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Supervisors’ And Managers’ Areas Of Responsibility Training    
 
 

SMART Certificate Level 1: Essentials of Supervision/Management 
 Core Courses 

 
• Key City Policies and Resources I, II    
• Ethical Management 
• Managing Diversity 
 

Self-Paced E-Courses (SPEC) including: 
• Working Through Others 
• Organizing Resources, Meetings, & Time 
• Evolving as a Manager 
• Harassment Prevention for Supervisors and Managers 
• SPEC Interactive Discussion Groups 
 

Self- Interactive - Follow-Up Discussion 
 

SMART Certificate Level 1 Information  
 

Eligible Participants 
(1)  New/recently hired or promoted supervisors/managers. 
(2)  Entry-level supervisors, and Management Level I employees with supervisory/staff 
management responsibilities. 
(3) Experienced supervisors/managers seeking a refresher/update. 
(4)  Employees with no supervisory/staff management responsibilities who are looking to 
prepare themselves for future such  opportunities, and who have been specifically 
nominated for this certificate program by their Department Head. 
Note: Supervisor/Manager approval is a pre-requisite for all participants. 
 
Requirements 

• Complete all core courses specified for this certificate program: 
• 9 Self-Paced E-Course (SPEC) modules. 
• 4 SPEC Interactive - Follow-Up Discussion Group sessions. 
• 4 ‘in class’ courses. 

 
Total Duration 

• 34 hours in 4 months. 
 
• Per month:  

•  2 x 1 hour SPEC modules (plus an additional 2 hour SPEC module in month 4). 
• 1 x 2 hour SPEC Interactive session. 
• 1 x 4 hour ‘in class’ course session. 

 
 
Note: The Harassment Prevention module is mandatory for all supervisors/managers who 
have not completed such a course to the legally designated standard within the previous 2 
years. 


