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U-M ORGANIZATIONAL COMPETENCIES
The following courses are designed to support your career and professional development. 
The columns on the right show the competencies addressed in each course. Competencies 
are the knowledge, skills, and attributes needed to effectively perform in your role at the 
University of Michigan.
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Courses and Competencies AM BI CO CS DO LA QS AC

7 Skills That Give YOU the Extra Edge! G G G

Achieving Success Through Effective Goal Setting G G G

Adding Value Through Strategic Resourcing: Focus-
ing Your Team on the Right Things

P P P

Agile Project Management for Everyone P G P P P

Avoiding Group Think G G G

Becoming a Leader Who Fosters Innovation G G G

Boosting Your Self-Esteem and Confidence G G

Burnout Prevention for Managers: Living Life as a 
Human Being Instead of a Human Doing

E E

Business Process Mapping P P

Change Management: A Practical Approach to 
Implementing Business Processes

P P G

Conflict Management Skills for Women P P G P

Crucial Accountability® P P P P

Cut! That’s a Wrap! Video on the Cheap P G

Data Visualization for Impact P P

Defeating the 8 Demons of Distraction: Strategies to 
Increase Productivity and Reduce Stress

G G

Delegating: Leading vs. Managing vs. Doing E G P P

Developing Exceptional Customer Service Skills P G P G P

Developing Personal Leadership: Mastering the Art 
of Empowerment

G G G

Difficult Conversations P P P

Driving Value Through Process Improvement 
(Custom Only)

P G G

Eat that Frog!: 21 Great Ways to Stop
Procrastinating and Get More Done in Less Time

G G

Embracing Change and Building Your Resilience G G P

Employee Coaching that Works P E G P P P

Competency Levels
E - �Emerging (New to this competency 

and have not had a chance to 
practice it much)

G - �Progressing (Some experience but 
still developing)

P - �Practiced (A Good understanding of 
the competency)

S - �Seasoned (Very good grasp of the 
competency. You demonstrate your 
abilities on a regular basis)

M - �Master (You have full and complete 
grasp of the competency and are 
sought out for your skills)

https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/7-skills-give-you-extra-edge
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/achieving-success-through-effective-goal-setting
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/adding-value-through-strategic-resourcing-focusing-your-team-right-things
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/agile-project-management-everyone
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/avoiding-group-think
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/becoming-leader-who-fosters-innovation
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/boosting-your-self-esteem-confidence
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/burnout-prevention-managers-living-life-human-being-instead-human-doing
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/business-process-mapping
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/change-management-practical-approach-implementing-business-processes
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/conflict-management-skills-women
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/crucial-accountability�
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/cut-thats-wrap-video-cheap
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/data-visualization-impact
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/defeating-8-demons-distraction-strategies-increase-productivity-reduce-stress
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/delegating-leading-vs-managing-vs-doing
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/developing-exceptional-customer-service-skills
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/developing-personal-leadership-mastering-art-empowerment
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/difficult-conversations
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/driving-value-through-process-improvement
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/eat-frog-21-great-ways-stop-procrastinating-get-more-done-less-time
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/embracing-change-building-your-resilience
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/employee-coaching-works
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Courses and Competencies AM BI CO CS DO LA QS AC

Employee Engagement: Who Before What G G G

Enneagram: 9 Ways of Working Smarter G G G

Everything DiSC®—Building Better Workplace 
Relationships

G G E

Facilitating Diversity, Equity and Inclusion 
Discussions: The Basic Skills

G P P G

Finance for the Non-Finance Manager E

Finding an Extra Hour Every Day: Time Management 
and Technology Strategies for Busy Professionals

G G

Fine Tuning Your Team: Performance Management 
Best Practices

E G P G G

Foundations of Supervision I: Maximizing 
Performance

P E G G P P

Foundations of Supervision II: Leading Others Suc-
cessfully

P E P P P P

Foundations of Supervision III: Expanding Your 
Leadership Perspective

P P P P P P P P

From Me and Thee to We: Developing Connections 
Across Difference

E G G

From Verbal Combat to Consensus: The Gentle Way 
to Earn a Black Belt in Communication

P P S P/S P

Generations X, Y and Beyond: Maximizing Your 
Team’s Success

P P P

Gossip Stoppers: Creating a Positive Workplace P P P

Here We Go Again: Dealing with Workplace Change E E G

How to Write an Effective Job Description G G

If You Build It, They will do Amazing Work:  
Creating an Environment of Innovation for Your Team 
(Custom Only)

E P G

Influencer Training™ P P S

Influencing Management and Peers G G G P G G

It IS All About You: Learning About Diversity Doesn’t 
Have to be Hard

G G G

Job Crafting™ G

Keeping Your Ducks In Line While Floating in a Pond 
of Tasks

G G P P

Leadership Skills for the Administrative Assistant E E E

Leading Through Change and Transition  
(Custom Only)

S S S

Lean Teams: From Process Analysis to Efficiency G P

Listen Up! Hear What’s Important, Ignore the Rest E G G G

Managing Confrontational Clients P P P G P P

Managing Effective Meetings: Moving Your Group 
from Chaos to Productivity (Custom Only)

P E G P P

Managing Up: the Do’s and Don’ts of Working Well 
FOR Others

E G G
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https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/employee-engagement-who-what
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/enneagram-9-ways-working-smarter
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/everything-disc%C2%AE%E2%80%94building-better-workplace-relationships
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/facilitating-diversity-equity-inclusion-discussions-basic-skills
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/finance-non-finance-manager
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/finding-extra-hour-every-day-time-management-technology-strategies-busy-professionals
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/fine-tuning-your-team-performance-management-best-practices
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/foundations-supervision-i-maximizing-performance
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/foundations-supervision-ii-leading-others-successfully
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/foundations-supervision-iii-expanding-your-leadership-perspective
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/me-thee-we-developing-connections-across-difference
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/verbal-combat-consensus-gentle-way-earn-black-belt-communication
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/generations-x-y-beyond-maximizing-your-teams-success
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/gossip-stoppers-creating-positive-workplace
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/here-we-go-again-dealing-workplace-change
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/how-write-job-description
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/if-you-build-it-they-will-do-amazing-work-creating-environment-innovation-your-team
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/influencer-training%E2%84%A2
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/influencing-management-peers
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/it-all-about-you-learning-about-diversity-doesnt-have-be-hard
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/job-crafting%E2%84%A2
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/keeping-your-ducks-line-while-floating-pond-tasks
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/leadership-skills-administrative-assistant
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/leading-through-change-transition
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/lean-teams-process-analysis-efficiency
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/listen-hear-whats-important-ignore-rest
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/managing-confrontational-clients
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/managing-effective-meetings-moving-your-group-chaos-productivity
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/managing-dos-donts-working-well-others
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Courses and Competencies AM BI CO CS DO LA QS AC

Millennials: Managing the Generational Shift G G G G

Mind Your Manners: Workplace Etiquette G P G G

Mindful Communication E E E

No-Fail Email G G G

Optimism in the Face of Reality E E

Optimizing Your Microsoft Outlook: Managing Your 
Time More Effectively

E

Peer Leadership: Getting Results Without Authority G G G

Play to Your Strengths! 5 Ways to Professional 
Success

G E

Prepare, Practice, and Present P P

Project Management Fundamentals: Creating Your 
Roadmap for Success!

G G P G P P

Raising Your Emotional Intelligence: 
The Workplace Success Advantage

P P G G P G

Review! Renew! Recommit! Strategies for Enjoying 
and Enhancing Your Work

G G

Say What You Write: Verbal Communication for 
Professionals

G G

Self-Defeating Habits of Otherwise Brilliant People® P G G

Silence is NOT Golden: How to Efficiently Address 
Problem Behavior

P G G P

Smartphone Success: Getting More Productivity 
(and fun!) from Your Smartphone and Tablet Devices

E G

So, You’re Ready to be a Supervisor? How to Make a 
Smooth Transition

P P P P

Spark the Leader Within: How to be Better than 
Average

P G P G

Straight Talk®: Using Strategic Communication for 
High Impact Results

P P P G

Strategic Employee Onboarding: The First 365 Days G E E E

Succeeding with the Myers-Briggs Type Indicator 
(MBTI)™

G G

Succession Planning: A Practical Guide for Higher 
Education (Custom Only)

P P P S S

Supervisory Essentials: U-M Policy & Compliance P G P

Take Charge of Your Career G

Take Control of Your Time: A Guide to Practical Time 
Management 

G G

Taking Good Notes and Meeting Minutes G G

Taming the Email and Office Clutter Beast! G G

Tell it Like it is: Feedback That Works! 
(Custom Only)

P P P P

The Art of Managing Multiple Projects and
Multitasking

G P G P
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https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/millennials-managing-generational-shift
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/mind-your-manners-workplace-etiquette
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/mindful-communication
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/no-fail-email
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/optimism-face-reality
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/optimizing-your-microsoft-outlook-managing-your-time-more-effectively
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/peer-leadership-getting-results-without-authority
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/play-your-strengths-5-ways-professional-success
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/prepare-practice-present
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/project-management-fundamentals-creating-your-roadmap-success
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/raising-your-emotional-intelligence-workplace-success-advantage
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/review-renew-recommit-strategies-enjoying-enhancing-your-work
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/say-what-you-write-verbal-communication-professionals
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/self-defeating-habits-otherwise-brilliant-people�
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/silence-not-golden-how-effectively-address-problem-behavior
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/smartphone-success-getting-more-productivity-fun-your-smartphone-tablet-devices
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/so-youre-ready-be-supervisor-how-make-smooth-transition
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/spark-leader-within-how-be-better-average
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/straight-talk�-using-strategic-communication-high-impact-results
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/strategic-employee-onboarding-first-365-days
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/succeeding-myers-briggs-type-indicator-mbti%E2%84%A2
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/succession-planning-practical-guide-higher-education
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/supervisory-essentials-u-m-policy-compliance
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/take-charge-your-career
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/take-control-your-time-guide-practical-time-management
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/taking-good-notes-meeting-minutes
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/taming-email-office-clutter-beast
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/tell-it-it-feedback-works
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/art-managing-multiple-projects-multitasking
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Courses and Competencies AM BI CO CS DO LA QS AC

The Boomers Are Leaving! What do They Know 
That We Should Find out Before They Go? (Custom 
Only)

E P P

The Organized Assistant E E E E

The Power of Strategic Questions P P S P S

The Road to Highly Productive Work Teams: 
Creating Team Norms (Custom Only)

G P P P

The Zen of Meeting Facilitation G G

Time Management in “The Cloud” Using Gmail and 
Google Tools

E

Turning Bad Communication Habits Into Good Ones G P P G G

Understanding Data P P P

Use Your 6 Thinking Hats: A Creative Approach to 
Problem Solving

P P P/S

Vocal Intelligence for Empowering Women G P G G

What’s In It For Them: Inspiring Quality Performance 
From The Bottom Up

G P G

When Perfect Isn’t Good Enough: Coping With 
Perfectionism Without Sacrificing Quality

G G G

Working Smarter, Not Harder: Strategic 
Prioritization (Custom Only)

P P G

Working with Difficult People and Personalities P P G P

Write What You Say! G G

Writing Effective Procedures Documents—Putting 
Actions Into Words

P P

Writing with Power P P

Yes Without Guilt, No Without Fear: Assertiveness 
Skills

P P G G

You CAN Take It! How to Receive Critical Feedback 
(Custom Only)

G G E

You, Inc.: Building Your Personal Leadership Brand G P G
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https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/boomers-are-leaving-what-do-they-know-we-should-find-out-they-go
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/organized-assistant
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/power-strategic-questions
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/road-highly-productive-work-teams-creating-team-norms
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/zen-meeting-facilitation
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/time-management-cloud-using-gmail-google-tools
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/turning-bad-communication-habits-good-ones
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/understanding-data
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/use-your-6-thinking-hats-creative-approach-problem-solving
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/vocal-intelligence-empowering-women
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/whats-it-them-inspiring-quality-performance-bottom
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/when-perfect-isnt-good-enough-coping-perfectionism-without-sacrificing-quality
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/working-smarter-not-harder-strategic-prioritization
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/working-difficult-people-personalities
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/write-what-you-say
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/writing-effective-procedures-documents%E2%80%94putting-actions-words
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/writing-power
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/yes-without-guilt-no-without-fear-assertiveness-skills
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/you-can-take-it-how-receive-critical-feedback
https://hr.umich.edu/working-u-m/professional-development/learning-professional-development/courses/you-inc-building-your-personal-leadership-brand

