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Introduction

It is with great pleasure and
excitement that I introduce Georges
River Council’s Ready Set Grow!
Learning Program 2018-2020.
One of our goals in our Workforce
Management Plan is to enable
continuous learning through
developing a dynamic workforce with
the tools and capabilities required
to respond to rapid change. We aim
to achieve this by equipping you,
our staff, with a variety of on-thejob experiences combined with the
diversity of our new learning program,
Ready Set Grow! Learning Program
2018-2020.

Learning is a continuous and
lifelong practice. I am passionate
about personal development and
have taken every opportunity to
grow in my career in a variety of
work environments. I have found
immense benefit in formal training
and development programs
coupled with on-the-job experience,
mentoring and project opportunities.
I emphasise and encourage an
approach that blends all of these
elements of learning. Our learning
program is informed by the 70-20-10
model for professional development;
70% from on-the-job experiences,
20% from feedback, mentoring and
coaching, and 10% from formal
learning programs. This framework
acknowledges that much of our
learning at work comes from real life,
on-the-job experiences, doing tasks
and problem solving.

To build on this we will be designing
some of the learning programs to be
facilitated by our own staff, with the
support of the People and Culture
team. In addition, where possible,
we will be customising any external
learning programs to incorporate our
values and way of working, our tools
and systems.
Implementation of the Ready Set
Grow! Learning Program 20182020 will help to create a culture of
continuous learning at Georges River
Council. The program will not only
enhance the skills and knowledge
needed for your current role but will
also assist you to acquire new skills,
knowledge and experiences to do
new and different tasks.

Ready Set Grow! Learning Program
2018-2020 will also enable you
and your supervisor to develop an
individualised development plan
that supports your professional and
technical development.
To support you with creating your
development plan, this resource has
been separated into four sections:
1. Creating your development plan
2. Learning program themes
3. Learning program course details
4. Further support your learning
I strongly encourage you to participate
in the learning opportunities made
available to you through this program
so that you may continue to thrive in
your career at Council.

Our inaugural staff River Run
Conference highlighted our potential
at Georges River Council when it
comes to training facilitation.
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Creating your Development Plan
On-the-job learning has the greatest
impact on your professional
development. Working on projects,
learning new processes and acting in
different roles are all opportunities to
build on your strengths and develop
new skills. Our focus is to create
a 70:20:10 learning environment.
Many of the programs outlined in
this resource have been designed
as a series of short workshops to
incorporate on-the-job learning.

When creating your development
plan, refer to the programs outlined
in this resource. The courses have
been mapped against themes,
learning outcomes and who the
course is suitable for. For the purpose
of this resource, any team leader,
supervisor, coordinator or manager is
referred to as ‘people manager’.

Before you meet with your people manager, consider the following:
► Career aspirations. Where do you see yourself in the future and what
skills, experience or training do you need to get there?
► Experience. Do you require more formal learning or new experiences
on-the-job?
► Future opportunities. Are there any changes happening on the horizon
that may create opportunities?
► Challenges in your role. What can you do to better manage these?
► Current skills. Are they adequate for your current role and do they help
you achieve your team’s objectives?
► Past skills. Are there skills you haven’t had the opportunity to apply
recently which could use refreshing?
► Future skills. What future skills do you see as critical? What skills could
assist you to do your current job better?
► Continuous Professional Development (CPD). Does your role require
you to maintain CPD points?

20%

Learn through others

► Qualification and further study. Are you considering obtaining a
qualification and are you familiar with Council’s Sponsored Study program?

70%

On the job learning

► Licenses or accreditation. Do you need to maintain licenses or
accreditations in your current role? What additional licenses or
accreditations do you need to take on more responsibility?

10%

Formal learning

► Conferences and seminars. Are you looking to network and learn from others
in your field? Are there industry associations that hold relevant conferences?
Next Steps
Meet with your people manager to create your development plan. You will
then need to upload your plan via an online form to Rivernet. Requests will be
assessed alongside priorities, scheduling and budgeting factors.
For more information contact the People and Culture team via phone
9330 6054, email mylearning@georgesriver.nsw.gov.au, or contact your
HR Business Partner.
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Learning Program themes
Ready Set Grow! Learning Program 2018-2020 is based on
six key themes:

Corporate governance
Customer experience, engagement
and communication
Leadership
Project management
Systems and technology
Work health and safety and wellbeing
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Corporate governance

Customer experience,
engagement and communication

These programs will assist you to work efficiently, responsibly and
productively at Georges River Council.

These programs will assist you to work more collaboratively to
successfully resolve problems and provide exceptional customer service.

• Breaking Down the Hard Stuff

• Local Government Purchasing

• Readers Advisory

• Budget Management

• Maintaining Your Team’s Corporate
Knowledge

• Aboriginal and Torres Strait Islander
Cultural Awareness
• Accidental Counsellor

• Social Media

• Cash Management and Handling
• Community Consultation Techniques

• Managing Your Risk

• Contract Management in the Local
Government Sector

• Masterclass in Leadership

• Contract Specification Writing

• Media Awareness

• Contractor Relationship Management

• Skills and Performance Reviews
(SPRs) for Success

• Copyright Training
• Corporate Branding and Writing Style
Guide
• Corporate Search - iFerret
• Creating SMART Work Plans
• Creative Tools for Creative Solutions
• Customer Feedback and Complaints
Management

• Mastering Minute Taking

• Successful Business Writing
• The Big Picture and You - the Role of
Integrated Planning and Reporting
• Time Management
• Writing Winning Grant Applications
• You’re a New Supervisor…Now What?

• Cyber Security Awareness
• Developing a Risk Assessment for
Your Project or Event
• Developing a Safe Work Method
Statement (SWMS)
• Getting Your New Team Member up to
Speed
• How to Build a Business Case
• How to Measure for Improvement
• How to Run a Successful Event and
Gain Sponsorship
• InfoCouncil Report Writing
• Lead Productive Meetings
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• Appreciating Diversity in Others
• Building Resilience
• Building Your Emotional Intelligence
• Community Consultation Techniques

• Recruiting for Talent
• Successful Business Writing
• Think Like Your Customer
• Time Management

• Conflict Resolution for Managers

• Unconscious Bias - the Elephant in the
Room

• Copyright Training

• Win-win Negotiation

• Corporate Branding and Writing Style
Guide

• Writing Winning Grant Applications

• Creative Tools for Creative Solutions
• Cultural Diversity Awareness
• Customer Feedback and Complaints
Management
• De-escalating Aggressive Behaviours
• How to get the most out of mobile
devices, ipads, smartphones and
tablets
• How to run a successful event and
gain sponsorship
• InfoCouncil Report Writing
• Lead Productive Meetings
• Managing Change
• Managing Difficult Conversations
• Mastering Minute Taking
• Media Awareness
• Positive Customer Interactions
• Preparing for an Interview
• Present with Impact
Georges River Council - Ready Set Grow! Learning Program 2018-2020 9

Project management

Leadership
These programs are focused on building successful teams and
developing potential in you, your team and the community. These
programs are in addition to the monthly Captains Collective (for
managers) and the quarterly Captains Circle (for coordinators).

These programs support the development of the diverse range of skills
required to deliver successful projects.

• Aboriginal and Torres Strait Islander
Cultural Awareness

• Present with Impact

• Budget Management

• Accidental Counsellor

• Project Management Fundamentals

• Community Consultation Techniques

• Recruiting for Talent

• Contract Management in the Local
Government Sector

• Appreciating Diversity in Others
• Breaking Down the Hard Stuff

• Skills and Performance Reviews (SPR)
for Success

• Budget Management

• Successful Business Writing

• Contractor Relationship Management

• Building Resilience

• Team Building Masterclass

• Creative Tools for Creative Solutions

• Building Your Emotional Intelligence

• The Big Picture and You - the role of
Integrated Planning and Reporting

• Developing a Risk Assessment for
Your Project or Event

• Unconscious Bias - the elephant in the
room

• How to Build a Business Case

• Win-win Negotiation

• How to Run a Successful Event and
Gain Sponsorship

• Coaching and Mentoring
• Conflict Resolution for Managers
• Creating a Healthy Work Environment
• Creating SMART Work Plans
• Creative Tools for Creative Solutions

• You’re a New Supervisor…Now What?

• Cultural Diversity Awareness
• Getting Your New Team Member up to
Speed
• How to Build a Business Case
• How to Measure for Improvement
• Lead Productive Meetings

• Contract Specification Writing

• How to Measure for Improvement

• Lead Productive Meetings
• Local Government Purchasing
• Managing Change
• Managing Difficult Conversations
• Masterclass in Leadership
• Mastering Minute Taking

• Local Government Purchasing

• Media Awareness

• Maintaining Your Team’s Corporate
Knowledge

• Present with Impact
• Project Management Fundamentals

• Managing Change

• Successful Business Writing

• Managing Difficult Conversations

• Team Building Masterclass

• Managing Your Risk

• Time Management

• Masterclass in Leadership

• Win-win Negotiation

• Media Awareness
• Operational Frontline Management
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Systems and technology
These programs include direction on how to effectively use our systems
and software as well as general technical training for using hardware.

• Breaking Down the Hard Stuff
• Cash Management and Handling
• Corporate Search – iFerret
• Customer Feedback and Complaints
Management
• Cyber Security Awareness
• How to get the most out of mobile
devices, ipads, smartphones and
tablets
• InfoCouncil Report Writing
• Information Services
• IntraMaps

If you select any of these programs
you will be forwarded a separate
Training Needs Analysis form
to ensure you attend the most
appropriate session for your
requirements.
If you require any training on one
of our archived systems contact
mylearning@georgesriver.nsw.gov.au
or call our Organisational Capability
Officer on 9330 6054.

• Kentico – Managing Website Content
• Library Database and Online Services
• Maintaining Your Team’s Corporate
Knowledge
• Promapp
• Sharepoint – Managing Rivernet
Content
• Skype for Business
• Smartsheet
• Social media
• Spydus - Library Management System
• TechOne - Managing Service Requests
• TechOne - Procurement, Contracts and
Purchasing
• TechOne - Property Framework
• TechOne - Self-service, Leave & Time
in Attendance
• TRIM - Records Management System

Work health and safety
and wellbeing
These programs include licensing and regulatory training and support
the creation of a safe workplace for everyone.
• Aboriginal and Torres Strait Islander
Cultural Awareness
• Accidental Counsellor
• Appreciating Diversity in Others
• Armed Robbery Training
• Asbestos Awareness
• Backhoe/Loader Operations
• Building Resilience
• Building Your Emotional Intelligence
• Cash Management and Handling
• Chainsaw Operation/Maintenance and
Fell Small Trees
• Chemuse Card
• Confined Spaces Awareness Training
• Creating a Healthy Work Environment
• Cultural Diversity Awareness
• De-escalating Aggressive Behaviours
• Developing a Risk Assessment for
Your Project or Event
• Developing a Safe Work Method
Statement (SWMS)
• Elevating Work Platform - Under 11 Metres
• Elevating Work Platform (Boom Lift) –
11 Metres and Over
• Emergency Spill Response
• Excavator Operations
• Fire Extinguisher Training
• Fire Warden Training
• Forklift Operations
• Heavy Rigid (HR) Licence
• Implement Traffic Control Plans (previously

•
•
•
•
•
•
•

Managing Change
Managing Your Risk
Manual Handling
Mastering Mindfulness
Medium Rigid (MR) Licence
Mental Health First Aid
Prepare a Work Zone Traffic
Management Plan (previously known as
Red and Orange Card)

• Provide an Emergency First Aid
Response in an Education
and Care Setting
• Provide CPR
• Provide First Aid
• Remote First Aid
• Safe Handling of Sharps and
Infectious Waste
• Snake and Spider
Awareness Training
• Traffic Controller
(previously known as
Traffic Control Blue
Card)

• Work Health and
Safety General
Induction Workshop
• Work Safely at
Heights
• Working Safely
Near Live Electrical
Apparatus as a Nonelectrical Worker

known as Traffic Control Yellow Card)
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Learning Program course details
Aboriginal and Torres Strait
Islander cultural awareness

Asbestos Awareness (10675NAT)
PROGRAM DETAILS

LEARNING OUTCOMES

PROGRAM DETAILS

LEARNING OUTCOMES

Learn how to:

Learn more about working with
Aboriginal and Torres Strait Islander
people. Enhance your awareness of
Aboriginal culture, heritage and
socio-economic issues.

Learn how to:

This learning program focuses on how
you can identify asbestos, protect
yourself and your work colleagues.

• Appreciate the history, beliefs, values and practices
of Aboriginal and Torres Strait Islander people

• Work with the Georges River Council Aboriginal
Reference Group
This half day workshop is available to all staff

LEARNING OUTCOMES

We all experience times when
someone comes to us in distress,
whether it be someone in our team
or a member of our community. This
practical workshop provides you with
the tools and strategies for skillfully
responding to people in distress and
how to appropriately offer support.

Learn how to:

• Safely assess for the presence of asbestos
• Report
This course is available to all staff

Backhoe/ Loader Operations

(RIIMPO319D - Conduct Backhoe/Loader Operations)

Accidental counsellor
PROGRAM DETAILS

• Understand your role and the boundaries for
effectively supporting staff and community members
• Use communication tools and techniques for
appropriately responding to distress

PROGRAM DETAILS

LEARNING OUTCOMES

This learning program is designed
to train staff to the Competency
Standards required for operators of
load shifting equipment. Prerequisites
must be met prior to participation.

Learn how to:
• Competently dig trenches
• Load trucks
• Conduct basic maintenance and service procedures
• Identify hazards

This three day course is available to all staff

• Appropriately refer people for professional support

Breaking Down the Hard Stuff

This one day workshop is available to all staff

PROGRAM DETAILS

Appreciating diversity in others
PROGRAM DETAILS

• Apply your knowledge of materials manufactured
using asbestos
• Identify the locations where asbestos and/or ACM
are likely to be found

• Apply practical tools to build strong working
partnerships with Aboriginal and Torres Strait
Islander people
• Appreciate the link between Georges River Council
and the local Aboriginal community

• Name and describe different types of asbestos

LEARNING OUTCOMES

Diversity can be broadly defined as
Learn how to:
all the ways we differ as individuals.
• Define what diversity actually is
Some of these differences we are
• Apply diverse perspectives and appreciate different
born with and cannot change and
view points
other aspects can change over time.
•
Build empathy and your capacity to understand others
We all work with diversity everyday.
including people with disability, mental illness and
Learn how to leverage this diversity to
people who identify as either lesbian, gay, bisexual,
create even better outcomes.
transgender, intersex, queer and asexual (lgbtiqa)

LEARNING OUTCOMES

Are you sick of not knowing how to do Learn how to:
things? Having to repeat instructions
• Define your current processes
to others? Do you need to document
• Review and refine your processes
corporate knowledge and get what's
• Document key processes to improve corporate
in your head on paper? Do you want
knowledge
to find ways of improving how you do
key tasks in your role/team?
• Use Council's Promapp software
This series of two half day workshops is available to all staff

This one day workshop is available to all staff
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Budget Management

Cash Management and Handling

PROGRAM DETAILS

LEARNING OUTCOMES

PROGRAM DETAILS

Learn the skills for effectively
managing and forecasting a budget.
Discover how your budget is aligned
to the operational budget and
long-term financial plan. You will
gain a practical understanding of
organisational budgets and budget
frameworks.

Learn how to:

This workshop is designed for staff
Learn how to:
who handle cash and manage its
• Understand the cash management cycle
counting, safe keeping and end of day
• Identify points in the process to check cash and its
operations. The workshop also covers
status
the use of EFTPOS terminals and the
•
Devise plans on the distribution of tasks and
relationship between cash and the use
managing custody of cash
of point of sale equipment.

• Identify benefits of an effectively managed budget
• How to apply a budget framework
• Forecast and set budgets through both a top down
and bottom up approach
• Understand Council’s operational budgets and long
term financial plan

This half day workshop is available to staff who are responsible for managing either an
operational or project budget

LEARNING OUTCOMES

This one day workshop is designed for any staff who handle money

Chainsaw Operation/Maintenance and
Fell Small Trees
(AHCPCM203 - Fell Small Trees / AHCMOM213 Operate and Maintain Chainsaws)

Building Resilience
PROGRAM DETAILS

LEARNING OUTCOMES

PROGRAM DETAILS

Resilience is a critical skill that can be
learnt. This practical and interactive
workshop will help you increase your
resilience.

Learn how to:

These nationally accredited learning
Learn how to:
programs cover the maintenance,
• Identify tree felling requirements
preparation, and operation of hand held
• Prepare for tree felling
chainsaws in a work environment. As
• Cross-cut fallen timber using appropriate cutting
well as the maintenance, preparation
techniques to maximise volume and quality recovery
and operation of tools required for the
felling of small trees (maximum height
• Complete and clean up tree felling operation
of 6 metres and maximum diameter at
• Recognise and apply workplace tree felling safety
breast height of 300 millimetres).
procedures

• Understand and define resilience
• Apply tools and techniques to bounce back
• Design a personal resilience strategy and develop a
growth mindset

This series of two half-day workshops is available to all staff

Building your Emotional Intelligence
PROGRAM DETAILS

LEARNING OUTCOMES

Learn how to manage your emotions
and the emotions of others to
avoid miscommunications, resolve
conflicts and build a healthy work
environment.

Learn how to:

LEARNING OUTCOMES

• Check and maintain a chainsaw
• Completing and checking chainsaw operation
This three day course is available to staff who are required to use chainsaws and fell small trees

• Understand the neuroscience of emotions
• Understand how feelings, reactions and emotions
affect relationships
• Diffuse emotionally charged situations and work
through conflict

This series of three half-day workshops is available to all staff
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Community Consultation Techniques

Chemuse Card

(AQF 3) (AHCCHM303 - Prepare and Apply Chemicals)
(AHCCHM304 - Transport, handle and store chemicals)
PROGRAM DETAILS

LEARNING OUTCOMES

This accreditation will provide
chemical users with the knowledge
and skills to achieve established
national industry competencies
ensuring these products are used
safely, accurately and efficiently.

Learn how to:
• Comply with safety, chemical label and Material
Safety Data Sheet (MSDS) requirements
• Prepare an application/spray plan

PROGRAM DETAILS

LEARNING OUTCOMES

Learn how to effectively engage and
collaborate with our community. This
workshop is about building trust and
support for initiatives. Learn about the
ways in which we involve and consult
with our community.

Learn how to:

• Transport, handle and store chemicals safely
• Identify the standard required to correctly maintain
and use Personal Protective Equipment (PPE)
according to the label
• Follow emergency procedures for chemical spillage
• Maintain storage area and chemical manifest records
This one day course is available to staff who are required to store, handle, use and transport
chemicals in the workplace, as well as those who supervise others working with pesticides

Coaching and Mentoring
Did you know that coaching and
mentoring is one of the quickest ways
to improve performance, increase
engagement and productivity?

Learn how to:

• Incorporate community input and views into projects
• How to use Council’s consultation and engagement
tools including Your Say - Bang The Table website

• Maintain chemical records

LEARNING OUTCOMES

• Apply Council’s Community Engagement guidelines
and tools
• Effectively identify sensitive issues and mitigate risks

• Prepare and apply chemicals and calibrate
application equipment

PROGRAM DETAILS

• Understand the different ways to inform, consult,
involve, collaborate and empower our community

This one day workshop is for all staff who are required to engage with the community

Confined Spaces Awareness Training
PROGRAM DETAILS

LEARNING OUTCOMES

This workshop is designed to give you Learn how to:
an understanding of what confined
• Identify the compliance documentation related to
spaces are and the obligations required
confined spaces
to manage work that is conducted in or
• Identify confined spaces
around confined spaces.
• Identify and control hazards
• Apply emergency procedures.
This half-day workshop if for staff who require an introduction and awareness of confined spaces

• Understand the difference between coaching and
mentoring, and what to use when
• Apply practical coaching and mentoring techniques

Conflict Resolution for Managers

• Improve your team’s performance

PROGRAM DETAILS

This is a series of six one hour monthly workshops available to people managers

LEARNING OUTCOMES

These interactive workshops will
Learn how to:
unpack what conflict is and provide you • Apply tools and techniques for resolving conflict
with the tools you need to effectively
skillfully
manage it.
• Apply a framework to plan and resolve conflict in the
workplace
• Understand your own personal values and how
values contribute to conflict
This series of two three hour workshops is available to all people managers
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Copyright Training

Contract Management in the Local
Government Sector
PROGRAM DETAILS

LEARNING OUTCOMES

This workshop provides an overview
on key parts of the Local Government
Act and Regulations. You will gain
a better understanding of managing
contract relationships and managing
contract performances.

Learn how to:
• Understand the elements of a contract

Learn how to manage intellectual
property in a lawful and appropriate
manner.

Learn how to:
• Apply the legal framework for the protection of
creative works
• Apply the process involved with using copyright and
intellectual property

• Develop a contract management plan

This two hour workshop is available to all staff who work with copyright protected content

• Maintain relevant records

Contract Specification Writing
LEARNING OUTCOMES

You will discover the key principles
Learn how to:
that need to be observed when writing
• Develop a basic plan identifying key requirements
contract specifications. The skills
• Manage the stakeholder consultation
obtained will result in improved contract
• Understand the government supply requirements
management and better value for
money procurement.
This one day workshop is available to staff involved in contract management in procurement of
goods and services

Corporate Branding and Writing Style Guide
PROGRAM DETAILS

LEARNING OUTCOMES

Learn about the tools and resources
that are available to create the look
and feel of Georges River Council.

Learn how to:
• Apply Council’s style guide to your work
• Understand Council’s processes to producing
content

This two hour workshop is available to all staff who produce content for internal and external
Council publication

Corporate Search - iFerret
PROGRAM DETAILS

LEARNING OUTCOMES

Learn about Council's corporate
Learn how to:
application search tool, iFerret. This will • Use the tool to find corporate records from all
allow you to look for information that is
corporate applications
contained within all our systems.

Contractor Relationship Management
PROGRAM DETAILS

LEARNING OUTCOMES

• Identify risks

This one day workshop is available to staff involved in contract management in procurement of
goods and services

PROGRAM DETAILS

PROGRAM DETAILS

LEARNING OUTCOMES

This one hour workshop is available to all staff

This two day interactive learning
Learn how to:
program focuses on the challenges of
• Understand when to use contractors
delivering a successful project involving
• Utilise different types of commercial relationships
contractors. Learn Council’s processes
• Apply Council’s procurement, risk and safety policies
regarding vendor management
and procurement, explore types of
• Manage contracts with ease
commercial relationships, how to
• Manage contractor’s expectations for positive results
negotiate for success and how to
• Apply simple negotiation techniques
select, monitor and evaluate suppliers.
This two day course is available to staff who are responsible for managing contracts and
contractors

Creating a Healthy Work Environment
PROGRAM DETAILS

LEARNING OUTCOMES

Learn to lead and create a healthy
work environment where staff are
energised and motivated, team
members communicate well, work
collaboratively and are inclusive and
manage conflict effectively.

Learn how to:
• Identify healthy and toxic leadership styles
• Understand the framework for healthy work
environments
• Assess your leadership style in creating healthy work
environments
• Create opportunities for healthy communication and
collaboration

This one day workshop is designed for people managers
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Customer Feedback and Complaints
Management

Creating SMART Work Plans
PROGRAM DETAILS

LEARNING OUTCOMES

Learn how to create a tool to help you
articulate what you need to do your
job. A usable and practical work plan
to track your progress and record key
milestones.

Learn how to:

PROGRAM DETAILS

• Set and measure SMART goals
• Understand how goals motivate and enhance
performance in the workplace
• Create work plans that keep you accountable and
track progress

This two hour workshop is available to all staff

LEARNING OUTCOMES

Using a real life example, you will learn
how to apply a collaborative approach
to solving problems quickly and more
effectively.

Learn how to:

Cyber Security Awareness

• Apply the process for identifying the actual root
cause of a problem by exploring diverse viewpoints
• Apply a problem solving framework step-by-step
• How to identify solutions, implement the best course
of action and review its effectiveness

This one day workshop is available to all staff

LEARNING OUTCOMES

This workshop will give you the
knowledge and practical skills to
working with our diverse communities.
Learn to recognise and respect
individual differences and understand
the channels available for advocacy.

Learn how to:

PROGRAM DETAILS

LEARNING OUTCOMES

This workshop will give you the tools
and practical knowledge to understand
and identify common security threats,
ensuring that you are empowered to
make the right decision when it comes
to protecting your information and
assets.

Learn how to:
• Understand the impact of malware, phishing and
ransomware
• Implement leading practice when working from home
• Protect your information

This half-day workshop is available to all staff.

Cultural Diversity Awareness
PROGRAM DETAILS

This workshop will improve our service Learn how to:
to the community by providing you
• Implement Council’s Customer Feedback and
with the skills and knowledge to
Complaints Management procedure
effectively manage customer feedback
• Understand the difference between customer
and complaints.
feedback, a service request and a complaint and the
appropriate actions required to manage
This half-day workshop is available to all staff.

Creative Tools for Creative Solutions
PROGRAM DETAILS

LEARNING OUTCOMES

De-escalating Aggressive Behaviours

• Apply skills in working with culturally and linguistically
diverse people
• Constructively develop and maintain effective,
trusting relationships

PROGRAM DETAILS

LEARNING OUTCOMES

Learn strategies and skills to assist
you in managing your own emotions
and reactions in the face of aggressive
behaviour.

Learn how to:
• Apply strategies to maintain your own safety, the
safety of your work mates and others when dealing
with difficult or aggressive customers
• Apply communication and problem solving-skills to
effectively diffuse and resolve difficult situations

• Understand the support networks available in our
community for further referrals when necessary

• Conduct on-the-spot risk assessments of aggressive
customers and methods to respond appropriately to
the relevant threat level

This half-day workshop is available to all staff

This two day workshop is available to Customer Service Officers, Parking Patrol Officers,
Rangers and other frontline staff
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Developing a Safe Work Method Statement  (SWMS)

Elevating Work Platform (Boom Lift) – 11 Metres and Over TLILIC2005

PROGRAM DETAILS

LEARNING OUTCOMES

PROGRAM DETAILS

LEARNING OUTCOMES

This workshop will help you develop
Safe Work Method Statements
(SWMS).

Learn how to:

This course instructs you in the safe
operation of elevated work platforms,
boom length 11 metres or more, to the
National licensing standard.

Learn how to:

• Understand the requirements of working in a safe
and healthy manner
• Identify high risk work as prescribed by the WHS
regulations
• Detail the hazards associated with each task

• Conclude operations: parking, securing the
equipment and following site specific procedures

• Detail how the SWMS will be monitored and reviewed

This unit is appropriate for those working in operational roles where they are required to operate
a boom type elevating work platform (boom length 11 metres or more)

This three hour workshop is available to all staff

Developing a Risk Assessment for Your
Project or Event
LEARNING OUTCOMES

This workshop will demonstrate
through a practical activity how to
undertake a risk assessment.

Learn how to:

Emergency Spill Response

• Identify and categorise risks
• Prioritise and mitigate risks ahead of time

This three hour workshop is available for all staff

PROGRAM DETAILS

LEARNING OUTCOMES

This course is designed to develop
an understanding of emergency
spill response and covers basic
chemical safety rules and applicable
management processes.

Learn how to:

Elevating Work Platform Under 11 Metres RIIHAN301D
PROGRAM DETAILS

LEARNING OUTCOMES

This course provides the necessary
skills and knowledge required to operate
an elevating work platform under 11
metres such as boom lift EWP (under 11
metres), scissor lift (at any height).
The course covers:
• WHS requirements (including PPE)
• Emergency Situations and how to
respond to them
• Coordinating with other trades
• Stabilising an elevating work platform
• Routine Servicing
• Clean and Clear Work Area
• Complete Work and Shut Down

Learn how to:

Corporate Governance

• Follow safety instructions including handling and
storage
• Use personal protective equipment and communicate
information about spillage or accidents
• Understand the correct process for cleaning spills
• Identify spill kits contents appropriate for the spill type

This half-day course is available to staff that have responsibilities for the use, storage and
transport of hazardous and/or non-hazardous chemicals

• Choose the right EWP
• Conduct pre and post operational checks
• Set up the EWP

Excavator Operations

• Operate the EWP
• Apply the shut down and secure procedures

Customer Experience, Engagement and Communication

• Interpret chemical safety rules

• Assess, manage spills

This one day onsite course is available for staff who are in operational roles where they are
required to operate a boom type elevating work platform under 11metres.
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• Conduct pre-operational inspections: forklift and
associated equipment
• Shift Loads: lifting at varying heights and travelling
through obstacles

• Detail the control measures that will need to be
implemented to control the hazards

PROGRAM DETAILS

• Plan operations: hazard management and
consultation

Leadership

RIIMPO320E Conduct civil construction excavator operations
PROGRAM DETAILS

LEARNING OUTCOMES

This course covers construction
excavator operations including the
planning and preparing for operations,
operating the excavator and carrying
out post-operational procedures.

Learn how to:
• Plan and prepare for hydraulic excavator operations
• Operate the equipment safely
• Carry out operator maintenance

This course is available for staff who are required to operate an excavator
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Forklift Operations

Fire Extinguisher Training

(TLILIC2001 Licence to Operate a Forklift Truck)

PUAWER008B Confine Small Workplace Emergencies
(Fire Extinguisher Use)
PROGRAM DETAILS

LEARNING OUTCOMES

This course will assist you in confining
small workplace emergencies. This
may include incidents such as a small
fire that can be controlled using a
nearby fire extinguisher; or a chemical
spill that can be controlled using
workplace personal protective clothing
and equipment, and a small spill kit;
or a workplace vehicle accident where
there is no significant injury or damage.

Learn how to:
• Implement appropriate actions
• Use the appropriate initial response equipment
• Understand the implications of the incorrect use of
equipment
• Understand the limitations of initial response
equipment

PROGRAM DETAILS

LEARNING OUTCOMES

This learning program involves the
skills and knowledge required to
operate a forklift, including checking
forklift condition, driving the forklift
to fulfil operational requirements,
monitoring site conditions and
monitoring and maintaining forklift
performance. Assessment is both
practical and theory.

Learn how to:
• Apply skills and knowledge required to operate a
forklift
• Safely check forklift condition
• Drive the forklift to fulfil operational requirements
• Monitor site conditions
• Monitor and maintain forklift performance

This two and a half day course is available to staff who are required to operate a forklift as part of
their role responsibilities

This one day course is available to all staff.

Getting your new team member up to speed

Fire Warden Training

PROGRAM DETAILS

LEARNING OUTCOMES
Learn how to:

• Understand emergencies that may require evacuation

How do you get that new staff member
up and running in their role quickly?
This three hour workshop will help
you identify what activities and tasks
you can implement in addition to
the organisational wide orientation
program.

• Apply fire-fighting safety procedures

This three hour workshop is available to all staff who manage teams

PUAWER005B Fire Warden Lead and Emergency
Control Organisation
PROGRAM DETAILS

LEARNING OUTCOMES

This nationally accredited Fire
Warden training program will equip
you with the skills required to safely
evacuate your workplace.

Learn how to:
• Investigate the fire / alarm / incident and raising the
alarm

• Apply bomb threat procedures
• Understand your fire wardens procedures and
responsibilities
• Conduct post-evacuation activities
This one day course is available to staff who are required to perform the role of a Fire Warden in
the workplace

• Communicate your team’s expectations
• Communicate what is unique about your team and its
operations
• Develop a customised induction for your team
• Use the applicable induction tools and processes

Heavy Rigid (HR) Drivers Licence

TLILIC2016 - Licence to drive a heavy rigid vehicle
PROGRAM DETAILS

LEARNING OUTCOMES

Learn the skills and knowledge
required to obtain a licence to drive
a heavy rigid vehicle. A Heavy Rigid
(HR) Drivers Licence covers a rigid
vehicle with 3 or more axles and a
GVM of more than 9 tonnes. Any
towed trailer must not weigh more
than 9 tonnes GVM. It also includes
articulated buses and vehicles in
class “MR”. Prerequisites must be
met prior to participation.

Learn how to:
• Apply systematic and efficient control of all vehicle
functions
• Monitor traffic and road conditions
• Effectively manage hazardous substances

This two day course is available to staff who are required to hold a Class-HR licence
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How to run a successful event and gain
sponsorship

How to build a business case
PROGRAM DETAILS

LEARNING OUTCOMES

How do you communicate your ideas
so that they are implemented? Building
an effective business case is crucial
in being able to influence the decision
makers when proposing ideas. This
learning program will equip you with
tools on how to structure and develop
an effective argument and gain
support.

Learn how to:
• Understand the benefits of producing a business case
• Identify the best method for creating your business
case
• Identify stakeholders and understand your audience
• Anticipate objections and gain support
• Present a business case for positive outcomes

PROGRAM DETAILS

LEARNING OUTCOMES

Improve the return on investment on
your events! This masterclass in event
management and event sponsorship
will introduce you to a number of
resources that you can apply to both
small and large events.

Learn how to:
• Implement key event management processes and
actions
• Use Council’s communication plan template
• Develop sponsorship relationships with other
organisations
• Create a compelling proposal by researching your
audience

This one day workshop is available to all staff

This one day workshop is available for all staff who are involved in event management

How to get the most out of mobile devices,
ipads, smartphones and tablets
PROGRAM DETAILS

LEARNING OUTCOMES

This workshop gives you an overview
of how to get the best out of your
devices. There will be an opportunity
to customise the program based on
the devices you use.

Learn how to:

Implement Traffic Control Plans

• Apply tips and tricks for the most popular mobile
devices
• Discover more information and stay up to date with
upgraded features
• Access your data from all your devices

This two hour workshop is available to all staff

How to Measure for Improvement
PROGRAM DETAILS

LEARNING OUTCOMES

How do you know if the stuff you are
working on is making a difference?
Are you measuring the broader
impact of your initiatives? Learn to
create the evidence base to evaluate
the success of your initiative.

Learn how to:

(Previous Traffic Control Yellow Card)
RIIWHS201D - Work safely and follow WHS policies and work procedures
RIICOM201D - Communicate in the workplace
RIIWHS302D - Implement traffic management plan
PROGRAM DETAILS

LEARNING OUTCOMES

This national competency based
learning program provides training for
staff who are required to setup Traffic
Control Guidance Schemes (TCGSs)
in accordance with approved Traffic
Management Plans.

Learn how to:
• Identify safety implications of traffic control road works
• Maintain traffic incident reports
• Understand a TCGS/TCP to suit specific road
environments
• Follow organisation and legislative WHS policies and
work procedures
• Use site location assessment to distinguish landmarks
and carry out authorised risk control

• Apply a model for best practice to your decision
making
• Use a range of quantitative and qualitative data
collection tools

• Implement temporary TCGS/TCP for emergency or
in-line with pre-approved generic plans or diagrams
This two day course is available to staff who are required to set up and work with Traffic Control
Guidance Plans/Traffic Control Plans

• Build a monitoring and evaluation plan

This half-day workshop is available to all staff
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InfoCouncil Report Writing

Maintaining Your Team’s Corporate Knowledge

PROGRAM DETAILS

LEARNING OUTCOMES

PROGRAM DETAILS

LEARNING OUTCOMES

Learn how to produce effective
Council reports to clearly define your
project or initiative. This course also
includes instruction on how to use
InfoCouncil.

Learn how to:

This three hour workshop will help
you create your team’s knowledge
database using the most relevant
system.

Learn how to:

• Compose an effective Council report
• Utilise InfoCouncil to create, change, add
attachments and forward for approval
• Search for reports in InfoCouncil

This three hour workshop is available to all people managers

Lead Productive Meetings
LEARNING OUTCOMES

Have you ever left a meeting
wondering why you attended? This
learning program will provide you with
the tools to lead productive outcome
focused meetings where participants
take accountability and ownership.

Learn how to:

• Understand the benefits of various tools and systems
to create a knowledge database
• Implement a maintenance system to ensure accurate
information

This two hour workshop is available to all staff who produce Council reports

PROGRAM DETAILS

• Develop a knowledge database

Managing Change

• Identify key participants for meetings
• Apply simple tools in planning, leading and
concluding meetings
• Effectively chair meetings and deal with disruptions
professionally
• Apply alternatives to lead meetings for remote
participants using technology
• Create effective meeting agendas

This half-day workshop is available to all staff

PROGRAM DETAILS

LEARNING OUTCOMES

This learning program provides
you with the tools and techniques
to understand change behaviour
that may be represented by anxiety,
confusion, threats or risks. By the
end of the learning program you
will be enabled to apply the ADKAR
change model, identify opportunities
during a period of change and have
a structured approach to managing
change effectively.

Learn how to:
• Apply the ADKAR (Awareness, Desire, Knowledge,
Ability, Reinforcement) change model
• Positively adapt to change
• Identifying the cycle of change

This one day workshop is available to all staff

Local Government Purchasing
PROGRAM DETAILS

LEARNING OUTCOMES

Managing Difficult Conversations

Learn about the local government
framework, rules, regulations and
policy. The differences between basic
and strategic purchasing, contract
management, market assessment
and the role of keeping accurate
record’s when procuring goods and
services.

Learn how to:

PROGRAM DETAILS

• Understand local government framework, rules,
regulations and policy
• What is a basic purchase versus a strategic purchase
• How to use various purchasing methods
• Understand record keeping responsibilities

This half-day workshop is available to all staff

LEARNING OUTCOMES

At some point or another you would
Learn how to:
have had to conduct a difficult
• Establish the intent of a conversation
conversation. Learn the practical skills
• Manage body language
for approaching these conversations
• Speak persuasively
with confidence, clarity and respect.
Apply tools for active listening, using
• Apply probing techniques
probing techniques and learn to ask
• Stay in control of the conversation
all the right questions at the right time.
This half-day workshop is available to all staff
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Managing Your Risk
PROGRAM DETAILS

Mastering Mindfulness
LEARNING OUTCOMES

Your health and safety is our top
Learn how to:
priority. Learn about hazard awareness, • Understand Council’s duty of care obligations to you
WH&S obligations of Council, how to
• Identify risks and hazards
create a safe and healthy workplace,
• Understand all stages of incident investigation
identify hazards and risks and how
to perform a risk assessment right
• Develop appropriate responses or control strategies
through to knowing who your risk and
to risks
safety committee members and first aid • Locate and apply WH&S policies
representatives are.

PROGRAM DETAILS

LEARNING OUTCOMES

Learn mindfulness techniques to
manage stress and improve your
mental clarity. This highly practical
series of workshops will guide you
with bite sized strategies for being
more present and intentional

Learn how to:
• Understand the difference between meditation and
mindfulness
• Apply different mindfulness techniques for everyday
use
• Understand the benefits of mindfulness including
impacts on resilience, cognitive functioning and
problem solving

This one day workshop is available to all staff
This series of six two hour workshops is available to all staff

Manual Handling
PROGRAM DETAILS

Mastering Minute Taking

LEARNING OUTCOMES

This manual handling learning
Learn how to:
program is based on the requirements • Follow manual handling safe work procedures to
of the national manual handling code
minimise the risk of injury
of practice and advisory standard for
• Identify work health and safety (WHS) manual
manual handling. It is designed to
handling hazards
give participants the knowledge, skills
•
Undertake a manual handling risk assessment
and experience to avoid injury.
• Understand appropriate posture and use manual
handling techniques to reduce muscle load on exertion
• Utilise appropriate personal protective equipment (PPE)
• Use manual handling lifting devices safely
• Undertake safe manual handling work practices for
handling loads

PROGRAM DETAILS

LEARNING OUTCOMES

Learn how to take accurate and
effective minutes. You will learn how
to record, compile and deliver quality
meeting minute records that are clear
and concise. This learning program
covers preparing for meetings,
effective tools for taking minutes and
how to publish minutes with perfection.

Learn how to:
• Understand the role of a minute taker and the
importance of meetings and recorded minutes
• Identify different styles of minutes
• Effectively utilise tools and techniques enable
effective minute taking
• How to structure with confidence your notes into an
action oriented minute records

This half-day workshop is available to staff who are required to record, compile, publish and
distribute meeting minutes

This course is available to all staff

Media Awareness

Masterclass in Leadership
PROGRAM DETAILS

LEARNING OUTCOMES

What does it take to demonstrate
leadership? You don’t need to be a
people manager to be a leader.

Learn how to:
• Develop your emotional intelligence
• Inspire others by defining your vision as a leader
• Enhance your communication skills
• Spot strengths and leverage these in yourself and
your team

This series of four two hour masterclasses is available for all staff
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LEARNING OUTCOMES

Find out why the media is an
important part of managing Council’s
reputation and how to get the best
outcome for your project or event.
There will be exercises and examples
to help you understand the role of
media in our organisation.

Learn how to:
• Understand the importance of the news cycle
• Find out what makes news, what journalists want
• Discover what you can do to avoid an issue in the
media
• Use language journalists love
• Utilise Council’s, services and resources to gain
maximum exposure for your project

This half-day course is available to all staff
Leadership
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Medium Rigid (MR) Drivers Licence

Positive Customer Interactions

(TLILIC2015 - Licence to dive a medium rigid vehicle)
PROGRAM DETAILS

LEARNING OUTCOMES

Learn the skills and knowledge
required to obtain a licence to drive a
medium rigid vehicle. A Medium Rigid
(MR) Drivers Licence covers a rigid
vehicle with 2 axles and a GVM of
more than 8 tonnes. Any towed trailer
must not weigh more than 9 tonnes
GVM. It also includes vehicles in class
“LR”. Prerequisites must be met prior
to participation.

Learn how to:

PROGRAM DETAILS

• Apply systematic and efficient control of all vehicle
functions
• Monitor of traffic and road conditions
• Manage vehicle conditions and performance
• Effectively manage hazardous situations

LEARNING OUTCOMES

This workshop will provide you with
Learn how to:
the fundamental skills and language
• Understand how to improve customer engagement
tools in dealing with difficult customers
• Apply techniques to manage customer conflict
to achieve positive outcomes. This
• Apply problem solving techniques
learning program assesses different
behaviours when responding to
• Manage challenging customers
customers, effectively manage customer • Effectively handle complaints
expectations, identify alternatives
towards solutions and learn key skills to
positively promote Council.
This one day workshop is available to all staff

This is a one day course that includes log book hours. It is available to staff who are required to
hold a Class- MR licence

(previous Red and Orange Card)
RIIWHS201D - Work Safely and follow WHS policies and procedures
RIIRIS301D - Apply risk management processes
RIIGOV401D - Apply, monitor and report on compliance systems
RIICWD503D - Prepare work zone traffic management plan

Mental Health First Aid
PROGRAM DETAILS

LEARNING OUTCOMES

This workshop teaches adults
how to assist other adults who
are experiencing a mental health
crisis, or developing a mental health
problem until appropriate professional
treatment is received or until the crisis
resolves.

Learn how to:
• Identify the signs and symptoms of mental health
problems
• Take positive action to reduce harm
• Understand the signs, symptoms and behaviours
of common mental health conditions and disorders
including substance abuse
• Seek assistance from key Council staff

This one day course is available to all staff

Operational Frontline Management
PROGRAM DETAILS

LEARNING OUTCOMES

This learning program is tailored to
the needs of leaders in Engineering
Operations, this program provides
the knowledge and skills to increase
the competence and confidence of
coordinators through to operations
leaders. Using practical and
relevant tools, all leaders will
be required to participate in the
workshops designed to maximise the
performance of their teams.

Learn how to:

Prepare a Work Zone Traffic Management Plan

PROGRAM DETAILS

LEARNING OUTCOMES

This learning program provides
training for staff that are required
to design new traffic management
plans for road works, produce major
upgrades of standard plans and/or
inspect traffic control plans on any
road construction site.
Prerequisites must be met prior to
participation.

Learn how to:
• Prepare a Work Zone Traffic Management Plan (TMP)
• Select, modify and design a TCGS/TCP, based on risk
assessment, regulatory requirements, standards, road
authority and project brief
• Understand and incorporate Environmental
Management Plans

This three day course is for staff who are required to design new traffic plans for road works

• Lead and motivate your team
• Maximise your teams’ rerformance
• Deliver honest feedback
• Convey key messages and communicate effectively
• Lead a safety culture

This series of four two hour masterclasses is available for all staff

34

Corporate Governance

Customer Experience, Engagement and Communication

Leadership

Project Management

Systems and Technology

Work Health and Safety and Wellbeing

35

Provide an Emergency First Aid response in
an Education and Care Setting

Preparing for an interview
PROGRAM DETAILS

LEARNING OUTCOMES

Do you get nervous in interviews?
Learn how to combat those nerves,
put together a professional, wellstructured resume and how to answer
those difficult questions during
interviews. Apply a structured process
to preparing, planning and executing
your interview skills.

Learn how to:

(HLTAID004 First Aid)

• Understand what employers look for in candidates

PROGRAM DETAILS

LEARNING OUTCOMES

• Write an effective application

This course is designed specifically
for those staff who are working as
educators or support in care settings
who are required to respond to a first
aid emergency including asthmatic
and anaphylactic emergencies.

Learn how to:

• Be remembered for the ‘right’ reasons
• Apply techniques and tools to answer difficult
questions
• Build confidence to manage interview nerves

This half-day workshop is available to all staff

• Understand the principles of first aid
• Manage anaphylactic and asthmatic situations
• Conduct cardiopulmonary resuscitation
• Treat infection, shock, fractures, dislocations, burns,
scalds and bleeding
• Manage common emergencies

This one day course is available to all Children’s Services staff.

Present with Impact
PROGRAM DETAILS

LEARNING OUTCOMES

Provide CPR (HLTAID001 Provide CPR)

Do you get nervous when delivering
Learn how to:
presentations or public speaking?
• Manage presentation fears
This learning program will equip you
• Understand your audience
with practical and effective methods to
• Plan and present with confidence
develop presentations for impact. You
• Apply a variety of methods in developing
will be able to manage presentation
presentations
fears, understand your audience, look
• Improve your skill in handling questions
and sound confident, when to use
• Present with impact and be memorable
PowerPoint as well as handle those
curly questions.

Learn the fundamentals of project
management, follow a step-by-step
guide on the project management
life cycle, identify the roles and
responsibilities of a Project Manager,
how a project is organised, how to
plan and scope projects, how to
manage project scope changes and
managing the risks.

Learn how to:

This course will equip you with the
skills to provide cardio pulmonary
resuscitation assistance.

Learn how to:
• This course will equip you with the skills to provide
cardio pulmonary resuscitation assistance.

Provide First Aid (HLTAID003 First Aid)

Project Management Fundamentals
LEARNING OUTCOMES

LEARNING OUTCOMES

This three hour course is available to all staff

This one day workshop is available to all staff

PROGRAM DETAILS

PROGRAM DETAILS

PROGRAM DETAILS

LEARNING OUTCOMES

This training will give you the
knowledge and ability to be the first
point of response to injuries and
accident in the workplace.

Learn how to:
• Conduct basic life support
• Provide cardio pulmonary resucitation (CPR)
• Identify a range of common illnesses and injuries

• Apply project management principles
• Understand the project lifecycle and project planning
process
• Learn how to deal with scope change

This one day workhop is available to all staff

Readers Advisory

This one day workshop is available to all staff.

PROGRAM DETAILS

LEARNING OUTCOMES

Learn about the available tools
to help connect Library Services
customers to works of fiction.

Learn how to:
• Value add when servicing library users

This is available to Library Services staff
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Safe Handling of Sharps and Infectious Waste

Recruiting for Talent
PROGRAM DETAILS

LEARNING OUTCOMES

How do you identify the best person
for the job in your team? This
interactive half day learning program
will provide you with the skills to
prepare position descriptions, identify
suitable applicants for your team,
learn staff selection techniques, how
to probe and interview successfully.

Learn how to:

(10685NAT)

• Identify suitable candidates
• Apply probing and questioning techniques when
interviewing
• Understanding Council’s, recruitment process and
guidelines

This half-day workshop is available for all people managers

HLTAID005 Provide First Aid in Remote Situations
Learn how to:
This workshop provides you with
skills to perform first aid response and • Respond to a remote emergency situation
emergency life support to a casualty
• Apply appropriate first aid procedures
in a remote and/or isolated situation.
• Manage the incident
• Evaluate own performance

Learn how to:

• Apply manual handling techniques
• Apply safe waste handling procedures
• Correctly use equipment in accordance with
manufacturer specifications
• Apply safe work practices to prevent or minimise risk

PROGRAM DETAILS

LEARNING OUTCOMES

This workshop will provide you
with the tools you need to identify
dangerous snakes and spiders and
how to manage them.

Learn how to:
•
•
•
•

Apply preventative measures
Apply first aid treatment of snake and spider bites
Apply emergency response procedures
Identify snake and spider habitats and behaviours

Social Media

Robbery (Armed) Training
The workshop will provide you with
prevention strategies and the tools to
keep safe during a robbery.

Learn how to:

This half-day workshop is available to all staff

This two day workshop is available for all staff

LEARNING OUTCOMES

This workshop will provide vital skills
and knowledge on how to recognise
sharps, evaluate risks and implement
control measures to facilitate the safe
removal of sharps and other material
that may be contaminated with blood
and body fluids

Snake and Spider Awareness Training

LEARNING OUTCOMES

PROGRAM DETAILS

LEARNING OUTCOMES

This one day course is for staff who may come into contact with sharps or infectious waste in
their work

Remote First Aid
PROGRAM DETAILS

PROGRAM DETAILS

PROGRAM DETAILS

• Minimise the impact of an incident
• Be familiar with the approach to managing robbery
related risks
• Be able to identify the key aspects of safe behaviour
during a robbery

LEARNING OUTCOMES

This is a half-day interactive, hands
Learn how to:
on workshop. Learn about the latest
• Identify trending social media streams
trends in technologies for effective
• Improve your skill on how to effectively utilise social
use of social media and personal
media
branding in the cyber space. Learn to
• Understand how to apply Council’s Code of Conduct
navigate social media pitfalls, how to
and Social Media policies
engage your audience and protecting
your privacy online.
• Manage the impacts of social media
• Effectively use social media for your professional
development

This one day workshop is available for all staff

This half-day workshop is available to all staff
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Skills and Performance Reviews (SPRs) For
Success

The Big Picture and You - the Role of
Integrated Planning and Reporting

PROGRAM DETAILS

LEARNING OUTCOMES

PROGRAM DETAILS

LEARNING OUTCOMES

This interactive workshop will support
you in managing your team's skills
development. Learn how to plan and
prepare for SPR meetings, develop
effective work plans and deliver
constructive feedback.

Learn how to:

You will gain an understanding of the
relationships within the Integrated
Planning and Reporting framework
and the importance of your role in the
big picture.

Learn how to:

• Create personalised career development plans for
your staff
• Identify and apply leadership behaviours that will
lead to a high performance culture
• How to plan and prepare for SPR meetings
• Apply simple techniques providing constructive
feedback
• Understand Council’s SPR process

This three hour workshop is available to all people managers

Successful Business Writing
PROGRAM DETAILS

LEARNING OUTCOMES

Learn the skills and techniques
essential to successful business
writing.

Learn how to:
• Write persuasively and for your audience
• Write with impact and clarity and select the appropriate
language and tone

• Review Council’s strategic documents
• Apply Council’s strategies to your role
• Describe the process of business planning and its
impact

This half-day workshop is available to all staff

Think Like Your Customer
PROGRAM DETAILS

LEARNING OUTCOMES

This learning program will introduce
you to tools that will help you to
see from a customer’s perspective,
enhancing your ability to empathise.
You will be able to work through
practical examples of barriers that our
customers may experience.

Learn how to:
• Create an empathy map
• Adopt different perspectives through experiential
activities
• Determine customer’s needs and wants and what to
do with them

This one day workshop is available to all staff

This one day workshop is available for all staff

Time Management

Team Building Masterclass
PROGRAM DETAILS

LEARNING OUTCOMES

This series of interactive team
building workshops is designed to
help you build and grow your team.

Learn how to:
• Identify different stages of team development
• Create a team building plan that engages your
people and improves team performance
• Develop a toolkit of interactive activities that can be
used to improve team communication
• Identify the barriers to cohesive teams and find
solutions

PROGRAM DETAILS

LEARNING OUTCOMES

This learning will help you become
more efficient and productive in your
role and you will learn some easy to
implement strategies.

Learn how to:
• Manage multiple priorities and projects
• Become more productive and efficient using goal
setting
• Overcome procrastination
• Handle high pressure crisis situations with ease

This one day workshop is available to all staff

• Use feedback to improve team performance
• Apply team problem solving and facilitation skills
This series of five three hour workshops is available to all people managers
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Win-win Negotiation

Traffic Controller (previously known as Traffic Control Blue Card)
RIIWHS201D - Work safEly and follow WHS policies and work procedures
RIICOM201D - Communicate in the workplace
RIIWHS205D - Control trafffic with a stop/slow bat
PROGRAM DETAILS

LEARNING OUTCOMES

This national competency based
learning program provides training for
staff who are required to control traffic
with a stop/slow bat.

Learn how to:
• Stop/direct road users using a stop/slow bat and
understand stopping sight distances
• Maintain traffic incident reports
• Understand a TCGS/TCP to suit specific road
environments
• Carry out risk assessments for personal safety

This two day course is available to staff who are required to control traffic with a stop/slow bat

Unconscious Bias - the Elephant in the
Room
PROGRAM DETAILS

LEARNING OUTCOMES

Unconscious bias impacts how we
view others, the opportunities we
provide staff and manage conflict.
Learn how to proactively challenge
unconscious bias for recruitment,
management and leadership.

Learn how to:
• Identify and understand unconscious bias and
the impacts to recruitment, selection and talent
management
• Implement practical strategies for managing
unconscious bias

PROGRAM DETAILS

LEARNING OUTCOMES

Learn techniques to gain a winwin outcome and to engage in any
negotiation with confidence. The
techniques that you will learn in this
workshop can be applied to all types
of negotiation situations.

Learn how to:
• Effectively plan for negotiations
• Apply assertive communication techniques during
negotiations
• Manage the negotiation process and make fair deals
• Identify the best approach in a range of situations

This one day workshop is available to all staff

Work Safely at Heights
CPCCCM2010B

PROGRAM DETAILS

LEARNING OUTCOMES

This nationally accredited learning
program is designed for persons
who are required to work at heights.
Participants will develop skills to
select height safety equipment and
apply it to specific tasks.

Learn how to:
•
•
•
•
•

Apply safe work practices to working at heights
Correctly use height safety equipment
Use elevated working platforms and scaffolds
Use fall arrest devices and safety equipment
Use safe ladder techniques and setting up a fall

This one day course is for staff who are required to work safely at heights

These two half-day workshops are available to all staff particularly those involved in hiring
practices

WHS General Induction Workshop
(CPCCOHS1001 - White Card)
PROGRAM DETAILS

LEARNING OUTCOMES

This course will provide you with a
Work Cover Statement of Training.

Learn how to:
• Identify health and safety legislative requirements of
construction work
• Identify construction hazards and risk control
measures
• Identify health and safety communication reporting
measures
• Identify incident and emergency response
procedures

This one day workshop is available to all staff
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Working Safely Near Live Electrical Apparatus as a
Non-electrical Worker UETTDREL14A
PROGRAM DETAILS

LEARNING OUTCOMES

This course is for staff who are a
non electrical worker who may be
required to work or operate vehicles/
plant, equipment and hand-held tools
near overhead power lines.

Learn how to:
• Identify statutory acts and regulations associated
with working or operating vehicles/plant, equipment
and hand-held tools near overhead power lines
• Identify hazards associated with working or operating
vehicles/plant, equipment and hand held tools near
overhead power lines
• Identify various hardware and voltages in the ESI
environment
• Identify relevant clearances for various voltages
found in the ESI environment
• Identify correct selection and understanding of
clearance tables relevant to the task being performed
• Identify correct emergency procedures associated
with working or operating vehicles/plant, equipment
and hand held tools near overhead power lines

This two day course is for staff who are required to work near overhead power line

Writing Winning Grant Applications
PROGRAM DETAILS

LEARNING OUTCOMES

The grant application process is
competitive and time consuming.
Learn how to improve the success
rate of your grant applications.

Learn how to:
• Structure grant submissions
• Write grant applications that are clear, concise and
persuasive

This half-day workshop is available to all staff who are required to submit grant applications

You’re a New Supervisor…Now What?
PROGRAM DETAILS

LEARNING OUTCOMES

This series of half-day workshops will
help you transition from being a team
member to becoming a successful
team leader.

Learn how to:
• Understand Council’s expectations of supervisors
• Build credibility and trust
• Identify how teams function and how to most
effectively lead
• Delegate effectively
• Manage your team’s performance

This one day workshop is available to all staff
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NAME OF SYSTEM

DETAILS

Information Services

Learn about the resources that are
Library
available to help our Library Services
customers navigate through databases to
find information.

IntraMaps*

Learn about our spatial mapping system
covering topographical, planning and
zoning information.

All staff

Kentico – Managing
Website Content

This course teaches you how to create,
update and maintain your content on our
website.

Staff who are
required to update
our website

Library database and
online services

Learn more about our library database
and online services and how to help
customers with their research requests.

Library staff

Promapp

Learn about our business process
mapping software.

All staff

Sharepoint – Managing
Rivernet Content

This course teaches you how to create,
update and maintain your content on our
intranet, Rivernet.

Staff who are
required to update
our intranet

Skype for business

Learn how to utilise Skype for Business.

All staff

Smartsheet

Learn about our online project
management tool.

All staff

Spydus - Library
Management System

Learn more about our integrated library
management system.

Library staff

TechOne - Managing
Service Requests*

Learn how we manage all our service
requests, including creating and
managing a customer complaint.

All staff

Systems Training
For the courses marked with an
asterisk (*) you will receive a specific
systems training needs analysis to
determine the appropriate level of
training for your requirements.
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TechOne Learn how to manage your procurement
Procurement, Contracts process, including raising and receipting
and Purchasing*
purchases.

All staff

TechOne - Property
Framework*

Learn how to find all related property
information and applications, how to set
up and manage saved searches.

All staff

TechOne - Self-service,
Leave & Time in
Attendance *

Learn about Council's self-service, leave
and time and attendance (timesheet)
processes and how to apply them.

All staff

TRIM - Records
management system*

Learn about our record keeping system
TRIM.

All staff
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Further support your
learning
Communities of practice and interest
An effective way to learn is to join others who are
on the same journey. A community of practice
(CoP) is a group of people who share common
goals or a passion for something they do and they
learn by interacting regularly. CoPs are generally
supported by industry bodies, e.g. if you are a
project manager consider joining the Project
Management Institute where you can network and
learn from others online and face-to-face. Joining
an industry body will further develop your expertise
in that field.
Alternatively, you can participate in communities
of interest where you can network with people
who share the same interests. These communities
enable knowledge-flow between people through
sharing of new ideas, lessons learned, insights
and collaboration. Communities are mainly virtual
but can also involve face to face meetings. A good
starting point to find these communities is on social
networking sites such LinkedIn (www.linkedin.com)
and Meetup (www.meetup.com).
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Georges River Libraries
Join Georges River Libraries to gain
access to a wealth of eResources
including encyclopedias, legal
information, online newspapers and
research databases. Membership
to our library service is free and
open to all staff. As a member, you
would have access to Technology,
Business Skills and Online Learning
collection, providing access to over
1,200 business courses ranging
from Microsoft Office tutorials to
adaptive project leadership. For more
information see www.georgesriver.
nsw.gov.au/Services/Libraries.

Local Government
Professionals Australia NSW
Local Government Professionals
Australia NSW is a local government
association that represents and
supports professionals at all levels
in NSW local government. Services
offered include training, networking
opportunities, mentoring programs
and leading practice resources.
For more information see www.
lgprofessionals.com.au.

LearnConnect

Online courses

Rivernet

If you are unsure about investing in a
qualification or further study, you can
access free online courses. Some of
these include:

For systems and technology support,
there are eLearning courses located
on Rivernet that range from helping
you create a purchase requisition to
how to send a link to your document
in TRIM. There are also resources
that can assist you with team building
and self-development.

Coursera
www.coursera.org
edX
www.edx.org
Future Learn
www.futurelearn.com
Open2Study
www.open2study.com
OpenLearn
www.open.edu

Supplement your learning with
courses on LearnConnect, Council’s
eLearning platform.

Local Government NSW
(LGNSW)
Local Government NSW is a
local government association that
aims to strengthen and protect an
effective, democratic system of
local government across NSW. The
LGNSW Learning Solutions unit
coordinates a range of professional
development options tailored to
local government, including network
events, one on one coaching,
eLearning and webinars. For more
information see www.lgnsw.org.au/
member-services/learning-solutions.
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