THE BUSINESS OF MANAGEMENT SERIES
For the man or woman who has decided upon a career in business, government or educational management, THE BUSINESS OF MANAGEMENT SERIES is a valuable introduction to a successful career.  It is designed for the managerial candidate who is newly graduated or who has worked but not had formal training in business management.  It is intended to provide essential skills in planning and organizing, staffing and directing, controlling, decision making, motivating, communicating and applying managerial skills in the business organization.

1. The Managerial World

V-GMT-004.1


28 mins
Although management techniques have been refined over the past century, basic, day-to-day functions have remained relatively constant.  In this introductory programme, working managers and professors of management explore the five inter-dependent functions that represent the heart of management:  planning, organizing, staffing, directing and controlling.

2.
Historical Perspectives
V-GMT-004.2


28 mins
Managers react to the general forces of society around them as well as to the demands of their particular organization. Studying the history of management, as we do in this programme, provides a framework against which we can evaluate our own actions.

2. You As A Manager

V-GMT-004.3


28 mins
Working managers share insights into the realities of the managers world - the events that make the managers work day both stimulating and unnerving, rewarding and frustrating.  They discuss skills that are important to success, and suggest ways in which prospective and working managers can improve their performance.

4.
Communicating
V-GMT-004.4


28 mins
Effective interpersonal communication is a vital part of quality management.  This cassette examines the process we call communication, and the barriers that impede understanding and alter the transference of meaning.  Skills associated with listening, the role of non-verbal communication, and manager/employee interactions are explored.

3. Planning and the Management Process

V-GMT-004.5


28 mins
No two organizations operate under the same exact set of circumstances.  Yet all organisations share a common need:  the need to plan.  In this video, planning is studied as it relates to organisations, and to a managers position in the organisational hierarchy.  Programme guests outline the basic steps in the planning process and stress the importance of long-range planning.

6.
Planning Techniques
V-GMT-004.6


28 mins
For every organization that has become a household name, thousands of large and small firms have failed because of errors in planning.  The real problem is uncertainty.  Its a problem that plagues nearly all organisations to a certain extent and makes planning especially difficult.  PLANNING TECHNIQUES looks at various quantitative and quality aches to planning, and at tools designed to increase a managers understanding of the future environment, budgeting, forecasting, simulation, gaming theory, scenarios.  Real world examples are used to illustrate master schedules, break-even analyses, Delphi and scientific management techniques.

4. The Planning Environment

V-GMT-004.7


28 mins
Successful planning demands an environment in which information flows smoothly and quickly to the right people, at the right time. Information useful to an organisation can come from either internal or external sources.  Just as methods of gathering information vary widely, so, too, do techniques for putting that information to work.  Centralised and participatory approaches to planning are compared.

8.
Decision Making
V-GMT-004.8


28 mins
This video explores the kinds of decisions managers make, the environment or conditions under which those decisions are made, and the factors that limit managerial options.  The process is further defined in a case study example of decision making at Napp Systems.

5. The Working Unit

V-GMT-004.9


28 mins
This video programme looks at the practical steps involved in creating a working organisational structure, and examines certain key organisational concepts:  unity of command, unity of objectives, and span of control.  Various types of organisational structures are explored in conversations with academicians, consultants, and managers from TRW Inc. and Sentry Insurance Company.

10.
Influence, Power and Authority
V-GMT-004.10

28 mins
To be successful, managers need to exercise influence and effect the actions of others.  Understanding the relationships between influence, power, and authority, and using each one correctly, are among the first skills a manager has to develop.  Historic and current business examples highlight the issues involved in applying the concepts of influence, power, and authority.  The process of delegation, matching authority to task, is explored in depth.

6. The Informal Organisation

V-GMT-004.11

28 mins
As Dr. George Labovitz observes, Informal organisations are an inevitable fact when human beings come together.  This programme examines ways in which the individual manager can increase contact and communication between managers and workers, and marshal the considerable resources that are available in the informal organisation.

12.
Organisational Communication
V-GMT-004.12

28 mins
Virtually everyone in an organisation is engaged in communications. As a result, the ability of the organisation to communicate is usually taken for granted, until something breaks down or costly failure occurs. Despite potential pitfalls, there are ways to facilitate good organisational communications. Leaders from several companies -TRW, Napp Systems, Texas Instruments, and Mary Kay Cosmetics - discuss techniques used by their organisations.

7. Staffing

V-GMT-004.13

28 mins
There is an old saying in management that good people will make up for poor plans, but good plans wont make up for poor people. Staffing is absolutely critical to the success of the organisation. In the planning phase, management develops the plans and goals for the organisation.  Those plans are analysed during the organising phase to determine which activities and which jobs are necessary to achieve those goals.  In the staffing programme, an indepth case study at Readers Digest headquarters in Pleasantville, New York, reveals the anatomy of the staffing process at a major corporation.

14.
Human Resource Management
V-GMT-004.14

28 mins
When a new person joins the workforce, the challenge is to move that person into the mainstream of the organisation as quickly as possible.  A sound orientation can set the stage for a long-range productive relationship between employee and company.  A comprehensive employee training programme pays immediate dividends to the company.  And when skills training is coupled with a long range development programme, the dividends can be substantial, both for the individual employee and the organisation.  Another component of human resource management is called coaching, an ongoing, one-to-one teaching relationship between manager and employee.  Through discussion and demonstration, the manager can encourage positive job performance and identify and remove barriers which might impede performance.  A periodic performance appraisal continues the process, providing the employee with feedback and opening lines of communication.

8. Building Commitment and Motivation

V-GMT-004.15

28 mins
Each morning, when the alarm clock rings, countless people rise to begin a new day, a day away from home, a day at work.  Managers today are beginning to recognise the value of employees who come to the workplace interested and enthused.  What are the kinds of things that motivate, that create the desire to do a good job? Academicians, consultants, and working managers examine this question in this video BUILDING COMMITMENT AND MOTIVATION. Highlighted are the experiences of Texas Instruments and American Telephone & Telegraph, with comparisons made to public sector employees by Marc Holzer and Joel Goldberg of the National Centre for Public Productivity.

9. Styles of Leadership

V-GMT-004.16

28 mins
In order to understand leadership, there are a number of questions that  must be answered.  What makes an effective leader in todays complex world?  What should his or her function be in a large organisation?  And, most importantly, how do good leaders deal with people they lead?  As this programme illustrates, a leader will be influenced by such factors as the organisation and its goals, the level of technology used, and the abilities, experiences and motivation of his or her followers.  In addition, the leaders own style and unique personality will have an impact.

17.
Organisational Conflict
V-GMT-004.17

28 mins
Dealing with conflict is never an easy task, as this video programme indicates, but todays managers are beginning to realise that they dont have to be losers in conflict situations.  This programme explores ways to effectively manage organisational conflict so that the results can be beneficial, both for the individuals or groups involved, and for the organisation as a whole.

10. Controlling

V-GMT-004.18

28 mins
The function of control in management is to keep the organisation on the right track by checking the performance of the organisation against established standards.  Most firms set up systems to organise control activities.  This introductory control programme examines three categories of controls:  preventative, feed-forward, feed-back - and looks at specific systems of control at Times-Mirror, Texas Instruments, and CONRAC.  Guidelines are suggested for devising effective control systems.

19.
Financial Methods of Control
V-GMT-004.19

28 mins
This video surveys various aspects of financial control including income statements, capital expenditures, and production budgets. The budgetary approval/control process is examined, with special attention to problems that can occur and the advantage of involving lower level managers in the process. Developmental techniques such as PPBS and zero-based budgeting are discussed. As important as budgets are to the financial control process, certain financial operations can be monitored without them. Non-budgetary financial controls, including such procedures as balance sheet analyses, ratios, break-even analyses, and capital investment evaluations are investigated.

11. Production and General Control

V-GMT-004.20

28 mins
Looking at control and management information systems today, we see several new trends. In the area of inventory control, the speed and data processing capabilities of the computer represent a major addition to the information systems used to control supplies and finished goods.  In production, time-tested methods like the Gantt chart, PERT chart, critical path and statistical sampling are used to control the production process and ensure quality.  In the area of personnel, the trend toward Human Asset Accounting is providing a new way for management to track and control its human resources. The goal of all these systems, devices and techniques is better control of the organisations activities.

21.
Control and Organisational Behaviour
V-GMT-004.21

28 mins
Although control systems are essential to an organisation, they are difficult to manage, according to many in the business community. Its no simple matter to integrate control techniques into an organisation.  The challenge facing all control systems is to ensure that expected behaviour occurs without interfering unnecessarily with a workers freedom to be creative and productive.  While control systems can create problems, there are several ways to make controls more effective.  One way is to make them as simple as possible.  Its also important to allow sufficient time between the completion of the task and the measurement of performance.

12. Managing Change

V-GMT-004.22

28 mins
The role of the manager in dealing with change begins with sound planning.  Whether the change is internal or external, sudden or gradual, one of the modern managers primary duties is to anticipate change, and take steps to ease its impact.  Change is not always brought about by external forces, such as new technology or governmental decision. It can also come about as the result of internal growth, of success itself.  Every organisation has its own culture, its own values, its own traditions, and its own response to change.  In addition to understanding the climate of their organisation, and planning for the inevitable changes that every company faces, managers can actively help their employees adapt to change.

23.
Managerial Stress
V-GMT-004.23

28 mins
While stress has always been a part of life, only recently has it become a major focus of attention in the business world.  Stress has a remarkably negative effect on productivity.  Although the cost of a stress-related illness is difficult to pinpoint, its conservatively estimated that the annual loss to business is 79-90 billion dollars.  Managers discuss personal sources of stress, and the steps they take to alleviate it.  In addition, this video looks at the direct action large corporations have taken to reduce employee stress.  The quality of life programme at Sentry Insurance is specifically examined.

13. Survival and Advancement

V-GMT-004.24

28 mins
The issue of how to survive and advance within an organisation is a dilemma most managers face at one time or another.  As this programme examines the issue, it becomes apparent that it revolves around three basic components: the organisation, the individual manager, and the resources available.  Using personal experiences as the basis for their observations, managers discuss skills, qualities, and techniques that are helpful in surviving and advancing in the organisation.

25.
The Productivity Dilemma
V-GMT-004.25

28 mins
A rich and knowledgeable assortment of academicians and managers establish the dimensions of productivity and discuss the numerous factors that have contributed to the productivity slowdown in the United States.  As MIT economist Lester Thurow has been quoted as saying, Our productivity problem is akin to death by a thousand cuts. Taken individually none of them constitutes a major threat. But together they signify, at the very least, that we need multiple cures.

14. Managing for Productivity

V-GMT-004.26

28 mins
In recent years, attempts to improve productivity have focused on Japans success.  Management experts analyse factors that have contributed to the high level of productivity that exists in Japan.  In examining the various aspects of the Japanese approach to management, the discussion turns to the question of whether or not the techniques that work in Japan would have the same result in the United States. Finally, the programme looks at ways a manager can coordinate productivity efforts and avoid the pitfalls others have experienced.

COMMUNICATE AND WIN
V-GMT-005


48 mins
Discover how to communicate with clout in every business situation you face.  Let the editors of Communication Briefings, the leading management communication newsletter, show you how to sharpen your communication skills with their new video programme COMMUNICATE AND WIN.

CORPORATE LOYALTY - A TRUST BETRAYED
V-GMT-008


24 mins
Brian A. Crossman is a distinguished author and prominent attorney who advises management on corporate loyalty and other aspects of management.  This video of one of his enlightening seminars highlights the following key points of loyalty:

· Corporate loyalty - does it have a future?

· Why is loyalty important?

· Benefits of loyalty.

· Sustain loyalty during difficult times.

· Loyalty depends on leadership.

DECISIONS, DECISIONS
V-GMT-009


29 mins
Master the Skills You Need to Make Important Decisions
All effective organisations depend on people who can make decisions and carry them out.  But as DECISIONS, DECISIONS clearly shows, theres a right way and a wrong way for you and your management to make those decisions.

DECISIONS, DECISIONS depicts the typical mistakes of unskilled decision makers who lunge ahead with no consultation and accomplish nothing.  This video details the alternative - a structured way to avoid confusion and achieve results.

Break decision into four manageable steps:  First, collect the facts, and enlist cooperation through consultation.  Next, weigh the options and make a decision. But dont stop there!  Its critical to communicate with those affected by the decision.  And to avoid disaster, confirm the results.

As demonstrated in DECISIONS, DECISIONS these essential skills are easy to master.  Plus, you gain a lifelong advantage by approaching every decision with greater confidence.

Key Messages
· Collect the facts.

· Consult the people.

· Make the decision.

· Communicate the decision.

· Check back.

DID YOU GET MY MESSAGE
V-GMT-011


14 mins

This video describes the importance of effective verbal and non-verbal communication.  Emphasises non-verbal communication as creating the first impression made  on others (e.g. body language, mannerisms, posture, dress, etc.)  Discusses correct grammer, manners and tips for effective verbal communication.  The video also provides ways of communicating positively to an employer through speech and actions.

DOING BUSINESS IN JAPAN
V-GMT-013


62 mins
As the worlds second-largest consumer market with the highest per capita income in the world, Japan presents exceptional challenge and opportunities.  This video helps prepare you to meet that challenge, distinguishing between old myths and the reality of todays Japan.

Yue-Sai Kan introduces you to executives of Americas corporations flourishing in Japanese soil, such as Coca-Cola and Estee Lauder, as well as individual entrepreneurs.  Youll gain insights into the nuances of the language and behaviour.  See whats expected of you socially and culturally and learn how to capitalise on being a Gaijin - a foreigner.

GOALS:  SETTING AND ACHIEVING THEM ON SCHEDULE
V-GMT-018


77 mins
Zig Ziglar, at one of his motivational seminars spells out the importance of goal setting and the steps to achieving your goals.

Ziglar will take you from your dreams to the preparation of a dream sheet, through the steps of goal setting, identifying the benefits of the goals to you, goal evaluation and re-evaluation.

Ziglar is on the ball, amusing, inspirational, and will definitely motivate you to reach your goals.

THE GRAPEVINE
V-GMT-019


24 mins
Controlling internal communication.  Giving people the facts is the only way round the insidious effect of the grapevine, which leads to distorted information and creates rumour.

In this video, anxiety rises in a badly informed workforce so that commitment falls off, key staff look for other jobs, customers become edgy and employee representatives become concerned; all because management fails to tell staff about an important business review.  Once people are told the facts and encouraged to participate, the misunderstandings are quickly cleared up.

Key Messages
· Hold regular team briefings.

· Noticeboards and memos are not effective on their own.

· People need to know facts and reasons.

· Unions are not channels for communicating management information.

HIGH IMPACT LEADERSHIP
V-GMT-021.1 - 2.3
60 mins each
Today, its not enough to just be a manager.  Todays organisations need people who can lead them into the future.

This three-volume video by Mark Sanborn reveals the attitudes and behaviours that project strong leadership.  Youll learn what leaders pay attention to that conventional managers ignore (and vice versa).  Youll learn how to develop a powerful vision and sell it to your people and upper management.  Youll learn how to maximise your own impact in the world.

Leadership is not something that you pick as you go.  Formal training is essential. This series is an affordable and convenient way for you to get the high quality leadership training you need.

Volume I Highlights

75 mins
· The #1 force that drives leaders and how to develop it.

· Excellence versus perfection:  The crucial point at which energy starts being wasted.

· When leaders must break rules to get the job done.

· Six (6) elements of self-mastery leaders use to maximise their potential.

· The three (3) places on which leaders must keep focused at all times.

· The three (3) most important resources leaders have (and how to use them).

Volume II Highlights

60 mins
· Three (3) keys to persuasion (and who to sell an idea to first).

· The best (yet most surprising) place to begin developing vision.

· One question leaders must ask to create accountability in their people.

· How to create a sense of urgency in 
those you lead.

· The most important thing a leader can do before making a decision.

· Empowerment:  What it is and how to use it to create loyal followers.

Volume III Highlights

98 mins
· How to break out of 8 limiting management patterns and into leadership.

· 13 values - how they shape your peoples attitudes and how you can harness their power to draw followers.

· 13 concrete strategies for leading and moving up in your organisation.

· The biggest reasons leaders fail - and what you can do about them.

· Keeping your values, sense of humor and relationships intact:  How to avoid paying the unnecessary prices of leadership.

· What motivates the motivator?  Tips for being a happy, healthy leader .... and staying that way.

MANAGEMENT OF WORK SERIES
15. Planning

V-GMT-027.2


10 mins
Of all the things the manager does on his job the function of planning is considered the most important. It is done at all levels - from first level managers to chief executive officers.

This first video in the series highlights:

· The purpose of planning.

· What is planning.

· Setting policies.

· Deciding what to do in advance.

16. Organising

V-GMT-027.3


13 mins
Organising is a process every manager goes through.  This managerial function covers the resulting organisational structure: the people in the jobs, and the part the manager plays to make it work.

This video examines the structural part of the organisation, which is the network of jobs and the social part or the interaction of people on the job.

3.
Directing
V-GMT-027.4


15 mins
Directing is the management function that managers find the most difficult because it is directly related with human beings.  As the video demonstrates directing means all the things the manager does in guiding and directing the people beneath him. 

The factors involved in directing - leadership, communication and motivation are highlighted and the techniques needed in each factor to help you achieve company objectives are demonstrated.

17. Controlling

V-GMT-027.5


13 mins
Controlling is another critical function performed by the manager.  As the manager you have the right to control your department/section, people and output and therefore you must have the necessary skills to perform these duties.

This video will take you through the steps of the control function.  You will gain valuable insight into setting standards, measurement, and evaluating performance.

MANAGEMENT TECHNIQUES THAT WORK
V-GMT-028


28 mins

Three experts on improving management in corporations talk about techniques that improve productivity while improving the climate of the workplace.  Included will be a look at participative management as well as other techniques.

MANAGING TO SURVIVE
V-GMT-033


20 mins
Businesses exist to make a profit, if they dont, they have to close.  Firms dont go bankrupt overnight - they are warning signs that a good financial system can pick up.  It is vitally important to spot these danger signals and take corrective actions before it is too late.

Management accountants spend their lives making decisions and all these decisions have a cost result.  This video looks in-depth at the management of resources, assets, trading, short term and cash budgets.

MEETINGS, BLOODY MEETINGS
V-GMT-036


30 mins
Make all meetings productive
MEETINGS, BLOODY MEETINGS gives you and everyone who chairs meetings in your organisation an in-depth demonstration of the disciplines, techniques and attitudes required to make meetings shorter and more productive.

The video is set in a court room where the accused is hauled up before the judge for negligent conduct of meetings.

Having witnessed his last few meetings, the court finds him guilty on five counts:  failing to prepare himself, failing to inform others, failing to plan the agenda, failing to control the discussion and failing to record the decisions.

The judge then demonstrates how the techniques, disciplines and logic of running a meeting parallel those of conducting a court case.  The lessons of the video will be valuable for all who chair meetings in your organisation.

MOTIVATING PEOPLE
V-GMT-038


22 mins
Whimsical comical players deliver a fundamental course in organisational psychology.  From a lovable laboratory rat who demonstrates the basics of reward and punishment, through the more intricate mazes of human motivation involving values, goals, interactions between people, and special motivation problems, this video shows when and how to apply various motivational techniques. The use of life-size puppets exaggerates and satirizes motivational problems to drive the points home with humour.

ON SYNERGIES, ALLIANCES AND NEW VENTURES
V-GMT-040


92 mins
Harvard Business School Professor Rosabeth Moss Kanter addresses the key strategic challenges facing business today. An acknowledged authority in the field of innovation Dr. Moss Kanter presents new approaches to management that can turn your organisation into one of your most potent competitive weapons - a tool for helping you win in the tough business world.

What you will get from this programme are some ideas, some approaches and some concrete how to tools that will help you learn how to make your organisation simultaneously more entrepreneurial, and at the same time better able to conserve cost.

Think strategically and invest in the future!

THE ONE MINUTE MANAGER
V-GMT-041


50 mins
This video presentation is based on the widely acclaimed book The One Minute Manager by Kenneth Blanchard and Spencer Johnson.  There is a quick and easy way to bring out the best in the people you manage.  The video shows a simple yet effective approach that consists of these easily learned management techniques.

· Setting One Minute Goals.

· Giving One Minute Praisings.

· Delivering One Minute Reprimands.

These three secrets, when properly applied will assist you and the people you manage to achieve greater results in less time, improve individual productivity and increase corporate profits.

PROJECT MANAGEMENT
V-GMT-047.1 - 047.2
155 mins

Well planned and well executed... thats what you want your projects to be.  This two volume video series will help you achieve that goal more often on projects of all types.  Youll gain valuable information about:

· Approval:  How to get support and cooperation.

· Planning:  Proven scheduling and budgeting methods.

· Project teams:  How to set them up and manage them.

· Communication channels:  Who needs to know what, when?

· Monitoring progress:  Minimizing setbacks and surprises.

These videos will help you master the fine points - and the big picture - of every project you manage.

With the skills you learn in this programme youll be able to anticipate and handle problems before its too late.  Youll keep your project team focussed and motivated.  Youll be more competent and confident managing projects of all types, big and small.

Take advantage of this opportunity to increase your ability in this crucial area of management. Become the kind of manager that your organisation can count on to get the job done. Project management is one of the most important career skills you and your colleagues can develop.

Volume I Highlights

75 mins
· The 7 winning traits of a successful project manager.

· How to make sure objectives are clearly identified.

· How to build a smooth-running project team.

· Motivation techniques that tap peoples strengths.

· How to assign tasks and see that theyre done on time.

· How to accurately estimate time and budget needs.

· Tips on negotiating for required resources.

Volume II Highlights

80 mins
· Two effective ways to chart your projects progress.

· How a What if analysis can help prevent trouble.

· How to set up a practical, accurate reporting system.

· How to make timely course corrections.

· When to make decisions yourself - and when to enlist the help of others.

· How to wrap up a project for greatest positive impact.

RATE YOUR EXECUTIVE POTENTIAL
V-GMT-048


25 mins
A quick reference for executive managers.  Dr. Roger Fritz is an internationally acclaimed management consultant and has experience as president of a university and as an executive in two multi-million dollar organisations.

This video provides an important learning experience for you and know how you can use on the job.

The five major topics include:

· What is an executive?

· Improving yourself.

· Developing people.

· Getting work done.

· Handling tough situations.

TIME MANAGEMENT:  IDEAS THAT WORK
V-GMT-052


46 mins
Learn the latest time management techniques to help make you more effective both on and off the job. Let the editors of Communication Briefings, the leading management communication newsletter, show you how todays business leaders squeeze the most out of a 24-hour day with their video programme:  TIME MANAGEMENT:  IDEAS THAT WORK.  Youll discover how to schedule your time better, handle interruptions, control paperwork, overcome procrastination, cut down on meeting time...and more.

THE UNORGANISED MANAGER - A Four Part Series
18. Damnation

V-GMT-054.1


24 mins
You and all managers in your organisation can do a better job without doing everything yourself. St. Peter reveals why you might want to get organised and deal with your priorities. Result? You may live longer.

Truly one of the key advantages of being organised is reducing stress - yours and that of staff.

If you are a manager who never seems to have enough time, or you know one, watch Part 1:  DAMNATION and start identifying the source of the problem immediately.

2.
Salvation
V-GMT-054.2


26 mins
This video shows the effective way to manage your time and your staffs.  Find out how to divide your work list into active and reactive tasks, and get them done.  It could start with something as simple as setting aside a half hour every morning for answering mail.  Learn to deal with people who steal your time with trivial chatter, theyre costing you money.

SALVATION also shows how to comfortably delegate authority and eliminate fear of losing control. Suddenly the staff has freed up your schedule, and you have more time for profit generating activity, and family.

Key Messages
· Organise your work into active and 
reactive tasks.

· Establish priorities in terms of importance and urgency.

· Schedule active tasks, allow time for reactive tasks.

· When organising others, establish what the task is and who will do it; briefly, train and inform others.

· Be available for advice and check on key points.

19. Lamentations

V-GMT-054.3


20 mins
Youre organised.  But what about your staff?  LAMENTATIONS showcases the problems that arise when your team members dont understand their purpose, and shows you and all managers in your organisation the key cause of situations.

Set the groundwork to make sure your instructions are understood.  First step?  Identify the causes and symptoms.

20. Revelations

V-GMT-054.4


29 mins
Learn how to inspire your staff to a higher plateau of performance.  The trick is not spiritual, but specific.  Apply the actionable steps outlined in REVELATIONS and learn how to:

· Make sure team members understand their jobs.

· Set realistic objectives and standards.

· Challenge your most talented team members

Once your staff members know their responsibilities, standards, and targets, you and your fellow managers can pass along the praise youre certain to receive for the outstanding quality of their work.

Key Messages
· Define responsibilities.



· Resolve shortfalls.

· Establish key result areas.

· Agree on challenging targets.

· Review regularly.

· Praise achievements.

· Set measurable standards.

INNER MAN STEPS OUT
V-MAS-044


33 mins
An excellent video on people management.  Learn valuable lessons on your inner man from the inner man.  This video stresses the importance of really listening to subordinates, not faking, treating people as different individuals and building self-esteem.

The characteristics of a good leader are also highlighted - how to analyse your own work habits, leadership styles, how to review your strengths and weaknesses and examine the various ways of improving them.

WHERE THERES A WILL...
V-GMT-056


29 mins
Leaders are made, not born

Good leadership is the ability to organise and empower people.  These are identifiable skills that can be learned.  WHERE THERES A WILL shows how to build understanding of departmental and organisational goals by including staff in the broader picture.

This video emphasises motivation as the basis of leadership, the means by which you build confidence in team members to solve problems.

After this video youll notice an immediate change in staff performance.  Theyll feel better about their jobs and work harder as a team.

Key Messages
· Staff value of their jobs.

· Staff value as individuals.

· Staff value as part of the team.

YOULL SOON GET THE HANG OF IT
V-GMT-060


29 mins
Most of the worlds training takes place with a ratio of one-to-one.  Its carried out on the job - the old hand imparting skills to a newcomer.  Often this is not ideal.  Because someone knows their job backwards, it doesnt mean they know how to pass on that valuable knowledge.  That is a skill in itself.

Aimed at the manager, supervisor or skilled worker, this video examines the skill of one-to-one training.  It presents the basic psychology of training and motivation and shows how to apply it in a variety of situations - manual, clerical, retail and technical.

A series of sketches shows the classic errors and how they can be avoided by following three simple rules - prepare in advance, present in context and in digestible chunks, and finally, review and praise.

Key Messages
· Prepare for training.

· Understand who you are training.

· Give instruction in context.

· Give training in digestible chunks.

· Review the training, providing incentives, encouragement and praise.

MANAGEMENT BY OBJECTIVES
V-GMT-063


28 mins
This video defines the management concept of management by objectives.  Viewers are shown that to create a profitable organisation their company must integrate into a total dynamic system - management development must be closely linked to the whole business process.

The video emphasises how a company sets about defining its objectives and how to help the individual manager to become more competent and more committed to achieving his own objectives.

MANAGING PEOPLE
V-GMT-064


52 mins
Good News!  Get anybody to do anything you want - support from your boss, co-operation from your colleagues, more respect from subordinates, more productivity.

The essential element in any successful business is managing people, motivating them, channelling their intelligence and skills, inspiring them.  This video will show you how to tap into other peoples skills and get what you want.  It looks at the mechanisms of human behaviour that dont appear on charts but are the essential elements of effective people management.

Key Messages

· Sources of Power.

· Rationalisation:  The Power Trap.

· Perceptions:  The Link Pin to Motivation.

· Human Information Processing.

· How to get anybody to do anything you want.

TIME MANAGEMENT - A TIME
V-GMT-065


33 mins
This video illustrates the main principles of A Time and provides practical instruction in the skills of time management as it guides you towards a personal action plan.  It also shows, dynamically how the principles of A Time are integrated with the Time/System, A5 Planning System.

A Time is a pragmatic approach - focussed upon current priorities and time planning skills and on everyday realities of flexibility and response to rapid change.

A Time integrates time management with workstyles, time control, priority management, job objectives and planning, teamwork, delegation, meetings, management and personal organisation - the result is simplicity and commonsense, but with the substance and heritage of mainstream general management philosophy.

CONDUCTING A MEAT CUTTING TEST
V-MAS-016


17 mins
Most supermarkets find it an on-going challenge to rate meat departments effectively. This video demonstrates how and why cutting tests are done, what makes up the cutting tests, and how the information may be used.

After viewing this video managers will be able to make accurate projections of meat department performance, know the non-meat cost of running the department, the yield of retail cuts and how many of each cut are sold.

Store management will be able to control sales and profits more effectively.

WELCOME TO THE PRODUCE DEPARTMENT SERIES
V-MAS-096.1 - 096.3

60 mins
The operation of the produce department is essential to the successful operation of the entire store.  The WELCOME TO THE PRODUCE DEPARTMENT SERIES looks at the theory and practice that goes into successful storage, pricing, merchandising, bagging and maintenance of produce.

The video series travels step-by-step from an introduction and overview to the produce department to a study of traffic and arranging dramatic visual displays to stimulate sales.

1.
Overview, Receiving & Storage - 21 mins

2.
Preparation. - 14 mins

3.
Produce Merchandising and Maintenance. - 25 mins
MORE THAN WORDS
V-MAS-104


24 mins
Communication - the constant creation of understanding between people.  Managers are communicators and as such your job is to get through to people first to be understood, to get a message across to somebody so he/she knows exactly what you mean.  Secondly you must be accepted, get people to agree or least give your communication a hearing.  Thirdly there must be action on your communication, you can only get the required action when the receiver understands the message.

This video examines these three steps in depth, looks at the different methods of communication, the barriers to communication and provides techniques for effective communication.

GETTING COOPERATION:  TEAM BUILDING THAT WORKS
V-GMT-066


17 mins
Teamwork suffers - and can even fail - when team members make communication blunders that hurt productivity.  This video looks at the major causes of teamwork failure and ways to overcome them.  Team members will find out:

· What  "Sloppy Signalers" can do to make their body language match their message.

· Ways to get "Public Pests" to avoid embrassing teammates in front of others.

· Steps to help "Bellyaching Blamers" promote cooperation - not kill it.

· How to get "Cutoff Culprits" to listen to other team members.

· Ways for "Anxious Apologists" to speak confidently to get results every time.

· How "Gloomy Grouches" can learn to disagree without being disagreeable.

· And much more.

This idea-packed video will help team members work together - despite individual differences - to build a cooperative environment.

TAP THE POWER OF TEAMWORK
pardV-GMT-067


43 minstc \l1 "pardV-GMT-067


43 mins
This video offers dozens of ideas on how teamwork can help employees deal successfully with customers, clients, colleagues and the boss by:

· Sending the right body language signals.

· Making their office send the right message about them.

· Managing paperwork with a simple four-step method.

· Organising phone calls so they won't waste time.

· Overcoming problems caused by poor scheduling, procrastination, overloading and failure to delegate.

· Resolving conflict that can hurt them and the organisation.

Employees who watch this video will come aways with dozens of practical tips they can use right away to become team players who make both themselves and the organisation winners.

CROSS REFERENCES
Values and Decisions:  Roger Berg Story

V-ETH-002


15 mins

Competitive Strategy - Harvard Business School

V-GMT-007


152 mins

Delegation

V-HAT-001.21

25 mins

Improving Communication Skills

V-HAT-001.29

18 mins

Telephone Skills:  Hospitality on the Line

V-HAT-001.30

25 mins

How to Lose Your Best Customer

V-MAS-040


28 mins

When Im Calling You

V-MAS-106


30 mins

Building More Effective Teams

V-PMT-011


26 mins

Motivation

V-PMT-012


32 mins

Small Business:  Behind Closed Doors - Some Decisions that Business People Deal with on a Daily Basis

V-SMB-004.1


22 mins

Listen!  Please

V-SMT-006


10 mins

