DHS Leader Development-approved SkillSoft and Books 24x7
Developmental Resources

For use to fulfill the 12-hour annual development requirement within the Continuous

Supervisory Leader Development product suite

Performance Management—Courses
Course Name

Addressing Problem Performance
Addressing Performance Continuously

Avoiding Problem Performance Simulation

Dealing with Problem Performance Simulation

First Steps for Turning Around a Performance Problem

Performance Appraisal Essentials: Conducting
Traditional Appraisals

Performance Appraisal Essentials: Planning for
Appraisals

Performance Reviews

Preventing Problem Performance
Problem Performance Identification
Problem Performance Improvement
Problem Performance Prevention

Recognizing and Diagnosing Problem Performance

Performance Management—Video

Video Name

Course Number

mgmt 05 a04 bs enus

momt 11 a0l bs enus

MGMTO005A

MGMTO005B

mgmt 34 a02 bs enus

mgmt 17 a02 bs enus

momt 17 a0l bs

enus

meomt

11

a02 bs

enus

megmt

34

a04 bs

enus

meomt

05

a02 bs

enus

meomt

05

a03 bs

enus

megmt

05

a0l bs

enus

meomt

34

a0l bs

enus

Drive: The Science of Motivation and its Connection to High Performance

Hours

2.5

0.5

0.5

3.5

2.5

3.5

Hours

1.5


http://library.skillport.com/coursedesc/mgmt_05_a04_bs_enus/summary.htm
http://library.skillport.com/coursedesc/mgmt_11_a01_bs_enus/summary.htm
http://library.skillport.com/coursedesc/MGMT005A000000/summary.htm
http://library.skillport.com/coursedesc/MGMT005B000000/summary.htm
http://library.skillport.com/coursedesc/mgmt_34_a02_bs_enus/summary.htm
http://library.skillport.com/coursedesc/mgmt_17_a02_bs_enus/summary.htm
http://library.skillport.com/coursedesc/mgmt_17_a01_bs_enus/summary.htm
http://library.skillport.com/coursedesc/mgmt_11_a02_bs_enus/summary.htm
http://library.skillport.com/coursedesc/mgmt_34_a04_bs_enus/summary.htm
http://library.skillport.com/coursedesc/mgmt_05_a02_bs_enus/summary.htm
http://library.skillport.com/coursedesc/mgmt_05_a03_bs_enus/summary.htm
http://library.skillport.com/coursedesc/mgmt_05_a01_bs_enus/summary.htm
http://library.skillport.com/coursedesc/mgmt_34_a01_bs_enus/summary.htm

Performance Management—Books

Book Name ISBN

Techniqe o Boas Bmployes eromance (h o) - 250814404164
I(’za;{ulzlelioal:;ance: Aligning the Hearts and Minds of Your Employees 9780875849362
Financial Management—Courses

Course Name Course Number Hours
Creating and Analyzing an Operating Budget FINOl61 3.5
Decimals and Percents ENDT0102 2
Effective Budget Management FINO163 3
Federal Budgeting Process fgov 01 a08 bs enus 1
Organizational Budgeting Activities and the Master fin 05 201 bs enus i
Budget

The Essentials of Budgeting for Non—financial fin 02 204 bs enus !
Professionals

The Time Value of Money and Investment Decisions for . 09 203 bs enus 1
Non-financial Professionals

Financial Management—Books

Book Name ISBN

A Glossary of Terms Used in the Federal Budget Process Unassigned
Budgeting and Financial Management in the Federal Government 9781931576130
ElsAlgirgclzsnoF;olzn Ct}}fl(is{eadhnes to Your Bottom Line: How to Profit 9781598691191
Core Concepts of Government and Not-for-Profit Accounting 9780471218531
Finance and Accounting for Nonfinancial Managers 9780761213192


http://content1.skillsoft.com/contentLIB6/cmCourseDesc/FIN0161000000/summary.htm
http://content1.skillsoft.com/contentLIB6/cmCourseDesc/FNDT0102000000/summary.htm
http://content1.skillsoft.com/contentLIB6/cmCourseDesc/FIN0163000000/summary.htm
http://library.skillport.com/coursedesc/fgov_01_a08_bs_enus/summary.htm
http://library.skillport.com/coursedesc/fin_05_a01_bs_enus/summary.htm
http://library.skillport.com/coursedesc/fin_02_a04_bs_enus/summary.htm
http://library.skillport.com/coursedesc/fin_02_a03_bs_enus/summary.htm

Financial Management in the Public Sector: Tools; Applications; and

9780765616777
Cases
Governmental and Nonprofit Financial Management 9781567261837
Organization.al Concepts for Purchasing and Supply Management 9780833035059
Implementation
Performance Budgeting: What Works; What Doesn't 9781567262261
Public Financial Management 9780849395666
Wiley GAAP for Governments 2006: Interpretation and Application of
Generally Accepted Accounting Principles for State and Local 9780471726937
Governments
Oral Communication—Courses
Course Name Course Number Hours
Basic Presentation Skills: Creating a Presentation comm 33 a02 bs enus 1
Basic Presentation Skills: Delivering a Presentation comm 33 a03 bs enus 1
Basic Presentation Skills: Planning a Presentation comm 33 a0l bs enus 1
Becoming a Manager: Leading and Communicating mgmt 03 a03 bs enus 4
Delivering a Difficult Message with Diplomacy and comm 34 203 bs enus 1
Tact
Effective Team Communication team 02 a04 bs enus 1

Facilitative Fundamentals: Tools and Techniques
Facilitative Leadership
Interpersonal Communication: Being Approachable

Interpersonal Communication: Communicating
Assertively

Interpersonal Communication: Communicating with
Confidence

Interpersonal Communication: Listening Essentials

mgmt 08 a02 bs enus 45

mgmt 08 a06 bs enus 45

comm 21 a05 bs enus 1
comm 21 a04 bs enus 1
comm 21 a0l bs enus 1
comm 21 a03 bs enus 1



http://library.skillport.com/coursedesc/comm_33_a02_bs_enus/summary.htm
http://library.skillport.com/coursedesc/comm_33_a03_bs_enus/summary.htm
http://library.skillport.com/coursedesc/comm_33_a01_bs_enus/summary.htm
http://library.skillport.com/coursedesc/mgmt_03_a03_bs_enus/summary.htm
http://library.skillport.com/coursedesc/comm_34_a03_bs_enus/summary.htm
http://library.skillport.com/coursedesc/team_02_a04_bs_enus/summary.htm
http://library.skillport.com/coursedesc/mgmt_08_a02_bs_enus/summary.htm
http://library.skillport.com/coursedesc/mgmt_08_a06_bs_enus/summary.htm
http://library.skillport.com/coursedesc/comm_21_a05_bs_enus/summary.htm
http://library.skillport.com/coursedesc/comm_21_a04_bs_enus/summary.htm
http://library.skillport.com/coursedesc/comm_21_a01_bs_enus/summary.htm
http://library.skillport.com/coursedesc/comm_21_a03_bs_enus/summary.htm

Interpersonal Communication: Targeting Your

comm_ 21 a02

bs _enus 1

Message

comm_ 28 a02

Listening Essentials: Improving Your Listening Skills

Preparing to Communicate Effectively at the 'C' Level

comm_ 31 a0l

bs _enus 1

bs enus 1

Strategies for Communicating with Tact and

comm_34 a02

bs enus 1

Diplomacy

Techniques for Communicating Effectively with

comm_ 31 a02

bs _enus 1

Senior Executives

The Impact of Situation and Style When

comm_34 a0l

bs _enus 1

Communicating with Diplomacy and Tact

Oral Communication—Books

Book Name

10 Simple Secrets of the World's Greatest Business Communicators

10 Steps to Successful Presentations

Beyond the Babble: Leadership Communication That Drives Results
Business Communication

Communicate Effectively: 24 Lessons for Day-to-Day Business Success

Communication Highwire: Leveraging the Power of Diverse
Communication Styles

Communication Skills for Managers, Fifth Edition

Global Business Etiquette: A Guide to International Communication
and Customs

Great Communication Secrets of Great Leaders

How to Prepare, Stage, and Deliver Winning Presentations, Third
Edition

How to Prepare; Stage; and Deliver Winning Presentations; Third
Edition

Internal Communications

ISBN

9781402203480

9781562865146

9780470200483

9781591391135

9780071493376

9781931930154

9780761213383

9780275988159

9780071414968

9780814472316

9780814472316

9781854181497


http://library.skillport.com/coursedesc/comm_21_a02_bs_enus/summary.htm
http://library.skillport.com/coursedesc/comm_28_a02_bs_enus/summary.htm
http://library.skillport.com/coursedesc/comm_31_a01_bs_enus/summary.htm
http://library.skillport.com/coursedesc/comm_34_a02_bs_enus/summary.htm
http://library.skillport.com/coursedesc/comm_31_a02_bs_enus/summary.htm
http://library.skillport.com/coursedesc/comm_34_a01_bs_enus/summary.htm

Off the Cuff: What to Say At a Moment's Notice (A Summary) 9781564147134
Presentations That Persuade and Motivate 9781591393498
Speak to Win: How to Present with Power in Any Situation 9780814401576
Successful Presentation Skills; Third Edition 9780749445607
The ?onfidegt Spf:aker: Beat Your Nerves and Communicate at Your 9780071481496
Best in Any Situation
The Eve.rything Public Speaking Book: Deliver a Winning Presentation 9781598696276
Every Time!
The I—I‘ow of Wow!: A Guide to Giving a Speech That Will Positively 9780814472514
Blow ‘Em Away (A Summary)
The Powelj Presenter: Technique; Style; and Strategy from America's 9780470376485
Top Speaking Coach
Top Performer's Guide to Speeches and Presentations: Essential Skills 9781402207754
that Put You on Top
When Cultures Collide: Leading Across Cultures, Third Edition 9781904838029
Wh Tells the Best Story Wins: How to Use Your O tories t

oever. ells .e est Story Wins: How to Use Your Own Stories to 9780814409145
Communicate with Power and Impact

ds Th k: It’s N hat'Y It's What People Hear (A
Words That Work: It’s Not What You Say, It's What People Hear ( 9781401302597
Summary)
Conflict Management—Courses
Course Name Course Number Hours
Leading Teams: Dealing with Conflict team 03 a07 bs enus 1
Management Essentials: Confronting Difficult e 115 207 e e !
Employee Behavior
Managing Internal Dynamics in a Cross-functional el 10 208 s e !
Team
Working with Difficult People: Dealing with AT 1
Micromanagers
comm 23 a02 bs enus 1

Working with Difficult People: How to Work with


http://library.skillport.com/coursedesc/team_03_a07_bs_enus/summary.htm
http://library.skillport.com/coursedesc/mgmt_15_a04_bs_enus/summary.htm
http://library.skillport.com/coursedesc/lead_10_a03_bs_enus/summary.htm
http://library.skillport.com/coursedesc/comm_23_a07_bs_enus/summary.htm
http://library.skillport.com/coursedesc/comm_23_a02_bs_enus/summary.htm

Aggressive People

Working with Difficult People: How to Work with 23 205 bs

comm enus 1
Manipulative People
Working with Difficult People: How to Work with comm 23 a03 bs enus 1
Negative People
Working with Difficult People: How to Work with comm 23 204 bs enus q
Procrastinators
Working with Difficult People: How to Work with comm 23 206 bs enus 1
Self-serving People
Working with Difficult People: Identifying Difficult comm 23 201 bs enus :
People
Workplace Conflict: Recognizing and Responding to ., -0 99 101 bs enus 1
Conflict
Workplace Conflict: Strategies for Resolving Conflicts ~ comm_22 a02 bs_enus 1
Conflict Management—Videos
Video Name Video ID Number Hours
Conlflict Resolution: The Skill that Makes the Difference 19374 0.25
Tribal Warfare 18943 2
Conflict Management—Books
Book Name ISBN
50 Activities for Conflict Resolution 9780874254983
B i Conflict C tent Leader: How Y dyY

soonming a Comlier Connpaeri Lender Hogr fow and Ve T
Organization Can Manage Conflict Effectively
Capitalizinglon Conﬂ‘ict:.Strategies and Practices for Turning Conflict 9780891061649
To Synergy in Organizations
Conflict Across Cultures: A Unique Experience of Bridging Differences 9781931930222

flict i izational : New Directions in Th d

Contflict in Organizational Groups: New Directions in Theory an 9780749451011

Practice


http://library.skillport.com/coursedesc/comm_23_a05_bs_enus/summary.htm
http://library.skillport.com/coursedesc/comm_23_a03_bs_enus/summary.htm
http://library.skillport.com/coursedesc/comm_23_a04_bs_enus/summary.htm
http://library.skillport.com/coursedesc/comm_23_a06_bs_enus/summary.htm
http://library.skillport.com/coursedesc/comm_23_a01_bs_enus/summary.htm
http://library.skillport.com/coursedesc/comm_22_a01_bs_enus/summary.htm
http://library.skillport.com/coursedesc/comm_22_a02_bs_enus/summary.htm

Conflict Management

Conflict Management in the Workplace: How to Manage
Disagreements and Develop Trust and Understanding; 3rd Edition

Conflict Resolution

Divide or Conquer: How Great Teams Turn Conflict Into Strength
Emerging Systems for Managing Workplace Conflict: Lessons from
American Corporations for Managers and Dispute Resolution
Professionals

How to Manage Conlflict in the Organization; Second Edition
Manager's Pocket Guide to Dealing with Conflict

Managing Conflict in Organizations, Third Edition

Managing Conflict with Direct Reports

Managing Politics and Conflict in Project

Positive Conflict: Transform Opposition Into Innovation

Resolving Conflict

Resolving Conflicts at Work: A Complete Guide for Everyone on the
Job

Resolving Conflicts on the Job; Second Edition

The Conflict Resolution Toolbox: Models & Maps for Analyzing,
Diagnosing, and Resolving Conflict

The Handbook of Conflict Resolution: Theory and Practice

The Way of Conflict: Elemental Wisdom for Resolving Disputes and
Transcending Differences

When Goliaths Clash: Managing Executive Conflict to Build a More
Dynamic Organization

Human Capital Management—Courses

Course Name

Course Number

9780731406517

9781845282479

9780874259117

9781591842040

9780787964344

9780761214267

9780874254808

9781567202625

9781882197736

9781567262216

9781564149596

9781933631158

9780787954819

9780814474136

9780470835173

9780787948221

9781577314493

9780814407493

Hours



Attracting and Retaining Talent _pc ch lach021 0.5

Creating a High-Retention Organizational Culture HROOSA 05
Simulation

Essentials of Interviewing and Hiring: Behavioral hr 06 204 bs enus :
Interview Techniques

Essentials of Interviewing and Hiring: Conducting an hr 06 203 bs enus :
Effective Interview

Essentials of Interviewing and Hiring: Preparing to hr 06 202 bs enus !
Interview

Essentials of Interviewing and Hiring: Screening hr 06 201 bs enus :
Applicants for Interviewing

Essentials of Interviewing and Hiring: Selecting the hr 06 205 bs enus :
Right Candidate

Human Resources Flexibilities fgov 01 all Ic enus 1.5
Management Essentials: Treating Your Direct Reports s 15 206 bs e .
Fairly

Recruiting Talent hr 05 a0l bs enus 7
Retaining Your Talent Pool hr 05 a02 bs enus 2
Strategic Approaches to Workforce Planning and hr 04 203 bs enus 3
Employment

Talent Management: Acquiring Talent mgmt 18 a03 bs enus 1
Talent Management: Basics mgmt 18 a0l bs enus 1
Talent Management: Planning mgmt 18 a02 bs enus 1
Talent Management: Retaining Talent mgmt 18 a05 bs enus 1
Human Capital Management—Books

Book Name ISBN
Addressing the Human Capital Crisis in the Federal Government: A TR T

Knowledge Management Perspective


http://library.skillport.com/coursedesc/_pc_ch_lach021/summary.htm
http://library.skillport.com/coursedesc/HR005A000000/summary.htm
http://library.skillport.com/coursedesc/hr_06_a04_bs_enus/summary.htm
http://library.skillport.com/coursedesc/hr_06_a03_bs_enus/summary.htm
http://library.skillport.com/coursedesc/hr_06_a02_bs_enus/summary.htm
http://library.skillport.com/coursedesc/hr_06_a01_bs_enus/summary.htm
http://library.skillport.com/coursedesc/hr_06_a05_bs_enus/summary.htm
http://library.skillport.com/coursedesc/fgov_01_a11_lc_enus/summary.htm
http://library.skillport.com/coursedesc/mgmt_15_a06_bs_enus/summary.htm
http://library.skillport.com/coursedesc/hr_05_a01_bs_enus/summary.htm
http://library.skillport.com/coursedesc/hr_05_a02_bs_enus/summary.htm
http://library.skillport.com/coursedesc/hr_04_a03_bs_enus/summary.htm
http://library.skillport.com/coursedesc/mgmt_18_a03_bs_enus/summary.htm
http://library.skillport.com/coursedesc/mgmt_18_a01_bs_enus/summary.htm
http://library.skillport.com/coursedesc/mgmt_18_a02_bs_enus/summary.htm
http://library.skillport.com/coursedesc/mgmt_18_a05_bs_enus/summary.htm

Career Planning and Succession Management: Developing Your
Organization's Talent—for Today and Tomorrow

Develop an Effective Strategic Human Capital Plan

Embracing Excellence: Become an Employer of Choice to Attract and
Keep the Best Talent (A Summary)

Handbook of Human Resource Management in Government; Second
Edition

Human Resources in the 21st Century
Human Resources Kit For Dummies

Innovations in Human Resource Management: Getting the Public's
Work Done in the 21st Century

Keeping the People Who Keep You in Business: 24 Keys to Hang On to
Your Most Valuable Talent

Leveraging the New Human Capital: Adaptive Strategies; Results
Achieved; and Stories of Transformation

Managing Government Employees: How to Motivate Your People,
Deal with Difficult Issues, and Achieve Tangible Results

Play to Your Strengths: Managing Your Internal Labor Markets for
Lasting Competitive Advantage

Retaining Your Best People

Talent Management: From Competencies to Organizational
Performance

The 7 Hidden Reasons Employees Leave: How to Recognize the Subtle
Signs and Act Before It’s Too Late (A Summary)

The Enthusiastic Employee: How Companies Profit by Giving Workers
What They Want (A Summary)

The Human Capital Edge: 21 People Management Practices Your
Company Must Implement (or Avoid) to Maximize Shareholder Value

The New Human Capital Strategy: Improving the Value of Your Most
Important Investment: Year after Year

9780275983598

Unassigned

9780735202634

9780787972585

9780471434214

9780764551314

9780765623140

9780814405970

9780891062059

9780814408872

9780071422536

9781591399735

9781932546279

9780814408513

9780131423305

9780071378833

9780814409275



The People Factor: Strengthening America By Investing in Public

, 9780815708940
Service
The Talent P d Organization: Strategies for Globalization, Talent
e Talent Powere . rganization: Strategies for Globalization, Talen 9730749449507
Management and High Performance
The War For Talent: Attracting, Developi d Retaining Highl
e War For Talen racting, Developing and Retaining Highly 9781578514595
Talented Managers
Political Savy—Courses
Course Name Course Number Hours
Developing the Capacity to Think Strategically stgy 08 a0l bs enus 1
The Federal Government Industry Overview: Version 3 indo 01 a20 bs enus 1
Understanding Organizational Power and Politics hr 08 a03 bs enus 1
Political Savwy—Books
Book Name ISBN
Becoming an Effective Political Executive: 7 Lessons from Experienced _
) Unassigned
Appointees
Bureaucratic Politics and Foreign Policy; Second Edition 9780815734093
Inside. the Minds: Political Powerhouses: Beltway Insiders on the Way 9781587620362
Washington Works
Managing Politics and Conflict in Projects 9781567262216
Political Savvy: Systematic Approaches to Leadership Behind-the-Scenes 9780966763607
Political Skill at Work: Impact on Work Effectiveness 9780891062103
Politics and Public Policy; Third Edition 9781568024837
Power & Politics in Project Management 9781880410431
Silos; Politics; and Turf Wars: A Leadership Fable About Destroying th
toss ellimics; cvurd) Thotit Wieacs eadership Fable About Destroying the o000 <3¢
Barriers That Turn Colleagues Into Competitors (A Summary)
Smart Management: Using Politics in Organisations 9780333949030


http://library.skillport.com/coursedesc/stgy_08_a01_bs_enus/summary.htm
http://library.skillport.com/coursedesc/indo_01_a20_bs_enus/summary.htm
http://library.skillport.com/coursedesc/hr_08_a03_bs_enus/summary.htm

Survive Office Politics: How To Steer A Course Through Minefields At

Work

The Empowered Manager: Positive Political Skills at Work

The Manager as Politician

Developing Others—Courses

Course Name

Business Coaching: Building the Coaching
Relationship

Business Coaching: Conducting Coaching Sessions
Business Coaching: Getting Ready to Coach
Business Coaching: Using Different Coaching Styles

Essential Mentoring Techniques: Building and
Maintaining Mentoring Relationships

Essential Mentoring Techniques: Mentoring
Fundamentals

Fundamentals of Organizational Learning
Giving Constructive Criticism
Giving Feedback

Management Essentials: Developing Your Direct
Reports

Talent Management: Developing and Engaging Talent

Developing Others—Videos
Video Name

Coaching for Leadership

Leaders as Mentors

Leaders Teaching Leaders: Accelerating the Leadership Pipeline

9780747572084

9781555422653

9780275985905

Course Number

mgmt 14 a03 bs enus

mgmt 14 a02 bs enus

mgmt 14 a0l bs enus

momt 14 a04 bs enus

memt 29 a03 bs_enus

mgmt 29 a0l bs enus

lead 08 a0l bs_enus

comm 29 a02 bs enus

comm 29 a0l bs enus

memt 15 a03 bs_enus

momt 18 a04 bs enus

Video ID Number

18949

19311

19317

Hours

Hours

1.5


http://library.skillport.com/coursedesc/mgmt_14_a03_bs_enus/summary.htm
http://library.skillport.com/coursedesc/mgmt_14_a02_bs_enus/summary.htm
http://library.skillport.com/coursedesc/mgmt_14_a01_bs_enus/summary.htm
http://library.skillport.com/coursedesc/mgmt_14_a04_bs_enus/summary.htm
http://library.skillport.com/coursedesc/mgmt_29_a03_bs_enus/summary.htm
http://library.skillport.com/coursedesc/mgmt_29_a01_bs_enus/summary.htm
http://library.skillport.com/coursedesc/lead_08_a01_bs_enus/summary.htm
http://library.skillport.com/coursedesc/comm_29_a02_bs_enus/summary.htm
http://library.skillport.com/coursedesc/comm_29_a01_bs_enus/summary.htm
http://library.skillport.com/coursedesc/mgmt_15_a03_bs_enus/summary.htm
http://library.skillport.com/coursedesc/mgmt_18_a04_bs_enus/summary.htm

Developing Others—Books
Book Name

How to Grow Leaders: The Seven Key Principles of Effective
Leadership Development

Human Capital: A Guide for Assessing Strategic Training and
Developing Efforts in the Federal Government

Innovations in Public Leadership Development
Leader As Coach: Strategies for Coaching and Developing Others

Leaders at All Levels: Deepening Your Talent Pool to Solve the
Succession Crisis

Leadership Lessons from West Point
Learning Alliances: Tapping Into Talent

The Strategic Development of Talent

ISBN

9780749443634

Unassigned

9780765620699

9780938529149

9780787985592

9780787987732
9780852927496

9780874257526



