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In the Spotlight… 

What Is Social Intelligence? Why Does It Matter? 

The Office of Learning & Staff Development (OLSD) is pleased to present its training schedule for September & October 
2018.  We believe that training is an important benefit offered to the employees of Franklin County.  As laws, technology 
and social issues change; training is necessary to remain efficient and effective in all areas of employment.  Serving the 
Franklin County public requires an understanding of many laws and life issues, and requires customer service skills that 
must be learned and polished. 

We are pleased to make the diverse training opportunities covered in this calendar available to the employees of 
Franklin County.  Topics vary from self-improvement issues like Effective Presentations; Effective Supervision; Civility 
in the Workplace; Time Management; to vital core topics like Sexual Harassment Awareness & Violence Prevention. All 
workshops will be taught by our OLSD staff and partners.  Contact Humera Khokhar, Sr. HR Administrator via email 
at:.Training@franklincountyohio.gov for more information and special requests. 

Intelligence, or IQ, is largely what you are born with. Genetics play a large part. Social intelligence (SI), on the other 
hand, is mostly learned. SI develops from experience with people and learning from success and failures in social 
settings. Social intelligence is the key to career and life success. Below are the key elements of social intelligence. 

 

 

 
Verbal Fluency and Conversational Skills: You can easily 
spot someone with lots of SI at a party or social gathering 
because he or she knows how to “work the room.” The 
highly socially intelligent person can carry on 
conversations with a wide variety of people, and is tactful 
and appropriate in what is said. Combined, these 
represent what are called “social expressiveness skills.” 
 

Knowledge of Social Roles, Rules, and Scripts: Socially 
intelligent individuals learn how to play various social 
roles. They are also well versed in the informal rules, or 
“norms,” that govern social interaction. In other words, 
they “know how to play the game” of social interaction. 
As a result, they come off as socially sophisticated and 
wise. 
 

Effective Listening Skills: Socially intelligent people are 
great listeners. As a result, others come away from an 
interaction with an SI person feeling as if they had a good 
“connection” with them. 
 

Understanding What Makes Other People Tick: Great 
people watchers, individuals high in social intelligence 
attune themselves to what others are saying, and how 
they are behaving, in order to try to “read” what the 
other person is thinking or feeling. Understanding 
emotions is   

emotions is part of Emotional Intelligence, and Social 
Intelligence and Emotional Intelligence are correlated – 
people who are especially skilled are high on both. 
 

Role Playing and Social Self-Efficacy: The socially intelligent 
person knows how to play different social roles – allowing 
him or her to feel comfortable with all types of people. As a 
result, the SI individual feels socially self-confident and 
effective – what psychologists call “social self-efficacy.”  
 

Impression Management Skills: Persons with SI are 
concerned with the impression they are making on others. 
They engage in a delicate balance between managing and 
controlling the image you portray to others and being 
reasonably “authentic” and letting others see the true self. 
This is perhaps the most complex element of social 
intelligence.    https://www.psychologytoday.com 

 
                                   

 

 

 

 



 SEPTEMBER 2018  
MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY 

3 

 
 

4 
 

5  
*CRASE/Active Shooter 
E236.036 9:00 -12:00  
Training Rm  

 
*Sexual Harassment 
Awareness NHE220.193 
1:00 - 4:00 - Training Rm   

6 
Charge up Your 
Motivation 
NH108.003 
9:00-12:00   
Training Rm 
 

7 
The Blueprint for 
Effective Supervision 
S570.006 
9:00-12:00   
Columbus Rm 

10 
*Safety & Wellness  
E231.147 
1:00-4:00  
Training Rm 

11 
The Attitude Day Spa 
E260.610 – 9:00-12:00 
Training Rm 

 
Managing and 
Resolving Workplace 
Conflicts NH110.004 
1:00-4:00 Training Rm 

12 
 Are your Non-Verbals 
Showing the Way You 
Think?    E251.211  
9:00 – 12:00  
Training Rm 

13 
*Multicultural 
Awareness NHE210.189  
9:00-12:00 Training Rm 

 
CPR E603.018  
9:00 – 11:00 MRB 

14 
 

 

17 
 

18 
Civility in the 
Workplace 
NH109.003 
9:00 -12:00 Training Rm 

19 
*Customer Service 
NHE285.197  
9:00-12:00 T 
Training Rm 

20 
Building Self-Esteem & 
Self-Confidence 
E281.009  9:00-12:00 
Training Rm 

 
5 Buckets Principle  
E221.700 1:30-3:00 
Training Rm 

21 
Suicide Prevention 
E221.800  9:00-10:30 
Training Rm 

24 25 
See, Look, Focus: A 
Guide to Your 
Professional 
Development  
E460.017  
9:00-12:00 Training Rm 

 
*Ethics NHE240.192 
1:00-4:00 Training Rm 

26 
Freedom From Job 
Burnout NH111.003 
9:00-12:00 Training Rm 

27 
Effective Presentation 
skills for Leaders- 
S221.026 
9:00 -12:00  
Training Rm 
 

28 

 

C u l t i v a t i n g  S o c i a l  I n t e l l i g e n c e  
Social intelligence is "people smarts." Social intelligence enables us to live well in the social domain. The socially intelligent individual is able to 
pick up on certain social cues, is self-aware, and has appropriate cognitive and emotional capacities for interacting with others. They have social 
expertise. Social intelligence is also connected to life tasks such as parenting, relationships, and work. It is crucial that we develop social 
intelligence if we want to flourish and achieve many important life goals related to these tasks. How can we cultivate social intelligence? 
 

  First, we can develop an attentiveness to other people. When one is self-absorbed and oblivious to others, it will not be possible to 
participate fully in social life. Cultivating this sort of attentiveness is an essential first step for becoming socially intelligent. 

 

 Second, we can learn how to interpret the cues we receive from other people. To understand the flow of interpersonal dynamics and be in 
sync with others in social settings, we need to have and use the ability to interpret facial expressions, language, and relevant cultural factors. 
For example, if you wish to get along with your neighbors who have recently emigrated from another nation, you should try to learn a bit 
about their culture so as to avoid inadvertently offending them. The socially intelligent person can also read others, and ascertain when such 
states as confusion, anger, or joy are present. 

 

 Third, we can monitor our own reactions in social situations. Someone who has a tendency to blurt out whatever comes to mind can end up 
in trouble during a sensitive conversation at home or work. The socially intelligent person will tend to give more measured responses in such 
situations, and this will in turn help these interactions to go more smoothly than they otherwise would. 

 

Some of us are socially intelligent in certain domains, but not others. Perhaps we need to cultivate more empathy in our interactions with co-
workers. Or perhaps we need to be more empathetic. Whatever our individual strengths and weaknesses regarding social intelligence, 
intentionally cultivating it will help our lives, and the lives of those around us, go better. 

       https://www.psychologytoday.com 



SOCIAL INTELLIGENCE MINI QUIZ  
 

 

 True or False: Strong relationships improve our immune system and help combat disease. 
A. True 
B. False 

 

 True or False: People with a high level of social and emotional intelligence are skilled at intuiting the motives, feelings, and         
opinions of those around them. 

A. True 
B. False 

 

 True or False: One of the biggest pitfalls in social intelligence is a lack of empathy. 
A. True 
B. False                                                                     

 

 OCTOBER 2018  
MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY 

1 
 

2 
Mindfulness in the 
Workplace - NH112.004 
1:00-4:00 Training Rm 

3 
Time Management for 
Success - E290.044 
9:00-12:00   
Training Rm 

4 
*Sexual Harassment 
Awareness-NHE220.194 
9:00-12:00  
Training Rm 

5 
 

8 

 

9 
 
 

10 
How to Work as a Team   
E270.028 
9:00-12:00   
Columbus Rm 

11 
*Multicultural 
Awareness - 
NHE210.190 
1:00-4:00  - Training Rm 

12 
Microsoft Excel 2013: 
Intermediate – Part ll 
E176.400 
9:00-12:00  - Training Rm 

15 
*Safety & Wellness 101 
E231.148  - 1:00-4:00 
Training Rm 

16 
Effective Delegation  
NH113.004 – 9:00-12:00 
Training Rm 

 
 
*CRASE/Active Shooter 
E236.038 1:00-4:00  
Training Rm  
 

17 
Stop the Drama & Do 
the Work – S500.017 
9:00-12:00  
Training Rm 

 
5 Buckets Principle  
E221.701 1:30-3:00 
Training Rm 

 

18 
Creating Workplace 
Culture for Leaders  
S502.002 – 9:00-12:00 
Training Rm 

 
*Customer Service – 
NHE285.198 
1:00-4:00  - Training Rm 
 

19 
Suicide Prevention 
E221.801  9:00-10:30 
Training Rm 

22 23 
Juggling Multiple 
Priorities: Art of 
Multitasking 
NH114.004 
9:00 - 12:00 Training Rm 

 
CPR  - E603.019 
9:00 - 11:00  MRB 

24 
Microsoft Excel 2013: 
Basics – E175.304 
9:00-12:00   
Training Rm 
 

25 
Active Listening Skills- 
NH115.004 
1:00-4:00   
Training Rm 
 
 

26 

29 30 
*Ethics  
NHE240.193 
9:00-12:00  
Training Rm 
 

31 
Sexual Harassment 
Awareness Refresher 
 1 Hour  
E220.310 – 9:00-10:00 
Training Rm 

 
When in doubt 
go to Training! 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

HAVE YOU COMPLETED YOUR CORE CLASSES? 

 New Employees must complete during the first year of 
employment with the County 

 Employees with 3+ years of service take as topical 
refresher courses 

CUSTOMER SERVICE CONNECTION 

Competencies: Professionalism; Service Delivery 

Public service employees are charged with delivering  
quality services and treating customers with dignity and 
respect. This informative workshop will demonstrate how 
to achieve extraordinary customer relations. 
 
 

CIVILIAN RESPONSE TO ACTIVE SHOOTER EVENTS 

C.R.A.S.E. 
Competencies: Violence Prevention 

The CRASE course is designed and built on the Avoid, 
Deny, Defend (ADD) strategy developed by Advanced Law 
Enforcement Rapid Response Training (ALERRT) in 2004. 
It provides strategies, guidance and a proven plan for 
surviving an active shooter event.  In this class you will 
learn: The history and prevalence of active shooter 
events. What you should do if you find yourself in an 
active shooter situation and what you can expect from 
law enforcement in our response. 
  

  

ETHICS 

Competencies: Integrity; Standard of Conduct 

We often use our own individual value systems to 
make decisions in our personal lives, but how do we 
make ethical decisions in the workplace?  In order to 
make the most ethical decisions we need to possess a 
clear, objective ethical framework for making 
decisions that take into account more than our own 
personal value system. We will review the 
fundamental principles of ethical decision making and 
its application to resolving ethical issues and conflicts 
in the workplace. 
 
 

MULTICULTURAL AWARENESS 

Competencies: Diversity Knowledge; Communication Skills 

Study cultural differences and biases, and learn how 
to promote better communication. 
 
 

SAFETY & WELLNESS 101 

Competencies: Safety, Benefits, and  
Wellness Introduction 

Join representatives from your Wellness & Risk 
Management offices to learn the basics of your 
ThriveOn Wellness Program and the fundamentals of 
good safety.  Combined lecture, videos, and 
interactive activities will provide you information to 
enhance your overall health and well-being, while also 
decreasing your likelihood of an injury at home or at 
work. 
 
 

SEXUAL HARASSMENT AWARENESS 

Competencies: Harassment Prevention;  
Statutory Regulations 

This workshop discusses the legal definition of sexual 
harassment, reviews the Board of Commissioners 
Anti-Harassment policy, and addresses the 
employee’s rights and responsibilities for working in a 
discrimination-free environment. 
 

10 Skills Needed to Provide Excellent Customer Service 
 

 Verbal and Written Communication  Team Player Attitude 

 Technical Proficiency   Problem Solving Ability 

 Organization  Multitasking Ability 

 Flexibility  Willingness to Learn 

 Patience  Positive Work Ethic 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

 

ELECTIVES—SOFT SKILLS

 
Active Listening Skills 
Learn to really listen.  Listening is not something that just 
happens (that is hearing).  This workshop will teach 
techniques to demonstrate the skills of an active listener. 
 
Are Your Non-Verbals Showing the Way You Think? 
Positively present yourself nonverbally to others when 
interacting and learn how to interpret others’ nonverbal 
behavior. 
  
Building Self-Esteem & Self-Confidence 
This workshop is designed to enhance self-esteem as it 
relates to job performance. 
  
Charge up your Motivation  
Create a more dynamic, loyal and energized workforce 
with the skills you will learn in the workshop. 
 
Civility in the Workplace 
This workshop will equip leaders and employees with 
practical tools for creating civil, respectful work 
environments. 
 
Creating Workplace Culture for Leaders 
As a supervisor, you may have the power to change 
your department's policies with the stroke of a pen.  
And you may have the ability to hire, fire, promote and 
demote people with minimal effort.  But changing an 
entrenched culture is the toughest task you will face.  
To do so, you must win the hearts and minds of the 
people you work with.  Attend this workshop to learn 
what it takes to change workplace culture through 
civility and engagement. 
 
CPR 
The First Aid/CPR/AED program helps participants 
recognize and respond appropriately to cardiac, 
breathing and first aid emergencies. The courses in this 
program teach the knowledge and skills needed to give 
immediate care to an injured or ill person and to decide 
whether advanced medical care is needed. This course 
is taught using the blended Simulation Learning 
technique of online and in-person training. 
 
Effective Delegation 
Learn to accomplish more in less time stress by setting 
priorities and becoming more efficient. 
  
Effective Presentation Skills for Leaders 
It is commonly known that one of the top fears that people 
have is giving presentations and speaking in public.   
However, all leaders and managers have to give 
presentations; team members may be called on to give 
presentations from time to time; sales people need to give 
product presentations; a presentation is part of many 
interview processes. Public speaking may not come 
naturally to everyone, however, it is a skill and therefore 
can be developed. It is worth investing the time to learn 
how you can develop effective presentations skills and 
master the art of speaking in public. This skill will benefit 
you as grow and develop your career. 
 

  
 

Freedom from Job Burnout 
Burnout has been called the epidemic of the modern 
workplace.  Learn to stay free from burnout in this fun, 
informative workshop. 
 
How to Work as a Team 
Get a fresh perspective on how to work together as an 
effective team. 
 
Juggling Multiple Priorities 
Learn to accomplish more in less time stress by setting 
priorities and becoming more efficient. 
 
Managing and Resolving Workplace Conflicts 
This workshop provides successful strategies to remain 
composed and deal confidently with disagreements, 
confrontations, anxiety and anger-before they get out 
of hand. 
 
Mindfulness in the Workplace 
Toxic emotions disrupt the workplace, mindfulness 
increases your awareness and helps you recognize 
them before they run rampant. 
 
See, Look, Focus: A guide to Your Professional 
Development 
Planning for professional growth involves looking 
beyond the present and taking a long-term look at your 
career goals.  This half-day session concentrates on 
areas vital to both your personal and professional 
development.  
 
Sexual Harassment Awareness—REFRESHER 
This ONE-HOUR workshop reviews the elements of 
sexual harassment, types of sexual harassment, ways 
to prevent sexual harassment; and how to 
appropriately handle an allegation of sexual 
harassment. 
 
Stop the Drama & Do the Work 
This workshop offers practical methods and insight to 
help supervisors identify “drama” barriers and roles. 
The goal is to help your employees break free from 
drama to experience higher personal effectiveness and 
increased productivity.  
 
The Attitude Day Spa 
Create a more dynamic, loyal and energized workforce 
with the skills you will learn in the workshop. 
 
The Blueprint for Effective Supervision 
Attend this class to gain a more complete 
understanding of your job as a supervisor; from the 
art of delegation, to motivating your new staff, this 
class offers participants an opportunity to develop 
effective supervisory practices. 
 
Time Management for Success  
Analyze how you use time, recognize time 
obstacles, and learn time-saving tips.  

 

 

COURSE DESCRIPTIONS  



 

   COMPUTER—TECHNICAL SKILLS                                              

  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

STEPS TO REGISTER FOR CLASSES ONLINE 

 
1. Preview the training calendar for subjects of 

interest 

 

2. Get supervisor’s approval 

 

3. Go to the Portal and click on the "Training 

Registration" link; 

https://portal.co.franklin.oh.us/hr/training/  

 

4. Complete the fillable form by selecting the classes 

that meet your needs and fit your work schedule.  

  

We look forward to seeing you in one or more of the 

training workshops you’ve selected. 

 

All training classes are held on the 25th floor of 373 S. 

High Street, Training Room unless otherwise specified. 

Microsoft Excel 2013: Basics 
A worksheet is merely a lifeless collection of numbers 
and text until you define some kind of relationship 
among the various entries. You do this by creating 
formulas that perform calculations and produce 
results. Participants will learn how to create simple 
formulas and the seven steps to worksheet success. 
 

Microsoft Excel 2013: Intermediate - ll 
This workshop provides a review of various useful 
features to manipulate and enhance 
spreadsheets.  Learn and practice functions such as 
Vlookup, IF Statements, and Absolute cell referencing, 
plus more!   
 
 
 

Franklin County Office of Learning & Staff 
Development is hosting two training seminars through 
Optum Behavioral Health on the topics of 5 Buckets 
Principle and Suicide Prevention.  
 

Five Buckets Principle 
Is it possible to meet the competing demands of job, 
family, friends, school and work? The resounding 
answer is yes! In this fun, interactive seminar, 
participants will learn the 5 Buckets Principle™ of 
work/life balance to get the tools to prioritize what is 
and should be important to them. They’ll learn how to 
think about the BIGPICTURE without ignoring the little 
things that matter. We’ll show them how to find the 
time to manage it all — including time for themselves 
and time for fun by identifying priorities, making choices 
and managing expectations. 
 

Suicide Prevention  
In today’s world, knowing the early warning signs of 
suicide is of critical importance. In a considerate 
manner, this seminar will explore the best ways to 
handle this topic. The seminar will cover Importance of 
suicide prevention, Who can help prevent suicide? What 
are the warning signs? Assistance and information about 
how to implement suicide prevention programs at work 
and in the community.  
 
community 

https://portal.co.franklin.oh.us/hr/training/

