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Course Description:

This course aims to provide students the necessary knowledge about important Management Skills on many levels personally, interpersonally, and collectively. The course is designed to enable students to manage themselves and relationships with others. It also enables students to develop themselves as leaders within their organizations. It stresses a hands-on approach to improving your management skills. The focus is on developing:

1. Personal Skills: self-awareness; managing stress; solving problems & creativity.

2. Interpersonal Skills: coaching; counseling; supportive communication; gaining power & influence; motivating self & others; managing conflict.

3. Group Skills: empowering & delegating; building teams, conducting meetings and interviews. 
4. Communication Skills: making Oral and written presentations.   
Prerequisites:  101 MGT

Credit hours:   3hours

Textbook:
· David A. Whetten, Kim S. Cameron, Developing Management Skills, Seventh Edition, Prentice Hall.
· Whetten, D.A, and Cameron K.S.  . Developing Management Skills. 8th edition.  Pearson Education, Inc.  NJ.

Further Readings:

· Read: كتاب حياة في الإدارة , للدكتور غازي عبدالرحمن القصيبي   
Course Learning Outcomes
Upon completion of this course, you will be able to:

· To increase your understanding of core behavioral principles upon which important management skills are based. 
· To help foster improved competency in several critical management skills. 
· To help prepare you to transfer this learning and improvement to real-life, out-of-class settings. 
Requirements for achieving desired outcomes:

As your instructor I encourage you to:

· Participate in class discussions.
· Work in teams and share the benefit with the class. 
· Be well prepared for class requirements, quizzes, and exams. 
Course Assessment & Grading: 
	Assessment Tool
	Grade
	Date
	Chapters

	Exam1
	25 pts
	Sunday 21-10-2018
	1,2,3

	Exam2
	25 pts
	Tuesday 4 – 12 – 2018
	4,5,6

	Case Study 
	6 pts
	In Class
	

	Topic Presentation 
	4 pts
	In Class
	

	Final Exam
	40 pts
	
	


Communication: 

· You can communicate with me in the office hours or through sending an email to: 

· Every student must send an email from an official account i.e. account with her name.   
Important Rules:

· Students who miss an exam must bring a certified medical excuse, after the approval of the committee they will have their makeup exam on the week of makeup exams.
University Policies:

· Be aware of the university policies; such as: attendance, not missing exams, and other important policies.

· Academic integrity and ethics, students should respect the intellectual property of others, students should not represent the work of another as their own which is considered plagiarism. 
Course Outline:
	Number of Topics
	Topics

	1
	Introduction to Management Skills 

	2
	Developing Self-Awareness - Chapter 1

	3
	Managing Personal Stress – Chapter 2

	4
	Solving Problems Analytically and Creatively – Chapter 3

	5
	Building Relationships by Communicating Supportively – Chapter 4

	6
	Gaining Power and Influence – Chapter 5

	7
	Motivating Other People – Chapter 6

	8
	Managing Conflict – Chapter 7 

	9
	Empowering and Delegating – Chapter 8

	10
	Making Oral and Written Presentations 

	11
	Conducting Interviews



	12
	Conducting Meetings




Wish you best of luck and a successful semester
