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I.
INTRODUCTION:

            A study of the role of the supervisor. Managerial functions as applied to leadership, counseling, motivation, and human skills are examined. Emphasis is on the practical application of supervisory principles.

II.       OBJECTIVES OF THE COURSE:
      Upon successful completion of the Supervision course the student will be able to:

A. Make intelligent, knowledgeable decisions about leadership.

B. Evaluate and counsel employees.

C. Apply motivational guidance.

D. Choose the proper match of skills and tasks.

E. Make delegation responsibilities.

F. Establish supervision controls.
G. Understand stress and time management.

H. Conduct interviews for position selections.
III.
COURSE REQUIREMENT:
A.
Reading Assignments:  Read text assignments prior to class and be prepared to discuss the text material, answering instructor questions orally with well-organized thoughts and ideas. 
B.
Problems and/or projects may be assigned periodically.  These must be completed and turned in as scheduled.  See “Grade Computation” section for additional details.

C.
Class attendance:  Refer to CTC Catalog for detailed policy.  You are expected to attend each class period or be counted absent.  You are responsible for all course material missed due to absence.  The instructor does not provide class notes for classes missed.
IV.
GRADE COMPUTATION:

Letter grades will be assigned based on the percentage of total points earned as follows:
A.
Exams 


70%
   B. 
Letter grades will be assigned based on the  

            Presentation

20%                 percentage of total points earned as follows:


Participation

10%                         90 – 100%
= A




                                             80 – 89%
= B




                                             70 – 79%
= C




                                             60 – 69%
= D




                                             Below 60%
= F
V. 
COURSE OUTLINE: 
Classes scheduled to meet every Wednesday from 5 p.m. until 10:40 p.m.


Weekly Topical Outline:

Week One: 6/02/10
Introductions and Review Syllabus

Chapter 1: Modern Supervision: Concepts and Skills
Chapter 2: Ensuring High Quality and Productivity
Week Two: 6/09/10
Chapter 3: Teamwork: Emphasizing Powerful Meetings
Chapter 4: Meeting High Ethical Standards
Chapter 5: Managing Diversity
Week Three: 6/16/10 


Chapter 6: Reaching Goals: Plans and Controls
Chapter 7: Organizing and Authority
Chapter 8: The Supervisor as a Leader
Mid Term Review
Week Four: 6/23/10 

Mid Term Exam

Chapter 9: Problem Solving; Decision Making, and Creativity
Chapter 10: Communication
Week Five: 6/30/10 

Chapter 11: Motivating Employees
Chapter 12: Problem Employees: Counseling and Discipline
Chapter 13: Managing Time and Stress
Week Six: 7/07/10
Chapter 14: Managing Conflict and Change
Chapter 15: Selecting Employees
Project Paper Due (Will Discuss in Class)
Week Seven: 7/14/10 

Chapter 16: Providing Orientation and Training
Chapter 17: Appraising Performance
Presentations

Week Eight: 7/21/10 

Presentations

Final Exam

VII.
ADDITIONAL INFORMATION:

Description of Methods of Evaluation: 

A. Students are expected to participate in the exercises applicable to each chapter during class instruction.
B. Tests will be closed book, in-class and may consist of multiple choice, matching and true/false questions.  Students should also expect and be prepared to answer essay questions that require a short written response.

C. A double-spaced, typed term paper on an approved case study will be required including a 10 minute minimum power point presentation. (Will discuss in class)

Additional Course Information (i.e. instructional methods, out-of-class activities, etc.): 
A. BMGT 1303 is a required course in the Business Management degree and certificate programs.

B. This course is occupationally related and serves as preparation for a career in general business management.
c. Students are expected to be aware of all CTC policies regarding admissions and registration, academic policies, student responsibilities, etc., found in the CTC Catalog.
Additional Information from the Instructor (make-up exams, rounding of grades, cell phone/pagers, etc.): 

A. Make up test will be arranged on an individual basis prior to missing of class.

B. Students are responsible for arrangements to obtain notes and related information from fellow students and instructor if they are going to miss class.

C. Please turn off pagers and cell phones prior to class.
