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Professional Development Portfolio

KGA is pleased to introduce our Professional 
Development Portfolio – high-impact learning 
opportunities for individual contributors, 
managers, and intact teams.

HIGHLY CUSTOMIZED

Our courses are customized to meet your learning goals by 
tailoring existing content or developing new content. KGA 
can also partner with you to assess, design, and implement 
development plans that support your strategic initiatives.

INSTRUCTOR LED

KGA’s organizational development and learning consultants 
are accomplished in their fields and bring experience from 
across a multitude of industries. Our instructors work closely 
with participants to identify their individual needs and 
focus development on the skills most valuable to them. Our 
hands-on workshops include self-assessments, facilitated 
discussions, and interactive exercises.

PERSONAL GROWTH

To ensure personal growth continues beyond the training 
program, participants develop individualized plans to 
apply learning to their daily work life. Many of our classes 
include self-assessments and feedback tools so participants 
get the most out of their learning experience. These tools 
may include:
• Goal setting
• Project tracking tools
• Work style analysis
• Flexible Course Length

LENGTH OF PROGRAMS

Workshops can be full day or half day to meet your needs. 
Full day workshops cover 4-6 specialized subtopics. Half day 
classes cover 2-3 specialized subtopics. Several workshops 
have subtopics that can be delivered in standalone 
segments ranging from 90 minutes to three hours in length. 
For these shorter seminars, we carefully manage the learning 
goals within the time available.

CLASS SIZE

Classes can accommodate up to 25 students.

KGA is committed to client success and satisfaction. 
If you would like to learn more about our offerings 
and discuss training opportunities, please contact:

Dale Arsenault 
Director, Human Resources Solutions 
KGA, Inc. 
161 Worcester Road 
Framingham, MA 01701 
(800) 648-9557
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Delivering Tough Messages

Delivering difficult messages requires directness 
and sensitivity. Though many managers feel 
uncomfortable delivering tough messages, it is 
possible to learn approaches that makes it easier 
and effective.  In this workshop participants will 
learn to use a variety of techniques to deliver 
negative or challenging news in a direct and 
open manner. Participants also explore their own 
barriers to open conversations, improving their 
overall communication skills.

COURSE CONTENT

The following sample topics can be customized to meet 
your needs:
• Principles of effective communication
• Analyzing your audience and tailoring communication
• Selecting the best communication method
• Developing trust
• Asking powerful questions
• Delivering tough news using the straight talking process
• Responding effectively to difficult behaviors and emotions
• The high cost of silence

ADDITIONAL INFORMATION

Target Audience: Managers

Delivery Method: Instructor led

Flexible Course Length

Number of Students: 25

Course Deliverables: Self-assessment feedback, 
management tips and tools, communication plan, 
personalized action plan

C O M M U N I C A T I O N
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Developing Emotional Intelligence

The most effective leaders are able to perceive, 
control, and evaluate their own emotions, allowing 
them to handle interpersonal relationships 
thoughtfully and empathetically. In this workshop 
participants learn about the link between 
emotional intelligence and personal effectiveness, 
how to assess their own emotional intelligence, 
and how to improve their interpersonal 
interactions.

COURSE CONTENT

The following sample topics can be customized to meet 
your needs:
• Emotional intelligence defined
• Emotional intelligence and success in the workplace
• Effective leadership through emotional intelligence
• Self-awareness: Understanding your impact on the people 

around you
• Self-regulation and thinking before reacting
• Motivation: Building a passion to pursue goals
• Empathy and understanding the emotional makeup 

of others
• Social skills: Managing relationships and networks
• Fostering social awareness and empathy

ADDITIONAL INFORMATION

Target Audience: Individual contributors, managers, teams

Delivery Method: Instructor led

Flexible Course Length

Number of Students: 25

Assessment Tools: Emotional intelligence assessment

Course Deliverables: Self-assessment feedback, 
emotional intelligence tips and tools, communication plan, 
personalized action plan

C O M M U N I C A T I O N



KGA, Inc.  | Professional Development Portfolio 6

C O M M U N I C A T I O N

Effective Communication

Effective communication in the workplace boosts 
both morale and efficiency by fostering positive 
working relationships between employees. 
When members of a team communicate well 
they are able to work together to achieve greater 
success. In this workshop participants assess 
their individual communication challenges in 
a team setting, identify areas for improvement, 
and practice their verbal and nonverbal 
communication skills.  

COURSE CONTENT

The following sample topics can be customized to meet 
your needs:
• The importance of communication skills
• Listening and communication style self-assessment
• Active listening
• Interpreting meaning through nonverbal communication
• Establishing rapport
• Understanding diverse communication styles
• Barriers to communication
• Assertive communication
• Managing conflict and emotion during conversations
• Identifying group goals and what is important to others
• Communicating responsibilities

ADDITIONAL INFORMATION

Target Audience: Individual contributors, managers, teams

Delivery Method: Instructor led

Flexible Course Length

Number of Students: 25

Assessment Tools: Listening skills evaluation and 
communication style assessment

Course Deliverables: Self-assessment feedback, 
communication tips and tools, personalized communication 
plan
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C O M M U N I C A T I O N

Powerful Presentation and Briefing Techniques

Effective presentation and public speaking can 
make the difference between success and failure 
when persuading colleagues, making a sale, or 
energizing a team. With preparation and practice, 
anyone can increase their confidence to deliver 
good presentations and speak well in front of 
audiences. In this workshop participants learn 
how to analyze an audience, design and organize 
compelling presentations, and deliver content in 
a clear and dynamic way.

This workshop is offered at three experience levels:

LEVEL I

This level is ideal for those individuals who are new 
to presenting or don’t regularly deliver presentations. 
Participants work on becoming comfortable with speaking 
in front of an audience and learn how to structure 
presentations, with a special focus on information-sharing 
presentations.

LEVEL II

This course is designed for frequent presenters who need 
help polishing their delivery skills, framing their presentation, 
and knowing when to go in for the close. Participants are 
typically individuals who need to share compelling data 
and are making a request to get buy in from their target 
audience.

LEVEL III

This level is for experienced public speakers who regularly 
present to customers, clients, partners, and C-level 
executives and would like to fine tune their delivery skills. 
Through video feedback, a live review panel, and executive 
feedback, participants will receive detailed analysis on how 
to make their presentations really shine.

COURSE CONTENT

The following sample topics can be customized to meet 
your needs:
• Analyzing the audience
• Projecting a purpose
• Organizing content to tell a story
• Developing main points
• Designing compelling presentations and visual aids
• Creating support materials
• Managing stress and handling nerves

ADDITIONAL INFORMATION

Target Audience: Individual contributors, managers, teams

Delivery Method: Instructor led

Length: Full or half day

Number of Students: 12

Course Deliverables: Self-assessment feedback, customized 
tips and feedback, personalized action plan
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C O M M U N I C A T I O N

Writing That Works

Excellent writing skills are the foundation of 
successful communication in the business 
world. In this workshop participants learn how 
to increase the effectiveness of their emails and 
other written communication by examining tone, 
intent, audience, organization, sentence structure, 
and grammar.

COURSE CONTENT

The following sample topics can be customized to meet 
your needs:
• Effective communication
• Organizing your thoughts
• Knowing your audience
• Importance of tone
• Common punctuation mistakes
• E-mail etiquette

ADDITIONAL INFORMATION

Target Audience: Individual contributors, managers, teams

Delivery Method: Instructor led

Flexible Course Length

Number of Students: 25

Course Deliverables: Self-assessment feedback, writing tips 
and tools, communication plan, personalized action plan
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M A N A G E M E N T  D E V E L O P M E N T

Effective Performance Management Discussions

Performance management is the ongoing process 
of communication between a manager and an 
employee. When done well, it aligns with the 
strategic objectives of an organization. This hands-
on workshop builds the skills to identify, frame, 
and communicate employee performance issues 
in an open, straight-forward, and constructive way. 
In this class participants strengthen their ability to 
address and discuss employee performance issues 
and learn how to provide honest, quality feedback.

COURSE CONTENT

The following sample topics can be customized to meet 
your needs:
• Addressing overall employee performance
• Identifying key areas or development and diagnosing 

performance issues
• Crafting performance messages
• Using appropriate language
• Managing tone, temperament, approach, and motivation
• Communicating responsibilities effectively

ADDITIONAL INFORMATION

Target Audience: Managers

Delivery Method: Instructor led

Flexible Course Length

Number of Students: 25

Course Deliverables: Self-assessment feedback, 
management tips and tools, communication plan, 
personalized action plan
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M A N A G E M E N T  D E V E L O P M E N T

Leading Organizational Change for Managers 

This workshop is designed for managers tasked 
with leading an organization through a change 
process of varying scope and scale. Participants 
learn how to lead successful organizational 
change using disciplined project management 
and understanding other key factors such as 
leveraging employee involvement, gaining 
commitment and sustainability, and engendering 
enthusiasm for a desired future state.

COURSE CONTENT

The following sample topics can be customized to meet 
your needs:
• Components of organizational change
• Identifying the opportunity in change and transition
• Sources of Anxiety
• Dual role of manager and human being
• Stages of change
• Implementing change
• Monitoring and sustaining change
• Coping with ambiguity
• Resilience and embracing change

ADDITIONAL INFORMATION

Target Audience: Managers

Delivery Method: Instructor led

Flexible Course Length

Number of Students: 25

Course Deliverables: Self-assessment feedback, 
organization intelligence tips and tools, communication 
plan, personalized action plan
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M A N A G E M E N T  D E V E L O P M E N T

Leading Virtual Teams

A virtual team is one whose members may be 
dispersed across time zones and geography (local 
and international) and are required to work on 
highly interdependent tasks. In this workshop 
participants analyze their team’s effectiveness, 
assess their own approach to virtual management, 
and identify practical ways to enhance the team’s 
communication and performance.

COURSE CONTENT

The following sample topics can be customized to meet 
your needs:
• Building productive business relationships within complex, 

virtual teams
• Building trust, addressing cultural differences, and dealing 

with pressure to pursue local priorities
• Managing time zones in a virtual environment
• Analysis of current team
• Differences between domestic and global environments
• Differences between remote and co-located teams
• Levels of interdependence
• Committing to action
• Communicating effectively

ADDITIONAL INFORMATION

Target Audience: Managers

Delivery Method: Instructor led

Flexible Course Length

Number of Students: 25

Course Deliverables: Leading virtual teams tips and tools, 
communication plan, personalized action plan
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M A N A G E M E N T  D E V E L O P M E N T

Reasonable Suspicion  
– Fitness for Duty Policy and Protocol

Alcohol and drug use among employees can 
be costly for businesses. Problems range from 
lost productivity, absenteeism, injuries, theft and 
low employee morale, to an increase in health 
care and workers’ compensation costs. In this 
workshop participants learn how to recognize 
probable substance abuse in an employee, how 
to approach the employee, and how to initiate 
the appropriate organizational response. KGA 
often partners with clients before the training to 
develop a drug-screening policy and to assess the 
impact of these changes on an organization.

COURSE CONTENT

The following sample topics can be customized to meet 
your needs:
• Benefits of introducing pre-employment drug screening
• Organizational readiness for pre-employment 

drug screening
• Obstacles to changing organizational drug screening policy
• Customizing pre-employment drug screening policy
• Developing a policy for new hires who test positive for illicit 

drugs or nicotine use
• Creating a policy for employment of applicants reapplying 

after a failed drug test
• Designing a manager training program on the new drug 

screening process

ADDITIONAL INFORMATION

Target Audience: Managers

Delivery Method: Instructor led

Flexible Course Length

Number of Students: 25

Course Deliverables: Management tips and tools, 
communication plan, personalized action plan
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O R G A N I Z A T I O N A L  C U L T U R E

Embracing Change

Unavoidable and stressful change in the 
workplace or in one’s personal life can create 
an opportunity for individuals to embrace new 
skills and new ways of thinking. In this workshop 
participants strengthen their responses to 
dynamic and shifting situations. This course 
focuses on understanding emotional responses 
to change, learning to adapt to changing 
environments, and making positive choices while 
maintaining a sense of control.

COURSE CONTENT

The following sample topics can be customized to meet 
your needs:
• Components of organizational change
• The power of change
• Emotional reactions to change
• Charting the cycle of change
• Benefits of change and transition
• Understanding your personal reaction to change
• Transition choices
• Embracing consequences
• Positive and negative transitions
• Identifying personal goals and needs
• Helping yourself through change

ADDITIONAL INFORMATION

Target Audience: Individual contributors, managers, teams

Delivery Method: Instructor led

Flexible Course Length

Number of Students: 25

Course Deliverables: Self-assessment feedback, transitional 
tips and tools, communication plan, personalized action plan
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O R G A N I Z A T I O N A L  C U L T U R E

Stress Management

Though moderate amounts of stress can be 
motivating, too much stress can decrease 
productivity; increase absenteeism, accidents, and 
employee turnover; and result in higher healthcare 
costs. In this workshop participants increase 
their resiliency by learning proven techniques to 
identify stressors and manage the symptoms of 
both positive and negative stress in all aspects of 
their lives. 

COURSE CONTENT

The following sample topics can be customized to meet 
your needs:
• A personal stress profile
• Symptoms of stress overload
• Fight or flight response
• Exercise and the mind
• Positive vs. negative stress
• Internal vs. external stress triggers
• The mind-body connection
• Resiliency tools
• Stress management action plan

ADDITIONAL INFORMATION

Target Audience: Individual contributors, managers, teams

Delivery Method: Instructor led

Flexible Course Length

Number of Students: 25

Course Deliverables: Self-assessment feedback, stress 
management tips and tools, stress management plan, 
personalized action plan
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O R G A N I Z A T I O N A L  C U L T U R E

Time Management

Faced with busy lives and the high expectations of 
professional careers, all employees are challenged 
to do more in less time. Managing time well is 
critical to success throughout one’s life. In this 
workshop participants learn how to manage 
competing priorities, create dynamic schedules, 
and achieve greater control in their personal and 
professional lives. 

COURSE CONTENT

The following sample topics can be customized to meet 
your needs:
• Rules of time management
• Managing multiple priorities
• Understanding the big picture
• Identifying time robbers
• Establishing priorities
• Identifying and assessing responsibilities
• Building lost time back into your work-life balance
• Communicating responsibilities effectively
• Achieving a balanced lifestyle

ADDITIONAL INFORMATION

Target Audience: Individual contributors, managers, teams

Delivery Method: Instructor led

Flexible Course Length

Number of Students: 25

Course Deliverables: Self-assessment feedback, time 
management tips and tools, communication plan, 
personalized action plan
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W O R K P L A C E  C O N F L I C T

Bullying

Workplace bullying is a corrosive force that 
depletes employee creativity, engagement 
and commitment. It is a liability for the entire 
organization. In this workshop participants learn 
the difference between various management 
styles and workplace bullying. Central to this 
program is the development of skills to identify 
unacceptable behavior and to create strategies 
to address bullying. Participants also explore the 
full cost to an organization when bullying is not 
addressed. Interactive role playing is used to build 
critical skills to investigate and confront allegations 
of bullying.

COURSE CONTENT

The following sample topics can be customized to meet 
your needs:
• Civility in the workplace
• Workplace bullying defined – how it is different from 

workplace harassment
• Prevalence of workplace bullying
• Forms of workplace bullying
• Misconceptions about workplace bullying
• The differences between workplace bullying and day-to-

day close management
• The impact of passivity in a bullying environment
• How managers can address workplace bullying
• How to create an organizational anti-bullying policy that 

values mutual respect and civility

ADDITIONAL INFORMATION

Target Audience: Individual contributors, managers

Delivery Method: Instructor led

Length: 2.5 hours

Number of Students: 25

Course Deliverables: Self-assessment feedback, limited 
personalized action plan
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W O R K P L A C E  C O N F L I C T

Civility and Respect in the Workplace

The most productive work environments foster 
openness, leverage differences and encourage 
inclusion to create new ideas, increasing 
productivity and maintaining a competitive 
advantage. In this workshop participants learn 
the steps and tools required to achieve a safe and 
harassment-free work environment, as well as the 
downside of a hostile environment. This interactive 
workshop challenges employees and managers to 
examine their own assumptions about how others 
experience a range of situations and behaviors in 
the workplace. Participants leave the workshop 
with a greater appreciation for how they can 
contribute to a respectful workplace. 

COURSE CONTENT

The following sample topics can be customized to meet 
your needs:
• Increasing sensitivity in the workplace
• Appropriate and inappropriate workplace behavior
• Examples of miscommunication
• Types of harassment
• Avoiding a hostile environment
• What to do when harassment occurs
• Highlighting group goals and what is important to others
• Harassment laws and policies
• Communicating new knowledge effectively

ADDITIONAL INFORMATION

Target Audience: Individual contributors, managers, teams

Delivery Method: Instructor led

Flexible Course Length

Number of Students: 25

Course Deliverables: Self-assessment feedback, sensitivity 
awareness tips and tools, sensitivity awareness plan, 
personalized action plan
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W O R K P L A C E  C O N F L I C T

Conflict Management

Conflict is an inevitable and necessary dynamic in 
the work environment. Managing interpersonal 
conflicts is one of the keys to ensuring effective 
team dynamics. In this workshop participants learn 
how to create stable, productive, and mutually 
respectful relationships; how to recognize when 
an issue is starting to cause strain in a relationship; 
and what to do to put it back on track.

COURSE CONTENT

The following sample topics can be customized to meet 
your needs:
• Sharing, clarifying and setting expectations
• Role clarification commitment
• Conflict-handling styles
• Communication from senders to receivers
• Communication barriers
• Open versus closed questions
• Listening skills
• Verbal communication
• Assertiveness skills

ADDITIONAL INFORMATION

Target Audience: Individual contributors, managers, teams

Delivery Method: Instructor led

Flexible Course Length

Number of Students: 25

Assessment Tools: Conflict style self-assessment

Course Deliverables: Self-assessment feedback, 
management tips and tools, personalized action plan


