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Course Information

Course Name TEAM MANAGEMENT SKILLS Number of Lectures |16
Course Date 2022-02-21 ~2022-06-10 Course Language |English
Keyword communication, team and workplace management skills.

This course describes the importance of team management and the techniques and tools
to implement it. There are also some elements of Effective Team and meeting
Management which helps in good Teambuilding. Here is some description of this course:
Course Apply_professional communication skills. Apply team leading skills, Manage meeting.

. . Effectively manage employees as per their work styles and personalities. Resolve
Description appropriately workplace problems as per conflict management styles. Effectively give
instructions and feedback in accordance with a given context. Effectively motivate
(GO JOR2I0[0RTYeT(e [ employees in accordance with employee motivation strategies. Effectively prepare a
meeting with regard to meeting preparation tips. Conduct properly a meeting as per
meeting management techniques. Debrief and follow up meetings based on guidelines to
conduct effective meeting.

Team Management skills is a great course that plays a crucial role in the overall growth of
any organization. It works as a foundation for making successful organizations. It aims to
Course Goals bring out.the pest in team mgmbers to ensure se!f-developmen.t,. positive communipation,

. leadership skills, and the ability to work with maximum productivity. Most organizations use
and Objectives team management techniques for quick completion of their projects with maximum
efficiency. We equip students with Team Management skills to make sure they have all it
(Approximately takes to be successful at the work place

100 words)

(The format : Title, Author/Editor, Publisher, Year of Publication)

Communication in the workplace: guidelines for improvingeffectiveness, Adu-Oppong, A.
Textbook A. &Agyin-Birikorang, E/ Global Journal Commerce & Management
Perspective,Vol.3 (5):208-213, 2014

Rwanda Polytechnic, Electronics and Telecommunication Technology Curriculum 2022

References

Being a registered student in second Year in Electronics and Telecommunication
Technology.
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Course Calendar

Week 1 scribe clearly the basics of communication based on communication the
Week 2 sffectively a speech in accordance with the speech preparation and deliv
Week 3 Perform properly interview in accordance with interview basics.
Week 4 2 properly business letters, reports and memos based on writing techniq
Week 5 Manage effectively employees as per their work styles and personalities
Week 6 solve appropriately workplace problems as per conflict management styl
Week 7 re effectively instructions and feedback in accordance with a given conte
Week 8 rate effectively employees in accordance with employee motivation strat
Week 9 Prepare effectively a meeting with regard to meeting preparation tips.
Week 10 Conduct properly a meeting as per meeting management techniques.
Week 11 rief and follow up meetingsbased on guidelines to conduct effective mee
Week 12 practices on Applying Professional Communication Skills

Week 13 practice on Applying Team Leading Skills

Week 14 practice on Managing Meeting

Week 15 partical exam

Week 16 final exam with panelists
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