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REGIONAL TRAINING & DEVELOPMENT CONSORTIUM 

 SPRING 2022 PROGRAM 

The Regional Training and Development Consortium is a collaboration and 

partnership that provides and hosts training and development programs, 

management tools, and resources to public sector agencies.  

Our 26 member agencies: Atherton • Belmont • Brisbane • Burlingame • Central County Fire • Colma • 

County of San Mateo • Daly City • East Palo Alto • Foster City • Half Moon Bay • Hillsborough • 

Highlands Recreation District • Menlo Park • Millbrae • Pacifica • Peninsula Clean Energy • Portola Valley • 

Redwood City • SamTrans • San Bruno • San Carlos • San Mateo • San Mateo Consolidated Fire Department • 

South San Francisco • Woodside 



ACADEMIES 
Public Sector Leadership Academy 
Target Audience: Managers 
Format: Hybrid -  

• Sessions 1 and 8 in-person (Redwood City) 
• Sessions 2-7 virtual 

Length: 8 sessions, 2-3.5 hours (mornings) 
Dates: April 14, 21, 28 | May 10, 24 | June 2, 14, 29 

The Academy is designed to give public sector management 
employees the opportunity to hear the newest and most innovative 
concepts and practices from top leaders in our community. 

Public Sector Supervisor Academy 
Target Audience: New and experienced first line 
supervisors 
Format: Hybrid -  

• Sessions 1 and 8 in-person (Redwood City) 
• Sessions 2-7 virtual 

Length: 8 sessions, various times 
Dates: April 5, 19, 26 | May 11, 19, 25 | June 1, 15 

Led by experienced public sector leaders and management 
development experts, each session is designed to incorporate 
interactive exercises and real-world case studies to apply fundamental 
concepts of supervision. 

Public Sector Lead Worker Academy 
Target Audience: New lead workers and employees 
interested in becoming a lead worker  
Format: 100% virtual 
Length: 4 sessions, 2-3.5 hours each (mornings) 
Dates: April 20, 27 | May 11, 18 

This Academy is designed to introduce Lead Workers and future Lead 
Workers to the core responsibilities essential for working in a lead role. 
Participants will have the opportunity to learn techniques on 
successfully transitioning from line worker to lead worker. 

VIRTUAL SESSIONS 

Community Engagement 
Target Audience: Any employee 
Length: 2.5 hours 
Trainer: PCRC 
Date: February 2, 2022, 9am-noon 

Learn about a range of tools and strategies to ensure success when 
implementing a community engagement program. Learn how to foster 
and enhance trust as a critical element in long-term, sustainable 
engagement and effective governance.  

NEW! - Developing Improvisational 
Confidence: How to Think, Speak, and 
Act in the Moment 
Target Audience: Any employee 
Length: 3 hours 
Trainer: The Consulting Team 
Date: February 8, 2022, 9am-noon 

Would you like to be able to think, speak and act in rapidly unfolding 
situations when the best-laid plans get thrown to the wind? Many 
professionals are decisive, confident and creative… until the moment 
they must improvise. You will learn to be brilliant in the moment with the 
right tools and confidence in this fast-paced, interactive training. 

Delivering Customer Service in Writing 
Target Audience: Any employee 
Length: 2.5 hours 
Trainer: Pat Haddock 
Date: February 15, 2022, 9-11:30am 

This session explains how to use electronic and print communications 
to deliver the high quality customer service that was previously 
provided by phone or in person. This session teaches you how to: a) 
identify the personal care factors that should be included in everything 
you write; b) use the right tone; c) understand and apply business 
etiquette to written documents; d) use email appropriately for effective 
customer relationships; and e) write “bad news” communications.  

Creative Problem Solving 

Target Audience: Any employee 
Length: 3 hours 
Trainer: Jim Delia 
Date: February 16, 2022, 9am-noon 

This session will help participants gain a better understanding of how to 
recognize why problems occur. This interactive session is designed 
especially for participants at all classification levels who are interested 
in learning a structured approach to solving problems and challenges in 
imaginative and innovative ways. Participants will practice how to: a) 
define and verify problems; b) determine their root causes; c) find 
appropriate solutions; and d) implement and evaluate solutions.  

NEW! - From Lead to New Supervisor: 
Making a Smooth Transition 
Target Audience: New supervisors 
Length: 3 hours 
Trainer: The Consulting Team 
Date: February 24, 2022, 9am-noon 

Are you a newly promoted supervisor who needs new tools, especially 
to supervise remotely as well as in person? This training provides an 
intensive course in supervision basics using relevant case studies, role-
playing, exercises, and discussion. 

Conflict Resolution: Dealing with 
Difficult People 
Target Audience: Any employee 
Length: Two, 2.5-hour sessions 
Trainer: Zakiya Khalfani 
Date: March 1 & 2, 2022, 9-11:30am 

In this session, participants will learn to: a) recognize how their own 
attitudes and actions impact others; b) find new and effective 
techniques for managing negative emotions; and c) develop coping 
strategies for dealing with difficult people and difficult situations.  



NEW - Being an Effective Remote Worker 
Target Audience: Any employee 
Length: 3 hours 
Trainer: Jim Delia 
Date: March 2, 2022, 9am-noon 

This interactive workshop is focused on providing participants with a 
framework for successful remote working. The emphasis will be on the 
tools and strategies required to be productive and accountable, while 
maintaining a desirable work-life balance.  

Presenting Virtually 
Target Audience: Any employee 
Length: Two, 2-hour sessions 
Trainer: Gloria Cohn 
Date: March 9 & 10, 2022, 10am-noon 

This is an interactive training where attendees will learn how to 
enhance and elevate their speaking style. Not only will it help you 
become a more effective presenter in future meetings, it will heighten 
your awareness and offer tips on how you present in the virtual world.  

Editing and Proofreading 
Target Audience: Any employee 
Length: 2.5 hours 
Trainer: Patricia Haddock 
Date: March 22, 2022, 9-11:30am 

Good writers appreciate the importance of editing to create concise, 
focused documents. This session teaches you how to: a) edit for 
content, logical flow, and tone; b) use active and passive voice 
appropriately; c) use formatting to improve readability; d) ensure logical 
flow for reader comprehension; e) ensure subject-verb and noun-
pronoun agreement; f) find and correct grammar and punctuation 
errors; and g) use standard proofreader marks. 

Grammar / Punctuation Refresher 
Target Audience: Any employee 
Length: 2.5 hours 
Trainer: Pat Haddock 
Date: April 7, 2022, 9-11:30am 

In this workshop, participants will: a) review grammar and punctuation 
rules most relevant for business writing; b) improve writing structure to 
ensure logical flow; c) review sentence structure and composition 
requirements for business writing; and d) develop an action plan to 
improve your writing moving forward.  

Onboarding New Employees: Public 
Sector Best Practices  
Target Audience: Any employee 
Length: 2 hours 
Trainer: Randy Schwartz 
Date: April 19, 2022, 10am-noon 

This session offers a proactive approach to bringing new employees 
smoothly and professionally into your organization, at both the agency 
and department levels. Specific topics will include a review of the 
typical hiring process, onboarding tasks from job offer through the first 
year of employment, and the residual impacts of COVID-19. Sample 
onboarding checklists will be available to all participants. The session 
will include time for discussion of specific issues participants may have, 
but does not include the typical human resources hiring paperwork. 

NEW - Building and Cultivating Trust in 
Today’s Environment 
Target Audience: Managers and supervisors 
Length: 3 hours 
Trainer: The Consulting Team 
Date: April 21, 2022, 9am-noon 

How do you build trust when rapid change is occurring? Why does trust 
take so long to build, yet just minutes to erode? We help you navigate 
more quickly through resistance and build trust so everyone can be 
more productive.  

NEW - Delegation: The Art of Delegating 
Effectively 
Target Audience: Managers and supervisors 
Length: Two, 2.5-hour sessions 
Trainer: Zakiya Khalfani 
Date: May 3 & 4, 2022, 9-11:30am 

Effective delegation is one of the most valuable skills you can master. 
This workshop will explore many of the facets of delegation, including 
when to delegate and whom to delegate to. We will also go through the 
delegation process step by step and learn about techniques to 
overcome problems.  

NEW - Resolving Interpersonal Conflict 
Target Audience: Any employee 
Length: 3 hours 
Trainer: Jim Delia 
Date: May 3, 2022, 9am-noon 

This session will cover how to reduce conflicts and increase morale 
among employees. Topics include: a) what conflict is; b) why conflict 
occurs; c) emotional triggers; d) influence of scripting/backgrounds; e) 
communication breakdowns; f) how we respond to conflict; g) why 
people tend to avoid conflict; h) goals of conflict resolution; and i) 
interacting effectively with the public and with co-workers.  

Working with Commissions, Boards, and 
Councils 
Target Audience: Staff who interact with these bodies 
Length: 2 hours 
Trainer: Randy Schwartz 
Date: May 10, 2022, 10am-noon 

This session examines the role of support staff to public boards, 
committees, commissions, and councils. Specific topics will include 
staff’s role, legal issues, and best practices to assist new members or 
new chairpersons, the conduct of public meetings, establishing 
collaborative relationships, and soliciting community input.  

NEW - Managing Across Cultures 
Target Audience: Supervisors and managers 
Length: Two, 2.5-hour sessions 
Trainer: Zakiya Khalfani 
Date: May 17 & 18, 2022, 9-11:30am 

Our culture defines many aspects of how we think, feel, and act. It can 
be challenging for managers to bridge cultural differences and bring 
employees together into a functioning team. This course will give 
supervisors and managers easy-to-use techniques for communicating 
across cultures, building teams, promoting multiculturalism in the 
organization, and leveraging the global talent pool.  



Writing for the Workplace 
Target Audience: Any employee 
Length: 2.5 hours 
Trainer: Patricia Haddock 
Date: May 24, 2022, 9-11:30am 

In this workshop, participants will: a) review six different ways of 
organizing business documents; b) organize and write seven types of 
documents; and c) learn the various requirements needed to effectively 
write for the workplace. At the end of class, participants will write an 
action plan to improve future writings.  

Leading vs. Managing 
Target Audience: Supervisors and managers 
Length: 3 hours 
Trainer: John Jones 
Date: June 7, 2022. 9am-noon 

How does your job title affect your behavior? Can you discern when 
you are expected to manage vs. lead a team to success? This session 
will provide an overview of being a boss compared to being a leader, 
and what it takes in today's environment to successfully adopt the 
meaning of being a "servant leader". We will also conduct some 
introspection to gain better understanding into the essentials of 
leadership. 

NEW - Understanding Power: Where It 
Comes From and How to Use It 
Target Audience: Any employee 
Length: 3 hours 
Trainer: Jim Delia 
Date: June 9, 2022, 9am-noon 

Perhaps no topic has garnered more curiosity in recent years than how 
to build influence in an organization. Master influencers move beyond 
their position on the org chart and collaborate across departmental lines 
to get things done. This workshop explores this topic by examining 
styles, behaviors, and techniques that will help you grow your influence 
and deepen your relationships. 

NEW - Leading an Effective Hybrid 
Meeting 
Target Audience: Any employee 
Length: 1.5 hours 
Trainer: Gabe Aponte 
Date: June 16, 2022, 10-11:30am 

Some of your participants are remote, some are in the office, and some 
are huddled up in a conference room – how do you lead a meeting in 
this new dynamic of hybrid meetings? Hybrid meetings present unique, 
but not insurmountable challenges. This course will review research on 
this newly emergent business trend, as well as provide a set of best 
practices to get you comfortable with this new meeting dynamic. At the 
end of class, we will have time for breakouts for roundtable sharing on 
challenges you’ve encountered, and how to overcome them. 

NEW - Effective Communication Skills in 
the Workplace 
Target Audience: Any employee 
Length: 2.5 hours 
Trainer: PCRC 
Date: June 16, 2022, 9am-noon 

Communication is key for stewarding effective workplace relationships. 
Sharpen your interpersonal skills and techniques of communication 
through a collaborative and engaging process that will build confidence 
and establish credibility as a leader.  

Municipal Finance 101 
Target Audience: Any employee 
Length: 3 hours 
Trainer: Richard Lee  
Date: June 21, 2022, 9am-noon 

This workshop provides an overview of municipal finance and gives you 
the tools and knowledge to successfully interact in this space. Topics 
include budgeting (allocating resources), investment/treasury, 
accounting systems, receipts (collecting resources), disbursements 
(spending the resources), and asset management.  

NEW - Giving and Receiving Feedback 
Target Audience: Any employee 
Length: 2.5 hours 
Trainer: PCRC 
Date: June 23, 2022, 9am-noon 

Develop your skills in the art of participating in a constructive and 
productive dialogue. Maximize your potential to effectively communicate 
areas of improvement while highlighting strengths and ultimately 
identifying a collaborative action plan.  

Project Management for the Real World 
Target Audience: Any employee 
Length: 3 hours 
Trainer: John Jones 
Date: June 28, 2022, 9am-noon 

This session will cover the following areas: a) understanding how 
professionals structure projects; b) how to respond to change requests 
initiation; c) setting up projects the right way; d) outcomes vs. 
deliverables, and the importance of both; e) four questions to ask at the 
beginning of every project; f) outcomes: understanding of how project 
managers make things happen; and g) tools to be successful on project 
methodologies for starting projects.  

For questions about Consortium 

programs, contact Rose San Juan 

at rsanjuan@smcgov.org 


