PA243 - Overseas Administrative Management
This course is designed to provide FS-01 and FS-02 experienced administrative generalists and specialists with the skills, knowledge, and abilities needed to successfully perform their management functions in a team-oriented, ICASS environment at overseas posts. The course emphasizes customer-focused management and the need to manage for results. 

Participants learn to: 

· Work together as an admin team in achieving the section's overall strategic objectives. 

· Interview Department officials and prepare and deliver briefings on current admin issues. 

· Manage the administrative section's role in crisis situations. 

· Manage and resolve conflict situations in the workplace. 

· Practice customer focused management. 

· Use the MPP process and other tools to make sound management decisions based on resource availability. 

· Employ and practice appropriate negotiating techniques. 

· Anticipate and successfully manage change. 

· Manage up, down, and across the organization. 

FS Precepts Addressed: 

· Active Listening 

· Adaptability 

· Innovation 

· Institutional Knowledge 

· Job Information 

· Management of Resources 

· Operational Effectiveness 

· Oral Communication 

· Performance Management and Evaluation 

· Persuasion and Negotiation 

· Problem Solving and Decision Making 

· Professional Expertise 

· Professional Responsiveness 

· Professional Standards 

· Social Perceptiveness 

· Teamwork 

· Written Communication 

Audience:
The course is open to experienced FS-1 and FS-2 administrative generalists and specialists who have completed at least one of the FSI core administrative training courses (GSO, FMO, IMO, or HR) and who are currently serving in or transferring to an overseas post. FS-3s with a minimum of four years at grade and three overseas Admin tours are also eligible for enrollment with the permission of the course manager. This course is also valuable for Principal Officers and DCM/SEPs who have limited management experience. 

	Upcoming/Ongoing Course Schedule:
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Length
Min
Max
Seats Available
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7/7/03
7/25/03
3 Weeks
12
20
None
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09:00-16:00
Shultz Center 
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