston, TX . . . . . . . 2233-EWH-01421
Apr. 30-May 1 . New York, NY. . . . . . 2233-EWH-01422
Apr. 30-May 1 . San Francisco, CA . . . 2233-EWH-01423
May 14-15 . . . . Atlanta, GA . . . . . . . 2233-EWH-01425
May 17-18 . . . . Arlington, VA . . . . . . 2233-EWH-01457
May 21-22 . . . . Chicago, IL . . . . . . . . 2233-EWH-01427

2 days/1.2 CEUs/12 PDUs
$1,995/AMA Members $1,795
AMA Members save $200

Also available as a
Live Online Seminar 

LIVE ONLINE SCHEDULE

1.2 CEUs/12 PDUs
$1,995/AMA Members $1,795

Monday 2-5 pm ET • 4 Lessons

Jan. 23-Feb. 13, 2012 . . . . . . 2233-EWH-01397

March 5-26, 2012 . . . . . . . . . 2233-EWH-01398

Apr. 30-May 21, 2012 . . . . . 2233-EWH-01452

PMP, PMBOK and the PMI R.E.P. logo are registered
trademarks of the Project Management Institute, Inc.
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BUSINESS ENHANCEMENT SKILLS

Learn fast, easy-to-use tools and techniques to manage
unproductive confusion and disorder and transform chaos 
into controllable challenges.

This seminar equips you with the most effective tools to plan your day and adjust to
shifting priorities and demands—with less stress and greater clarity. You will practice
assertive communication, giving you greater ease when handling interruptions and
objections.

BENEFITS OF ATTENDING
• Reduce, clarify and eliminate chaos within

your control
• Identify, analyze and determine priority of

your workday
• Use a daily action plan to allocate time

and energy
• Remain focused and act more decisively

when priorities shift
• Become more assertive and strategic in

your communication
• Manage interruptions and conflicts with

greater ease
• Utilize the right tools to balance and

manage tough choices

TOPICS COVERED
Defining Chaos Within Your Control
• Identifying sources of workplace chaos
• Understanding organizational challenges

on managers and employees
• Assessing the impact your decisions have

on key stakeholders

Thinking and Decision Making
• Identifying real/root cause of a problem

or issue
• How to generate multiple, creative ideas

quickly
• Organizing ideas in order to firmly grasp

critical components of a problem
• Applying one identification tool for

analysis

Tools: Fishbone, mind maps, affinity
diagrams

Priority Planning
• SWOT analysis: determining priorities
• GAP analysis: assessing the current

situation vs. the desired outcome
• Risk analysis: evaluating impact and

related risks
• Priority matrix: using importance and

urgency model to determine and
validate priorities

Planning Daily Work
• Daily action plan: allocating time and

energy for the most important priorities
• Time estimate: accurately estimating 

how long it takes to complete your
critical tasks

• Interruption log: identifying “necessary” 
vs. “unnecessary” interruptions

Assertive Communication
• Understanding assertive vs. strategic

communication under pressure
• Learning to respond assertively and

strategically when managing shifting
priorities, interruptions and conflict

• Employing assertive responses no matter
how manipulated or provoked you feel

Action Plan: Identifying and applying one
or two tools most applicable to managing 
your workplace chaos

WHO SHOULD ATTEND
Anyone facing shifting priorities, expanding
workloads, tight deadlines, organizational
restructuring, multiple projects and increased
uncertainity.

SCHEDULE

Jan. 23-24. . . . . Arlington, VA . . . . . . 2261-EWH-00244
Jan. 30-31. . . . . San Francisco, CA . . . 2261-EWH-00245
Feb. 6-7 . . . . . . New York, NY. . . . . . 2261-EWH-00246
Feb. 23-24 . . . . Arlington, VA . . . . . . 2261-EWH-00266
Feb. 27-28 . . . . Chicago, IL . . . . . . . . 2261-EWH-00247
March 15-16. . . New York, NY. . . . . . 2261-EWH-00248
March 22-23. . . Atlanta, GA . . . . . . . 2261-EWH-00258
March 26-27. . . Arlington, VA . . . . . . 2261-EWH-00249
April 2-3 . . . . . . New York, NY. . . . . . 2261-EWH-00268
April 2-3 . . . . . . San Francisco, CA . . . 2261-EWH-00269
April 12-13 . . . . Arlington, VA . . . . . . 2261-EWH-00270
April 23-24 . . . . Chicago, IL . . . . . . . . 2261-EWH-00271
May 3-4 . . . . . . Arlington, VA . . . . . . 2261-EWH-00272
May 7-8 . . . . . . New York, NY. . . . . . 2261-EWH-00273
May 14-15 . . . . Dallas, TX . . . . . . . . . 2261-EWH-00274

2 days/1.2 CEUs/12 PDUs
$1,995/AMA Members $1,795
AMA Members save $200

Managing Chaos
Tools to Set Priorities and Make Decisions Under Pressure
SEMINAR #2261

FACULTY SPOTLIGHT*

Mary Camuto develops 
programs in career manage-
ment and leadership develop-
ment for telecommunications,
finance, nonprofit, energy,
legal and government organi-
zations. Clients have included
Pepco Power Delivery, PHI,
AACC, CTCNet, Technical
Council of Maryland and
Intelsat, among others. She is
also certified in Myers Briggs®, Service Excellence,
Lominger Leadership Development tools and has
completed individual course work with the Harvard
Negotiation Project.

*This seminar is also taught by other management
experts.

AMA has been reviewed and
approved as a provider of
project management training 
by the Project Management
Institute (PMI).

LIVE ONLINE SCHEDULE

1.2 CEUs/12 PDUs
$1,995/AMA Members $1,795

Thursday 2-5 pm ET • 4 Lessons

March 1-22, 2012 . . . . . . . . . 2261-EWH-00251

Also available as a
Live Online Seminar 

PMP, PMBOK and the PMI R.E.P. logo are registered
trademarks of the Project Management Institute, Inc.



6 For additional dates and locations or to register—1-800-262-9699 www.amanet.org

BUSINESS ENHANCEMENT SKILLS

Developing Your
Collaborative Skills SEMINAR #2185

Learn to collaborate more effectively with 
co-workers to enhance performance and career
success.

Collaborative skills are as important for individual team members
as they are for managers. Applied successfully, they can promote
more successful problem solving, idea generation and product
improvement within your own team, cross-functionally and with
global team members. They are especially helpful for individuals
trying to adapt to new teams and additional responsibilities
brought about by restructuring, downsizing and other organi -
zational changes. Through hands-on experience, this seminar will
help you master the language and techniques of collaboration
and can also lead to more visibility and recognition for increased
career success.

BENEFITS OF ATTENDING
• Reduce conflict and solve problems in a cooperative

environment
• Understand how to stimulate creativity and innovation
• Create high-trust relationships with colleagues and customers
• Build and grow a stronger informal network
• Use technology to enhance your collaborative efforts
• Represent your group and negotiate with greater success

TOPICS COVERED
• Knowing the language of collaboration
• Building a diversified network and collaborating with team

members both in person and virtually
• Using specific tools to increase idea generation
• Converting conflict into collaboration
• Enhancing discussions, acquiring information and networking

through social media

WHO SHOULD ATTEND
Individual contributors who need to expand their collaborative
skills to enhance their performance, support team output and
effectiveness, and expand their opportunities for career success.

Supervisors and managers who are seeking to improve
their collaborative skills to create a more effective team
should take Collaborative Leadership Skills for Managers,
seminar #2186, page 24.

SCHEDULE

Feb. 2-3 . . . . . . . . . San Francisco, CA. . . . . . . 2185-EWH-00004
March 19-20 . . . . . . Atlanta, GA . . . . . . . . . . . 2185-EWH-00005
April 26-27 . . . . . . . New York, NY . . . . . . . . . 2185-EWH-00006
May 10-11 . . . . . . . Chicago, IL. . . . . . . . . . . . 2185-EWH-00007

2 days/1.2 CEUs
$2,095/AMA Members $1,895
AMA Members save $200

NEW!

SCHEDULES
TK

Developing Your Emotional
Intelligence SEMINAR #2144

Enhance your self-awareness and make emotions 
work for you to build more productive relationships—
professionally and personally.

Understanding and improving the connection between emotions
and actions is crucial to business and personal success. Without
such insights, even seemingly successful relationships may be
courting disaster. Emotional intelligence (EI) is a very hot topic in
today’s workplace. Now you can actually develop and enhance
the skills that will positively impact your work-—and in doing so,
tap into a whole new level of achievement in your career.

BENEFITS OF ATTENDING
• Assess your own EI abilities
• Learn strategies to help you manage counterproductive tendencies
• Improve your sensitivity to corporate cultures and respond

appropriately to workplace social cues
• Identify and apply the four key emotional skills to a broad

variety of workplace situations
• Develop and use the “EI Blueprint” to manage difficult

professional challenges and enhance interactions
• Create an action plan for continued EI self-development

TOPICS COVERED
• Characteristics of the emotionally intelligent person
• Four key emotional skills: identifying, understanding, leveraging

and managing emotions
• Connecting emotional expressions and underlying messages 

to read people more accurately
• Leveraging emotions to help you think
• Emotional tasks: enhancing your skills
• Developing a complex emotional vocabulary to describe

emotions with clarity
• Managing emotions effectively
• Developing your personal “blueprint” model using the four 

key emotional skills to tackle workplace challenges

WHO SHOULD ATTEND
All business professionals who want to maximize performance 
by developing their interpersonal skills in order to increase self-
understanding and emotion management.

SCHEDULE

Jan. 30-31. . . . . . . . San Francisco, CA. . . . . . . 2144-EWH-00090
Feb. 23-24. . . . . . . . New York, NY . . . . . . . . . 2144-EWH-00092
March 29-30 . . . . . . Arlington, VA. . . . . . . . . . 2144-EWH-00105
April 19-20 . . . . . . . New York, NY . . . . . . . . . 2144-EWH-00106
April 26-27 . . . . . . . Chicago, IL. . . . . . . . . . . . 2144-EWH-00111
May 3-4 . . . . . . . . . Atlanta, GA . . . . . . . . . . . 2144-EWH-00108
May 17-18 . . . . . . . Boston, MA . . . . . . . . . . . 2144-EWH-00109
May 21-22 . . . . . . . Arlington, VA. . . . . . . . . . 2144-EWH-00112

2 days/1.2 CEUs
$2,345/AMA Members $2,095
AMA Members save $250
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BUSINESS ENHANCEMENT SKILLS

Develop a new outlook and create dramatic change.

Problems caused by ineffectiveness cannot be solved with the same ineffective
thinking that created them. For more than 15 years, The 7 Habits of Highly
Effective People® has provided the ultimate in productivity training for thousands
of people and organizations worldwide. Learn the power of effectiveness and
feel more satisfied with what you accomplish each day. Know where you’re
going and discover the secrets to success and fulfillment within you. 
Surveys* of thousands of people across the United States disclosed that while
many people work hard, they are worried about their lack of effectiveness.

• Only 14% are accomplishing as much as they believe they could
• Only 17% prepare a plan for the day
• Rewards of working are low—only 50% feel satisfied and fulfilled with their work

Turn ineffectiveness to effectiveness with The 7 Habits®

*Results of xQ Surveys conducted by Harris Interactive

BENEFITS OF ATTENDING
• Develop a clear definition of the results

you want and live each day with a
greater sense of meaning and purpose

• Focus on your top priorities, achieve
balance and increase organizational
productivity through a weekly and daily
planning process

• End self-defeating behavior and gain the
necessary security you need to change

• Develop strong relationships based on
mutual trust

• Be prepared to deal with difficult
circumstances before they happen

TOPICS COVERED
Habit 1: Be Proactive—Recognize how
choices based on personal experience or
beliefs can profoundly impact your effective-
ness, both positively and negatively

Habit 2: Begin with the End in Mind—
Develop a clear definition of what is and is
not important to you by creating the most
important roadmap you’ll ever have—your
Personal Mission Statement

Habit 3: Put First Things First—Increase the
balance and fulfillment of your professional
and personal lives by investing a few minutes
each day in the same planning process used 
by many of the world’s most successful people

Habit 4: Think Win-Win—Build a team that
finds faster and better solutions through clear
expectations, shared responsibilities and an
understanding of priorities

Habit 5: Seek First to Understand, Then
Be Understood—Develop the skills of
effective communication that lead to greater
influence and faster problem solving

Habit 6: Synergize—Value and celebrate
differences and understand how they con-
tribute to more innovative and intelligent
solutions

Habit 7: Sharpen the Saw—Maintain and
increase your newfound effectiveness by
continually renewing yourself mentally and
physically

WHO SHOULD ATTEND
Anyone who manages multiple projects,
faces expanding workloads, tight time lines
and increased uncertainty.

Pre-work required:
The 7 Habits Benchmark—A questionnaire
to help you consider your own effectiveness
and give you the opportunity to see the
viewpoints of others. This 78-question
assessment gathers feedback from your
manager, direct reports and peers who
work closely enough with you to accurately
assess your individual effectiveness.

Attendees will receive:
• The 7 Habits of Highly Effective

People®—This bestselling book provides
the basis for the concepts taught in this
seminar.

• The 7 Habits Benchmark Report—A
person alized report based on your pre-
work assessment.

The 7 Habits of Highly Effective People®

3-Day Signature Program SEMINAR #2601

By FranklinCovey—now available through AMA.
The 7 Habits of Highly Effective People® courses are based on the teachings of Dr. Stephen R. Covey.

SCHEDULE

Jan. 9-11. . . . . . Arlington, VA . . . . . . 2601-EWH-00309
Jan. 18-20. . . . . Chicago, IL . . . . . . . . 2601-EWH-00313
Jan. 18-20. . . . . Houston, TX . . . . . . . 2601-EWH-00310
Jan. 18-20. . . . . Minneapolis, MN . . . 2601-EWH-00314
Jan. 18-20. . . . . New York, NY. . . . . . 2601-EWH-00312
Jan. 18-20. . . . . Newport Beach, CA . 2601-EWH-00406
Jan. 18-20. . . . . San Francisco, CA . . . 2601-EWH-00315
Jan. 30-Feb. 1 . . Dallas, TX . . . . . . . . . 2601-EWH-00317
Feb. 6-8 . . . . . . Anaheim, CA . . . . . . 2601-EWH-00319
Feb. 8-10 . . . . . Arlington, VA . . . . . . 2601-EWH-00321
Feb. 15-17 . . . . Durham, NC . . . . . . . 2601-EWH-00323
Feb. 15-17 . . . . Hartford, CT . . . . . . . 2601-EWH-00316
Feb. 15-17 . . . . New York, NY. . . . . . 2601-EWH-00324
Feb. 22-24 . . . . Chicago, IL . . . . . . . . 2601-EWH-00325
Feb. 22-24 . . . . San Francisco, CA . . . 2601-EWH-00326
Feb. 27-29 . . . . Morristown, NJ . . . . . 2601-EWH-00342
Feb. 29-Mar. 2 . Boston, MA . . . . . . . 2601-EWH-00327
Feb. 29-Mar. 2 . Denver, CO. . . . . . . . 2601-EWH-00328
March 5-7. . . . . Arlington, VA . . . . . . 2601-EWH-00329
March 7-9. . . . . Atlanta, GA . . . . . . . 2601-EWH-00322
March 12-14. . . New York, NY. . . . . . 2601-EWH-00330
March 19-21. . . Chicago, IL . . . . . . . . 2601-EWH-00331
March 21-23. . . Richmond, VA. . . . . . 2601-EWH-00311
March 21-23. . . San Francisco, CA . . . 2601-EWH-00333
March 26-28. . . Houston, TX . . . . . . . 2601-EWH-00334
March 26-28. . . Las Vegas, NV. . . . . . 2601-EWH-00339
April 2-4 . . . . . . Dallas, TX . . . . . . . . . 2601-EWH-00344
April 2-4 . . . . . . Seattle, WA . . . . . . . 2601-EWH-00345
April 9-11 . . . . . Chicago, IL . . . . . . . . 2601-EWH-00346
April 11-13 . . . . New York, NY. . . . . . 2601-EWH-00349
April 11-13 . . . . San Diego, CA . . . . . 2601-EWH-00350
April 16-18 . . . . Fort Lauderdale, FL . . 2601-EWH-00407
April 18-20 . . . . Arlington, VA . . . . . . 2601-EWH-00351
April 23-25 . . . . San Francisco, CA . . . 2601-EWH-00353
April 25-27 . . . . Princeton, NJ. . . . . . . 2601-EWH-00408
Apr. 30-May 2 . Arlington, VA . . . . . . 2601-EWH-00355
Apr. 30-May 2 . New Orleans, LA. . . . 2601-EWH-00410
May 2-4 . . . . . . Denver, CO. . . . . . . . 2601-EWH-00357
May 2-4 . . . . . . Pittsburgh, PA. . . . . . 2601-EWH-00356
May 7-9 . . . . . . San Jose, CA. . . . . . . 2601-EWH-00409
May 14-16 . . . . New York, NY. . . . . . 2601-EWH-00360
May 14-16 . . . . San Francisco, CA . . . 2601-EWH-00361
May 16-18 . . . . Houston, TX . . . . . . . 2601-EWH-00411
May 21-23 . . . . Atlanta, GA . . . . . . . 2601-EWH-00352

3 days/1.8 CEUs/18 PDUs
$2,195/AMA Members $1,995
AMA Members save $200

AMA has been reviewed and
approved as a provider of
project management training 
by the Project Management
Institute (PMI).

• The 7 Habits FranklinCovey Planning
System 

• Participant Guidebook—A manual filled
with examples and exercises.

BEST
SELLER

�

�



Doing It All: How to Stay
Focused and Engaged SEMINAR #2118

Develop self-direction skills to maximize your
productivity regardless of distractions.

For many of us, our “new normal” job means that we’ve
inherited work from others, are multitasking 24/7 and may have
responsibilities for which we have little training and interest. In
addition, we’re expected to produce positive results with fewer
resources. Given these circumstances, it’s not surprising that
maintaining focus and staying engaged can be a major hurdle.

With so many simultaneous demands on your time, sustaining
focused energy is no longer an option. It’s a “must-have” skill for
doing your job well and keeping your position viable. This
seminar will use your results on an executive skills survey as the
starting point to help you assess your “hardwired” ability to stay
focused on a situation or task in spite of distractions, fatigue or
boredom. You’ll then learn and apply practical tools and
techniques that can help you make the best of your innate
strengths, mitigate your challenges, stay focused and spend more
time and energy on what you like doing best—while still getting
all your other work done.

BENEFITS OF ATTENDING
• Learn the science behind hardwired skills and their link to job

performance
• Understand why you experience attention and focus challenges
• Implement behaviors to help you stay energized and engaged
• Identify the three most important factors for getting instant

clarity and focus
• Set up your environment to work for you, not against you
• Implement techniques for eliminating your worst interruptions

TOPICS COVERED
• Assessing your hardwired strengths and weaknesses
• Identifying the “resistance” in your systems that throw you out

of focus
• Using anticipation tools to cut distractions
• Minimizing negative energy that saps your strength
• Utilizing “snap back” tools to immediately regain focus
• Slowing down so you can speed through your day’s work
• Utilizing the right sensory tools for you: auditory, visual or

tactile

WHO SHOULD ATTEND
Anyone who is expected to deliver maximum productivity and
results at work despite interruptions, an excessive workload and
other obstacles.

SCHEDULE

March 8-9 . . . . . . . . New York, NY . . . . . . . . . 2118-EWH-00001
April 9-10 . . . . . . . . Chicago, IL. . . . . . . . . . . . 2118-EWH-00002
May 7-8 . . . . . . . . . San Francisco, CA. . . . . . . 2118-EWH-00003

2 days/1.2 CEUs
$2,095/AMA Members $1,895
AMA Members save $200

NEW!
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BUSINESS ENHANCEMENT SKILLS

TERMS AND CONDITIONS: Annual Pass purchasers may choose an unlimited number of AMA Classroom
and 3 Live Online Seminars with a member price of $2,395 or less and nonmember price of $2,645 or less.
Premium Annual Pass purchasers may choose an unlimited number of AMA Classroom and 3 Live Online
Seminars without price restrictions. Both passes are for one individual to attend AMA seminars for the twelve-
month period that begins on the start date of the first seminar for which the pass is used. All seminar
attendance must occur within this twelve-month time frame. Payment must be received prior to attending the
first seminar. If left entirely unused, the passes will expire twelve months from the purchase date. Fees are
nonrefundable, regardless of attendance. The passes may only be used by the designated person and may
not be sold, transferred, or assigned in any manner. There are no other rights granted. Photo identification
will be required when attending a seminar. This is a call-in offer only. 

Are you proactive and want to tap into your 
full potential? AMA’s Annual Pass is the perfect
solution—giving you the freedom to take as many
seminars as you’d like for one full year—at one 
low price. 

Although your situation may be unique, our breadth
of offerings allows us to customize a curriculum to
meet your specific needs.

Your ticket to unlimited training…
and unlimited possibilities.

OneYear. OnePrice.

AMA’s
ANNUAL PASS

• Annual Pass
One full year of unlimited access
to most AMA Classroom Seminars and 3 Live Online
Seminars for $3,995!
Call 1-800-262-9699 for more information. 
Some restrictions apply, see below for details. 

• Premium Annual Pass
One full year of unlimited access to ALL AMA
Classroom Seminars and 3 Live Online Seminars 
for $4,995!
Call 1-800-262-9699 for more information. 
Some restrictions apply, see below for details. 

Call 1-800-262-9699 to speak to an AMA Representative

For One Individual
Unlimited

Training for
One Year!

NEW!
3 Live Online Seminars included
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PRESENTATION SKILLS BUSINESS ENHANCEMENT

Get grounded in the essential elements of business in just 
one week.

This accelerated presentation surveys the core curriculum covered in most university-
level graduate business programs. Taught by a team of expert faculty specializing in
accounting, finance, strategy, marketing and management, you will gain a strong
overall business foundation. You’ll discover how various components of a business
must be linked, aligned and integrated into a successful business system so you can
achieve short- and long-term objectives.
While this seminar is no substitute for a two-year MBA degree, it will equip you
with the ability to identify the most effective business tools and strategies to help
you—and your company—keep and hone your competitive edge.

BENEFITS OF ATTENDING
• Recognize how all components of a

business fit together
• Interpret financial statements and

accurately assess the financial health of a
business

• Understand the economy and its impact
on your business

• Develop a business strategy that can
sustain your competitive position

• Speak the language of business and
communicate effectively to any audience
level in any situation

• Develop a winning team and organization
• Establish a network of business contacts

TOPICS COVERED
Business Accounting
• Understanding basic accounting concepts

and their relevance to the workplace
• Knowing the financial performance

measures they affect and how to improve
them

Business Finance and Economics
• Exploring the financing alternatives

available to businesses
• Evaluating capital projects to determine if

they are practical and desirable from a
financial perspective

Business and Corporate Strategy 
• Understanding basic concepts and the

importance of developing a competitive
strategy

• Successfully deploying and communi-
cating your strategy within your company

Business Marketing
• Learning the role of marketing and the

marketing perspective
• Discovering the 5 Ps of marketing:

positioning, product, pricing, placement
and promotion, and their importance to
business success

Management, Leadership and
Organization
• Understanding the principal roles of a

manager and the basic functions of
management

• Analyzing and understanding leadership
styles for use in day-to-day applications

• Applying different approaches to
motivation for back-on-the-job
situations

• Taking steps to institute more durable
organizational changes

WHO SHOULD ATTEND
Anyone interested in obtaining an effective,
broad-based overview of the functional areas
addressed in university-level MBA programs.
Note: This workshop does not award a degree.

FACULTY SPOTLIGHT*

Dr. Simon W. (Skip)
Ulmer specializes in 
marketing, strategic busi-
ness planning, new product
develop ment and commer-
cialization and leadership.
Dr. Ulmer has a doctorate
in chemistry from Cornell
University and has lectured
at the University of
Delaware and Denver
University and has published several articles on
business and leadership.

*This seminar is also taught by other management
experts.

AMA’s 5-Day “MBA” Workshop
SEMINAR #2561

SCHEDULE

Jan. 9-13. . . . . . New York, NY. . . . . . 2561-EWH-00445
Jan. 23-27. . . . . San Francisco, CA . . . 2561-EWH-00446
Feb. 6-10 . . . . . Chicago, IL . . . . . . . . 2561-EWH-00448
Feb. 6-10 . . . . . New York, NY. . . . . . 2561-EWH-00447
Feb. 13-17 . . . . San Diego, CA . . . . . 2561-EWH-00449
March 5-9. . . . . San Francisco, CA . . . 2561-EWH-00451
March 12-16. . . Arlington, VA . . . . . . 2561-EWH-00452
March 19-23. . . Boston, MA . . . . . . . 2561-EWH-00453
April 9-13 . . . . . Houston, TX . . . . . . . 2561-EWH-00487
April 9-13 . . . . . New York, NY. . . . . . 2561-EWH-00461
April 9-13 . . . . . San Francisco, CA . . . 2561-EWH-00460
April 16-20 . . . . Anaheim, CA . . . . . . 2561-EWH-00462
April 23-27 . . . . Chicago, IL . . . . . . . . 2561-EWH-00459
Apr. 30-May 4 . Arlington, VA . . . . . . 2561-EWH-00466
Apr. 30-May 4 . Las Vegas, NV. . . . . . 2561-EWH-00470
May 7-11 . . . . . San Francisco, CA . . . 2561-EWH-00465
May 14-18 . . . . New York, NY. . . . . . 2561-EWH-00464

5 days/3.0 CEUs/30 PDUs
$3,545/AMA Members $3,195
AMA Members save $350

AMA has been reviewed and
approved as a provider of
project management training 
by the Project Management
Institute (PMI).

BEST
SELLER

�

�

PMP, PMBOK and the PMI R.E.P. logo are registered
trademarks of the Project Management Institute, Inc.
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MANAGEMENT SKILLS

Effectively and smoothly manage the change in your role and
your responsibilities.

This seminar will prepare you for a complete change of responsibilities and help you
plan for the challenges ahead. You’ll come away with a better understanding of
what your boss, peers, staff and company expect from you. The invaluable set of
tools in this seminar will prepare you to assume that all-important first supervisory
role with greater confidence and success.

BENEFITS OF ATTENDING
• Understand your new role—from your

perspective and that of your boss, peers
and subordinates

• Establish a presence and build credibility
• Flex your individual style with ease
• Delegate tasks to others, focusing on

clear quality standards
• Implement a feedback system
• Tailor training to individual employees
• Understand what motivates peers,

employees and superiors
• Gain awareness of basic laws and

regulations as they apply to performance
reviews, including EOE and ADA

• Gain techniques and strategies to
manage your time and schedule your
workload

TOPICS COVERED
Letting Go of Your Former Role
• How to manage the change process
• Challenges and pitfalls to avoid
• Expectations of your direct reports, your

boss and your former peers

Defining Your Personal Behavioral Style
• Your behavioral style preferences
• How to best communicate with bosses,

peers or employees
• Adjusting personal behavioral styles to

build better working relationships

Setting Goals for Yourself and Others
• How to set SMART goals that allow 

you to measure progress accurately
• Project delegation and barriers

Legal Consideration for Supervisors
• Basic laws governing performance

reviews
• Your obligations as a supervisor

Giving and Receiving Feedback
• Supportive vs. corrective feedback
• Guidelines to improve coaching

relationships
• How to receive feedback constructively

Training Your Employees
• Adult learners and learning styles
• Techniques to develop your employees

and assess your training resources

How to Motivate Effectively
• Motivational tools and workplace 

issues
• Relating motivation to style, goal setting

and communication preferences

Time Management
• Important vs. urgent using the 

prioritizing model
• How to manage and protect your time

WHO SHOULD ATTEND
Newly promoted supervisors with less than
one year of experience in this position.

SCHEDULE

Jan. 12-13. . . . . New York, NY. . . . . . 2243-EWH-00821
Jan. 19-20. . . . . San Francisco, CA . . . 2243-EWH-00824
Jan. 30-31. . . . . Philadelphia, PA . . . . 2243-EWH-00820
Feb. 13-14 . . . . New York, NY. . . . . . 2243-EWH-00825
Feb. 16-17 . . . . Chicago, IL . . . . . . . . 2243-EWH-00826
Feb. 23-24 . . . . Arlington, VA . . . . . . 2243-EWH-00827
March 1-2. . . . . Atlanta, GA . . . . . . . 2243-EWH-00823
March 8-9. . . . . New York, NY. . . . . . 2243-EWH-00828
March 19-20. . . Arlington, VA . . . . . . 2243-EWH-00829
March 22-23. . . San Francisco, CA . . . 2243-EWH-00830
March 26-27. . . Chicago, IL . . . . . . . . 2243-EWH-00831
April 5-6 . . . . . . New York, NY. . . . . . 2243-EWH-00840
April 16-17 . . . . Arlington, VA . . . . . . 2243-EWH-00841
April 16-17 . . . . Boston, MA . . . . . . . 2243-EWH-00842
April 23-24 . . . . Houston, TX . . . . . . . 2243-EWH-00867
April 26-27 . . . . Las Vegas, NV. . . . . . 2243-EWH-00843
Apr. 30-May 1 . Chicago, IL . . . . . . . . 2243-EWH-00844
May 7-8 . . . . . . New York, NY. . . . . . 2243-EWH-00845
May 16-17 . . . . San Francisco, CA . . ~2243-EWH-00846
May 17-18 . . . . Arlington, VA . . . . . . 2243-EWH-00847

2 days/1.2 CEUs
$1,895/AMA Members $1,695
AMA Members save $200

FACULTY SPOTLIGHT*

John Hoover, PhD is an
experienced coach, consultant
and keynote speaker with
expertise in interpersonal and
mass communications. His
clients include ABC Television,
Delta Air Lines, Dow Jones,
IBM, Johnson & Johnson and
Xerox. He holds master’s
degrees in Marriage and
Family Therapy and Human &
Organization Development, a BA in
Communications and a PhD in Human and
Organizational Systems.

*This seminar is also taught by other management
experts.

Making the Transition from Staff
Member to Supervisor SEMINAR #2243

LIVE ONLINE SCHEDULE

1.2 CEUs
$1,895/AMA Members $1,695

Thursday 2-5 pm ET • 4 Lessons

Jan. 12-Feb. 2, 2012 . . . . . . . 2243-EWH-00832

Apr. 12-May 3, 2012 . . . . . . 2243-EWH-00865

Also available as a
Live Online Seminar 
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MANAGEMENT SKILLS
Also available as a
Live Online Seminar 

AMA has been reviewed and approved as a provider
of project management training by the Project 
Management Institute (PMI).

Be the best supervisor that you can be.

Take this opportunity to get the training you need to become more proficient in
planning, communicating and coaching a team. In one of AMA’s landmark
management seminars, you will master a range of skills that will take your career 
as far as you want it to go.

BENEFITS OF ATTENDING
• Understand how to succeed in a rapidly

changing environment
• Learn to plan, organize, communicate

and monitor like a pro
• Apply the most appropriate supervisory

style to each individual and situation
• Understand your legal responsibilities
• Learn how to give constructive criticism
• Maximize productivity by capitalizing on

individual differences
• Learn techniques to cope with difficult

employees
• Use delegation for effective employee

development, time management and
motivation

• Increase job satisfaction and work output
through coaching

TOPICS COVERED
Embracing Your New Role and
Expectations
• What your boss, employees, peers and

senior management expect from you in
your supervisory role

• Four basic management functions:
planning, organizing, communicating,
monitoring

Managing a Diverse Workforce
• Diversity issues and how they affect you,

your work unit and your company
• Understanding the Americans with

Disabilities Act (ADA), hostile
environment and other key laws and
legal terms relevant to your supervisory
position

Filling Your Communication Skills Toolbox
• Advantages and disadvantages of one-

way vs. two-way communication
• Capitalizing on the benefits of email

Communications and Team Performance
• Demonstrating paraphrasing to check for

content understanding
• Experiencing the impact of non-verbal

communication

• Sending harmonious messages
• How to ask questions that get the

answers you really need

Coaching for High Quality Performance
• Giving and receiving constructive

criticism 
• How to minimize defensiveness in

yourself and others
• Demonstrating a five-step coaching

discussion model

Creating a Motivating Environment
• The essentials of motivation
• Demonstrating rules for reinforcing

productive behavior

Taking Delegation, Performance and
Team Development to the Next Level of
Excellence
• Using delegation as a motivational tool
• Developing a strategy for solving a

current employee motivational problem

Managing Performance Appraisals
• Understanding your company’s appraisal

system
• Recordkeeping and compliance issues
• Writing a performance appraisal

document
• Conducting an effective performance

appraisal meeting

Managing Time Effectively
• Key principles of effective time

management
• Sharing time management best practices
• Five stages of managing meetings

WHO SHOULD ATTEND
New supervisors with fewer than five years of
supervisory experience.

SCHEDULE

Jan. 11-13. . . . . Los Angeles, CA . . . . 2248-EWH-01684
Jan. 18-20. . . . . Arlington, VA . . . . . . 2248-EWH-01652
Jan. 23-25. . . . . San Francisco, CA . . . 2248-EWH-01654
Jan. 25-27. . . . . Houston, TX . . . . . . . 2248-EWH-01655
Jan. 25-27. . . . . New York, NY. . . . . . 2248-EWH-01653
Feb. 1-3 . . . . . . Chicago, IL . . . . . . . . 2248-EWH-01656
Feb. 6-8 . . . . . . New York, NY. . . . . . 2248-EWH-01657
Feb. 13-15 . . . . Arlington, VA . . . . . . 2248-EWH-01681
Feb. 15-17 . . . . Dallas, TX . . . . . . . . . 2248-EWH-01659
Feb. 22-24 . . . . Atlanta, GA . . . . . . . 2248-EWH-01658
Feb. 22-24 . . . . San Francisco, CA . . . 2248-EWH-01660
March 5-7. . . . . Boston, MA . . . . . . . 2248-EWH-01730
March 7-9. . . . . Arlington, VA . . . . . . 2248-EWH-01662
March 12-14. . . Garden Grove, CA . . 2248-EWH-01663
March 12-14. . . New York, NY. . . . . . 2248-EWH-01664
March 26-28. . . Houston, TX . . . . . . . 2248-EWH-01665
March 28-30. . . Chicago, IL . . . . . . . . 2248-EWH-01661
April 2-4 . . . . . . San Francisco, CA . . . 2248-EWH-01686
April 9-11 . . . . . Arlington, VA . . . . . . 2248-EWH-01687
April 11-13 . . . . Dallas, TX . . . . . . . . . 2248-EWH-01688
April 11-13 . . . . New York, NY. . . . . . 2248-EWH-01689
April 25-27 . . . . Hartford, CT . . . . . . . 2248-EWH-01690
Apr. 30-May 2 . Arlington, VA . . . . . . 2248-EWH-01691
May 2-4 . . . . . . New York, NY. . . . . . 2248-EWH-01693
May 7-9 . . . . . . Chicago, IL . . . . . . . . 2248-EWH-01694
May 14-16 . . . . Houston, TX . . . . . . . 2248-EWH-01695

3 days/1.8 CEUs/18 PDUs
$2,095/AMA Members $1,895
AMA Members save $200

FACULTY SPOTLIGHT*

Linda Alexander specializes
in leadership, organizational
effectiveness and general
management. In her exten-
sive corporate experience, she
has developed plans with
business leaders to move
their organizations through
substantial change efforts,
including growth, major
mergers and downsizing. This
has included executive and management coaching,
executive retreat and strategic business meeting
facilitation and change management, among
other business concerns.

*This seminar is also taught by other management
experts.

Management Skills for 
New Supervisors SEMINAR #2248

LIVE ONLINE SCHEDULE

1.2 CEUs/12 PDUs
$2,095/AMA Members $1,895

Thursday 2-5 pm ET • 4 Lessons

Jan. 5-26, 2012 . . . . . . . . . . . 2248-EWH-01682

March 8-29, 2012 . . . . . . . . . 2248-EWH-01667

May 3-24, 2012 . . . . . . . . . . 2248-EWH-01724
PMP, PMBOK and the PMI R.E.P. logo are registered
trademarks of the Project Management Institute, Inc.
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MANAGEMENT SKILLS

Leadership Skills for
Supervisors SEMINAR #2517

Develop your own leadership game plan—
become a take-charge supervisor.  

This seminar will explore how supervisors can maintain technical
expertise while demonstrating the right type of leadership. It will
give you the personal, interpersonal and group skills to be influ -
ential in one-on-one situations, facilitate group performance and
become an overall effective leader.

BENEFITS OF ATTENDING
• Develop interpersonal skills that help you communicate, 

listen and handle conflicts
• Become more effective at influencing others
• Accomplish goals and control outcomes when dealing 

with staff, peers, management and other departments
• Learn how to work with groups and teams to solve 

problems and accomplish projects
• Hold performance discussions that result in changed 

behavior and enhanced productivity
• Analyze your own style of behavior and recognize your

strengths/weaknesses

TOPICS COVERED
• How to empower yourself and your staff
• How to build credibility and trust
• Analyzing effective listening processes and skills
• Learning participative leader skills and techniques
• The three steps of the continuous performance appraisal

process
• Coaching, mentoring and how to give constructive feedback
• Decision-making tools for effective leadership
• Teams vs. work groups: learning to lead and building personal

effectiveness

WHO SHOULD ATTEND
Supervisors who attend this seminar will develop the individual,
group and one-on-one leadership skills they need to keep up
with their evolving management roles and responsibilities.

SCHEDULE

Feb. 13-15. . . . . . . . San Francisco, CA. . . . . . . 2517-EWH-00552
Feb. 29-Mar. 2 . . . . Arlington, VA. . . . . . . . . . 2517-EWH-00555
April 18-20 . . . . . . . New York, NY . . . . . . . . . 2517-EWH-00559
May 2-4 . . . . . . . . . Atlanta, GA . . . . . . . . . . . 2517-EWH-00561

3 days/1.8 CEUs
$2,195/AMA Members $1,995
AMA Members save $200

Confronting the Tough Stuff
Management Skills for
Supervisors SEMINAR #2140

Successfully manage timely “real-life” challenges
and increase your effectiveness as a leader.

In our rapidly changing business environment, sticky situations
are bound to arise. Now you can prepare for the unexpected
with renewed problem-solving skills and enhanced confidence.
You’ll role-play real life situations that challenge your solid
management skills as you handle the issues of today: team
dysfunction, mediation between difficult employees and coping
and working through “survivor” shock from reorganization,
mergers and acquisitions.

BENEFITS OF ATTENDING
• Master practical, proven techniques for dealing with

uncomfortable, challenging situations
• Become skilled at avoiding potentially litigious situations
• Write a difficult-to-create performance evaluation
• Enhance your team-coaching skills
• Overcome communication barriers to productivity
• Understand how to supervise while coping with survivor shock

TOPICS COVERED
• How to coach uncooperative employees
• Constructive and destructive conflict and how to capture

conflict’s benefits
• Techniques for using conflict to increase cohesion
• The four stages of mediation
• Learning to effectively delegate to reluctant staffers
• Motivating “survivors”: strategies for helping employees

overcome organizational and interpersonal obstacles to
performance

• How to write helpful, legally-sound performance appraisals

WHO SHOULD ATTEND
Managers and supervisors with two to five years of experience,
process and production supervisors and alumni of AMA’s
Management Skills for New Managers, Management Skills for
New Supervisors and Making the Transition from Staff Member
to Supervisor.

SCHEDULE

Feb. 2-3 . . . . . . . . . San Francisco, CA. . . . . . . 2140-EWH-00125
March 12-13 . . . . . . Arlington, VA. . . . . . . . . . 2140-EWH-00126
April 2-3 . . . . . . . . . New York, NY . . . . . . . . . 2140-EWH-00134
April 26-27 . . . . . . . Atlanta, GA . . . . . . . . . . . 2140-EWH-00145
May 17-18 . . . . . . . Chicago, IL. . . . . . . . . . . . 2140-EWH-00135

2 days/1.2 CEUs
$1,995/AMA Members $1,795
AMA Members save $200
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MANAGEMENT SKILLS

Making the Transition
to Management SEMINAR #2231

Set the stage for a successful management 
career. 

This seminar will help you lay the foundation for your management
career and provide you with easy-to-apply tools you need to make
a successful transition into your new role. In just two days you will
gain the practical know-how you need—and the confidence you
want—to step in as an effective new manager.

BENEFITS OF ATTENDING
• Understand your new managerial responsibilities—and make a

quick, effective transition to your new role
• Establish credibility and effective work styles
• Build alliances with peer managers
• Master the basic management concepts of coaching,

communication, motivation, delegation and performance
management

• Practice your listening and feedback skills
• Become an effective member of the management team

TOPICS COVERED
• Defining the master competencies for performance excellence 
• Reviewing and applying relevant analytical thinking and

problem-solving skills
• Recognizing internal and external factors that impact your

business
• Identifying your communication style and understanding how

to flex to others’ communication preferences
• How to juggle new assignments and current responsibilities
• Applying proactive planning and organizing skills to avoid

unnecessary chaos
• Analyzing when and how to step up to leadership within the

team environment

WHO SHOULD ATTEND
Newly appointed or prospective managers with less than one
year of management experience.

SCHEDULE

Jan. 12-13. . . . . . . . New York, NY . . . . . . . . . 2231-EWH-00492
Jan. 30-31. . . . . . . . Chicago, IL. . . . . . . . . . . . 2231-EWH-00494
Feb. 13-14. . . . . . . . New York, NY . . . . . . . . . 2231-EWH-00482
Feb. 27-28. . . . . . . . Arlington, VA. . . . . . . . . . 2231-EWH-00483
March 1-2 . . . . . . . . San Francisco, CA. . . . . . . 2231-EWH-00495
March 12-13 . . . . . . New York, NY . . . . . . . . . 2231-EWH-00484
March 15-16 . . . . . . Chicago, IL. . . . . . . . . . . . 2231-EWH-00485
April 2-3 . . . . . . . . . Atlanta, GA . . . . . . . . . . . 2231-EWH-00496
April 12-13 . . . . . . . Arlington, VA. . . . . . . . . . 2231-EWH-00497
April 16-17 . . . . . . . New York, NY . . . . . . . . . 2231-EWH-00519
April 26-27 . . . . . . . Chicago, IL. . . . . . . . . . . . 2231-EWH-00498
May 3-4 . . . . . . . . . New York, NY . . . . . . . . . 2231-EWH-00499
May 24-25 . . . . . . . Lake Buena Vista, FL. . . . . 2231-EWH-00500

2 days/1.2 CEUs
$1,995/AMA Members $1,795
AMA Members save $200

Delegation Boot Camp
SEMINAR #2819

Don’t work harder, work smarter! 

This fast-paced, intensive 1-day seminar gives you real-world
practice in delegation strategies that will reduce your stress level,
empower your staff and build morale. Put this delegation skills
training to work for you to pinpoint the right task, the right 
time and the right person to help you maximize productivity for
you and your team.

BENEFITS OF ATTENDING
• Exhibit greater competence and confidence in assigning work

and responsibilities
• Foster greater teamwork, cooperation and collaboration

through clear delineation of roles and authority
• Prevent miscommunication when setting tasks and

expectations
• Influence team members to share your responsibilities
• Empower and motivate staff to handle more difficult

assignments

TOPICS COVERED
• The repercussions of poor delegation on performance and 

how to avoid common mistakes
• Delegation basics: what to assign, who to select, when to 

start, how to maintain control and give feedback
• How to delegate to a group
• Communication issues, checkpoints and task-related support
• How to overcome reluctance, resistance and lack of motivation
• Delegating without authority
• Quality management and accountability
• Control and follow-up procedures (without micromanaging)
• How to recognize, reinforce and reward performance
• Practice, role-play, case studies and script analysis

WHO SHOULD ATTEND
Managers, supervisors, project managers and team leaders who
have direct reports or work in a team environment.

SCHEDULE

Feb. 29 . . . . . . . . . . Chicago, IL. . . . . . . . . . . . 2819-EWH-00159
April 16. . . . . . . . . . New York, NY . . . . . . . . . 2819-EWH-00153
May 14 . . . . . . . . . . Arlington, VA. . . . . . . . . . 2819-EWH-00155

1 day/.6 CEU
$1,345/AMA Members $1,195
AMA Members save $150
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MANAGEMENT SKILLS

Social Media for Managers:
New Tools for Communication,
Innovation and Collaboration
SEMINAR #2148

Build a community of highly engaged customers and
employees.

Social media has transformed the business world. Do you know how
to guide your staff so they can use social media to help you achieve
better business results? 

Using contemporary research, this seminar will expand your skills to
help you create social media “HEROes” among your employees, so
you can innovate through internal and external customers. You will
increase your power to manage in a highly connected environment,
create your own social media initiative and pave the way for you and
your team to build a new kind of growth and success.

BENEFITS OF ATTENDING
• Build your own social media skills and strengths
• Know your customer needs and industry trends
• Capitalize on business opportunities and minimize risks
• Take initiative to create open innovation and collaboration
• Develop strategies driven and supported by social technologies
• Empower your employees to innovate and engage with customers
• Give your employees the support and structure to implement

your initiatives

TOPICS COVERED
• Understanding key tools and influential technologies in social media
• Improving your customer knowledge, connection and service
• Using social media to generate, evaluate and prioritize new

ideas
• Adopting collaboration tools for ongoing dialogue and engagement
• Practicing social media tools to research, collaborate and innovate
• Customizing social media strategies for yourself and your team
• Developing guidelines for social media use within your team
• Empowering and managing tech-savvy employees to achieve

more
• Using the HERO model to develop empowered employees

WHO SHOULD ATTEND
All midlevel managers who recognize the importance of manag-
ing social media to stay competitive and achieve growth. No prior
knowledge of or facility with social media is required. 

Note: Mobile devices with internet access will be used in this workshop,
so please bring your own device (though it is not required).

SCHEDULE

April 9-10 . . . . . . . . New York, NY . . . . . . . . . 2148-EWH-00008
May 10-11 . . . . . . . Chicago, IL. . . . . . . . . . . . 2148-EWH-00009

2 days/1.2 CEUs
$2,095/AMA Members $1,895
AMA Members save $200

Coaching and Counseling
for Outstanding Job
Performance SEMINAR #2246

Empower every employee to become more
effective, productive and committed.

Every employee can reach higher levels of performance, including
your average and best performers. What they need is a coach
who can routinely manage, think and interact in ways that
maximize their individual effectiveness. This is your seminar to 
get their discretionary efforts and get the most out of your team.

BENEFITS OF ATTENDING
• Minimize repeat performance failures
• Close the gaps between current and desired outcomes
• Assist and challenge your best performers to greater 

levels of success
• Integrate coaching seamlessly into everyday interaction

TOPICS COVERED
• Managerial coaching, why and how it works
• Tools and skills in support of coaching
• AMA guide to managerial coaching process

— Gathering data on performance
— Understanding the impact
— Interviewing to discuss recent performance
— Developing an action plan for constructive change
— Executing plan; examining progress

• Individual and team coaching
• Issues related to effective coaching
• How to shift your mindset from a boss to a coach
• Creating a performance expectations planner

WHO SHOULD ATTEND
Managers who want to improve results and get discretionary
efforts from their team.

SPECIAL FEATURE
Partner activity and coaching lab to reinforce learning and application.

SCHEDULE

Feb. 29-Mar. 2 . . . . San Francisco, CA. . . . . . . 2246-EWH-00278
March 12-14 . . . . . . Arlington, VA. . . . . . . . . . 2246-EWH-00272
April 2-4 . . . . . . . . . Boston, MA . . . . . . . . . . . 2246-EWH-00279
May 9-11 . . . . . . . . Atlanta, GA . . . . . . . . . . . 2246-EWH-00280

3 days/1.8 CEUs
$2,195/AMA Members $1,995
AMA Members save $200

This program has been approved for 18 recertification credit
hours toward PHR, SPHR and GPHR recertification through
the Human Resource Certification Institute (HRCI). For more
information about certification or recertification, please visit the
HRCI homepage at www.hrci.org
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MANAGEMENT SKILLS

Be the boss you’d like to work for.

Give yourself the crucial foundational skills to shift from being an individual 
contributor to a well-respected manager who can achieve team synergy and 
drive bottom-line performance.

Becoming a great manager who leads with
confidence begins with having the right
skills. This highly interactive course is
designed to help you master critical skills so
you can take your team to new heights of
performance. Using skills assessments,
videos, case studies and practice sessions,
you’ll roadmap the entire management
process from motivation to coaching. You
will be able to improve on key weakness
areas, play to your strengths and get the best
results from every member of your team.

BENEFITS OF ATTENDING
• Gain a deeper understanding of your

roles and responsibilities
• Improve communication to effectively set

expectations for yourself and your direct
reports

• Adapt your style to the needs of
individual team members

• Communicate organizational goals that
get results

• Apply delegation strategies to increase
motivation and productivity

• Use effective coaching techniques to
maximize your team’s performance

TOPICS COVERED
Your Role as Manager
• Identifying qualities and abilities required

for effective management
• Understanding your role and

responsibilities as manager
• Learning to transition from individual

contributor to manager
• Working effectively with a

multigenerational workforce
• Managing remote teams

Performance Management
• Identifying the challenges to effective

performance management
• Conducting performance planning,

facilitation and evaluation
• Practicing the skill of setting goals,

providing effective feedback and
conducting alignment discussions

Effective Communication
• Getting a firm grasp of the five building

blocks of managerial communication
• Learning to match the right

communication method with your
communication goal

• Communicating virtually

Understanding and Appreciating
Situational Leadership® II: The Art of
Influencing Others*
• How to develop people, value

differences and encourage honest
communication

• Developing your leadership style to gain
commitment from your employees

• Matching your leadership style to your
employees’ developmental needs

Coaching for Performance
• Practicing coaching and correcting

difficult and challenging behaviors
• Using the AMA Coaching Guide for

managing a coaching discussion

Creating Motivational Climate
• Creating a motivational setting
• Elements of the motivational process

Delegation for Growth and 
Development
• Different types of delegation 
• How to conduct an effective delegation

conversation

WHO SHOULD ATTEND
Managers with one to three years of 
management experience.

*Ken Blanchard’s Situational Leadership® II (SLII®) —a
model for developing people and a way for leaders to
help their employees become self-reliant achievers. To
be truly effective, leaders’ styles must adapt to the
skills and commitment of the people they want to
influence. With some people, managers have to 
provide a great deal of direction. With others, encour-
agement and appreciation trigger the best results. Still
others deliver their best when allowed to take the ball
and run with it. Situational Leadership II helps man-
agers become more flexible and responsive to their
employees’ needs.

SCHEDULE

Jan. 9-11. . . . . . New York, NY. . . . . . 2238-EWH-01915
Jan. 9-11. . . . . . San Francisco, CA . . . 2238-EWH-01913
Jan. 11-13. . . . . Arlington, VA . . . . . . 2238-EWH-01914
Jan. 18-20. . . . . Chicago, IL . . . . . . . . 2238-EWH-01916
Jan. 18-20. . . . . Denver, CO. . . . . . . . 2238-EWH-01917
Jan. 25-27. . . . . Durham, NC . . . . . . . 2238-EWH-01924
Jan. 25-27. . . . . Las Vegas, NV. . . . . . 2238-EWH-01954
Feb. 1-3 . . . . . . New York, NY. . . . . . 2238-EWH-01919
Feb. 6-8 . . . . . . Chicago, IL . . . . . . . . 2238-EWH-01920
Feb. 8-10 . . . . . Atlanta, GA . . . . . . . 2238-EWH-01921
Feb. 15-17 . . . . San Francisco, CA . . . 2238-EWH-01925
Feb. 22-24 . . . . Arlington, VA . . . . . . 2238-EWH-01933
Feb. 22-24 . . . . Los Angeles, CA . . . . 2238-EWH-01926
Feb. 27-29 . . . . Boston, MA . . . . . . . 2238-EWH-01942
Feb. 27-29 . . . . Indianapolis, IN . . . . . 2238-EWH-01955
March 5-7. . . . . New York, NY. . . . . . 2238-EWH-01928
March 12-14. . . Houston, TX . . . . . . . 2238-EWH-01930
March 14-16. . . San Francisco, CA . . . 2238-EWH-01931
March 19-21. . . Chicago, IL . . . . . . . . 2238-EWH-01929
March 19-21. . . Cincinnati, OH . . . . . 2238-EWH-01934
March 19-21. . . Philadelphia, PA . . . . 2238-EWH-01943
March 26-28. . . Arlington, VA . . . . . . 2238-EWH-01956
March 26-28. . . Seattle, WA . . . . . . . 2238-EWH-01932
April 2-4 . . . . . . Denver, CO. . . . . . . . 2238-EWH-01957
April 2-4 . . . . . . New York, NY. . . . . . 2238-EWH-01959
April 9-11 . . . . . Overland Park, KS . . . 2238-EWH-01969
April 11-13 . . . . Atlanta, GA . . . . . . . 2238-EWH-01960
April 11-13 . . . . Chicago, IL . . . . . . . . 2238-EWH-01961
April 16-18 . . . . San Francisco, CA . . . 2238-EWH-01963
April 18-20 . . . . Dallas, TX . . . . . . . . . 2238-EWH-01964
April 23-25 . . . . Arlington, VA . . . . . . 2238-EWH-01962
April 23-25 . . . . Garden Grove, CA . . 2238-EWH-01973
April 25-27 . . . . Phoenix, AZ . . . . . . . 2238-EWH-02014
Apr. 30-May 2 . Boston, MA . . . . . . . 2238-EWH-01965
May 2-4 . . . . . . Chicago, IL . . . . . . . . 2238-EWH-01966
May 2-4 . . . . . . San Francisco, CA . . . 2238-EWH-01967
May 7-9 . . . . . . Arlington, VA . . . . . . 2238-EWH-02022
May 9-11 . . . . . Pittsburgh, PA. . . . . . 2238-EWH-01970
May 16-18 . . . . Durham, NC . . . . . . . 2238-EWH-01990
May 16-18 . . . . Seattle, WA . . . . . . . 2238-EWH-01977
May 21-23 . . . . Los Angeles, CA . . . . 2238-EWH-02023
May 21-23 . . . . New York, NY. . . . . . 2238-EWH-01971

3 days/1.8 CEUs/18 PDUs
$2,345/AMA Members $2,095
AMA Members save $250

Management Skills for 
New Managers SEMINAR #2238

BEST
SELLER

�

�

Also available as a
Live Online Seminar 

LIVE ONLINE SCHEDULE

1.2 CEUs
$2,345/AMA Members $2,095

Tuesday 2-5 pm ET • 4 Lessons

Feb. 28-Mar. 20, 2012 . . . . . 2238-EWH-01937

May 1-22, 2012 . . . . . . . . . . 2238-EWH-02011

AMA has been reviewed 
and approved as a provider of
project management training
by the Project Management
Institute (PMI).
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AMA has been reviewed 
and approved as a provider of
project management training
by the Project Management
Institute (PMI).

The problems are not limited to one
industry, one geographic location, one
economic group or even one age group.
They are common to all. Workers have
too many assigned tasks and too many
competing priorities. People can’t identify
key goals and, therefore, can’t deliver
excellent results. Individuals, even entire
departments, lack open communication.
Crises are often reacted to with fast, 
less-than-effective decisions. 

The good news is that changing ineffective
behaviors to effective behaviors will benefit
everyone in your organization. The 7 Habits®

can help you to not only better manage
yourself, but learn to lead others and
unleash team potential. Attend this powerful
2-day workshop and discover the same
principles that have led the world’s foremost
business leaders to the profes sional and
personal success they dreamed of.

BENEFITS OF ATTENDING
• Define the contribution you want to

make and what you want to accomplish
as a manager

• Enhance your leadership abilities and
reach your full potential

• Judge the goals your efforts should be
focused on using daily and weekly
planning

• Communicate effectively and raise the
levels of trust and fulfillment within your
team

• Build better relationships and become
more effective as a manager

TOPICS COVERED
Habit 1: Be Proactive—Become a
resourceful, innovative manager who
quickly accomplishes goals and motivates
team members to get things done

Habit 2: Begin with the End in Mind—
Have a clear vision of what you want your
contribution as a manager to be and shape
your own future

Habit 3: Put First Things First—Focus 
on top priorities and be regarded for follow-
through and organizational skills; eliminate
the unimportant

Habit 4: Think Win-Win—Cultivate enthu-
siasm with performance measurements that
satisfy both employee and employer goals;
share recognition and success

Habit 5: Seek First to Understand, Then
Be Understood—Give honest, accurate feed-
back that develops trust and understand the
physical components of communication and
how they impact the message

Habit 6: Synergize—Understand how 
differences can contribute to innovative 
solutions; maximize opinions, perspectives
and backgrounds

Habit 7: Sharpen the Saw—Maintain 
and increase effectiveness by renewing 
yourself mentally and physically

WHO SHOULD ATTEND
Managers who are seeking to become more
efficient, build better relationships and help
their organization succeed.

Attendees will receive:
• The 7 Habits of Highly Effective

People®—This bestselling book 
provides the basis for the concepts
taught in this seminar.

SCHEDULE

Jan. 23-24. . . . . Chicago, IL . . . . . . . . 2602-EWH-00088
Jan. 30-31. . . . . Phoenix, AZ . . . . . . . 2602-EWH-00096
Feb. 9-10 . . . . . San Francisco, CA . . . 2602-EWH-00089
Feb. 23-24 . . . . New York, NY. . . . . . 2602-EWH-00090
March 1-2. . . . . Chicago, IL . . . . . . . . 2602-EWH-00091
March 15-16. . . Las Vegas, NV. . . . . . 2602-EWH-00092
April 9-10 . . . . . Arlington, VA . . . . . . 2602-EWH-00098
Apr. 30-May 1 . San Francisco, CA . . . 2602-EWH-00101
May 10-11 . . . . New York, NY. . . . . . 2602-EWH-00105
May 14-15 . . . . Chicago, IL . . . . . . . . 2602-EWH-00102

2 days/1.2 CEUs/12 PDUs
$1,995/AMA Members $1,795
AMA Members save $200

FACULTY SPOTLIGHT*

Jennifer Cohen has 
extensive experience in 
training and human
resources development. She
works with clients in a wide
range of industries including
finance, technology, health
care and medical. She is affili-
ated with the OD Learning
Group, Boston Facilitator’s
Roundtable, Association of
Career Professionals International and the
International Coaching Federation.

*All faculty are trained experts in FranklinCovey’s 
7 Habits of Highly Effective People® curriculum.

The 7 Habits of Highly Effective People®

for Managers 2-Day Workshop SEMINAR #2602

By FranklinCovey—now available through AMA.
The 7 Habits of Highly Effective People® courses are based on the teachings of Dr. Stephen R. Covey.

Cultivate effectiveness, lead with excellence and transform your
team for breakthrough results.

National surveys* of thousands of employees disclosed that while many people work
hard, they are worried about their lack of effectiveness.

Survey results indicate:
1. Less than 50% of your team’s time is spent on the company’s most important objectives
2. Only 14% of employees feel they are contributing to company success
3. Less than half of your team know company’s goals

*Results of xQ Surveys conducted by Harris Interactive

• Participant Guidebook—A manual filled
with examples and exercises.

• Management Essentials—A book of
resources for dealing with management
challenges.

Stephen R. Covey is a globally respected leadership
authority. His international bestseller, The 7 Habits 
of Highly Effective People®, was named one of the 
10 most influential management books ever by Forbes
magazine. It is the bestselling audio book in history.

BEST
SELLER

�

�

PMP, PMBOK and the PMI R.E.P. logo are registered
trademarks of the Project Management Institute, Inc.
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MANAGEMENT SKILLS

Managing Today’s 
IT and Technical 
Professionals SEMINAR #2285

You have the experience and the technical skills.

Now add the management know-how to drive results.
Managing technical professionals demands a whole new set 
of skills. In just three days, you’ll learn how to get your project
teams, work groups and task forces working together more
efficiently and productively.

BENEFITS OF ATTENDING
• Understand what drives or motivates technical people
• Develop a broader organizational perspective
• Learn which combination of best management approaches

works best for your team
• Align the technical professional’s goals with business goals
• Analyze performance based on business requirements

TOPICS COVERED
• Using the MBTI® Instrument to understand your type and the

working styles of those you manage
• How the characteristics of the “typical” IT and technical

professional affect your management actions
• Planning—the foundation of managing technical pros
• Communicating, making decisions with technical professionals
• Delegating, motivating and coaching
• Choosing talented technical professionals
• Managing progress and evaluating performance

WHO SHOULD ATTEND
IT and technical professionals who have been—or are about to
be—promoted to a management position, experienced man-
agers who are new to the technical environment.

SCHEDULE

May 14-16 . . . . . . . New York, NY . . . . . . . . . 2285-EWH-00470

3 days/1.8 CEUs/18 PDUs
$2,345/AMA Members $2,095
AMA Members save $250

Also available as a
Live Online Seminar 

LIVE ONLINE SCHEDULE

1.2 CEUs
$2,345/AMA Members $2,095

Monday 2-5 pm ET • 4 Lessons

Jan. 23-Feb. 13, 2012 . . . . . . 2285-EWH-00457

April 2-23, 2012 . . . . . . . . . . 2285-EWH-00468

AMA has been reviewed 
and approved as a provider of project
management training by the Project
Management Institute (PMI).

Improving Your 
Managerial 
Effectiveness SEMINAR #2508

Develop proactive approaches to meet complex
challenges with your team. 

Designed for midlevel and developing managers, the focus is 
on knowing yourself and how your behavior affects your own
effectiveness and the actions of your team. You’ll learn key
components of team dynamics and how understanding individual
goals, values, strengths and weaknesses can lead to a more
effective style of management and overall team performance.

BENEFITS OF ATTENDING
• Meet the diverse needs of all your team members
• Anticipate and manage conflict with increased confidence
• Instill a culture based on trust, partnerships and respect
• Encourage open communication and increase constructive

feedback
• Use delegation to increase performance

TOPICS COVERED
• Four primary behavioral styles; how style adaptability increases

your effectiveness
• Developing, creating and managing a successful team
• How to move from a boss to a coach
• The competencies of a transformational coach
• Key values used in motivating people
• Assessing your company’s existing recognition, reward and

benefit systems in relation to employee growth and
performance

• Critical modes for resolving conflicts

WHO SHOULD ATTEND
Managers with three to five years of management experience.

Note: To attend this seminar, we recommend prior attendance in at least
one basic management course.

SCHEDULE

Jan. 18-20. . . . . . . . New York, NY . . . . . . . . . 2508-EWH-01073
Feb. 27-29. . . . . . . . Chicago, IL. . . . . . . . . . . . 2508-EWH-01085
Feb. 29-Mar. 2 . . . . New York, NY . . . . . . . . . 2508-EWH-01075
March 7-9 . . . . . . . . San Francisco, CA. . . . . . . 2508-EWH-01074
March 14-16 . . . . . . Arlington, VA. . . . . . . . . . 2508-EWH-01076
April 16-18 . . . . . . . Atlanta, GA . . . . . . . . . . . 2508-EWH-01086
April 25-27 . . . . . . . Philadelphia, PA . . . . . . . . 2508-EWH-01087
Apr. 30-May 2. . . . . New York, NY . . . . . . . . . 2508-EWH-01088
May 14-16 . . . . . . . San Francisco, CA. . . . . . . 2508-EWH-01093
May 21-23 . . . . . . . Chicago, IL. . . . . . . . . . . . 2508-EWH-01090

3 days/1.8 CEUs/18 PDUs
$2,345/AMA Members $2,095
AMA Members save $250

PMI accreditation at right applies to both classroom seminars on this page.
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MANAGEMENT SKILLS

Be the catalyst that motivates your team to heightened
productivity.

Utilizing the principles of Emotional Intelligence and other innovative approaches,
this seminar will help you identify the best methods for dealing with difficult people
and adjust your style to complement the culture of your work group.

BENEFITS OF ATTENDING
• Motivate and direct the employees you

rely on—even when they don’t share
your values

• Adjust your management and personal
style to the needs of different situations

• Get more done by using the appropriate
delegation techniques for any given
situation

• Resolve conflict more effectively in a wide
variety of situations

• Turn difficult people and poor performers
into team players

• Win the cooperation and trust of
everyone in your organization

• Increase your confidence, leadership skills
and personal and professional satisfaction
in your job

TOPICS COVERED
The Experience of Being a Manager
• How to get people to want to do what

they’re supposed to do
• Specific challenges you face when

motivating others

Values
• Values and their impact on work life
• How values can have productive and

nonproductive results
• Identifying value conflicts

Personal Styles
• Determining your own personal style

profile
• Gaining insight into the strengths and

limitations of your profile
• Using behavioral clues to determine

others’ personal styles
• How to work more effectively with others

Motivation
• Motivational factors and their impact on

behaviors and work settings
• How to tailor your motivational efforts to

individual employees and situations

Listening, Body Language, Giving
Feedback and Dealing with Difficult
People
• Using active listening to gain

information and understand employees’
perspectives

• Applying positive and corrective
feedback

• Using appropriate values alignment
when dealing with difficult employees

Conflict
• The dimensions of conflict management
• Identifying your own preferred conflict

resolution styles
• Analyzing conflict-management

techniques

Delegation
• Different delegation styles
• Determining the appropriate delegation

strategies for employees and situations

Organizational Culture and Subculture
• The impact of organizational culture and

subculture and “cultural blinders”
• Exploring the assumptions that impact

your team’s thinking and actions
• Identifying and building on the strengths

of your team’s culture

Emotional Intelligence (EI)
• The components of emotional

intelligence
• Gaining an honest and accurate

assessment of yourself
• Developing an improvement strategy

Ethical Leadership
• Identifying your group’s values
• Your vision for ethical leadership

WHO SHOULD ATTEND
Everyone with management responsibilities
whose success depends on clear communica-
tion, a cooperative attitude and a commit-
ment to shared goals.

SCHEDULE

Jan. 18-20. . . . . Scottsdale, AZ. . . . . . 2295-EWH-01617
Jan. 25-27. . . . . Arlington, VA . . . . . . 2295-EWH-01586
Jan. 30-Feb. 1 . . Atlanta, GA . . . . . . . 2295-EWH-01587
Feb. 6-8 . . . . . . San Francisco, CA . . . 2295-EWH-01589
Feb. 8-10 . . . . . New York, NY. . . . . . 2295-EWH-01591
Feb. 29-Mar. 2 . Arlington, VA . . . . . . 2295-EWH-01593
Feb. 29-Mar. 2 . Boston, MA . . . . . . . 2295-EWH-01594
March 5-7. . . . . Chicago, IL . . . . . . . . 2295-EWH-01595
March 7-9. . . . . Garden Grove, CA . . 2295-EWH-01566
March 12-14. . . Dallas, TX . . . . . . . . . 2295-EWH-01596
March 19-21. . . New York, NY. . . . . . 2295-EWH-01597
April 2-4 . . . . . . Chicago, IL . . . . . . . . 2295-EWH-01624
April 9-11 . . . . . Atlanta, GA . . . . . . . 2295-EWH-01625
April 11-13 . . . . San Francisco, CA . . . 2295-EWH-01627
April 16-18 . . . . Arlington, VA . . . . . . 2295-EWH-01628
April 23-25 . . . . Cincinnati, OH . . . . . 2295-EWH-01629
April 25-27 . . . . New York, NY. . . . . . 2295-EWH-01630
Apr. 30-May 2 . Chicago, IL . . . . . . . . 2295-EWH-01631
May 2-4 . . . . . . Houston, TX . . . . . . . 2295-EWH-01634
May 2-4 . . . . . . Scottsdale, AZ. . . . . . 2295-EWH-01635
May 9-11 . . . . . New York, NY. . . . . . 2295-EWH-01637
May 14-16 . . . . Minneapolis, MN . . . 2295-EWH-01638
May 21-23 . . . . Arlington, VA . . . . . . 2295-EWH-01639

3 days/1.8 CEUs/18 PDUs
$2,345/AMA Members $2,095
AMA Members save $250

Successfully Managing People 
SEMINAR #2295

BEST
SELLER

�

�

Also available as a
Live Online Seminar 

LIVE ONLINE SCHEDULE

1.2 CEUs
$2,345/AMA Members $2,095

Monday 2-5 pm ET • 4 Lessons

Jan. 23-Feb. 13 2012 . . . . . . 2295-EWH-01600

April 23-May 14, 2012 . . . . . 2295-EWH-01672

AMA has been reviewed and
approved as a provider of
project management training 
by the Project Management
Institute (PMI).

FACULTY
SPOTLIGHT*

Robert Tanner is president
of an organization providing
training and development,
managerial and organiza-
tional assessment and man-
agement coaching services. 
He is professionally certified
to administer a variety of psy-
chological type assessments
including Myers-Briggs Type Indicator® (MBTI®)
and Fundamental Interpersonal Relations
Orientation-Behavior™ (FIRO-B®). 

*This seminar is also taught by other management
experts.

PMP, PMBOK and the PMI R.E.P. logo are registered
trademarks of the Project Management Institute, Inc.
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MANAGEMENT SKILLS

The Psychology of
Management: Why People Do
What They Do SEMINAR #2159

Understand and harness the inner workings of 
the subconscious mind.  

Do you know how perceptions impact behavior? Why are
actions and intentions sometimes misconstrued? And why do
rational people do things that seem so irrational? Utilizing key
dimensions of behavioral science in social, behavioral and
cognitive psychology, this seminar will help you gain a different
perspective on self-awareness, behaviors, actions and
accountability. So you can facilitate change and get the
voluntary effort you want from people in order to achieve
better results. 

BENEFITS OF ATTENDING
• Tap into psychology to build on the strengths of your people

and yourself
• Increase inspiring messages to influence others to action
• Understand how to manage employees’ perception of reality 
• Become aware of bias decisions and actions
• Understand the impact of “group think” 
• Get better results from underperformers
• Recognize how your own style and personal “unawareness”

may be contributing to missed opportunities to get better
results

TOPICS COVERED
• Exploring perception as reality: Gestalt Figure/Ground

demonstrations
• Analyzing examples from behavioral, cognitive and social

psychology
• Applications in Business: Hawthorne Studies; Psychology of

Decisions; Social Loafing
• Behavioral psychology: assumptions and paradigm shifts
• Predicting patterns of behavior: schedules of reinforcement
• Pinpointing behaviors and identifying reinforcers
• Using behavioral psychology to identify and solve a

performance problem
• Cognitive psychology: the relationship between thinking and

behavior
• Recognizing common errors in judgment and strategies

WHO SHOULD ATTEND
Managers looking for practical techniques and different
perspectives to facilitate change and improve performance. 

SCHEDULE

May 7-8 . . . . . . . . . New York, NY . . . . . . . . . 2159-EWH-00001
June 18-19 . . . . . . . San Francisco, CA. . . . . . . 2159-EWH-00002
July 30-31 . . . . . . . . Arlington, VA. . . . . . . . . . 2159-EWH-00003

2 days/1.2 CEUs
$2,195/AMA Members $1,995
AMA Members save $200

Mastering Organizational
Politics, Influence and
Alliances SEMINAR #2125

Are skills mastery and years-under-your-belt 
really enough to succeed in today’s organization?  

What really drives a high-performance management career? It’s
more than management skills—it’s a 360-degree management
mindset that enables you to understand and control all the
forces that shape your career and get what you need for and
from your team. This seminar presents a sophisticated approach
to managing that reveals the hidden truths about management
success today.

BENEFITS OF ATTENDING
• Understand the processes that go into high performance—and

how to drive the efforts you need from your team
• Better manage your interactions and relationships with

colleagues across the organization
• Successfully manage your political image
• Use communication to influence others and strengthen your

organizational alliances
• Manage your behavior and its impact on the team
• Improve your coaching, delegating and mentoring abilities

TOPICS COVERED
• Key competencies and critical success factors of effective

management
• 360-degree approach to managing up, down and across your

organization
• Negative politics and strategies to navigate an intense political

climate
• The sources of organizational power and the relationship

between politics and influence
• How to influence and manage beyond your own authority

WHO SHOULD ATTEND
Team managers, project managers and senior managers with
significant experience under their belts.

SCHEDULE

Feb. 27-28. . . . . . . . Chicago, IL. . . . . . . . . . . . 2125-EWH-00148
Apr. 30-May 1. . . . . San Francisco, CA. . . . . . . 2125-EWH-00144

2 days/1.2 CEUs
$2,195/AMA Members $1,995
AMA Members save $200

NEW!
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Creativity and Innovation 
Unleash Your Potential for
Greater Success SEMINAR #2208

Do you wish you could try things at work that
have never been done before?

Do you doubt your own capacity for creativity and innovation?
Do you have trouble getting creative solutions from your team?

Relying on yesterday’s ideas, products and assumptions can spell
failure to your company and be a detriment to your career. Now
you can get proven techniques for generating new ideas, and a
blueprint for establishing a climate of innovation in this lively,
interactive and hands-on seminar. You will discover new ways to
break through mental barriers, ho-hum thinking and roadblocks
in order to improve performance and unleash the creative
potential in yourself and your team.

BENEFITS OF ATTENDING
• Practice creative methods to generate ideas and solutions
• Turn existing problems into opportunities for growth
• Discover new techniques for securing enthusiasm for new

initiatives
• Encourage out-of-the-box thinking
• Apply innovation techniques to improve systems, products 

and processes
• Enhance morale, group performance and collaboration

TOPICS COVERED
• Identifying practices that help promote creativity and

innovation
• Focusing on results vs. focusing on good process
• Maximizing the connection between courage and creativity
• Developing and leveraging from your own creative strengths
• Brainstorming techniques for generating ideas and solutions
• Producing, evaluating and selecting new ideas—models for

analyzing options
• Practices and guidelines that create an innovative work environment
• Real-world practice: opportunity spotting/solution generating

WHO SHOULD ATTEND
Managers and business professionals who have influence over
the creation, adoption and implementation of new products,
services and processes.

SCHEDULE

Feb. 9-10. . . . . . . . . Arlington, VA. . . . . . . . . . 2208-EWH-00101
March 15-16 . . . . . . New York, NY . . . . . . . . . 2208-EWH-00087
April 2-3 . . . . . . . . . Houston, TX. . . . . . . . . . . 2208-EWH-00102
May 3-4 . . . . . . . . . Chicago, IL. . . . . . . . . . . . 2208-EWH-00104

2 days/1.2 CEUs
$2,095/AMA Members $1,895
AMA Members save $200

THINKING, DECISION MAKING AND STRATEGY

Improve Your Analytical Skills
Making Information Work for You
SEMINAR #2162

Assess and synthesize information so it’s
meaningful to you and your business. 

How do you assess the credibility of new information? How will
knowing this information help you to make pivotal decisions?
How can you be sure of drawing valid conclusions? This seminar
will give you basic analytical tools to assimilate, assess, organize
and analyze new knowledge. You will also experience the
qualitative application of these tools through a detailed and
interactive case study that explores a common business scenario.

BENEFITS OF ATTENDING
• Organize information from multiple sources and in multiple

formats
• Apply techniques to determine what information is relevant

within a specific context
• Learn to see contradictory information in the correct perspective
• Analyze information in order to identify the “best” opportunity 
• Recognize information patterns and determine what they can

mean for your business
• Communicate your findings and suggestions with expediency

and clarity

TOPICS COVERED
• Challenges in collecting, evaluating and presenting information 
• Describing the basic steps in the analytical process
• Deciding on an approach for an analysis project
• Applying specific analytic techniques to your work situation
• Using interview techniques and clarifying questions 
• Describing the characteristics of valid conclusions
• Explaining how to get from conclusions to recommendations

WHO SHOULD ATTEND
All business professionals who want to learn basic analytical skills
that they can apply to their jobs to make more informed and 
successful business decisions.

SCHEDULE

Feb. 13-14. . . . . . . . New York, NY . . . . . . . . . 2162-EWH-00008
Feb. 23-24. . . . . . . . Los Angeles, CA. . . . . . . . 2162-EWH-00013
March 1-2 . . . . . . . . Chicago, IL. . . . . . . . . . . . 2162-EWH-00014
April 9-10 . . . . . . . . Boston, MA . . . . . . . . . . . 2162-EWH-00015
April 23-24 . . . . . . . Atlanta, GA . . . . . . . . . . . 2162-EWH-00016
May 3-4 . . . . . . . . . New York, NY . . . . . . . . . 2162-EWH-00029

2 days/1.2 CEUs
$1,995/AMA Members $1,795
AMA Members save $200

Also available as a
Live Online Seminar 

LIVE ONLINE SCHEDULE

1.2 CEUs
$1,995/AMA Members $1,795

Tuesday 2-5 pm ET • 4 Lessons

Mar. 20-Apr. 10, 2012 . . . . . 2162-EWH-00026
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BENEFITS OF ATTENDING
• Explore real-world examples of why

critical thinking is so important in
business

• Learn to use critical thinking skills when
making business decisions

• Choose the right techniques to recognize
assumptions and draw conclusions

• Know how to translate an abstract idea
into something tangible

• Minimize the impact of job pressures on
your thinking processes

• React with curiosity instead of emotion
• Get a roadmap for developing your

critical thinking skills

TOPICS COVERED
Recognizing the Value of Using Critical
Thinking in Business
• Defining critical thinking
• Characteristics of effective critical thinkers
• The role of critical thinking in meeting

business challenges

Understanding the Components of
Critical Thinking
• Using the Agile Critical Thinking™ (ACT)

Framework to relate critical thinking to
business challenges

• Describing critical thinking using the RED
(Recognize assumptions, Evaluate
arguments, Draw conclusions) Model

• Positioning the RED Model within the
ACT framework

• Identifying practices and techniques in
each part of the framework

Obtaining Feedback on Critical Thinking
Skills
• Recognizing the value of gaining insight

into one’s critical thinking skills

• Relating critical thinking skills to other
business skills

• The purpose of the Watson-Glaser II
Critical Thinking Appraisal

• Identifying the contents of the Watson-
Glaser II Critical Thinking Development
Report

• Interpreting a sample Watson-Glaser
Profile

• Your personal Watson-Glaser
Development Report

Using Critical Thinking in Personal
Situations
• Identifying personal situations where

critical thinking has been or could be
used

• Selecting techniques for using critical
thinking skills in the ACT framework and
RED model

• Relating insight from Watson-Glaser
feedback to a personal critical thinking
situation

Applying Critical Thinking in Business
Situations
• Practicing using critical thinking skills

and techniques in a real business
situation

• Creating an initial action plan for
development of critical thinking skills

WHO SHOULD ATTEND
All business professionals who want to
enhance their thinking processes to achieve
better results in business.

EXTRA
Before attending this session, you will receive
a link to the online Watson-Glaser II Critical
Thinking Appraisal. You must complete the
assessment to fully participate in this seminar.

Critical Thinking
SEMINAR #2533

SCHEDULE

Jan. 26-27. . . . . Scottsdale, AZ. . . . . . 2533-EWH-00883
Feb. 2-3 . . . . . . San Francisco, CA . . . 2533-EWH-00917
Feb. 23-24 . . . . Arlington, VA . . . . . . 2533-EWH-00882
March 1-2. . . . . Chicago, IL . . . . . . . . 2533-EWH-00880
March 5-6. . . . . New York, NY. . . . . . 2533-EWH-00884
March 12-13. . . Houston, TX . . . . . . . 2533-EWH-00919
March 22-23. . . Atlanta, GA . . . . . . . 2533-EWH-00879
March 26-27. . . San Francisco, CA . . . 2533-EWH-00887
April 2-3 . . . . . . Seattle, WA . . . . . . . 2533-EWH-00956
April 5-6 . . . . . . Chicago, IL . . . . . . . . 2533-EWH-00970
April 9-10 . . . . . Denver, CO. . . . . . . . 2533-EWH-00923
April 16-17 . . . . Arlington, VA . . . . . . 2533-EWH-00924
April 26-27 . . . . Boston, MA . . . . . . . 2533-EWH-00971
Apr. 30-May 1 . Durham, NC . . . . . . . 2533-EWH-00927
May 3-4 . . . . . . New York, NY. . . . . . 2533-EWH-00928
May 7-8 . . . . . . Chicago, IL . . . . . . . . 2533-EWH-00972
May 10-11 . . . . Arlington, VA . . . . . . 2533-EWH-00930
May 21-22 . . . . San Francisco, CA . . . 2533-EWH-00931

2 days/1.2 CEUs/12 PDUs
$2,345/AMA Members $2,095
AMA Members save $250

AMA has been reviewed and
approved as a provider of
project management training 
by the Project Management
Institute (PMI).

To stay competitive, you must have this skill!

Critical thinking helps you step back, examine your thought processes and make
them more effective. You’ll ask the right questions, challenge assumptions and
see others’ viewpoints with clarity. Business leaders agree it’s the only way to
think at work—because it helps you get the best possible results. 
In this course, you’ll get hands-on experience with a battery of practical tools
(including the Watson-Glaser® Critical Thinking II Development Report) to help you
make critical thinking an indispensable part of your skill set. You’ll find out things
you didn’t know about yourself and make discoveries that can literally change your
life. Instead of concentrating on theories, you’ll be working with an expert
instructor to get comfortable with a concrete set of tools. You’ll then be ready to
benefit from your new skills immediately when you return to your job.

Also available as a
Live Online Seminar 

LIVE ONLINE SCHEDULE

1.2 CEUs/12 PDUs
$2,345/AMA Members $2,095

Wednesday 2-5 pm ET • 4 Lessons

Jan. 11-Feb. 1, 2012 . . . . . . . 2533-EWH-00889

April 4-25, 2012 . . . . . . . . . . 2533-EWH-00957

THINKING, DECISION MAKING AND STRATEGY

BEST
SELLER

�

�

FACULTY SPOTLIGHT*

Karen Copeland is an 
innovative and experienced
professional with a 20-year
background in creating,
delivering and implement-
ing training programs as
well as providing executive
coaching and advanced
meeting-facilitation.

*This seminar is also taught by
other management experts.

PMP, PMBOK and the PMI R.E.P. logo are registered
trademarks of the Project Management Institute, Inc.
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as a provider of project management
training by the Project Management
Institute (PMI).
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Moving from an
Operational Manager to a
Strategic Thinker SEMINAR #2242

Anticipate, initiate and manage change.

Seize this opportunity to become an innovator, a persuasive
player and a champion of strategic change, adding value to
your organization, your customers and your stakeholders.

BENEFITS OF ATTENDING
• Help your team achieve greater competitiveness
• Initiate strategies to move you closer to your vision
• Understand the needs and expectations of your customers
• Build your influence and create strategic alliances
• Identify your unit’s strengths and weaknesses
• Encourage risk-taking and innovation at all levels
• Develop persuasive skills to sell your strategic ideas

TOPICS COVERED
• Balancing operational and management skills
• The strategic model…a strategic thinker’s approach
• Applying a SWOT analysis to your team
• Creating a vision statement and making it a reality
• Encouraging innovative solutions
• Communicating your strategic thinking

WHO SHOULD ATTEND
Managers with five years or less of management experience.

SCHEDULE

Jan. 23-24. . . . . . . . Chicago, IL. . . . . . . . . . . . 2242-EWH-00585
Feb. 2-3 . . . . . . . . . New York, NY . . . . . . . . . 2242-EWH-00571
Feb. 27-28. . . . . . . . Arlington, VA. . . . . . . . . . 2242-EWH-00574
Feb. 27-28. . . . . . . . Los Angeles, CA. . . . . . . . 2242-EWH-00591
March 12-13 . . . . . . Chicago, IL. . . . . . . . . . . . 2242-EWH-00572
March 22-23 . . . . . . San Francisco, CA. . . . . . . 2242-EWH-00573
April 12-13 . . . . . . . New York, NY . . . . . . . . . 2242-EWH-00592
April 26-27 . . . . . . . Arlington, VA. . . . . . . . . . 2242-EWH-00595
Apr. 30-May 1. . . . . Chicago, IL. . . . . . . . . . . . 2242-EWH-00594
May 17-18 . . . . . . . San Francisco, CA. . . . . . . 2242-EWH-00596
May 21-22 . . . . . . . Boston, MA . . . . . . . . . . . 2242-EWH-00597

2 days/1.2 CEUs
$2,195/AMA Members $1,995
AMA Members save $200

THINKING, DECISION MAKING AND STRATEGY

High-Impact Decision Making
Reducing Risks, Maximizing
Results SEMINAR #2564

Learn to make the right decision every time, 
no matter how high the stakes. 

When faced with tough decisions, don’t procrastinate, rely on
intuition or allow uncertainty to take control. This seminar gives
you the tools to achieve clarity that balances intuition and
rational thinking. You will be able to align outcomes to create
buy-in and make decisions that are smart, timely and effective.

BENEFITS OF ATTENDING
• Be more decisive, eliminating uncertainty when making risky decisions
• Learn a structured process for optimal timing and effectiveness
• Think and act with increased confidence in a contradictory,

ever-changing environment
• Effectively analyze, articulate and draw conclusions with

greater clarity
• Commit to your decisions and create buy-in

TOPICS COVERED
• Elements of a solid foundation: mental focus, definition,

emotional, perspective and strategic clarity
• Utilizing the Decision Map to define your objectives
• “Risk vs. reward”: examining early warning signs and 

assessing your tolerance
• Identifying quantifiable and relevant success factors
• Learning techniques in dealing with emotionally charged

situations
• Creating “what-if” scenarios and evaluating uncertainty
• Examining, finding and shifting your perspective to select the “best”

decision

WHO SHOULD ATTEND
Managers whose decisions have long-term effects, significantly
impacting financials, people, processes and reputation of 
department or company.

Note: Please bring your current high-impact business issues to class 
and practice making tough decisions in a safe environment.

EXTRA
Get a FREE copy of The Right Decision Every Time by Luda 
Kopeikina (a $27.99 value) when you attend this seminar.

SCHEDULE

Feb. 2-3 . . . . . . . . . San Francisco, CA. . . . . . . 2564-EWH-00049
April 5-6 . . . . . . . . . New York, NY . . . . . . . . . 2564-EWH-00052
Apr. 30-May 1. . . . . Atlanta, GA . . . . . . . . . . . 2564-EWH-00053

2 days/1.2 CEUs/12 PDUs
$2,095/AMA Members $1,895
AMA Members save $200

Also available as a
Live Online Seminar 

LIVE ONLINE SCHEDULE

1.2 CEUs
$2,195/AMA Members $1,995

Wednesday 2-5 pm ET • 4 Lessons

March 7-28, 2012 . . . . . . . . . 2242-EWH-00577
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BENEFITS OF ATTENDING
• Identify strategies in order to develop a

unique competitive advantage
• Learn key analytical and conceptual

approaches to expand your under-
standing of the marketplace

• Align your organization with your
strategic planning goals by integrating
strategy, objectives, metrics and
performance

• Identify evolving strategic patterns and
generate ideas on how they can be
applied to your organization

• Incorporate customer needs into the
strategic plan

• Use a case study to examine the strategic
planning process in detail

• Determine the best approach to
effectively implement your strategy

TOPICS COVERED
Strategic Planning Principles
• Determining a frame of reference for

strategic planning concepts
• Schools of thought in strategic planning
• The evolution of strategy

An Overview of the Planning Process
• Basic elements of strategic planning
• Developing and managing the strategy

formation process

Understanding Your Organization’s
Mission
• Your organization’s core values
• Creating a mission statement for your

organization

Assessing the External Environment
• Identifying macro and micro factors
• Responding to changes in the

environment
• The I/P (Importance/Performance) matrix

as a competitive tool

Understanding Your Internal
Environment
• How to become a high-performing

organization
• Financial elements of developing

strategy

Formulating a Strategy
• Data synthesis
• SWOT analysis

Competitive Strategy
• Defining your competitive advantage
• The product/industry/life cycle curve
• Understanding mega patterns

Ensuring Strategic Alignment
• Creating organizational accountability
• How to translate the grand design into

strategy execution

Strategy Execution
• Key building blocks
• Learning the three core processes
• Understanding resource allocation and

strategy formation

A Planning Process
• Determining the best processes for your

business

WHO SHOULD ATTEND
Executives, division leaders and other senior
managers involved in the formation and 
implementation of strategy.

Strategic Planning
SEMINAR #2526

SCHEDULE

Jan. 30-Feb. 1 . . Arlington, VA . . . . . . 2526-EWH-01030
Feb. 13-15 . . . . San Francisco, CA . . . 2526-EWH-01029
March 5-7. . . . . Scottsdale, AZ. . . . . . 2526-EWH-01035
March 14-16. . . Chicago, IL . . . . . . . . 2526-EWH-01028
March 26-28. . . New York, NY. . . . . . 2526-EWH-01027
April 2-4 . . . . . . San Francisco, CA . . . 2526-EWH-01042
May 2-4 . . . . . . San Diego, CA . . . . . 2526-EWH-01053
May 16-18 . . . . Arlington, VA . . . . . . 2526-EWH-01041

3 days/1.8 CEUs/18 PDUs
$2,545/AMA Members $2,295
AMA Members save $250

AMA has been reviewed and
approved as a provider of
project management training 
by the Project Management
Institute (PMI).

Develop the best strategies to support your company’s goals.

This course is designed to combine proven-by-practice methods with new
insights and ideas from a wide range of current strategic thinking. Gain a wider
perspective of management practice through breakout sessions, exercises and
case applications. Bring your strategic dilemmas to this program and get
direction on analytical and organizational approaches.

THINKING, DECISION MAKING AND STRATEGY

FACULTY SPOTLIGHT*

Janine Sergay is an inter-
national strategist, speaker,
facilitator, lecturer and orga-
nizational consultant. With
over 25 years’ experience,
Ms. Sergay helps clients
improve strategic thought,
productivity, processes and
working relationships for
enhanced bottom-line
results. She has delivered
results for a wide range of
organizations including The Society of Plastic
Surgeons, American College of Healthcare and
Foodservice Consultants Society International,
among others.  

*This seminar is also taught by other strategic 
planning experts.

PMP, PMBOK and the PMI R.E.P. logo are registered
trademarks of the Project Management Institute, Inc.
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LEADERSHIP SKILLS

Collaborative Leadership 
Skills for Managers SEMINAR #2186

Develop a collaborative style to enhance team
commitment and individual performance.

Why become a collaborative leader? Because it gives you the
ability to break down silos, to create an energetic department and
team that has better business results. This seminar will give you
the skills to be an adaptive manager, someone who can create
clarity, vision and build mutual trust with your team and other
departments. It will show you how to inspire optimal performance
from team members and help bring out their strongest talents.

BENEFITS OF ATTENDING
• Become more effective by enabling each team member to

share ideas and generate solutions
• Remove roadblocks that prevent employees from doing their

best work
• Enhance team creativity and involvement without expensive

programs or initiatives
• Differentiate yourself and become more influential in your

organization
• Help increase employee retention and engagement
• Develop a mindset that can increase your innovation skills and

produce new ideas
• Provide greater opportunities for employees to own and

implement their ideas
• Assuage performance issues by increasing employee

involvement and leadership skills

TOPICS COVERED
• Customizing your management style to encourage employees

to find their own answers to business challenges
• Creating a culture that fosters involvement from all employees

and helps break down silos and isolationism
• Embracing social media to enhance discussions, obtain recom-

mendations and information, network and establish relevance
• Discovering the benefits and virtues of over-communication
• Improving accountability by allowing your employees to have

ownership of the results of their efforts
• Employing a collaborative process that is effective with all

communication styles
• Setting up a framework for collaboration

WHO SHOULD ATTEND
Midlevel managers who want to inspire greater involvement, 
creativity and knowledge sharing in their employees.

SCHEDULE

March 26-27 . . . . . . New York, NY . . . . . . . . . 2186-EWH-00016
April 5-6 . . . . . . . . . Chicago, IL. . . . . . . . . . . . 2186-EWH-00017
May 14-15 . . . . . . . Arlington, VA. . . . . . . . . . 2186-EWH-00018

2 days/1.2 CEUs
$2,195/AMA Members $1,995
AMA Members save $200

AMA has been reviewed 
and approved as a provider of project
management training by the Project
Management Institute (PMI).

Preparing for 
Leadership: What It 
Takes to Take the Lead SEMINAR #2536

You want to become a leader, but are you ready
to take that step? 

Discover the heart, soul and mind of true leadership—and what
people expect from, and respect in, leaders. Examine your roles as
strategist, change agent, coach, manager, communicator, mentor
and team leader…and learn how to develop your unique
leadership style for maximum impact.

BENEFITS OF ATTENDING
• Understand what a leader is…and isn’t 
• Project a more dynamic image: look and talk like a leader
• Take on your first leadership position with greater confidence
• Protect yourself against the pitfalls of politics
• Refine your leadership skills in gaining and using power and

influence positively

TOPICS COVERED
• Exploring the challenges and opportunities of a leader
• Your leadership style and adapting to the needs of others
• Developing strategies for getting support for your agenda
• Understanding what really motivates people
• Building your influence and power
• Developing key relationships and alliances

WHO SHOULD ATTEND
Any manager who is a potential candidate for a leadership role—
or who is about to take on a new leadership assignment.

SCHEDULE

Feb. 9-10. . . . . . . . . Arlington, VA. . . . . . . . . . 2536-EWH-00568
Feb. 23-24. . . . . . . . New York, NY . . . . . . . . . 2536-EWH-00570
Feb. 27-28. . . . . . . . San Francisco, CA. . . . . . . 2536-EWH-00571
March 15-16 . . . . . . Chicago, IL. . . . . . . . . . . . 2536-EWH-00569
March 26-27 . . . . . . Atlanta, GA . . . . . . . . . . . 2536-EWH-00573
April 5-6 . . . . . . . . . Arlington, VA. . . . . . . . . . 2536-EWH-00581
April 12-13 . . . . . . . Parsippany, NJ . . . . . . . . . 2536-EWH-00605
May 7-8 . . . . . . . . . New York, NY . . . . . . . . . 2536-EWH-00589
May 17-18 . . . . . . . Atlanta, GA . . . . . . . . . . . 2536-EWH-00594

2 days/1.2 CEUs/12 PDUs
$2,195/AMA Members $1,995
AMA Members save $200

Also available as a
Live Online Seminar 

LIVE ONLINE SCHEDULE

1.2 CEUs/12 PDUs
$2,195/AMA Members $1,995

Monday 2-5 pm ET • 4 Lessons

March 5-26, 2012 . . . . . . . . . 2536-EWH-00575
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LEADERSHIP SKILLS

Achieving Leadership
Success Through People
SEMINAR #2128

Lead more effectively by creating rapport, 
synergy and two-way trust. 

The most successful leaders are those with the best people skills,
especially during the most difficult circumstances. Poor
communication and interpersonal relationships routinely thwart
leaders who are otherwise technically competent. In order to
succeed, leaders must be fully engaged with the individuals who
make up their organization. Focusing skill-by-skill on P.E.O.P.L.E.
(Professionalism, Empathy, Optimism, Partnering, Loyalty and
Empowerment), this seminar can help anyone in a position of
leadership to better demonstrate caring as well as courage, and
to use a P.E.O.P.L.E. approach to achieve maximum results.

BENEFITS OF ATTENDING
• Understand the components of professionalism
• Coach your direct reports/colleagues to be more hopeful and

empathetic to develop greater professionalism
• Create genuine partnerships and unity with direct reports/colleagues
• Be more optimistic through reframing, resilience and positive

language skills
• Learn and apply the components of loyalty
• Trust and empower your direct reports/colleagues more

TOPICS COVERED
• Professionalism: character, composure, commitment,

communication, competence and caring
• Empathy: connecting and building rapport, understanding

others and valuing strengths
• Optimism: enthusiasm, eagerness to learn and teach and resilience
• Partnership: collaboration (vs. competition), creating synergy

and teamwork
• Loyalty: building energetic followers who persevere and are

accountable to self and others
• Empowerment: delegating, teaching, coaching and entrusting

WHO SHOULD ATTEND
Senior managers, directors, VPs, midlevel managers and others in
positions of leadership.

SCHEDULE

Feb. 8-10. . . . . . . . . Las Vegas, NV . . . . . . . . . 2128-EWH-00028
March 5-7 . . . . . . . . New York, NY . . . . . . . . . 2128-EWH-00026
April 11-13 . . . . . . . Arlington, VA. . . . . . . . . . 2128-EWH-00037
Apr. 30-May 2. . . . . Lake Buena Vista, FL. . . . . 2128-EWH-00030
May 9-11 . . . . . . . . San Francisco, CA. . . . . . . 2128-EWH-00031

3 days/1.8 CEUs/18 PDUs
$2,645/AMA Members $2,395
AMA Members save $250

AMA has been reviewed 
and approved as a provider of project
management training by the Project
Management Institute (PMI).

The Voice of Leadership
How Leaders Inspire, Influence 
and Achieve Results SEMINAR #2130

Master crucial leadership communication 
skills for maximum impact.  

This fast-paced, results-oriented seminar is uniquely designed 
to strengthen your leadership communication skills. You’ll 
learn and practice proven techniques to shape your leadership
messages, hone an authentic leadership voice and engage in
powerful conversations that get results.

BENEFITS OF ATTENDING
• Become a more effective communicator—and leader
• Get requests implemented better and more quickly
• Build greater buy-in, trust and loyalty
• Demonstrate grace under fire and defuse tension
• Overcome resistance and rally support in difficult situations
• Deliver inspiring speeches and presentations

TOPICS COVERED
• How to find your true voice as a leader
• Crafting compelling messages that inspire action and results
• Generating charisma and presence
• Communicating your vision with passion and precision
• Assigning responsibility and delegating authority 
• Creating a strong motivational environment
• Addressing tough and touchy topics that defuse tension

WHO SHOULD ATTEND
Experienced managers and executives and anyone who aspires to
a leadership position or who is expected to provide leadership.

SCHEDULE

Jan. 18-20. . . . . . . . Philadelphia, PA . . . . . . . . 2130-EWH-00456
Jan. 30-Feb. 1 . . . . . New York, NY . . . . . . . . . 2130-EWH-00442
Feb. 15-17. . . . . . . . Houston, TX. . . . . . . . . . . 2130-EWH-00441
Feb. 22-24. . . . . . . . San Francisco, CA. . . . . . . 2130-EWH-00443
March 5-7 . . . . . . . . Atlanta, GA . . . . . . . . . . . 2130-EWH-00445

For a complete list of dates and locations, visit www.amanet.org
3 days/1.8 CEUs/18 PDUs
$2,545/AMA Members $2,295
AMA Members save $250

AMA has been reviewed 
and approved as a provider of project
management training by the Project
Management Institute (PMI).

Also available as a
Live Online Seminar 

LIVE ONLINE SCHEDULE

1.2 CEUs
$2,545/AMA Members $2,295

Thursday 2-5 pm ET • 4 Lessons

Jan. 26-Feb. 16, 2012 . . . . . . 2130-EWH-00450

May 3-24, 2012 . . . . . . . . . . 2130-EWH-00484
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Create a Respectful
Workplace: Improve Morale,
Increase Productivity and
Achieve Business Goals SEMINAR #2151

Build and support a more positive and productive
workplace climate.

A workplace where employees treat one another with civility
and respect is far more likely to function at optimum levels of
productivity. Unfortunately, the rise of disrespectful behaviors
in business seems to be at epidemic levels, and the result is a
steady erosion in morale and productivity. This seminar
provides strategies for leaders and managers to recognize and
handle offensive, disrespectful and inappropriate behaviors. It
also explores how to improve productivity by modeling better
behavior and fostering a culture of civility and mutual respect.

BENEFITS OF ATTENDING
• Reduce the likelihood that smaller issues will escalate into

larger confrontations
• Use appropriate tools to deal with rudeness, incivility and

harassment
• Be better equipped to coach staff to deal with offenders
• Enhance project success through improvements in workflow
• Help reduce time away from work, workers’ compensation

claims and health insurance costs
• Be prepared for possible Healthy Workplace legislation

TOPICS COVERED
• Creating a working definition of workplace disrespect and

incivility
• Tools for calculating the true costs of a disrespectful climate

to teams and the organization
• Assessing a manager’s own actions and how they influence

certain behaviors
• Coaching employees to deal successfully with disrespectful

situations before issues escalate
• Identifying key actions successful companies use to create

respectful workplaces
• Applying strategies and overcoming obstacles to build a

positive, respectful climate

WHO SHOULD ATTEND
Senior managers, directors, vice presidents, division heads, 
managers, human resource professionals, OD personnel and 
others in positions of leadership.

SCHEDULE

Feb. 13-14. . . . . . . . San Francisco, CA. . . . . . . 2151-EWH-00003
March 15-16 . . . . . . Atlanta, GA . . . . . . . . . . . 2151-EWH-00004
April 16-17 . . . . . . . New York, NY . . . . . . . . . 2151-EWH-00006

2 days/1.2 CEUs
$2,345/AMA Members $2,095
AMA Members save $250

LEADERSHIP SKILLS

NEW!Leading with Emotional
Intelligence SEMINAR #2133

Lead with greater impact—apply emotional
intelligence to manage and drive peak
performance in your direct reports and team.

This valuable seminar delivers the in-depth knowledge and
practical skills you need to ensure that you’re a strong,
emotionally intelligent leader.

BENEFITS OF ATTENDING
• Monitor and adapt your own emotions and behaviors for the

benefit of yourself, your team and your department
• Be more decisive with decision-making techniques
• Create cohesive, emotionally intelligent teams
• Motivate your team and generate buy-in by crafting an

emotionally resonant, inspiring vision

TOPICS COVERED
• Why emotional intelligence is important to effective leadership
• Case studies: examples of high and low emotional intelligence

in the workplace
• Self-assessment exercise: emotional competency profile, 

self-awareness inventory
• Reflection exercise and action planning
• Delegating with emotional intelligence
• Coaching and confronting with emotional intelligence
• Influencing and motivating with emotional intelligence
• Promoting collaboration and consensus
• Handling adverse group dynamics with emotional intelligence

WHO SHOULD ATTEND
Leaders who want to create a healthy, productive workplace and
organizational culture. OD and HR professionals will particularly
benefit from this seminar.

SCHEDULE

Jan. 18-20. . . . . . . . New York, NY . . . . . . . . . 2133-EWH-00293
Jan. 25-27. . . . . . . . Los Angeles, CA. . . . . . . . 2133-EWH-00287
Jan. 30-Feb. 1 . . . . . Chicago, IL. . . . . . . . . . . . 2133-EWH-00273
Feb. 22-24. . . . . . . . Arlington, VA. . . . . . . . . . 2133-EWH-00275
March 12-14 . . . . . . New York, NY . . . . . . . . . 2133-EWH-00276
March 28-30 . . . . . . San Francisco, CA. . . . . . . 2133-EWH-00274
April 2-4 . . . . . . . . . Boston, MA . . . . . . . . . . . 2133-EWH-00320
April 11-13 . . . . . . . Chicago, IL. . . . . . . . . . . . 2133-EWH-00294
April 16-18 . . . . . . . San Diego, CA . . . . . . . . . 2133-EWH-00297
April 23-25 . . . . . . . Arlington, VA. . . . . . . . . . 2133-EWH-00296
May 2-4 . . . . . . . . . Houston, TX. . . . . . . . . . . 2133-EWH-00304
May 9-11 . . . . . . . . New York, NY . . . . . . . . . 2133-EWH-00298
May 14-16 . . . . . . . Chicago, IL. . . . . . . . . . . . 2133-EWH-00299

3 days/1.8 CEUs
$2,545/AMA Members $2,295
AMA Members save $250

This program has been approved for 18 recertification credit hours
toward PHR, SPHR and GPHR recertification through the Human
Resource Certification Institute (HRCI). For more information about certi-
fication or recertification, please visit the HRCI homepage at
www.hrci.org
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LEADERSHIP SKILLS

What Got You Here
Won’t Get You There 
SEMINAR #2207

Developed with Marshall Goldsmith, based on his
bestselling book

You’ve been successful up until now—but can you
redefine yourself for continued success?

Is something robbing you of the future you want? Your talents
and accomplishments got you where you are today. But some
of these attributes could actually be holding you back now. Will
you still be able to accomplish everything you want—and keep
the job you’re doing now?

This powerful, solutions-based, interactive program is based on
Marshall Goldsmith’s international bestseller What Got You Here
Won’t Get You There. It gives you insights and practical
techniques to help you pinpoint everything that may keep you
from getting your next job—or hanging on to this one. You’ll
experience FeedForward©, Marshall’s proprietary tool to get a
specific, objective look at yourself, and receive balanced
feedback to help you change counterproductive habits. You’ll
also develop an action plan to help you achieve both your
professional and personal goals. 

BENEFITS OF ATTENDING
• Learn 20 habits that often hold leaders back from attaining the

success and satisfaction they want
• Assess the use of the 20 habits in your leadership style
• Know why interpersonal skills in leadership are crucial
• Use the FeedForward© process to get objective feedback from

fellow seminar attendees, guided by our expert faculty
• Create a developmental action plan that involves your peers

and includes a plan for ongoing follow-up

TOPICS COVERED
• Assessing the 20 habits and knowing which apply to you
• Knowing how to apply FeedForward© on the job
• Identifying obstacles to making a successful transition to the

next level of leadership
• The role external factors play and how to leverage them in

your achievements
• Developing a personal action plan to enhance your

effectiveness
• Creating and promoting your personal brand

WHO SHOULD ATTEND
Middle and senior managers who want to preemptively fix
behaviors that would otherwise hold them back.

SCHEDULE

March 26-27 . . . . . . New York, NY . . . . . . . . . 2207-EWH-00001
April 23-24 . . . . . . . Arlington, VA. . . . . . . . . . 2207-EWH-00002
May 21-22 . . . . . . . San Francisco, CA. . . . . . . 2207-EWH-00003

2 days/1.2 CEUs
$2,445/AMA Members $2,195
AMA Members save $250

Play to Your Strengths
Harnessing the Power of Your
Personality SEMINAR #2143

Achieve your full leadership potential through
greater self-awareness.

The most effective leaders invest in their own strengths,
surround themselves with the right people and pay attention
to the needs of those who work with them. Instead of trying
to be “well-rounded” leaders, they strive to be self-aware
leaders who build on their strongest traits and learn to adapt
to other people and situations. This seminar will help you to
better know your own strengths and more readily adjust to a
variety of circumstances—rather than trying to fit the mold of
a leader you’re not meant to be.

BENEFITS OF ATTENDING
• Know different leadership styles and understand the

strengths and weaknesses of each 
• Recognize three ways to be effective through other

leadership styles
• Understand how to leverage your strengths at work
• Identify opportunities to demonstrate active leadership
• Develop change strategies that produce positive results

TOPICS COVERED
• The importance of playing to one’s strengths as a leader 
• Defining the four style positions and applying them to your

own leadership challenges
• Applying the four sources of versatility to situations/people in

your own organization
• Observing style behaviors, providing feedback and adapting

style 
• Examining the real reason people won’t change and

corrective actions
• Working on strengths to build on one’s developmental edge

WHO SHOULD ATTEND
Midlevel managers, senior managers, directors, vice presidents
and division heads who want to capitalize on their individual
traits to maximize their effectiveness as leaders.

SCHEDULE

March 19-20 . . . . . . New York, NY . . . . . . . . . 2143-EWH-00008
April 19-20 . . . . . . . Chicago, IL. . . . . . . . . . . . 2143-EWH-00010

2 days/1.2 CEUs
$2,445/AMA Members $2,195
AMA Members save $250

NEW!
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LEADERSHIP SKILLS

Deepen your self-awareness with executive leadership
training and empower your staff to improve performance!

This intensive 3-day executive leadership training program combines proven-
in-action techniques with peer interaction and insights from the latest research
to help you master the competencies of effective executive leadership.
Executive leadership training can show you how to use your power and influ -
ence to achieve goals…build alliances across departments…establish strong
working relationships…and create passion in your department, your team and
your organization.

BENEFITS OF ATTENDING
• Build a leadership style that creates trust,

sets a clear vision and guides your entire
team toward greater performance and profit

• Learn what real “coaching” consists of
and how to build an extraordinary team
that works together to deliver results

• Develop heightened “emotional
intelligence” for greater professional
achievement and satisfaction

• Develop an executive leadership style that
adapts to the person and situation

• Improve performance through
empowerment and delegation

• Clearly communicate mission, vision and
value statements

• Continue your growth as a leader
through a self-development plan

TOPICS COVERED
Understanding Today’s Leadership
Expectations
• Exploring the fundamental concepts of

leadership
• The four-factor model of effective leadership
• Differentiating between leadership and

management
• Identifying the leadership requirements

for the 21st century

Leadership with the Head: Exploring the
Strategic Elements of Leadership
• Defining mission, vision and values
• Focusing on the “big picture” when

building the culture
• The importance of planning and

prioritizing in day-to-day activities

Leadership with the Hands: Examining
Situational Leadership®

• Applying Situational Leadership in
coaching situations: delegating to 
high-performing employees, properly
addressing performance issues

• Giving positive and constructive
feedback: “you” vs. “I” messages

• Coaching role-plays and other
techniques that help you effectively lead
the team, boost creativity and improve
communication, problem solving and
decision making

Leadership with the Feet: Personal
Values and Ethics at Work
• Understanding the challenges you

face—and the various ways you can
manage them

• Creating a culture of trusting
relationships

• How individualized “passionate
purpose” provides a context for
consistency and credibility

Leadership with the Heart: Practicing
Ways to Communicate
• Motivating the workforce: three

elements that ensure increased job
satisfaction and productivity

• Examining the role of “emotional
intelligence” in successful leadership

• Assessing your “emotional intelligence”:
your strengths and areas that need
development

Creating an Executive Leadership
Development Plan
• Developing a plan based on your goals

and your organization’s strategy

WHO SHOULD ATTEND
Midlevel managers or executives who lead
others with managerial responsibility. It 
will benefit executives who require strong 
decision-making skills and the ability to 
lead and motivate others.

Note: Before attending this session, you will
receive a link to the online Leader Behavior
Analysis II assessment. You must complete the
assessment, print out your results and bring to
class in order to participate fully in this seminar.

FACULTY SPOTLIGHT*

David Moriah is a nation-
ally recognized leader in the
field of experience-based
training and development
for more than 20 years. He
has extensive experience in
leadership and team devel-
opment, coaching and coun-
seling, training the trainer,
facilitation skills, crisis inter-
vention, conflict resolution,
cross-cultural understanding, win-win negotia-
tion, public speaking, effective business writing,
organizational needs assessment and project
design and management.

*This seminar is also taught by other leadership experts

Developing Executive Leadership 
SEMINAR #2501

SCHEDULE

Jan. 9-11. . . . . . New York, NY. . . . . . 2501-EWH-01258
Jan. 18-20. . . . . Scottsdale, AZ. . . . . . 2501-EWH-01262
Jan. 25-27. . . . . Dallas, TX . . . . . . . . . 2501-EWH-01259
Feb. 6-8 . . . . . . Arlington, VA . . . . . . 2501-EWH-01260
Feb. 22-24 . . . . Chicago, IL . . . . . . . . 2501-EWH-01263
March 7-9. . . . . New York, NY. . . . . . 2501-EWH-01266
March 14-16. . . Arlington, VA . . . . . . 2501-EWH-01282
March 19-21. . . Atlanta, GA . . . . . . . 2501-EWH-01242
March 26-28. . . San Francisco, CA . . . 2501-EWH-01268
April 2-4 . . . . . . Las Vegas, NV. . . . . . 2501-EWH-01283
April 11-13 . . . . New York, NY. . . . . . 2501-EWH-01285
April 16-18 . . . . Dallas, TX . . . . . . . . . 2501-EWH-01294
May 2-4 . . . . . . San Francisco, CA . . . 2501-EWH-01289
May 9-11 . . . . . Chicago, IL . . . . . . . . 2501-EWH-01291
May 14-16 . . . . Arlington, VA . . . . . . 2501-EWH-01292
May 21-23 . . . . Hilton Head, SC . . . . 2501-EWH-01293

3 days/1.8 CEUs/18 PDUs
$2,545/AMA Members $2,295
AMA Members save $250

AMA has been reviewed
and approved as a provider
of project management
training by the Project
Management Institute (PMI).

Also available as a
Live Online Seminar 

LIVE ONLINE SCHEDULE

1.2 CEUs/12 PDUs
$2,545/AMA Members $2,295

Monday 2-5 pm ET • 4 Lessons

April 9-30, 2012 . . . . . . . . . . 2501-EWH-01318

PMP, PMBOK and the PMI R.E.P. logo are registered
trademarks of the Project Management Institute, Inc.



Also available as a
Live Online Seminar 
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LEADERSHIP SKILLS

Situational Leadership® II
Workshop SEMINAR #2901

Adopt a leadership style that generates heightened
performance and improved productivity. 

Does your organization lack passion, energy, self-reliance and
drive? If so, the technique of situational leadership has the
answer that will take your managers and your company to the
head of the pack. 

Specially developed for AMA by The Ken Blanchard Companies®

(and delivered by AMA expert faculty), the Situational
Leadership® II Workshop will help you apply the most effective
leadership style in any given situation.

BENEFITS OF ATTENDING
• Improve communication and enhance your credibility
• Achieve greater productivity by infusing energy, self-reliance

and drive within your employees
• Create a collaborative work environment
• Increase your effectiveness in setting goals, providing clear

direction, listening, observing, monitoring and giving feedback
• Retain your most talented employees by being more responsive

to their development needs

TOPICS COVERED
• The core competencies of a situational leader
• Leadership for the future
• Why leadership depends on the specific situation
• Diagnosis: the first skill of the situational leader
• Flexibility: the second skill of the situational leader
• Partnering for better performance: the third skill of the

situational leader
• Transferring your new awareness and situational leadership

skills into your work relationships and leadership responsibilities

WHO SHOULD ATTEND
Individuals in leadership roles, including executives, managers,
project managers, team leaders and supervisors.

SCHEDULE

Feb. 2-3 . . . . . . . . . New York, NY . . . . . . . . . 2901-EWH-00198
Feb. 16-17. . . . . . . . Chicago, IL. . . . . . . . . . . . 2901-EWH-00181
March 26-27 . . . . . . Arlington, VA. . . . . . . . . . 2901-EWH-00199
April 19-20 . . . . . . . San Francisco, CA. . . . . . . 2901-EWH-00202
May 7-8 . . . . . . . . . Chicago, IL. . . . . . . . . . . . 2901-EWH-00201

2 days/1.2 CEUs
$2,195/AMA Members $1,995
AMA Members save $200

The 8th Habit®

Unleashing the Greatness in
Yourself and Others SEMINAR #2603

By FranklinCovey—available through AMA.
The 7 Habits of Highly Effective People® and The 8th Habit®

courses are based on the teachings of Dr. Stephen R. Covey.

How can you and everyone in your organization
make the most of ALL your talents and skills?

When outstanding results are expected—or necessary—it isn’t
enough to just be effective. You have to unleash your ultimate
potential to achieve your own level of individual greatness.
And if others in your organization can do the same, there’s no
limit to what can be achieved.

In his book, The 8th Habit: From Effectiveness to Greatness,
Dr. Stephen R. Covey explored the next dimension of the
principles he made famous worldwide in The 7 Habits of
Highly Effective People®. Now, this groundbreaking course will
show you how to harness the power of your own innate
genius—what Dr. Covey calls your voice. The unique skills and
insights you’ll get will help you become your best possible self
and inspire others in your organization to do the same.

BENEFITS OF ATTENDING
• Understand the personal and organizational drivers for

today’s professionals
• Get specific skills and knowledge for finding your voice and

inspiring others to do so
• Inspire better focus and execution within your team
• Create healthy interdependencies within your organization
• Develop a culture of trust both at work and at home

TOPICS COVERED
• Bridging the gap between effectiveness and greatness
• The four imperatives of great leaders
• Discovering and expressing your voice, vision, discipline,

passion and conscience
• The roles necessary to inspire others to find their voice
• Trust: the core of leadership
• The voice of discipline and execution

WHO SHOULD ATTEND
Directors, VPs, team leaders, executives, department heads
and experienced managers who want to tap into a higher
level of achievement and greatness within themselves, and
bring the same qualities out in others.

Note: In order to participate in The 8th Habit®, it is NOT required that you
first attend The 7 Habits of Highly Effective People® seminars (#2601 or
#2602).

SCHEDULE

Apr. 30-May 1. . . . . New York, NY . . . . . . . . . 2603-EWH-00009
July 26-27 . . . . . . . . Arlington, VA. . . . . . . . . . 2603-EWH-00011
Sept. 20-21 . . . . . . . San Francisco, CA. . . . . . . 2603-EWH-00012

2 days/1.2 CEUs
$2,195/AMA Members $1,995
AMA Members save $200

NEW!

LIVE ONLINE SCHEDULE

1.2 CEUs
$2,195/AMA Members $1,995

Tuesday 2-5 pm ET • 4 Lessons

Jan. 23-Feb. 13, 2012 . . . . . . 2901-EWH-00183

April 3-24, 2012 . . . . . . . . . . 2901-EWH-00210
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INTERPERSONAL SKILLS

Expanding Your Influence:
Understanding the Psychology of
Persuasion SEMINAR #2204

How can one person get someone to do something
with ease, while it’s an uphill battle for another?

Bringing about the reaction you want from others and expanding
your influence require insights that go beyond the actual process of
influencing—and into the psychology of what truly prompts us to 
say yes or no. You’ll uncover persuasion techniques that most people
don’t even know exist.

BENEFITS OF ATTENDING
• Explore the psychology behind persuasion
• Understand the psychological/subconscious triggers that influence

a person’s decision-making process, behaviors and reactions
• Select and apply the appropriate law(s) of persuasion
• Recognize the implications of unethical approaches to influencing
• Prepare by using the Pre-Persuasion Checklist

TOPICS COVERED
• The psychological foundation to the laws of persuasion
• Differentiating the psychology of persuasion from the process

of influencing
• The relationship of triggers to the laws of persuasion/influence
• Defining the two paths of persuasion—conscious and subconscious
• Using the Pre-Persuasion Checklist to determine the

appropriate law(s) of persuasion for a given business situation

WHO SHOULD ATTEND
Those who need to understand the psychological principles
behind how people are convinced to do something.

EXTRA
Receive a complimentary copy of Maximum Influence: The 12 Universal
Laws of Power Persuasion by Kurt W. Mortensen.

SCHEDULE

Feb. 9-10. . . . . . . . . San Francisco, CA. . . . . . . 2204-EWH-00048
Feb. 23-24. . . . . . . . New York, NY . . . . . . . . . 2204-EWH-00049
March 5-6 . . . . . . . . Arlington, VA. . . . . . . . . . 2204-EWH-00050
March 8-9 . . . . . . . . Chicago, IL. . . . . . . . . . . . 2204-EWH-00051
March 22-23 . . . . . . Boston, MA . . . . . . . . . . . 2204-EWH-00070
April 5-6 . . . . . . . . . New York, NY . . . . . . . . . 2204-EWH-00057
Apr. 30-May 1. . . . . Atlanta, GA . . . . . . . . . . . 2204-EWH-00059

2 days/1.2 CEUs/12 PDUs
$2,095/AMA Members $1,895
AMA Members save $200

Communicating 
Up, Down and 
Across the Organization
SEMINAR #2203

Gain recognition, build stronger work relation ships
and deliver high-value results for yourself and 
your organization.

Leaders appreciate when employees take the responsibility to
communicate new ideas, innovations and better ways to get
the work accomplished. This seminar offers practical strategies
for informing and influencing others—no matter where they fit
in the organizational chart.

BENEFITS OF ATTENDING
• Gain recognition by showing managerial effectiveness,

leadership and creativity
• Create new opportunities for yourself within your organization
• Break down the barriers that stand between team cooperation

and organizational effectiveness
• Reduce frustration by building cooperation between silos
• Enhance productivity by gaining support and commitment
• Build esprit de corps and productive workplace relationships

TOPICS COVERED
• Acquire confidence, self-esteem and self-concept to project a

positive external image
• Establish trust and credibility for stronger work relationships
• Create messages that address listeners’ needs, wants and

priorities
• Use listening skills to create high-impact messages
• Communicate ideas in terms listeners care about
• Adapt messages to others’ communication and learning styles
• Shape others’ responses using direct and indirect messages

WHO SHOULD ATTEND
Those who want to build the communication skills that encour-
age dialogue throughout the organization.

SCHEDULE

Feb. 2-3 . . . . . . . . . Chicago, IL. . . . . . . . . . . . 2203-EWH-00192
Feb. 27-28. . . . . . . . San Francisco, CA. . . . . . . 2203-EWH-00190
March 29-30 . . . . . . New York, NY . . . . . . . . . 2203-EWH-00193
April 2-3 . . . . . . . . . Arlington, VA. . . . . . . . . . 2203-EWH-00226
May 10-11 . . . . . . . Chicago, IL. . . . . . . . . . . . 2203-EWH-00215
May 21-22 . . . . . . . San Francisco, CA. . . . . . . 2203-EWH-00219

2 days/1.2 CEUs/12 PDUs
$2,095/AMA Members $1,895
AMA Members save $200

AMA has been reviewed and
approved as a provider of project
management training by the Project
Management Institute (PMI).

LIVE ONLINE SCHEDULE

1.2 CEUs/12 PDUs
$2,095/AMA Members $1,895

Tuesday 2-5 pm ET • 4 Lessons

April 3-24, 2012 . . . . . . . . . . 2204-EWH-00076

PMI accreditation above applies to both seminars on this page.
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INTERPERSONAL SKILLS

AMA has been reviewed 
and approved as a provider of project
management training by the Project
Management Institute (PMI).

Get your point across with a positive professional image.

When challenged, overwhelmed or on the spot, can you hear others clearly and
respond appropriately? When presenting ideas, do you seek to gain cooperation or 
to seize control? Do you avoid difficult situations and relationships—or collaborate
through thoughtful and diplomatic interactions?

How well you communicate can make or break your professional image, influencing
how others view your work, your performance—and your prospects for career
mobility. Now you can learn how to choose and use the most appropriate words and
emotional tone for every business situation. In just two days, this seminar offers
insights into communication styles, while providing you with skills for clearly and
effectively receiving and transmitting information, ideas, thoughts, feelings and needs.

BENEFITS OF ATTENDING
• Communicate efficiently and tactfully

with clients, direct reports, colleagues,
your boss and senior management 

• Respond in a professional manner, even
when you’re out of your comfort zone

• Strengthen your communication
effectiveness with active listening

• Elicit cooperation and respect by modeling
• Improve your image through increased

self-awareness

TOPICS COVERED
How Diplomacy, Tact and Credibility
Influence How Others Perceive You
• How “image” impacts others’ perception

of you, your credibility and your job
performance

• Use diplomacy, tact and credibility to
positively impact your image

Communication Style Differences: 
The Insight Inventory®

• Awareness of your communication style
• How stress negatively impacts how you

communicate
• “Reading” others so that you can

communicate more effectively
• Utilizing diplomacy, tact and credibility

when communicating across styles

Effective and Powerful Communication
Skills
• Why miscommunication is “expensive” 
• The communication-based components

of image
• How to positively impact the visual,

verbal and vocal components of
communication

• The “Know-Feel-Do” model of
communicating

Listening for Effective Communication
• The barriers and obstacles to listening
• How good listening is critical as a

“receiver” of a communications message
• Building rapport through good listening
• How to use active listening skills
• Using listening skills to build and improve

your image

Using Diplomacy, Tact and Credibility
• Understanding how and when to use

diplomacy 
• How and when to be tactful
• The concept of credibility: what it is, 

how to use it when communicating
• Five actions for credible communications
• How to handle difficult situations with

diplomacy, tact and credibility

Your Communication Action Plan
• Creating an action plan to improve your

communication skills back at work
• Signing a “follow-up” contract 

WHO SHOULD ATTEND
Business professionals who want to advance
their credibility with diplomatic methods of
communication.

SCHEDULE

Jan. 12-13. . . . . New York, NY. . . . . . 2206-EWH-00760
Jan. 19-20. . . . . Arlington, VA . . . . . . 2206-EWH-00759
Jan. 19-20. . . . . Atlanta, GA . . . . . . . 2206-EWH-00762
Jan. 19-20. . . . . Chicago, IL . . . . . . . . 2206-EWH-00763
Jan. 23-24. . . . . Newport Beach, CA . 2206-EWH-00736
Jan. 26-27. . . . . Houston, TX . . . . . . . 2206-EWH-00766
Jan. 26-27. . . . . Princeton, NJ. . . . . . . 2206-EWH-00767
Jan. 26-27. . . . . San Francisco, CA . . . 2206-EWH-00761
Feb. 2-3 . . . . . . Cincinnati, OH . . . . . 2206-EWH-00768
Feb. 6-7 . . . . . . Boston, MA . . . . . . . 2206-EWH-00769
Feb. 9-10 . . . . . Dallas, TX . . . . . . . . . 2206-EWH-00771
Feb. 9-10 . . . . . New York, NY. . . . . . 2206-EWH-00772
Feb. 13-14 . . . . Chicago, IL . . . . . . . . 2206-EWH-00773
Feb. 16-17 . . . . Parsippany, NJ. . . . . . 2206-EWH-00779
Feb. 16-17 . . . . San Francisco, CA . . . 2206-EWH-00776
Feb. 16-17 . . . . San Jose, CA. . . . . . . 2206-EWH-00880
Feb. 23-24 . . . . Arlington, VA . . . . . . 2206-EWH-00777
Feb. 23-24 . . . . Minneapolis, MN . . . 2206-EWH-00778
March 1-2. . . . . Atlanta, GA . . . . . . . 2206-EWH-00781
March 5-6. . . . . Chicago, IL . . . . . . . . 2206-EWH-00785
March 5-6. . . . . New York, NY. . . . . . 2206-EWH-00783
March 8-9. . . . . Denver, CO. . . . . . . . 2206-EWH-00775
March 8-9. . . . . Fort Lauderdale, FL . . 2206-EWH-00784
March 12-13. . . Arlington, VA . . . . . . 2206-EWH-00780
March 12-13. . . Seattle, WA . . . . . . . 2206-EWH-00786
March 19-20. . . San Diego, CA . . . . . 2206-EWH-00789
March 19-20. . . San Francisco, CA . . . 2206-EWH-00788
March 26-27. . . Pittsburgh, PA. . . . . . 2206-EWH-00790
April 2-3 . . . . . . Houston, TX . . . . . . . 2206-EWH-00811
April 2-3 . . . . . . New York, NY. . . . . . 2206-EWH-00812
April 9-10 . . . . . San Francisco, CA . . . 2206-EWH-00813
April 12-13 . . . . Arlington, VA . . . . . . 2206-EWH-00814
April 12-13 . . . . Chicago, IL . . . . . . . . 2206-EWH-00815
April 16-17 . . . . Princeton, NJ. . . . . . . 2206-EWH-00816
April 26-27 . . . . Durham, NC . . . . . . . 2206-EWH-00818
April 26-27 . . . . Newport Beach, CA . 2206-EWH-00826
Apr. 30-May 1 . Boston, MA . . . . . . . 2206-EWH-00830
May 7-8 . . . . . . Arlington, VA . . . . . . 2206-EWH-00821
May 10-11 . . . . Cincinnati, OH . . . . . 2206-EWH-00820
May 10-11 . . . . Dallas, TX . . . . . . . . . 2206-EWH-00822
May 10-11 . . . . New York, NY. . . . . . 2206-EWH-00823
May 10-11 . . . . San Francisco, CA . . . 2206-EWH-00824
May 14-15 . . . . Atlanta, GA . . . . . . . 2206-EWH-00825
May 17-18 . . . . Minneapolis, MN . . . 2206-EWH-00827
May 21-22 . . . . Chicago, IL . . . . . . . . 2206-EWH-00828
May 21-22 . . . . Parsippany, NJ. . . . . . 2206-EWH-00829

2 days/1.2 CEUs/12 PDUs
$2,095/AMA Members $1,895
AMA Members save $200

How to Communicate with Diplomacy,
Tact and Credibility SEMINAR #2206

BEST
SELLER

�

�

PMP, PMBOK and the PMI R.E.P. logo are registered
trademarks of the Project Management Institute, Inc.
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INTERPERSONAL SKILLS

Developing Effective
Business Conversation Skills
SEMINAR #2109

Master conversational skills to get attention and
gain credibility. 

Are your spoken messages organized and coherent or rambling
and unfocused? Do you put off difficult conversations or are you
able to work through issues with confidence and empathy? Do you
know when to talk, when to listen and when to ask questions?

BENEFITS OF ATTENDING
• Express your ideas completely and succinctly to build rapport
• Leverage conversational dynamics to get results
• Avoid leaving others in “mind-reader” mode
• Use conversation as a coaching and performance tool
• Overcome resistance without defensiveness
• Come out a winner in any business conversation

TOPICS COVERED
• Creating a focused and results-oriented conversation goal
• Redirecting conversations that have gone off-track, exiting

those that are dragging
• Calibrating language to avoid becoming too specific or too

abstract
• Integrating confidence and competence into your

conversations
• Listening strategies to gain information and create

conversational bridges
• Choosing the right verbal and nonverbal language to create

consistent, coherent and targeted messages
• Tools and strategies to plan and demonstrate a specific

conversation type
• Assessing conversational style preferences, strengths and

weaknesses and flexibility
• Mastering verbal and nonverbal language skills

WHO SHOULD ATTEND
Business professionals at all levels who wish to have more effec-
tive conversations.

SCHEDULE

Jan. 30-31. . . . . . . . Arlington, VA. . . . . . . . . . 2109-EWH-00168
March 15-16 . . . . . . New York, NY . . . . . . . . . 2109-EWH-00170
March 26-27 . . . . . . Chicago, IL. . . . . . . . . . . . 2109-EWH-00183
May 17-18 . . . . . . . New York, NY . . . . . . . . . 2109-EWH-00177

2 days/1.2 CEUs
$2,095/AMA Members $1,895
AMA Members save $200

Negotiating to Win
SEMINAR #2513

Gain the skills, insights and competencies required
in all negotiations—in every organization—at 
every level.

Negotiation focuses on solving the problem and closing 
the gap between what both parties want.

BENEFITS OF ATTENDING
• Know when—and when not—to negotiate
• Develop an effective plan and strategy for any negotiation
• Know what behavior to adapt at each stage of the negotiation
• Adjust your communication style to achieve desired results
• Successfully apply the principles of persuasion to any negotiation
• Negotiate face to face, by phone, via email and other media

TOPICS COVERED
• The basic concepts of negotiation
• Identifying approaches to negotiation
• Defining the influences on the negotiation process
• Planning a negotiation
• Applying the persuasion process
• How to avoid negotiation traps
• Choosing appropriate communication methods

WHO SHOULD ATTEND
Those responsible for negotiating the best possible terms of an
agreement for their organization.

Note: This program is not intended for labor union negotiators on either side.

EXTRA
Leave with AMA’s Negotiation Planner to effectively apply your
newly learned know-how.

SCHEDULE

Feb. 8-10. . . . . . . . . New York, NY . . . . . . . . . 2513-EWH-01073
Feb. 22-24. . . . . . . . Chicago, IL. . . . . . . . . . . . 2513-EWH-01077
Feb. 29-Mar. 2 . . . . Atlanta, GA . . . . . . . . . . . 2513-EWH-01075
March 5-7 . . . . . . . . San Francisco, CA. . . . . . . 2513-EWH-01076
March 19-21 . . . . . . Arlington, VA. . . . . . . . . . 2513-EWH-01074
April 11-13 . . . . . . . New York, NY . . . . . . . . . 2513-EWH-01094

For a complete list of dates and locations, visit www.amanet.org
3 days/1.8 CEUs/18 PDUs
$2,345/AMA Members $2,095
AMA Members save $250

Also available as a
Live Online Seminar 

LIVE ONLINE SCHEDULE

1.2 CEUs/12 PDUs
$2,345/AMA Members $2,095

Thursday 2-5 pm ET • 4 Lessons

Jan. 5-26, 2012 . . . . . . . . . . . 2513-EWH-01079

April 5-26, 2012 . . . . . . . . . . 2513-EWH-01113

AMA has been reviewed and approved
as a provider of project management
training by the Project Management
Institute (PMI).
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INTERPERSONAL SKILLS

AMA has been reviewed and approved
as a provider of project management
training by the Project Management
Institute (PMI).

How do you get results from people who don’t work for you?

• You are asked to lead a task force and one of the members just happens
to be a VP. Do you have the confidence to handle this?

• You’re on a tight deadline. Can you get another manager’s assistant to set
aside their tasks—and help you with yours?

• You have to stand in for your boss. Can you direct your colleagues without
generating animosity?

Whether you’re dealing with bosses, colleagues, staff members or senior management,
winning respect and cultivating influence and cooperation are essential to career success. 

At this seminar, you’ll focus on the key
elements of influencing others when there
is a lack of authority—personal power,
persuasion and negotiation. You’ll practice
influencing techniques right from day one
through the final activity on day three—
and enhance your learning with videos,
exercises, assessment tools and group
discussions.

BENEFITS OF ATTENDING
• Establish or regain credibility so you can

begin to influence
• Use your power base to persuade
• Understand the person you’re influencing
• Create a collaborative work environment

for faster, better results
• Let work styles and communication

differences work for, not against, you
• Sell ideas and implement change
• Achieve trust and give-and-take

relationships up, down and across the
organization

• Project self-confidence
• Adapt your style to the person or

situation
• Identify various negotiating techniques

that promote win-win outcomes

TOPICS COVERED
Personal Power
• Understanding your personal power
• Personal power behaviors
• Attributes of effective/ineffective

influencers
• Your power relative to the other person
• Commitment Model: why commitment

from others doesn’t happen by chance

Reciprocity and Relationships
• Mental model of influence
• Principles of reciprocity
• Building relationships and creating

partnerships

Personal Preferences
• Linkages between personal styles and

reciprocity, relationship, partnership
• Style indicator and interpretation tool
• Blind spots in your self-knowledge
• The negative attribution cycle

Persuasion
• Key components of persuasion:

discovery, preparation, dialogue
• Adjusting to different audiences
• The role of investment and risk
• Achieving credibility
• Reaching a common goal
• Selling your position by providing

evidence
• Connecting emotionally
• Listening and questioning

When Conflict Comes Between You 
and Your Desired Results
• Approaches to conflict resolution
• Giving and receiving feedback
• Using a win-win mindset

Getting Better Results Through
Negotiation
• Power, information, timing and approach
• Basic principles of negotiation
• Various steps in negotiation

WHO SHOULD ATTEND
Business professionals who need to get work
done through others as well as those who
need to convince another person to buy into
an idea or follow up on a request.

SCHEDULE

Jan. 18-20. . . . . Las Vegas, NV. . . . . . 2532-EWH-00836
Jan. 25-27. . . . . Kansas City, KS . . . . . 2532-EWH-00817
Feb. 6-8 . . . . . . New York, NY. . . . . . 2532-EWH-00819
Feb. 8-10 . . . . . Princeton, NJ. . . . . . . 2532-EWH-00820
Feb. 8-10 . . . . . San Francisco, CA . . . 2532-EWH-00837
Feb. 13-15 . . . . Dallas, TX . . . . . . . . . 2532-EWH-00821
Feb. 22-24 . . . . Atlanta, GA . . . . . . . 2532-EWH-00849
Feb. 29-Mar. 2 . Chicago, IL . . . . . . . . 2532-EWH-00823
March 12-14. . . Boston, MA . . . . . . . 2532-EWH-00838
March 19-21. . . Arlington, VA . . . . . . 2532-EWH-00822
March 19-21. . . Cincinnati, OH . . . . . 2532-EWH-00826
March 26-28. . . San Francisco, CA . . . 2532-EWH-00827
April 2-4 . . . . . . Denver, CO. . . . . . . . 2532-EWH-00853
April 4-6 . . . . . . New York, NY. . . . . . 2532-EWH-00852
April 9-11 . . . . . Arlington, VA . . . . . . 2532-EWH-00915
April 11-13 . . . . San Francisco, CA . . . 2532-EWH-00916
April 18-20 . . . . San Diego, CA . . . . . 2532-EWH-00917
April 23-25 . . . . Chicago, IL . . . . . . . . 2532-EWH-00857
April 25-27 . . . . Morristown, NJ . . . . . 2532-EWH-00858
Apr. 30-May 2 . New York, NY. . . . . . 2532-EWH-00859
May 2-4 . . . . . . San Francisco, CA . . . 2532-EWH-00861
May 7-9 . . . . . . Dallas, TX . . . . . . . . . 2532-EWH-00918
May 14-16 . . . . Arlington, VA . . . . . . 2532-EWH-00863
May 21-23 . . . . Atlanta, GA . . . . . . . 2532-EWH-00856

3 days/1.8 CEUs/18 PDUs
$2,345/AMA Members $2,095
AMA Members save $250

Getting Results 
Without Authority SEMINAR #2532

BEST
SELLER

�

�

Also available as a
Live Online Seminar 

LIVE ONLINE SCHEDULE

1.2 CEUs/12 PDUs
$2,345/AMA Members $2,095

Tuesday 2-5 pm ET • 4 Lessons

March 6-27, 2012 . . . . . . . . . 2532-EWH-00851

FACULTY SPOTLIGHT*

Mary Hubbard Lewis,
EdD has a corporate client
list that includes AT&T, Cisco,
Coca-Cola, DuPont, Frito Lay,
Honda, IBM, Lockheed
Martin, Lucent Technologies,
Pfizer, UPS and Wachovia
Bank. Her consultation serv-
ices include strategic plan-
ning, meeting facilitation
and team development. At
NASA’s Langley Research
Center, she was recognized
with a Superior Accomplishment Award and an
Outstanding Performance Award.  

*This seminar is also taught by other strategic 
planning experts.
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INTERPERSONAL SKILLS

Don’t let your work relationships work against you. 
Now, discover the basic competencies critical to solid 
work relationships—and career success.

In today’s complex business environment, differences are a positive force within an
organization. And it all starts with you. This seminar will prepare you to become a
“conscious communicator.” You’ll return to work better able to build constructive
and beneficial workplace relationships by learning how to analyze situations and
consciously select and use productive communication strategies.

Building Better Work Relationships
New Techniques for Results-Oriented Communication SEMINAR #2235

Relationship Building
• Managing assumptions in order to 

build trusting relationships
• Consciously building trust at work 
• Developing and showing a positive attitude
• Eliminate the “attitude virus”

Expressing Needs Within Relationships
• Influencing others 
• Performing an interpersonal needs

inventory
• The shape and sound of assertiveness
• Completing an influential SWOT

(Strengths, Weaknesses, Opportunities,
Threats) Profile

Relational Communication
• Identifying your communication style
• Sharpening verbal and nonverbal

behaviors and skills
• Applying direct and indirect messages
• Using feedback and questioning skills

Relational Listening
• Listening barriers and their impact on

effective workplace relationships
• A listening improvement map
• Improving listening by asking good

questions
• Applying active and reflective listening

skills
• Best practices for giving or seeking feedback

Addressing Relational Change and
Conflict
• Selecting your conflict-resolution style
• Resolving conflicts assertively
• Developing and practicing a conflict-

resolution plan

WHO SHOULD ATTEND
Business professionals who want to use effective
communication and relationship management
to maximize impact, produc tivity and results.

BENEFITS OF ATTENDING
• Build better rapport and gain trust
• Develop flexibility to handle any situation
• Avoid mistakes and conflicts
• Influence and motivate others
• Use direct and indirect messages accurately
• Build your self-esteem as you discover 

a new self-awareness
• Identify strengths, weaknesses and

opportunities
• Understand the roles of values, beliefs,

attitudes, perceptual processes and
emotional intelligence

• Master the keys to excellent communication:
observe, listen, analyze, plan, communicate

TOPICS COVERED
Effective Workplace Relationships
• How do you build workplace relationships?
• Behaviors that support or undermine

these relationships
• Assessing your relationships

Communication and Perceptions
• Trustbusters and how to fix them
• The five axioms of conscious communication
• Mirroring and rapport

Investigating Emotions and 
Emotional Intelligence
• Social and multiple intelligences
• Assessing your multiple intelligences 
• Five domains of emotional intelligence

Building Better Relationships with
Ourselves and Others
• Perception, world view, emotional

intelligence—and you
• Self-awareness, self-esteem and 

self-concept
• Work styles—and how to flex them

FACULTY SPOTLIGHT*

Kate Driesen has 
conducted communication,
leadership and presentation
skills training for thousands
of business executives and
professionals since 1990. A
certified self-esteem trainer,
she also drills her clients in
gender-speak and insight
inventory. 

*This seminar is also taught by other business  
communication experts.

SCHEDULE

Jan. 9-11. . . . . . New York, NY. . . . . . 2235-EWH-00909
Jan. 18-20. . . . . San Francisco, CA . . . 2235-EWH-00931
Jan. 23-25. . . . . Arlington, VA . . . . . . 2235-EWH-00910
Jan. 25-27. . . . . Los Angeles, CA . . . . 2235-EWH-00976
Feb. 1-3 . . . . . . Atlanta, GA . . . . . . . 2235-EWH-00911
Feb. 6-8 . . . . . . Boston, MA . . . . . . . 2235-EWH-00932
Feb. 6-8 . . . . . . Chicago, IL . . . . . . . . 2235-EWH-00977
Feb. 15-17 . . . . New York, NY. . . . . . 2235-EWH-00913
Feb. 22-24 . . . . San Francisco, CA . . . 2235-EWH-00914
Feb. 29-Mar. 2 . Dallas, TX . . . . . . . . . 2235-EWH-00915
March 7-9. . . . . Arlington, VA . . . . . . 2235-EWH-00916
March 12-14. . . Chicago, IL . . . . . . . . 2235-EWH-00912
March 19-21. . . Phoenix, AZ . . . . . . . 2235-EWH-00917
April 16-18 . . . . Chicago, IL . . . . . . . . 2235-EWH-00939
April 18-20 . . . . Arlington, VA . . . . . . 2235-EWH-00938
April 23-25 . . . . San Francisco, CA . . . 2235-EWH-00940
April 25-27 . . . . New York, NY. . . . . . 2235-EWH-00941
Apr. 30-May 2 . Arlington, VA . . . . . . 2235-EWH-00942
May 2-4 . . . . . . Chicago, IL . . . . . . . . 2235-EWH-00943
May 7-9 . . . . . . New York, NY. . . . . . 2235-EWH-00944
May 9-11 . . . . . Anaheim, CA . . . . . . 2235-EWH-00945
May 21-23 . . . . Houston, TX . . . . . . . 2235-EWH-00946

3 days/1.8 CEUs/18 PDUs
$2,345/AMA Members $2,095
AMA Members save $250

AMA has been reviewed and
approved as a provider of
project management training 
by the Project Management
Institute (PMI).

Also available as a
Live Online Seminar 

LIVE ONLINE SCHEDULE

1.2 CEUs
$2,345/AMA Members $2,095

Monday 2-5 pm ET • 4 Lessons

Jan. 23-Feb. 13, 2012 . . . . . . 2235-EWH-00921

Apr. 30-May 21, 2012 . . . . . 2235-EWH-00970

PMP, PMBOK and the PMI R.E.P. logo are registered
trademarks of the Project Management Institute, Inc.



AMA has been reviewed and
approved as a provider of
project management training 
by the Project Management
Institute (PMI).

Effective Executive 
Speaking SEMINAR #2522

Speak, present and communicate with poise,
power and persuasion.

Conquer your fear and connect with the minds and hearts of
your audience. You’ll learn to inject style and energy and
transform every presentation into a credible and compelling
communication.

BENEFITS OF ATTENDING
• Speak and think with greater clarity and purpose, stressing key

ideas
• Face an audience or camera with confidence and control and

make the most of your own natural speaking style
• Shape and organize your speech or presentation to persuade

listeners and get the response and results you want
• Conquer fear and negative stress
• Make your performance skills, your sense of humor and your

own personality work for you
• Give impromptu and prepared speeches to the class and

receive personalized feedback

TOPICS COVERED
• Preparation and the importance of research and organization
• Planning and preparing strong beginnings and endings
• Focusing on your delivery skills as well as the effective use of

voice, action, image and language in speechmaking
• Addressing speech anxiety
• Choosing appropriate strategies for reaching reluctant,

uncommitted and inactive audiences
• Responding in a focused and controlled fashion to Q&A

WHO SHOULD ATTEND
Executives with some prior public speaking experience.

EXTRA
You’ll be recorded in action and will see yourself improve, relax and refine
your techniques with each performance. This recording is yours to keep.

SCHEDULE

Jan. 18-20. . . . . . . . New York, NY . . . . . . . . . 2522-EWH-01256
Feb. 8-10. . . . . . . . . New York, NY . . . . . . . . . 2522-EWH-01268
Feb. 22-24. . . . . . . . Atlanta, GA . . . . . . . . . . . 2522-EWH-01258
Feb. 29-Mar. 2 . . . . New York, NY . . . . . . . . . 2522-EWH-01261
March 28-30 . . . . . . Arlington, VA. . . . . . . . . . 2522-EWH-01262
March 28-30 . . . . . . Chicago, IL. . . . . . . . . . . . 2522-EWH-01259
April 4-6 . . . . . . . . . New York, NY . . . . . . . . . 2522-EWH-01275
April 18-20 . . . . . . . Arlington, VA. . . . . . . . . . 2522-EWH-01302
April 25-27 . . . . . . . San Francisco, CA. . . . . . . 2522-EWH-01278
Apr. 30-May 2. . . . . New York, NY . . . . . . . . . 2522-EWH-01279
May 16-18 . . . . . . . Chicago, IL. . . . . . . . . . . . 2522-EWH-01276
May 21-23 . . . . . . . Arlington, VA. . . . . . . . . . 2522-EWH-01280

3 days/1.8 CEUs
$2,345/AMA Members $2,095
AMA Members save $250

Strategies for Developing 
Effective Presentation Skills
SEMINAR #2519

Transform yourself from inexperienced speaker
to skilled presenter.

Learn how to present your ideas with conviction, control and 
self-confidence without fear. You’ll gain the specific skills and
direction to become comfortable with your own presentation
style and receive expert advice on techniques. You’ll learn how 
to present by presenting.

BENEFITS OF ATTENDING
• Tailor your presentation to your audience
• Use relaxation techniques to overcome nervousness
• Project your voice and use pauses to dramatize your point
• Expertly handle difficult questions and situations
• Communicate with clarity and conviction

TOPICS COVERED
• How to balance verbal and nonverbal messages
• Developing and organizing presentation content
• Preparing to give the presentation
• Using visual aids and support materials
• How to respond to Q&A
• Managing the presentation environment

WHO SHOULD ATTEND
Those who give presentations, speak in front of groups or sell
ideas to others and have little or no presentation experience.

EXTRA
Your presentations will be recorded for playback and review. See for yourself
what comes across to an audience. It’s a great way to get instant feedback
and helpful recommendations. This recording is yours to keep.

SCHEDULE

Jan. 9-11. . . . . . . . . New York, NY . . . . . . . . . 2519-EWH-01270
Jan. 23-25. . . . . . . . San Francisco, CA. . . . . . . 2519-EWH-01271
Feb. 22-24. . . . . . . . Arlington, VA. . . . . . . . . . 2519-EWH-01274
March 7-9 . . . . . . . . New York, NY . . . . . . . . . 2519-EWH-01275
March 12-14 . . . . . . Arlington, VA. . . . . . . . . . 2519-EWH-01276
March 12-14 . . . . . . San Francisco, CA. . . . . . . 2519-EWH-01277
March 19-21 . . . . . . Chicago, IL. . . . . . . . . . . . 2519-EWH-01278
April 2-4 . . . . . . . . . Atlanta, GA . . . . . . . . . . . 2519-EWH-01295
April 9-11 . . . . . . . . Arlington, VA. . . . . . . . . . 2519-EWH-01316
April 11-13 . . . . . . . New York, NY . . . . . . . . . 2519-EWH-01296
April 16-18 . . . . . . . San Francisco, CA. . . . . . . 2519-EWH-01297
May 2-4 . . . . . . . . . Chicago, IL. . . . . . . . . . . . 2519-EWH-01299
May 7-9 . . . . . . . . . New York, NY . . . . . . . . . 2519-EWH-01301
May 9-11 . . . . . . . . Arlington, VA. . . . . . . . . . 2519-EWH-01300

3 days/1.8 CEUs/18 PDUs
$2,195/AMA Members $1,995
AMA Members save $200

35All AMA seminars are GSA approved and can be delivered onsite 1-800-262-9699 www.amanet.org

PRESENTATION SKILLS
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36 For additional dates and locations or to register—1-800-262-9699 www.amanet.org

BUSINESS WRITING SKILLS

Effective Technical Writing
SEMINAR #2216

Improve your technical writing—without
compromising your technical message.

If writing technical information and effective memos, letters,
reports, manuals, instructions, documentation, specifications or
proposals is a tough proposition—this program is for you. This
intensive 3-day seminar will show you proven approaches and
techniques that you can apply back on the job to write crisp, clear,
accessible technical communications.

BENEFITS OF ATTENDING
• Organize your material by purpose and audience
• Write with greater clarity and precision—in less time
• Present complex technical information simply
• Know the purpose of your writing before you begin
• Recognize the needs of your audience
• Learn how to use illustrations
• Produce final drafts to make the “write” impression with your

superiors

TOPICS COVERED
• Patterns of technical writing
• Organizing technical information
• Writing the first draft
• Technical report elements and formats
• Writing abstracts and preparing technical manuals and

proposals
• Editing and proofreading techniques

WHO SHOULD ATTEND
Engineers, scientists, IT/computer personnel and people in R&D and
other technical areas, who are required to present ideas in writing.

EXTRA
Bring a sample writing piece and get one-on-one feedback.

SCHEDULE

Jan. 18-20. . . . . . . . Arlington, VA. . . . . . . . . . 2216-EWH-00307
Jan. 23-25. . . . . . . . Chicago, IL. . . . . . . . . . . . 2216-EWH-00308
Feb. 27-29. . . . . . . . New York, NY . . . . . . . . . 2216-EWH-00321
March 5-7 . . . . . . . . San Francisco, CA. . . . . . . 2216-EWH-00309
March 28-30 . . . . . . Chicago, IL. . . . . . . . . . . . 2216-EWH-00328

For a complete list of dates and locations, visit www.amanet.org
3 days/1.8 CEUs/18 PDUs
$2,195/AMA Members $1,995
AMA Members save $200

AMA’s 2-Day Business
Writing Workshop SEMINAR #2211

Take the strain out of composing any kind of
document.

Would you like a quick and easy method for writing in an organized
format? This seminar provides you with basic formats and formulas
for tackling any kind of writing task—and communicating to your
readers what they need to know.

BENEFITS OF ATTENDING
• Quickly organize your thoughts and generate content
• Eliminate numerous, time-consuming revisions
• Streamline content and communicate what readers need to know
• Write with greater clarity

TOPICS COVERED
• Guidelines for effective business writing, including email, memos

and letters
• Establishing the purpose, focus and essence of your message
• Techniques for overcoming writer’s block
• Powerful openings and closings to capture and retain attention
• Writing the first draft: how to construct clear, direct sentences
• Connecting, establishing and clarifying thought patterns
• Organizing ideas and generating content with simple

techniques
• How and when to use the appropriate tone—and persuasive,

positive or negative words
• Editing and proofreading the final version

WHO SHOULD ATTEND
Business professionals at all levels who need to save time by
streamlining their writing process.

EXTRA
Bring a current project and get one-on-one feedback.

SCHEDULE

Feb. 9-10. . . . . . . . . New York, NY . . . . . . . . . 2211-EWH-00334
Feb. 13-14. . . . . . . . Chicago, IL. . . . . . . . . . . . 2211-EWH-00338
Feb. 23-24. . . . . . . . San Francisco, CA. . . . . . . 2211-EWH-00335
March 1-2 . . . . . . . . Arlington, VA. . . . . . . . . . 2211-EWH-00336
March 12-13 . . . . . . Boston, MA . . . . . . . . . . . 2211-EWH-00337
March 12-13 . . . . . . New York, NY . . . . . . . . . 2211-EWH-00352
April 2-3 . . . . . . . . . Chicago, IL. . . . . . . . . . . . 2211-EWH-00363
April 9-10 . . . . . . . . New York, NY . . . . . . . . . 2211-EWH-00364
April 16-17 . . . . . . . Atlanta, GA . . . . . . . . . . . 2211-EWH-00365

For a complete list of dates and locations, visit www.amanet.org

2 days/1.2 CEUs
$1,995/AMA Members $1,795
AMA Members save $200

Also available as a
Live Online Seminar 

Also available as a
Live Online Seminar 

LIVE ONLINE SCHEDULE

1.2 CEUs
$1,995/AMA Members $1,795

Tuesday 2-5 pm ET • 4 Lessons

Jan. 24-Feb. 14, 2012 . . . . . . 2211-EWH-00339

LIVE ONLINE SCHEDULE

1.2 CEUs
$2,195/AMA Members $1,995

Thursday 2-5 pm ET • 4 Lessons

Feb. 2-23, 2012. . . . . . . . . . . 2216-EWH-00311

AMA has been reviewed and approved
as a provider of project management
training by the Project Management
Institute (PMI).
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Build a solid foundation of project management knowledge,
techniques and tools in this hands-on workshop that covers
the entire project lifecycle.

In this seminar, you will learn and practice the latest tools and techniques
necessary for project management success. In lectures, discussions and exercises,
you’ll cover every aspect of managing projects. While aligned with the Project
Management Institute’s (PMI) framework, this course is specifically designed to
focus on the practical application of concepts.

BENEFITS OF ATTENDING
• Gain organizational support through a

well-established business case 
• Learn the basics for effectively gathering

and documenting requirements
• Understand the role of the project

manager and business analyst
• Develop an integrated project plan

including realistic scope, schedules,
budgets, and risks

• Effectively track and report on project
progress

• Build credibility with top management

TOPICS COVERED
An Overview of the Framework of
Project Management
• Discussing key concepts and roles
• Defining a “project,” the project triangle,

and core PM processes

Initiating the Project
• Creating a project charter and defining

requirements
• Identifying and assigning ownership

Identifying the Work
• Building on the charter and product

requirements
• Identifying and assigning ownership

Estimating the Work
• Discussing industry best practices for

creating realistic estimates

Scheduling the Work
• Creating network logic diagrams
• Producing GANTT charts for project

timelines

Creating the Budget
• Capturing and tracking personnel expenses

Completing the Plan
• Communicating project information
• Identifying and assessing risks

PROJECT MANAGEMENT

Improving Your Project Management Skills
The Basics for Success SEMINAR #6503

SCHEDULE

Jan. 9-11. . . . . . Arlington, VA . . . . . . 6503-EWH-01943
Jan. 18-20. . . . . Atlanta, GA . . . . . . . 6503-EWH-01947
Jan. 18-20. . . . . Chicago, IL . . . . . . . . 6503-EWH-01948
Jan. 18-20. . . . . New York, NY. . . . . . 6503-EWH-01945
Jan. 23-25. . . . . Los Angeles, CA . . . . 6503-EWH-01924
Jan. 25-27. . . . . Morristown, NJ . . . . . 6503-EWH-01950
Jan. 25-27. . . . . San Francisco, CA . . . 6503-EWH-01952
Jan. 30-Feb. 1 . . Arlington, VA . . . . . . 6503-EWH-01955
Feb. 1-3 . . . . . . Phoenix, AZ . . . . . . . 6503-EWH-02010
Feb. 6-8 . . . . . . San Francisco, CA . . . 6503-EWH-01954
Feb. 8-10 . . . . . Chicago, IL . . . . . . . . 6503-EWH-01956
Feb. 15-17 . . . . Houston, TX . . . . . . . 6503-EWH-01959
Feb. 15-17 . . . . New York, NY. . . . . . 6503-EWH-01960
March 5-7. . . . . Arlington, VA . . . . . . 6503-EWH-01962
March 5-7. . . . . Boston, MA . . . . . . . 6503-EWH-01963
March 7-9. . . . . Chicago, IL . . . . . . . . 6503-EWH-01964
March 12-14. . . Atlanta, GA . . . . . . . 6503-EWH-01965
March 12-14. . . San Francisco, CA . . . 6503-EWH-01966
March 19-21. . . New York, NY. . . . . . 6503-EWH-01967
March 21-23. . . Dallas, TX . . . . . . . . . 6503-EWH-01968
March 28-30. . . Minneapolis, MN . . . 6503-EWH-01969
April 2-4 . . . . . . Atlanta, GA . . . . . . . 6503-EWH-02015
April 4-6 . . . . . . Arlington, VA . . . . . . 6503-EWH-02014
April 9-11 . . . . . New York, NY. . . . . . 6503-EWH-02017
April 11-13 . . . . Chicago, IL . . . . . . . . 6503-EWH-02018
April 16-18 . . . . Cincinnati, OH . . . . . 6503-EWH-02019
April 25-27 . . . . Philadelphia, PA . . . . 6503-EWH-02032
April 25-27 . . . . San Francisco, CA . . . 6503-EWH-02020
May 2-4 . . . . . . Arlington, VA . . . . . . 6503-EWH-02021
May 7-9 . . . . . . Atlanta, GA . . . . . . . 6503-EWH-02024
May 9-11 . . . . . Chicago, IL . . . . . . . . 6503-EWH-02025
May 9-11 . . . . . Dallas, TX . . . . . . . . . 6503-EWH-02026
May 9-11 . . . . . San Francisco, CA . . . 6503-EWH-02027
May 16-18 . . . . Hartford, CT . . . . . . . 6503-EWH-02029
May 21-23 . . . . New York, NY. . . . . . 6503-EWH-02028

3 days/1.8 CEUs/18 PDUs
$2,195/AMA Members $1,995
AMA Members save $200

AMA BLENDED LEARNING—a blend of
dynamic live training, seminar materials, plus
powerful online tools including pre- and post-
assessments, tune-up courses, GANTT and PERT
charts, critical path worksheets and other rele-
vant PM articles and tips. AMA Blended
Learning lets you measure and build on what
you have learned. Refresh, reinforce and apply
your learning long after your seminar ends.

Executing the Plan
• Measuring progress against the plan
• Reporting on project status

Closing the Project
• Running an effective “lessons learned”

session
• Capturing performance information

WHO SHOULD ATTEND
Individuals who are new to project manage-
ment, “accidental” project managers (for
whom PM is a secondary part of their jobs),
business analysts, subject-matter experts 
who contribute to projects, and experienced 
project managers looking to review current
tools, techniques and processes.

SPECIAL FEATURE
This seminar features fictional case studies that
allow participants to immediately practice
course concepts in group exercises. Participants
will create key project documents including a
business case, charter, product requirements,
project plan (scope, schedule, budget, risks),
status reports and lessons learned.

EXTRA
Participants have access to online blended
learning components, including a full tool set
of integrated project management templates
to download and use for getting started
immediately after completing the seminar.

BEST
SELLER

�

�

AMA has been reviewed 
and approved as a provider of
project management training 
by the Project Management
Institute (PMI).

This program has been approved for 18 recertifi-
cation credit hours toward PHR, SPHR and
GPHR recertification through the Human
Resource Certification Institute (HRCI). For more
information about certification or recertification,
please visit the HRCI homepage at www.hrci.org

LIVE ONLINE SCHEDULE

1.2 CEUs/12 PDUs/12 PHR/SPHR
$2,195/AMA Members $1,995

Monday 2-5 pm ET • 4 Lessons

Jan. 23-Feb. 13, 2012 . . . . . . 6503-EWH-01972

Apr. 2-23, 2012 . . . . . . . . . . 6503-EWH-02069

Also available as a
Live Online Seminar 

PMP, PMBOK and the PMI R.E.P. logo are registered
trademarks of the Project Management Institute, Inc.
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PROJECT MANAGEMENT

Essentials of Project
Management for the 
Non-Project Manager
SEMINAR #6548

Learn and apply basic elements of PM to your
job to support project success.

In just two days, you’ll get an understanding of the essential termi -
nology and apply basic PM tools and techniques to increase your
effectiveness both on the team and in your own functional area.

BENEFITS OF ATTENDING
• Know the purpose and process of project management
• Understand the roles, responsibilities and needs of project team

members
• Identify and apply critical project management tools
• Identify stakeholders, their relationships to each other and how

these relationships affect projects
• Recognize stakeholder issues within the organization
• Identify and apply critical communication tools and protocols

TOPICS COVERED
• Key project management terms
• The five groups of the project management process
• Estimating project activity accurately
• Identifying and aligning the project stakeholders
• Creating the project charter
• Estimating and planning the work
• Evaluating project requirements against the SMART Tool
• Understanding and creating the Work Breakdown Structure (WBS)

WHO SHOULD ATTEND
Those who are involved in projects but do not manage them, such
as subject-matter experts, team members, project sponsors, con-
tributors, facilitators and coordinators.

SCHEDULE

Jan. 19-20. . . . . . . . San Francisco, CA. . . . . . . 6548-EWH-00023
Jan. 30-31. . . . . . . . Morristown, NJ . . . . . . . . 6548-EWH-00039
Feb. 23-24. . . . . . . . New York, NY . . . . . . . . . 6548-EWH-00025
March 22-23 . . . . . . Arlington, VA. . . . . . . . . . 6548-EWH-00024
April 5-6 . . . . . . . . . New York, NY . . . . . . . . . 6548-EWH-00042
April 23-24 . . . . . . . Chicago, IL. . . . . . . . . . . . 6548-EWH-00056
April 26-27 . . . . . . . Atlanta, GA . . . . . . . . . . . 6548-EWH-00040
May 3-4 . . . . . . . . . San Francisco, CA. . . . . . . 6548-EWH-00041

2 days/1.2 CEUs
$2,095/AMA Members $1,895
AMA Members save $200

Also available as a
Live Online Seminar 

LIVE ONLINE SCHEDULE

1.2 CEUs
$2,095/AMA Members $1,895

Thursday 2-5 pm ET • 4 Lessons

Jan. 12-Feb. 2, 2012 . . . . . . . 6548-EWH-00028

Apr. 26-May 17, 2012 . . . . . 6548-EWH-00052

AMA’s Comprehensive
Project Management
Workshop SEMINAR #6595

In just five days, refresh your PM expertise and
chart a journey toward PM certification. 

In this week-long program, you’ll examine a complete arsenal of
PM competencies and methods and learn a common language to
communicate and define project needs. In addition, you’ll acquire
skills to resolve project issues through an alignment with the Guide
to the Project Management Body of Knowledge (PMBOK® Guide).

BENEFITS OF ATTENDING
• Learn all aspects of project management from the perspective

of the PMBOK Guide
• Acquire necessary prerequisite knowledge to enter a PMP® Exam
• Master the 44 competencies outlined in the PMBOK Guide
• Learn the techniques of documenting project risks,

assumptions and constraints
• Learn how to develop a WBS and create a project charter
• Become skilled in executing, monitoring and controlling the

tasks defined in your project plan

TOPICS COVERED
• Examining the project management framework
• Initiating, planning, executing and monitoring the project
• Identifying the key deliverables of a project using project scope

management
• Establishing a project budget and understanding the different

mechanisms used to estimate cost
• Monitoring and controlling the triple constraint: scope,

schedule, budget
• Procurement decisions, administrative closure and project summary

WHO SHOULD ATTEND
Project managers, program managers and project team leaders who
have several years’ experience initiating, planning and managing
projects, and project team members who are interested in enhanc-
ing their career by preparing to become certified as a PMP.

SCHEDULE

Jan. 23-27. . . . . . . . New York, NY . . . . . . . . . 6595-EWH-00072
Feb. 6-10. . . . . . . . . Arlington, VA. . . . . . . . . . 6595-EWH-00073
Feb. 27-Mar. 2 . . . . Atlanta, GA . . . . . . . . . . . 6595-EWH-00063
March 19-23 . . . . . . San Francisco, CA. . . . . . . 6595-EWH-00091
March 26-30 . . . . . . New York, NY . . . . . . . . . 6595-EWH-00061
April 9-13 . . . . . . . . Arlington, VA. . . . . . . . . . 6595-EWH-00076
April 23-27 . . . . . . . Los Angeles, CA. . . . . . . . 6595-EWH-00077
Apr. 30-May 4. . . . . Chicago, IL. . . . . . . . . . . . 6595-EWH-00084
May 14-18 . . . . . . . New York, NY . . . . . . . . . 6595-EWH-00078

5 days/3.0 CEUs/35 PDUs
$3,095/AMA Members $2,795
AMA Members save $300

AMA has been reviewed 
and approved as a provider of project
management training by the Project
Management Institute (PMI).
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FINANCE AND ACCOUNTING

AMA’s Finance Workshop for
Non-Financial Executives
SEMINAR #1104

Get a complete financial education in just four days…
make more powerful, informed business decisions.

Through actual case studies and annual reports of major U.S.
public companies, you’ll come away better equipped to speak
and interact intelligently with your finance colleagues…analyze
financial statements with new clarity…know the workings of
the financial markets…and understand that the core purpose 
of your firm is to increase shareholder value.

BENEFITS OF ATTENDING
• Gain a thorough understanding of every financial concept,

including a complete finance and accounting vocabulary
• Make the right buy/lease decisions and take advantage of cash

discounts offered by vendors
• Effectively assess investment opportunities
• Make more profitable sales by understanding fixed vs. variable

costs
• Monitor operating results to achieve long-term financial goals

TOPICS COVERED
• Accounting essentials: basics of booking transactions…cash

and accrual methods of accounting…categorizing assets,
liabilities and capital

• Understanding and evaluating financial statements
• Understanding financial ratios used by analysts to assess

liquidity, profitability, leverage and risk
• Preparing and using operational and capital budgets
• How financial markets value a business
• Cost analysis, profit planning and exposures to volume/price risks

WHO SHOULD ATTEND
Experienced managers, general managers, directors, vice presidents
and top executives in sales, marketing, production and manufactur-
ing…as well as those in managerial positions (and up) throughout
the organization.

Note: Please bring a laptop or calculator to this meeting.

SCHEDULE

Feb. 13-16. . . . . . . . New York, NY . . . . . . . . . 1104-EWH-00158
March 12-15 . . . . . . San Francisco, CA. . . . . . . 1104-EWH-00164
March 19-22 . . . . . . Chicago, IL. . . . . . . . . . . . 1104-EWH-00159
April 16-19 . . . . . . . New York, NY . . . . . . . . . 1104-EWH-00167
April 23-26 . . . . . . . Chicago, IL. . . . . . . . . . . . 1104-EWH-00176
Apr. 30-May 3. . . . . Arlington, VA. . . . . . . . . . 1104-EWH-00165
May 14-17 . . . . . . . Hilton Head, SC . . . . . . . . 1104-EWH-00168
May 21-24 . . . . . . . Houston, TX. . . . . . . . . . . 1104-EWH-00166

4 days/2.4 CEUs/24 PDUs
$2,645/AMA Members $2,395
AMA Members save $250

AMA has been reviewed 
and approved as a provider of project
management training by the Project
Management Institute (PMI).

Fundamentals of
Forecasting SEMINAR #1110

Get the basic skills you need to accurately predict
revenues and costs.

Forecasting is critical to the functioning and success of every
business, from small companies to giant corporations. In this
hands-on seminar, you’ll discover the basics you need to assemble
data and build forecasts that help power the operations, finance,
production and planning functions in your organization. You’ll
master the foundational vocabulary and skills to create forecasts
on your own and learn to translate and appraise the forecasts of
others. In addition, you’ll understand how to interpret the
meaning of any forecast, whether it’s your own company’s or that
of the competition.

BENEFITS OF ATTENDING
• Gather the basic facts necessary to start building a forecast
• Limitations—what forecasts can and cannot do
• Choose the proper forecasting technique given available data

and forecast goals
• Critique and interpret forecasts and their implications
• Utilize powerful MS Excel® tools—with uses transferable to

other disciplines
• Master and use regression tools to make better forecasts 
• Use Excel tools to present forecast data to executive

management 

TOPICS COVERED
• Basic statistical techniques
• Forecasting techniques and methods
• Identifying data patterns: exploratory analysis concepts
• Time series and their components
• The use of Excel as your forecasting tool
• Forecasting performance measurements
• Simple and multivariate linear regression
• Summarizing and displaying data in Excel

WHO SHOULD ATTEND
Any financial professional who needs to create, maintain and
improve the forecasting process at their company, as well as profes-
sionals in any function who must interpret, analyze and make deci-
sions based on forecasts created by others.

Recommended CPE Credit: 21 hours/Intermediate
Recommended for optimal learning benefit: An understanding of Excel
and familiarity with fundamentals of finance and accounting (see 
seminar #2218, page 40).

Advance Preparation: None
Instructional Method: Group Live

SCHEDULE

March 14-16 . . . . . . Chicago, IL. . . . . . . . . . . . 1110-EWH-00007
April 18-20 . . . . . . . Atlanta, GA . . . . . . . . . . . 1110-EWH-00008
May 14-16 . . . . . . . New York, NY . . . . . . . . . 1110-EWH-00009

3 days/1.8 CEUs
$2,345/AMA Members $2,095 
AMA Members save $250

NEW!
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FINANCE AND ACCOUNTING

Give us three days—we’ll help you conquer your “fear of finance.”

Finance…for non-financial managers. It’s a topic you must understand—
especially during challenging economic times when financial acumen is
expected at every organizational level. You’ve got to know how to justify a
request, quantify your contributions to the company and spot profit drains
immediately. Because whether you’re a wizard of finance or a non-financial
manager, performance is measured the same way—in dollars and cents.

Offering an accessible overview of finance
for non-financial managers, this seminar
features exactly what you need to further
your career and build your future. From
accruals to writeoffs to receivables and
payables, this workshop shows non-finan cial
managers the concepts, tools and techniques
that can help make each decision pay off—
on the job and on the bottom line.

BENEFITS OF ATTENDING
• Get a firm grasp of the numbers side of

your job
• Gain greater confidence with a working

knowledge of business financials
• Learn how to “think finance” and

translate performance into financial terms
• Cultivate proactive working relationships

with finance professionals and enhance
your value to your organization

• Understand the business dynamics of
dollars-and-cents—and take initiatives
that meet short- and long-term goals

• Take the guesswork out of your decision
making and deliver a better bottom line

• Expand your professional expertise—and
your career opportunities

TOPICS COVERED
• Key finance terms: assets, liabilities, capital,

depreciation, current ratio and others
• Master the mindset: see business in terms

of dollars-and-cents decision options that
pay off—over the short and long terms

• Basic accounting principles

• Applying accounting conventions and
guidelines

• Developing working rules regarding 
your corporate financial statements

• Using the balance sheet to examine
assets and liabilities

• Analyzing the income statement to
assess revenues and expenses

• The statement of cash flow: sources and
uses of funds

• Content and format of the annual report
• Debt vs. equity financing
• How leverage can increase return to

shareholders
• Keeping your plan on target with

budgetary controls
• Using profit-planning tools, break-even

analysis, financial forecasting
• Cash flow: where cash comes from and

how it’s applied
• Elements of cost accounting
• Analyzing payback method, discounted

cash flow, present value and present
value index in making profitable capital
investment decisions

• Criteria for examining the performance 
of divisions and product lines

• Understanding the cost of capital

WHO SHOULD ATTEND
This program is designed for non-financial
managers in every functional area of 
responsibility, in all industries.

Note: Please bring a calculator and a copy 
of your annual report (if available).

Fundamentals of Finance and 
Accounting for Non-Financial Managers
SEMINAR #2218

SCHEDULE

Jan. 9-11. . . . . . Phoenix, AZ . . . . . . . 2218-EWH-01959
Jan. 23-25. . . . . Chicago, IL . . . . . . . . 2218-EWH-01913
Jan. 25-27. . . . . San Jose, CA. . . . . . . 2218-EWH-02034
Feb. 8-10 . . . . . Atlanta, GA . . . . . . . 2218-EWH-01919
Feb. 15-17 . . . . Chicago, IL . . . . . . . . 2218-EWH-01922
Feb. 15-17 . . . . San Francisco, CA . . . 2218-EWH-01923
Feb. 22-24 . . . . Houston, TX . . . . . . . 2218-EWH-01924
Feb. 27-29 . . . . Arlington, VA . . . . . . 2218-EWH-01916
March 5-7. . . . . Chicago, IL . . . . . . . . 2218-EWH-01925
March 7-9. . . . . New York, NY. . . . . . 2218-EWH-01926
March 12-14. . . Los Angeles, CA . . . . 2218-EWH-01961
March 12-14. . . Pittsburgh, PA. . . . . . 2218-EWH-01928
March 19-21. . . San Francisco, CA . . . 2218-EWH-01930
March 21-23. . . Dallas, TX . . . . . . . . . 2218-EWH-01931
April 11-13 . . . . Atlanta, GA . . . . . . . 2218-EWH-01977
April 11-13 . . . . Cincinnati, OH . . . . . 2218-EWH-01978
April 16-18 . . . . San Francisco, CA . . . 2218-EWH-01979
April 18-20 . . . . Philadelphia, PA . . . . 2218-EWH-02043
April 23-25 . . . . Denver, CO. . . . . . . . 2218-EWH-01988
April 23-25 . . . . Durham, NC . . . . . . . 2218-EWH-01984
April 25-27 . . . . New York, NY. . . . . . 2218-EWH-01981
Apr. 30-May 2 . Houston, TX . . . . . . . 2218-EWH-01982
May 2-4 . . . . . . New York, NY. . . . . . 2218-EWH-01983
May 9-11 . . . . . Arlington, VA . . . . . . 2218-EWH-01980
May 9-11 . . . . . Chicago, IL . . . . . . . . 2218-EWH-01986
May 14-16 . . . . Atlanta, GA . . . . . . . 2218-EWH-02044
May 14-16 . . . . Garden Grove, CA . . 2218-EWH-01987
May 16-18 . . . . Morristown, NJ . . . . . 2218-EWH-01990

3 days/1.8 CEUs/18 PDUs
$2,345/AMA Members $2,095
AMA Members save $250

AMA has been reviewed and
approved as a provider of project
management training by the Project
Management Institute (PMI).

BEST
SELLER

�

�

This program has been approved for 18 recertification credit hours
toward PHR, SPHR and GPHR recertification through the Human
Resource Certification Institute (HRCI). For more information about
certification or recertification, please visit the HRCI homepage at
www.hrci.org

Also available as a
Live Online Seminar 

LIVE ONLINE SCHEDULE

1.2 CEUs/12 PDUs/12 PHR/SPHR
$2,345/AMA Members $2,095

Tuesday 2-5 pm ET • 4 Lessons

Jan. 10-31, 2012 . . . . . . . . . . 2218-EWH-01933

Feb. 7-28, 2012. . . . . . . . . . . 2218-EWH-01963

March 6-27, 2012 . . . . . . . . . 2218-EWH-01934

May 1-22, 2012 . . . . . . . . . . 2218-EWH-02024

FACULTY SPOTLIGHT*

John C. Draut has worked for
large multinational firms, small
privately-held corporations and
foreign parent operations in a
wide range of industries. He
has held many executive posi-
tions, including chief operating
officer, chief financial officer,
vice president of finance and
divisional controller. Mr. Draut
is an adjunct professor of busi-
ness at Benedictine University,
Aurora University and Saint Xavier University.

*This seminar is also taught by other finance experts.
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AMA gives you the latest skills and tools 
to keep your performance at the highest
possible standards.

� The Psychology of Management:
Why People Do What They Do
(Seminar #2159) page 19

� Create a Respectful Workplace:
Improve Morale, Increase Productivity and Achieve Business Goals 
(Seminar #2151) Page 26

� What Got You Here Won't Get You There 
(Seminar #2207) Page 27

� Fundamentals of Forecasting 
(Seminar #1110) Page 39

** For a complete listing of new seminars, visit www.amanet.org/new

>> REGISTER TODAY!

Call 1-800-262-9699 or visit www.amanet.org

save
$200
off any seminar when
you register by March
31, 2012 and attend 
by June 30, 2012*
Mention offer code LDM6

Register online at
www.amanet.org
or call 1-800-262-9699
to take advantage 
of this special offer.

TERMS AND CONDITIONS:
*$200 off discount expires expires

March 31, 2012. This offer is valid
only when applied to new registra-
tions and cannot be applied to
transfers, cancellations, GSA pric-
ing or to third-party courses
offered by AMA, except for semi-
nars #2601, #2602 and #2603.
Individuals eligible for GSA pricing
must choose between their GSA
contract price or the discount
applied to the AMA member rate.

Stay One 
Step Ahead

with Our
Newest Seminars

FacebookFOLLOW US Twitter LinkedIn


