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The University Business Institute (UBI) assists the university and its constituents in responding to the increasing 

complexity of managing university resources. The institute provides programs for both seasoned and novice 

administrators, staff, and academic leaders whose duties include fiscal and human resource management. Areas 

include University stewardship and fiduciary responsibilities; budget and financial management;  human resources 

management; risk management and liability; internal controls; and resource planning. Supplemental programs and 

workshops in areas such as communication provide skills and techniques necessary to support University and 

individual success and effective resource management.  

 

Benefits to participants include:  

ǐ Improved understanding of university policies and procedures  

ǐ Increased knowledge and expertise necessary for sound decision-making 

ǐ Better understanding of broad university resource issues and implications  

ǐ Enhanced insight of the CSUF culture and organization of competencies   

ǐ Improved personal and professional proficiency  

About UBI  



Financial Resource Management ééééééééééééééééééééééééééééééééééééééééé.. 

ǐ Managing Funds and Accounts Certificate Program ééééééééééééééééééééé..éééééé.. 

ǐ Financial Services Partners Roundtable éééééééééééééééééééééééééééééééééé.. 

Human Resource Management éééééééééééééééééééééééééééééééééééééééééé 

ǐ Optimizing Staff Performance Certificate Program éé...éééééééééééééééééééééééééé 

ǐ Developing our Future Professionals Series .éééééééééééééééééééééééééééééééé. 

ǐ Human Resource Partners Roundtable           ......ééééééééééééééééééééééééééééé.. 

Communication Skills ééééééééééééééééééééééééééééééééééééééééééééééé. 

ǐ Train -the-Trainer Series           é.ééééééé.ééééééééééééééééé.é.ééééééé..é.ééé.. 

ǐ Social Media Series ééééééééééééééééééééééééééééééééééééééééééééé. 

ǐ Communication Skills Workshops, Lunch and Learn Webcasts and By the Book Selectionséééééé.... 

Productivity Enhancementééééééééééééééééééééééééééééééééééééééééééééé. 

ǐ Project Management Series           ......éééééééééééééééééééééééééééééééééééé. 

ǐ Learning Lynda.com           .ééééééééééééééééééééééééééééé.éééééééééééé. 

ǐ Peer Learning Communities           éééééééééééééééééééééééééé.ééééé...ééééé. 

  - Excel Peer Learning Community éé...éé.ééééééééééééééééé...éééééééé.. 

  - iPad Peer Learning Community ééé.ééééééééééééééééééééééééééééé 

ǐ Productivity Enhancement Workshops, Lunch and Learn Webcasts and By the Book Selectionsééé..é 

Health & Safety Workshops é.ééééééééééééééééééééééééééééééééééééééééééé 

Personal Development & Wellness Workshops, Lunch and Learn Webcasts and By the Book Selectionsé..éé. 

 

Brown Bag ïLunch & Learn Webcast Series           ..éééééééééééééééé..éé.éééé.éééééééé 

By The Book Club          .ééé.é.é...éééééééééééééééééééééééééééé..ééééééééééé. 

 

General Information:  

How to Registerééééééééééééé..ééééé..ééééééééééééééééééééééééééé.....ééé 

Our Presenters ééééééééééééééééééééééééééééééééééééééé.éééééééééé..é. 

Fall 2011 Calendars éééééééééééééééééééééééééééééééééééé...éééééé...éééé 

Workshop Index  ééé..éééééééééééééééééééééééééééééééééééééééééééé.éé 
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  Required Workshops 
Fall  
2011 

Spring  
2012 

Understanding the State, CSU, and CSUF Budget Processes (UBI 205)  ǅ  ǅ 

Introduction to Budget & Account Management Principles &   Practices-Part A (UBI 214)  ǅ ǅ 

Introduction to Budget & Account Management Principles & Practices -- Part B (UBI 211)  ǅ ǅ 

Managing Trust Funds (UBI 228)   ǅ ǅ 

Introduction to Campus Travel Procedures (UBI 100 )  ǅ ǅ 

Presidential Directive 11 (UBI 229)  ǅ ǅ 

P-Card Policies and Procedures (UBI 269) or Online (UBI 269a)   ǅ 

P-Card Reconciliation Training (UBI 230)   or Online (UBI 230a)  ǅ ǅ 

Year-End Close Processes for Accounting, Budget and Payroll (UBI 252)    ǅ 

Year-End Close Processes for Procurement and P-Card (UBI 276)  ǅ 

  Optional Workshops  
Fall  
2011 

Spring  
2012 

Tracking University Property and Equipment (UBI 224)   ǅ  ǅ  

Managing Auxiliary Services Programs and Accounts  (UBI 220)  ǅ   

Campus Travel Procedures ï Refresher (UBI 101)  ǅ  ǅ  

Projecting and Managing Faculty Funds (UBI 207)    ǅ  ǅ 

Managing Grant & Contract Funds: What All College Support Staff Need to Know (UBI 202)    ǅ  ǅ 

 

Designed for individuals with division or department budget, 

financial and purchasing oversight, the Managing Funds and 

Accounts certificate consists of ten required workshops and five 

optional workshops  

 

Workshops may be taken in any sequence and may be taken 

individually or as part of a certificate program.  

 

CERTIFICATE IN MANAGING FUNDS AND ACCOUNTS  

Financial Resource Management  
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Module 1: Understanding the State, CSU, and 
CSUF Budget Processes (UBI 205)  
Designed for individuals interested in gaining an 
understanding of sources and types of university 
funds, participants will:  

Gain a general perspective on university 
budgeting. 
Understand the overall budget process for the 
State, the CSU and Cal State Fullerton. 

 
Presenter: Sarah Song, Director, Budget Planning 
and Administration   
Dates: September 13, 2011ð
10:00-11:00 a.m. 
January 31, 2012ð2:00 -3:00 
p.m. 
 
 

 

Module 2: Introduction to 
Budget & Account 
Management Principles and 
Practices ðPART A (UBI 
214)  
Part A focuses on accounting 
and expense processes and transactions. Designed for 
beginners as a high level overview, participants will:  

Understand chartfield definitions & set -up. 
Review accounting transactions and entries. 
Learn how to access financial information and 
reports. 

Details regarding Trust and Non-State Funds will be 
covered in other sessions.  
 
Presenters: Lori Arthur, CMS Documentation and 
Training  Specialist; Lynn Cayas, Senior Accounting 
Lead; Laura Hultman, Senior Financial Reporting 
Lead 
Dates: December 6, 2011ð10:00 a.m. - noon 
March 14, 2012ð2:00 -4:00 p.m.  
 
 
 
Module 3: Introduction to Budget & Account 
Management Principles and Practices ðPART 
B (UBI 211)  
Part B focuses on budget processes and transactions. 

Designed for those who have  completed  Introduction 
to Budget  Account Management Principles and 
Practices PART A or who are familiar with account 
management, participants will learn:  

Components of baseline budgets and one-time 
funds. 
How to establish and close chartfields. 
How to monitor balances by reading reports.  
Details that affect the bottom line.  

 
Presenters:  Laleh Graylee, Finance Director, 
Division of Administration and Finance; Sarah Song, 

Director, Budget Planning and 
Administration   

Dates:  October 6, 2011ð
10:00-11:30 a.m. 

March 8, 2012ð2:00 -3:30 p.m. 
 
 
 
Module 4: Managing Trust 
Funds  (UBI 228)  
Designed for those working 
with or planning to work with 
trust accounts, participants will 

explore policies and procedures in reference to: 
Trust fund sources, allowable uses and reporting 
requirements.  
Education Code and Executive Order directives. 
Information and documentation necessary to 
establish and renew trust accounts, including 
revenue estimates, expense budgets, trust account 
agreement forms, and biannual review and renewal 
processes. 
Trust Account expenditure restrictions.  

 
Presenter: Greg Sweet, University Tax Compliance 
Manager 
Dates: October 26, 2011ð10:00-11:30 a.m. 
April 17, 2012ð10:00-11:30 a.m.  
 
 
 

Module 5: Introduction to Campus Travel 
Procedures  (UBI 100)  
Designed for those new to preparing travel 
documentation, participants may use either 

The Workshops 

CERTIFICATE IN MANAGING FUNDS AND ACCOUNTS  

 

 

Certificate Recipient  

ñI strongly recommend this 
program for personnel handling 
department or faculty funds.ò  

 

Paul David Avedissian  

Accountant, Dean HSS  

 
Managing Funds & Accounts 

Certificate Completion, 2010-11 

2011ð2012 Catalog 
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3 

www.fullerton.edu/UBI                                                           To register, see ñHow to Register for a Workshopò on page 32 



Introduction to Campus Travel Procedures or Campus 
Travel Procedures ï Refresher to fulfill the  
certificate requirement. P articipants will learn:  
 

Policies and procedures for employee travel 
authorization and reimbursement.  
Blanket travel authorization and expense claim uses, 
restrictions, and requirements.  
Employee travel forms (Travel Authorization, 
Blanket Travel Authorization and Travel Expense 
Claims) preparation.  
University vehicle, rental vehicle, and personal 
vehicle driving requirements.  

 
Presenter: Debbie Hagman, Travel Specialist 
Dates: September 21, 2011ð9:00 -11:00 a.m. 
November 16, 2011ð9:30-11:30 a.m. 
February 15, 2012ð9:30-11:30 a.m. 
April 18, 2012ð9:30-11:30 a.m. 
 
 
 
Module 6: Presidential 
Directive 11 (UBI 229)  
Designed for individuals 
responsible for hospitality 
expenditures related to food and 
beverage, event attendance, get-
well gestures, guest travel, gifts, 
awards, promotional items, and 
memorial donations, participants 
will learn policies and procedures 
including:  

Restricted and permitted uses 
of various funding sources. 
Preparation of supporting documentation.  
Requirements for approving officials and written 
designees. 
Completing, routing and approving the D11 form 
online.  

 

Presenters: Judy Goberdhan, Accounts Payable 
Supervisor, ASC; Michael Pruitt, Procurement Programs 
Specialist; Mary Ann Torres, Director of Accounts 
Payable 
Dates: September 12, 2011ð10:00-11:30 a.m. 
September 15, 2011ð2:00 -3:30 p.m. 
September 19, 2011ð10:00-11:30 a.m. 
September 28, 2011ð10:00-11:30 a.m. 

September 29, 2011ð3:00 -4:30 p.m.  
October 4, 2011ð10:00-11:30 a.m. 
February 9, 2012ð2:00 -3:30 p.m.  

 
 
 
Module 7: P -card Policies and Procedures (UBI 
269)  
Required training for everyone using a university -
issued procurement card (P-card) and/or approving P -
card purchases made by others, participants will learn: 

Purpose and intent of P-card purchasing authority.  
Cardholder and approving official fiduciary 
responsibilities.  
Types and advantages of different Procurement 
Card Programs including the One Card, 
Department P-card, and Declining Balance P-card. 
Prohibited and restricted transactions and policy 
violations and   

consequences. 
 
Presenters: Michael Pruitt, 
Procurement Programs 
Specialist, and Sally Yassine, 
Contracts & Procurement 
Associate Director 
Dates: October 20, 2011ð9:00 -
10:00 a.m. 
February 23, 2012ð10:00-11:00 
a.m. 
 
 
 
Module 8: P -Card 
Reconciliation (UBI 230)  

Required training for everyone using a university -
issued procurement card (P-card) and/or approving P -
card purchases made by others. This session introduces 
participants to the US Bank online software required 
for reconciliation and/or review of Procurement Card 
transactions and includes: 

System navigation 
Transaction review 
Transaction expense allocation 
Printing documents in ñAccess Onlineò 

 
Presenter: Michael Pruitt, Procurement Programs 
Specialist 
Dates:  September 14, 2011ð10:00-11:00 a.m. 
March14, 2012ð2:00 -3:00 p.m.  

CERTIFICATE IN MANAGING FUNDS AND ACCOUNTS  

 

 

Certificate Recipient  

ñThe óManaging Funds and 
Accountsô certificate program 
has a been a wonderful learning 
experience, and I am very 
pleased with the training I 
received.  This has brought 
added value to my position and 
has given me the skills to excel in 
my job.  Thank you for providing 
this wonderful opportunity!ò 

 

Jennifer L. Schorz,  

Administrative Assistant, Philosophy  
 

Managing Funds & Accounts  
Certificate Completion, 2010-11 

Financial Resource Management  
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Module 9: Year -End Close Processes for 
Accounting, Budget and Payroll (UBI 252)  
Designed for individuals involved in division or 
department fiscal year-end close processes related to 
accounting, budget or payroll, participants will:  

Receive an overview of the fiscal year-end close. 
regulations, timelines, and 
reporting requirements.  
Review year-end close 
duties and tasks. 
Gain an understanding of 
important processing 
deadlines. 
Learn how to prepare for 
year-end close activities and 
the associated benefits of 
doing so. 

 
Presenters: Lynn Cayas, 
Senior Accounting Lead; Sarah 
Song, Director, Budget Planning 
and Administration ; Mary Ann 
Torres, Director of Accounts Payable  
Date: April 4, 2012ð10:00 a.m.ðnoon  
 
 
 
Module 10: Year -End Close Processes for 
Procurement and P -Card (UBI 276)  
Designed for individuals involved in tracking and 
monitoring outstanding division or department 
encumbrances and purchasing orders, participants 
will:  

Receive an overview of fiscal year-end close 
processes specifically related to procurement and 
learn how to prepare for procurement year-end 
close activities. 
Review procedures and benefits of outstanding 
purchase order close out. 
Understand how new fiscal year requisitions are 
processed during year-end. 
Learn how flexible P-card options are handled at 
year-end. 

 
Presenter: Michael Pruitt, Procurement Programs 
Specialist; Sally Yassine, Contracts & Procurement 
Associate Director 
Date: March 22, 2012ð10:00 a.m. - noon 
 

   Optional Workshops  
 

Module 11: Tracking University Property and 
Equipment (UBI 224) (optional)  
Designed for those responsible for making purchasing 
decisions, planning or executing equipment acquisitions, 

or managing departmental fixed 
assets, participants will learn:  

Property and equipment asset 
management policies and 
procedures. 

Departmental property and 
equipment asset management 
duties and responsibilities.  

Disposal procedures for 
obsolete, broken, or other 
equipment no longer necessary. 

Information technology 
equipment data and information 
security management procedures 
and practices. 

 

Presenter: Willem van der Pol, Director, Physical Plant  
Dates: December 1, 2011ð9:30-11:00 a.m. 
May 1, 2012ð9:30-11:00 a.m. 
 
 
 
Module 12: Managing Auxiliary Services 
Programs and Accounts (UBI 220) (optional)
Designed for those who manage or plan to manage 
Auxiliary Services Corporation (ASC) programs, 
participants will learn:  

Requirements and restrictions for programs 
sponsored by the ASC. 
Obligations, liabilities and fiduciary responsibilities 
for ASC programs. 
Documents and procedures required to establish an 
ASC program, contract services, and purchase. 
What to expect in terms of administrative fees. 

 
Note: This session does not include grants and contracts. 
 
Presenters: Tariq Marji, ASC CFO, and Steven Yim, 
University Controller  
Date: December 15, 2011ð10:00 - 11:00 a.m. 
 
 
 

CERTIFICATE IN MANAGING FUNDS AND ACCOUNTS  

Certificate Recipient  

 

 
ñI started taking classes my first 
month here at CSUF, needing to 

understand the University 
systems. I check the calendar 

every month to see what classes 
are on the schedule. Besides the 

information you receive from the 
classes, you get to meet other staff 

members on campus.ò 
 

Barbara L. Kerr  

Administrative Coordinator,  
University Research Initiatives  

 
Managing Funds & Accounts  

Certificate Completion, 2010-11 

2011ð2012 Catalog 

Financial Resource Management  
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Module 13: Campus Travel Procedures ð 
Refresher (UBI 101)(optional)  
Designed for those who have completed Introduction 
to Campus Travel Procedures (UBI 100) or are 
familiar with campus travel procedures, p articipants 
will:  

Review employee travel reimbursement policies 
and procedures. 
Understand driving requirements.  
Learn the new blanket travel authorization 
process. 

 
Note: Participants may use 
Campus Travel Procedures 
Refresher in place of 
Introduction to Campus Travel 
Procedures to fulfill the 
Managing Funds and Accounts 
Certificate requirement.  

 
Presenter:  Debbie Hagman, 
Travel Specialist 
Dates: October 12, 2011ð9:30
-11:30 a.m.   
January 18, 2012ð9:30-11:30 
a.m. 
March 14, 2012ð9:30-11:30 
a.m. 
May 9, 2012ð9:30-11:30 a.m.   
 
 
 
Module 14: Projecting and Managing Faculty 
Funds (UBI 207) (optional)  
Designed for department chairs, academic support 
staff, and managers responsible for faculty salary 
budgets, representing 55 percent of the academic 
budget, participants will:  

Learn an easy step-by-step system for estimating 
funds available to support part -time faculty 
hiring positions.  
Understand restrictions, requirements, and 
processes for additional faculty pay. 

 
Presenter: Lisa Kopecky, Assistant Vice President for 
Academic Operations & Finance  
Dates: October 11, 2011ð10:00-11:00 a.m. 
February 8, 2012ð2:00 -3:00 p.m.  
 

Module 15: Managing Grant and Contract 
Funds: What All College Support Staff Need to 
Know (UBI 202) (optional)  
Designed for administrative support personnel 
responsible for assisting in administering grant or 
contract funds, participants will:   

Learn how grant proposal budgets impact actual 
grant funding and ASCôs role in accepting and 
administering grants on behalf of the university.  
Understand the importance of accurate 
reporting.  
Learn how to track and recover faculty release 

time and calculate faculty 
additional pay.  

Review allowable and non-
allowable costs. 

Recognize campus offices 
supporting grant and contract 
funding administration, their 
respective functions, and 
appropriate office(s) to contact.  
 
Presenters: Denise Bell, 
Administrator, ASC Office of 
Sponsored Programs; Tanya 
Thompson, Assistant Director, 
ASC Office of Sponsored 
Programs 
Dates: December 7, 2011ð
10:00-11:30 a.m. 
May 3, 2012ð10:00-11:30 a.m. 

 

 ñI found the Managing Fund 
and Accounts Program to be 
extremely valuable in 
increasing my knowledge base 
and skills in areas that are 
directly applicable to my role 
as the office coordinator for the 
department of Strategic 
Communications.   This type of 
professional development also 
prepares me for responsibilities 
that I may take on in my 

career.  I look forward to participating in this type of 
training in the future.ò 

 

LaTanya R. Henderson  
Office Coordinator,  

Strategic Communications  

 
Managing Funds & Accounts  

Certificate Completion, 2010-11 

Certificate Recipient  

Financial Resource Management  
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Financial Services Partners Roundtable (UBI 253) 
 

Designed for division and department financial officers and partners and all other individuals involved in day -to-

day financial, budget, and other business transactions, participants will:  

 

Learn whatôs new, whatôs changed, what new policies 

and procedures are coming.  

Receive a current update on State, CSU and university 

budgets.  

Network with other division and department financial 

officers to discuss operational best practices for 

managing university financial resources.  

Meet Financial Services team members and have an 

opportunity to ask questions regarding university 

financial management.   

 

Hosts:  

Brian Jenkins, Associate Vice President of Finance 

Don Green, Director, Contracts & Procurement 

Sarah Song, Director, Budget Planning and Administration   

May Wong, Executive Assistant to the AVP of Finance 

Steven Yim, University Controller  

 

Dates:   

November 8, 2011, 10:00 amï 12:00 p.m. 

May 15, 2012 at 10:00 am- 12:00 pm. 

 
 

FINANCIAL SERVICES PARTNERS ROUNDTABLE 

 

 
ñI had a lot of fun, and I learned a lot 

from UBI. The classes are  very 
beneficial, so I definitely recommend 

them to anyone who is new to the 
university.ò 

 
Julianne A. Stern  

Administrative Assistant,  
Health Professions  

 
Managing Funds & Accounts 

Certificate Completion, 2010-11 

Certificate Recipient  

2011ð2012 Catalog 
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ñDo or do not; there is no try.ò 

Yoda to Luke in Star Wars  



 

 

Intended for managers and department chairs responsible for 

administering staff human resources policies, procedures, and 

practices, the Optimizing Staff Performance certificate consists 

of ten required workshops and tree optional workshops. 

 

Workshops may be taken in any sequence and may be taken 

individually or as part of a certificate program.  
 

 

 
 
 

 

  Required Workshops 
Fall  

2011 

Spring  

2012 

Understanding Staffing Strategies and Appointment Options  (MPP/Chairs Only )  (UBI 282)  ǅ    

Recruiting and Hiring Great Staff (UBI 213)  ǅ  

Pre-Employment Selection Tools (MPP/Chairs Only)  (UBI 236)   ǅ 

How to Conduct Behavior-Based Interviews (UBI 283)  ǅ  ǅ  

Developing Effective Position Descriptions (MPP/Chairs Only) (UBI 209)   ǅ 

How Staff Compensation Works (MPP/Chairs Only)  (UBI 219) ǅ ǅ 

Recognizing and Motivating Staff (UBI 2 38)   ǅ 

Workerôs Compensation Policies & Procedures: An Overview (UBI 2 01)  ǅ ǅ 

Addressing Performance Issues (MPP/Chairs Only) (UBI 239)   ǅ 

Conducting Effective Performance Evaluations (MPP/Chairs Only) (UBI 2 34)    ǅ 

 Optional Workshops  
Fall  
2011 

Spring  
2012 

Understanding Leave Options (MPP/Chairs Only)  (UBI 212)  ǅ ǅ 

How to Conduct a Virtual Online Interview (UBI 268)   ǅ   

Millenials in the Workplace  (UBI 246)  ǅ  

CERTIFICATE IN OPTIMIZING STAFF PERFORMANCE  

Human Resource Management  
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Module 1: Understanding Staffing 
Strategies and Appointment Options 
(MPP/Chairs Only) (UBI 282)  
Designed to inform managers and department chairs 
of the various types of staff appointment categories 
and staffing options, participants will understand the 
benefits and intricacies of: 

Evaluating operational and staffing needs 
following a vacancy and identifying the 
appropriate action for:  

- Regular on-going appointment  
- Emergency hires 
- Fiscal-year renewal 
- Retired annuitant appointment  
- Intermittent/on call appointment  

 
Presenter: Phenicia McCullough, Employment 
Manager 
Date: September 20, 2011ð10:00 a.m. - 12:00 p.m. 
 
 
 
Module 2: Recruiting and Hiring Great Staff 
(MPP/Chairs Only) (UBI 213)  
Designed to guide hiring managers and department 
chairs in finding and selecting the right person to fill 
vacant positions, participants will learn:  

The value of investing in the recruitment process 
and selecting the right candidate. 
How to articulate key job duties and required 
skills and experience. 
Effective outreach and recruitment strategies. 
How to evaluate candidatesô abilities to perform 
essential job duties. 
How to conduct effective reference checks. 
Successful job orientation and on-boarding 
techniques. 

 
Presenter: Phenicia McCullough, Employment 
Manager 
Date: November 10, 2011ð10:00 a.m. - 12:00 p.m. 
 
 
 
Module 3: Pre -Employment Selection Tools 
(MPP/Chairs Only) (UBI 236)  
Designed to provide hiring managers and department 
chairs with knowledge and understanding of tools  
available to assess candidatesô job knowledge, skills 
and abilities, participants will learn:  

Important considerations in evaluating 
candidates' abilities to perform essential job 
duties.  
The value and application of effective skills 
assessment tools in selecting the right candidate. 
Available online and other pre-employment 
selection tools and how to integrate these tools 
into staff recruitment and selection processes. 

 

Presenters: Phenicia McCullough, Employment 
Manager; Denise Johnson, Director HR Operations 
Date: May 8, 2012ð10:00 - 11:30 a.m. 
 
 
Module 4: How to Conduct Behavior -
Based Interviews (UBI 283)  
Designed for managers, department chairs 
and others participating on campus search 
committees, participants will learn:  

The effectiveness of structured behavior-based 
interviewing in identifying and selecting the right 
candidate.  
Key principles and concepts in behavior-based 
interviews.  
How to design behavior-based questions and 
practice  for a mock interview. 
 

Presenters:  Lori Muse, Professor, Mihaylo College 
of Business & Economics; introduction by Phenicia 
McCullough, Employment Manager  
Dates: October 18, 2011ð10:00 a.m. - 12:00 p.m. 
February 21, 2012ð10:00 a.m.ï 12:00 p.m. 
 
 
 
Module 5: Developing Effective Position 
Descriptions (MPP/Chairs Only) (UBI 209) 
Designed to provide managers and department chairs 
with the knowledge and tools to develop effective 
positions descriptions, participants will learn:  

How to articulate key job duties and required 
skills in staff position descriptions.  
How to effectively utilize positions descriptions 
in recruiting and retaining quality staff, including 
during:  
 - Hiring, orienting, and on -boarding 
 - Providing performance feedback, coaching    
          and evaluating 
 -Departmental restructuring  
 -Changing staff duties and assignments 

The Workshops 

CERTIFICATE IN OPTIMIZING STAFF PERFORMANCE  
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Presenters: MariaLucia Gonzalez, Compensation 
and Classification Manager; Cathy Wilson, 
Compensation Specialist 
Date: March 29, 2012ð10:30 a.m. - noon  
 
 
 
Module 6: How Staff Compensation 
Works (MPP/Chairs Only) (UBI 219)  
Designed to provide managers and 
department chairs  
with a framework in understanding staff 
compensation and classification, participants will 
learn: 

Factors that influence compensation, including 
salary ranges, internal equity and experience. 
Options for facilitating staff personnel and pay 
actions, including promotions, temporary or 
permanent reassignments, reclassifications and 
in-range progressions, funding source, supervisor 
or location or supervisor changes, and faculty or 
staff leaves. 
The implications of time -base of changes. 

Presenters: Silvia Gonzalez, Records and 
Information Program Specialist; MariaLucia 
Gonzalez, Compensation and Classification Manager 
Dates: October 4, 2011ð2:00 -4:00 p.m.  
March 13, 2012ð10:00 a.m. - noon 
 
 
 
Module 7: Recognizing and Motivating Staff 
(UBI 238)  
Designed for all managers, leads, and individuals, 
participants will learn:  

What really motivates people. 
Best practices and techniques for creating a 
thriving workplace and fully -engaged staff. 
Innovative, low cost ways to encourage 
commitment and build enthusiasm and 
excitement. 

 

Presenters: Roy Gonzales, Manager, Human 
Resource and Organizational Development, Physical 
Plant 
Date: February 7, 2012ð2:00 -4:00 p.m.  
 
 
 

Module 8:  Workersô Compensation Polices &             
Procedures: An Overview  (UBI 201)  
Designed to familiarize staff, managers and 
department chairs with workersô compensation 
requirements and specific forms and procedures, 
participants will learn:  

Types of injuries covered, applicable laws and 
available benefits. 
University reporting guidelines and forms.  
Return to work policy and procedures.  
Reasonable accommodation factors and 
expectations for temporary and permanent 
restrictions.  
Timelines and sense of urgency typically 
associated with workerôs compensation. 

 
Presenter: Alisha Brown, Workerôs Compensation 
Manager 
Dates: September 14, 2011ð2:30-3:30 p.m. 
February 22, 2012ð10:00-11:00 a.m.  
 
 
 
Module 9: Addressing Performance Issues 
(MPP/Chairs Only) (UBI 239)  
Intended for managers and department chairs in 
addressing one of the most challenging and 
frequently avoided supervisor job duties: addressing 
staff performance issues, participants will learn:  

How to identify performance management 
opportunities and challenging employee 
behaviors. 
Techniques to address performance issues in a 
timely manner.  
Key practices in providing effective feedback  
General principles of progressive discipline. 

 
Presenter: Liz Castello, Labor Relations Manager 
Date: February 15, 2012ï 2:00 -3:00 p.m.  
 
 
 
Module 10: Conducting Effective Performance 
Evaluations (MPP/Chairs Only)  (UBI 234)  
Designed to provide managers and department chairs 
with knowledge and tools necessary to effectively 
utilize performance evaluations in optimizing staff 
performance, participants will learn:  

The value and role of performance evaluations as 
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a performance management tool. 
How to prepare for the performance evaluation 
process. 
How to develop an evaluation that accurately 
reflects employee  performance and motivates 
staff to excel. 
How to set effective goals. 
How to conduct performance evaluation 
meetings. 

 

Presenter: Liz Castello, Labor Relations Manager 
Date: March 15, 2012ð10:00 a.m. - noon 
 

Optional Workshops  
 

 
Module 11: Understanding Leave  Options 
(MPP/Chairs Only) (UBI 212)  (Optional)  
Designed for managers and department chairs, 
participants will learn more about:  

Paid and unpaid leave options available to CSUF 
employees. 
Important timelines, notification procedures and 
requirements.  
Communicating with staff during paid and 
unpaid leave. 

 

Presenters: Denise Johnson, Director, HR 
Operations;  Elda Moreno, Benefits Manager 
Dates: November 8, 2011ï 2:00 -4:00 p.m.  
April 3, 2012ð10:00 a.m. - noon  
 
 
 
Module 12: How to Conduct a Virtual 
Online Interview (Optional) (UBI 
268)  
Designed for all individuals interested in utilizing 
virtual on -line interviewing as a mechanism for 
communicating with and assessing candidates, 
participants will learn:  

How to use the on-line interview process. 
The benefits including cost savings and 
convenience. 

Presenter: Phenicia McCullough,  Employment 
Manager 
Date: December 8, 2011ð2:00 - 3:00 p.m.  
 
 

Module 13: Millennials in the Workplace 
(Optional) (UBI 246)  
Designed for all individuals who want to better 
understand their  co-workers and students by                 
highlighting important generational differences, 
participants will gain a better understanding of:  

Who are the Millennial generation and what are 
their expectations. 
How to interact with todayôs students to 
encourage maximum performance in the 
workplace. 
How to collaborate with colleagues from other 
generations. 

 

Presenter: Sharnette Underdue, Associate Director 
of Housing & Residence Life 
Date: October 5, 2011ð10:00-11:30 a.m.   
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Maximizing the Student Employment 
Experience (UBI 237)  
Designed for all individuals who oversee student 
assistants, participants will learn:  

The importance of student assistant work 
experiences in developing students 
How to enhance student learning on the job 
How to improve your skills as a supervisor  
How to provide ongoing feedback to improve your 
skills as a supervisor  
Best practices in supporting student learning and 
college experiences via developmental work 
opportunities  

 

Presenters: Deanna Shoop, Associate Director of 
MBA Programs ; Victor Rojas, Project Manager, 
Special Projects; Welson Badal, Director of 
Administration and Finance IT  
Date: September 29, 2011ð10:00 a.m. ï12:00p.m.  
 
 
Mentoring Our Future Student 
Professionals (UBI 287)  
Designed for all individuals who oversee student 
assistants, particularly our international students, 
participants will:  

Learn what it means to be a mentor. 
Learn how to have a successful interpersonal   and 
professional mentoring relationship with students  
Learn how to advance the studentôs academic and 
professional goals. 
Learn to tailor your approach to the mentor 
relationship based on culture, ethnicity, and 
gender. 

 
Presenter: Gerald Bryant, Director, McNair Scholars 
Program 
Date: January 31, 2012ð10:00 a.m.-12:00 p.m. 

 

 
Cross -Cultural Dialogues in the Workplace 
(UBI 262)  
Designed for all individuals who oversee student 
assistants, particularly our international students, 
participants will:  

Gain a heightened awareness of and sensitivity to 
cultural differences  
Recognize cultural values and norms 
Learn strategies to work better with our diverse 
student population  
Learn how to capitalize on our diversity best 

practices and encourage positive cross-cultural 
conversations. 

 
Presenters: Lay Tuan Tan, Director, Office of 
International Education & Exchange; Elahe Amani, 
Director, Technology Services, Student Affairs; Jean 
Hotta, International Student Advisor, Office of 
International Education & Exchange  
Date:  October 5, 2011ð2:00 -3:30 p.m.  
 
 
Dealing with Challenging Student Situations 
(UBI 245)  
Designed for those who may encounter students they  
categorize as ñdifficultò (e.g., a student who wonôt 
listen, becomes angry or upset with a decisions, wonôt 
take no for an answer and/or may appear irrational), 
participants will:  

Learn strategies for preventing and responding to 
difficult behavior  
Learn the procedures for reporting disruptive/
difficult students to Judicial Affairs and/or 
University Police 
Learn about campus resources 
Participate in a case study group exercise 

 

Presenter: Sandra Rhoten, Associate Dean for 
Judicial Affairs  
Date: October 18, 2011ð2:00 -3:30 p.m. 
April 3, 2012ð2:00 -3:30 p.m. 

 
 

Understanding Student Positions and 
Student Task Profiles (UBI 279)  
Designed for all department managers/staff 
who hire student assistants, student assistant 
timekeepers and  department budget analysts, 
participants will:  

How student positions relate to student task 
profiles  
When and how to request a student task profile 
Which campus office and individuals are 
available to assist 
Have an opportunity to ask questions 

 
Presenters: Suchi Patel, Business Analyst, Admin 
and Finance IT; Gwen Hooks, Position Management 
SME, Payroll 
Date: October 13, 2011ð2:00 - 3:00 p.m.  

The Workshops 
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Human Resources Partners Roundtable (UBI 278) 
 
The Human Resources Partners Roundtable is designed for managers and department chairs, attendees will 
participate in an interactive roundtable discussion regarding staff human resource topics and issues.  
Potential discussion topics include:  
 

Current issues in employment law and legal 
implications of human resource -related actions and 
decisions. 
Collective bargaining agreement language, 
interpretation and administration, including 
commonly misunderstood concepts such as past 
practice and management rights. 
Progressive discipline. 
Reliable methods for fostering cooperative and 
productive relationships with union representatives  
Resources available to managers and department 
chairs facing new and/or complex human resource-
related issues. 

 
Hosts:  
Bill Barrett, Associate Vice President for Administration/
Interim Director of Human Resources  
Monique Shay, University Council  
Other Human Resources Managers and Staff  
 
Date:  
Tuesday, January 10, 2012   2:00-4:00 p.m.  
 
 
 
 

 

HUMAN RESOURCES PARTNERS ROUNDTABLE               
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Train the Trainer ð Part 1 (UBI 256)  
Participants will be able to:  

Write objectives (outcomes). 
Plan and sequence learning activities to meet 
workshop objectives. 
Explain at least one way adult learning theory 
can be incorporated into a workshop they design 
and/or deliver.  

 
Describe at least one active learning technique 
appropriate for the context of a workshop they 
design and/or deliver.  
List at least one assessment method appropriate 
for a given objective. 

 
Presenter: Dennis Robinson, Distance Education & 
Information Technology  
Date: November 16, 2011ð2:00 p.m. ï4:00 p.m.  
 
 
 
 
Train the Trainer ðPart 2 (UBI 271)  
Participants will able to:  

Collect and analyze evidence related to training 
effectiveness. 
Teach and assess one objective in a micro-
training setting.  

 
Presenters: Ruth Edwards-Yopp, Professor, College 
of Education; Andrea Guillaume, Professor, College 
of Education; Dennis Robinson, Distance Education 
& Information Technology  
Date:  December 14, 2011ð2:00 p.m. ï4:00 p.m.  

Train the Trainer ðPart 3 (UBI 272)  
Participants will be able to:  

Use formative and summative assessment 
techniques appropriate for their content.  
Use a variety of active learning strategies during 
different segments of their workshops. 
Refine initial workshop plans to incorporate 
assessment, adult learning theory, and active 
learning strategies. 

 
Presenters: Ruth Edwards-Yopp, Professor, College 
of Education; Andrea Guillaume, Professor, College 
of Education; Dennis Robinson, Distance Education 
& Information Technology  
Date:  January 18, 2012ð2:00 p.m. ï4:00 p.m.  
 
 
 

   TRAIN THE TRAINERS SERIES 

Transform Your Training  
 
Designed for workshop trainers, facilitators or 
presenters as well as those involved in developing 
workshop or presentation content, participants will 
learn how to: 

Design high-impact learner -centered workshops. 
Create powerful learning objectives. 
Apply adult learning theories to workshop design 
and delivery. 
Incorporate a variety of active learning strategies. 
Integrate workshop assessment techniques to 
ensure learning objectives have been achieved. 
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Social Media - Applications for Higher 
Education Professionals (UBI 243)  
Designed to provide an overview of social media and 
the culture of connectivity, participants will learn:  

How departments, colleges or teams can take 
advantage of free social networking tools (such as 
Facebook, Twitter, and YouTube) to engage 
students and the campus community, promote 
services and products, and share news. 
How the CSUF Library and other innovative 
higher education organizations successfully use 
these tools. 
How social media tools can be utilized to foster 
participantsô professional development. 

 
Presenters: Colleen Greene, Systems Librarian  
Date: September 22, 2011ð10:00 a.m. - 12:00 p.m. 
 
 
 
Individual Facebook Profiles (Hands -On) 
(UBI 260)  
Designed to provide an understanding of how 
individual Facebook profiles work and how they can 
be used for professional and personal engagement, 
participants will learn:  

How to create and/or customize a Facebook 
profile.  
How to monitor and control privacy and security 
settings. 
How to use basic Facebook features: finding and 
adding friends, sharing posts and links, sharing 
photos and video. 
How to use more advanced Facebook features: 
friends lists, groups, pages, messaging, chat, 
apps, mobile clients. 

 
Presenters: Colleen Greene, Systems Librarian 
Date: October 7, 2011ð10:00 a.m.  - 12:00 p.m. 
 
 
 
Getting Started with Professional 
Facebook Pages (Hands -On) (UBI 261)  
Designed to provide a better understanding of how 
organizational or professional brand Facebook page 
work, and how they can be used to create a culture of 
connectivity.  
 
Prerequisite: Individual Facebook Profiles (UBI 260) 

or equivalent experience.  
 
Participants will learn:  

How to decide between using a Facebook Page vs. 
Facebook Group to interact with target             
audience(s). 
How to create and start customizing and 
administering your new Facebook Page. 
Recommended best practices for engaging 
followers (individuals and organizations).  
Recommended methods for finding and re-using 
content participants do not personally have to 
create. 

 
Presenter:  Colleen Greene, Systems Librarian  
Date: October 13, 2011ð1:00 - 3:00 p.m.  
 
 
 
Beyond the Basics with Professional 
Facebook Pages (Hands -On) (UBI 270)  
Designed to provide those already 
comfortable with administering a basic 
organizational or professional brand Facebook Page, 
with additional information on customizing 
appearance, incorporating external content and 
applications, and analyzing Page metrics.  
 
Prerequisite:  Individual Facebook Profiles (UBI 260) 
and Getting Started with Professional Facebook 
Pages (UBI 261), or equivalent experience.  
 
Participants will learn:  

How to incorporate external media and content 
into a Page through third -party applications.  
Recommended best practices for auto-publishing 
external content to a Page and tips on when to 
should manually publish.  
Common ways to customize the appearance of 
your Page -- even for non techies and individuals 
who do not have a web development staff.  
Common free tools to gather and interpret 
statistics and metrics about your Page followers 
and activities. 

 
Presenter:  Colleen Greene, Systems Librarian  
Date:  November 8, 2011ð10:00 a.m. - 12:00 p.m. 
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Getting Started with Twitter (Hands 
On) (UBI 274)  
Designed to provide an understanding of how 
Twiitter works and how it can be used for 
professional and personal engagement, participants 
will learn:  

How to create and/or customize a Twitter profile.  
How to monitor and control privacy and security 
settings. 
How to use basic Twitter features: finding and 
following other Tweeters, sharing links, photos 
and videos; and communicating with others.  
How to use and manage hashtags (keywords) and 
lists. 
How to access Twitter from your mobile devices. 

 
Presenter:  Colleen Greene, Systems Librarian 
Date:  November 9, 2011ð10:00 a.m. - 12:00 p.m. 
 
  
 
Using LinkedIn (Hands -On) (UBI 265)  
Designed for university professionals interested in  
networking and collaborating with other 
professionals via LinkedIn or who will benefit from 
collaborative research, participants will learn:  

What is LinkedIn and how it is being used at 
CSUF. 
How to build a profile.  
How to search and connect with other 
professionals. 
How to join professional groups and benefit from 
this collaborative tool.  

 
Presenters: Jim Case, Director, Career Center; Sean 
Gil, Associate Director, Career Center  
Date: October 18, 2011ð10:00 a.m.-12.00 p.m. 
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Communication Strategies for  
Effective Collaboration (UBI 264)  
Designed for individuals who want to enrich their 
communication through a better understanding of 
group dynamics, participants will learn concepts, 
strategies and techniques for: 

Understanding factors that influence how 
individuals and groups communicate.  
Establishing effective group communication 
protocols. 
Addressing and coping with miscommunication.  
Applying strategies to improve the outcomes of 
individual and group projects.  

 
Presenters:  Helen Alexander, Graduate Learning 
Specialist, University Learning Center and Part-Time 
Lecturer, American Language Program; Gerardo 
Arellano, Graduate Learning Specialist, University 
Learning Center and Part-Time Lecturer, Chicano 
Studies 
Date: October 11, 2011ð1:30-3:00 p.m.  
 
 
 
Developing Effective Campus 
Communications  (UBI 242)  
Designed for individuals involved in announcing and 
marketing campus events, programs, conferences and 
general correspondence, participants will explore: 

A range of communication tools available for use 
in promotional efforts.  
Best practices in marketing and communications.  

 

Presenter: Jeff Cook, Associate Vice President, 
Strategic Communications 
Date: September 21, 2011ð2:30-4:00 p.m.  
March 7, 2012ð10:00-11:30 a.m. 
 
 
 
Got Finesse? Enhance Your Presentation 
Skills (UBI 240)  
Are you nervous when you speak in front of 
groups?  Do you feel those  butterflies in your 
stomach when you are presenting to a group?  Do you 
wish you had more confidence as you get called on to 
speak at the very last minute? Whether you are an 
amateur or a seasoned presenter, this interactive 
session provides insights designed to assist you in 
becoming the presenter you always wanted to be! 

Workshop content focuses on essential building 
blocks: 

Organization 
Vocal variety  
Body gestures 

 

Presenter: Emeline Yong, Assistant Dean for  
Student Affairs, Mihaylo College of Business & 
Economics 
Date:  September 29, 2011ð1:00-2:30 p.m.  
February 7, 2012ð10:00-11:30 a.m.  
 
 
 
Writing that Works (UBI 258)  
Designed for all individuals interested in enhancing 
their writing skills, participants will learn:  

How to use style and strategy to enhance writing 
skills. 
How to design well-constructed written 
documents that convey messages simply and 
effectively.   
Common grammar, punctuation, and style 
errors and how to avoid them. 
How to work smart, not hard!  

 

Presenter: Teeanna Rizkallah, Lecturer, Business 
Communication Program  
Date: September 28, 2011ð2:00 -3:30 p.m.  
 
 
 
Conflict Resolution: Dealing with Difficult 
People  (UBI 257)  
Designed to assist in addressing conflict in a calm 
and professional manner, participants will:  

Be able to describe the five conflict handling 
modes and identify their personal approach in 
situations of conflict.  
Identify strategies necessary for dealing with 
conflict situations.  
Explore approaches for breaking down conflict 
to find a workable solution.  
Learn how to resolve group and individual 
conflict.  

 
Presenter: Diane Mazzey, Graduate Advisor, 
Mihaylo College of Business & Economics 
Date: February 29, 2012ð10:00 a.m.ð12:30 p.m. 
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Effective Writing Strategies for 
Business (UBI 290)  
Designed for all individuals interested in making 
their writing more focused, clear and professional,  
participants will learn to:  

Write concise and informative emails, memos, 
letters, and reports. 
Use proper format, tone, style, and grammar. 
Apply direct and indirect writing strategies that 
effectively persuade. 
Avoid common writing pitfalls and strategies for 
speeding up the entire writing process. 

 
Presenter: Howard P. Gordon, Lecturer, Business 
Communication Program  
Dates: November 3, 2011ð1:00 - 3:00 p.m.  
March 7, 2012ð1:00 - 3:00 p.m.  
 
 
 
Interviewing for Success (UBI 288)  
Designed for individuals interested in advancing their 
careers, either in the near future or down the road, 
participants will learn:  

What to do before, during, and after an interview.  
How to showcase experience, knowledge, and 
skills during an interview.  

 
Presenter:  Elizabeth Munoz, Career Center 
Industry Specialist  
Date:  September 15, 2011ð 10:00 - 11:30 a.m. 
 
 
 
Providing Excellent Service Using 
the Fish Philosophy (UBI 291)  
Designed for all individuals seeking simple, practical 
tools to build more effective relationships and handle 
challenges more effectively, participants will learn:  

Strategies for responding to difficult individuals.  
How to handle doubt, misunderstandings and 
objections. 
How to handle inquiries and/or complaints.  
How to promote positive chemistry by 
recognizing and responding to the needs of each 
individual.  
To recognize issues from other perspectives and 
create valuable options. 
Best practices for encouraging, supporting, and 
helping co-workers, campus constituents and 
university guests. 

 

Presenters: Larry Martin, Assistant Dean, New 
Student Programs; Serena Cline, Senior Coordinator, 
New Student Programs 
Date: January 30, 2012ð 10:00-12:00pm 
 
 
 
Cross -Cultural Conflict Resolution 
(UBI 293)  
Designed to assist in developing increased knowledge 
and understanding of conflict resolution strategies 
effective in a diverse work environment, participants 
will:  

Understand five cultural dimensions in resolving 
conflicts and tension at work.  
Rec0gnize the impact of cultural differences on 
communications and conflict resolution.  
Learn how to create an environment where 
conflict and reconciliation can spark creativity, 
productivity, and strengthen work relationships.  
 

Presenter: Elahe Amani, Director, Technology 
Services 
Date: January 30, 2012ð 2:00 -4:00pm  
 
 
 
Building Your Personal Credibility 
Through Non -Verbal Communication 
(UBI 273)  
Enhance your impact and believability and gain 
deeper insight and awareness of other peopleôs 
nonverbal communication, participants will learn:  

Key nonverbal elements of any one-to-one or one
-to-many interactions, particularly in making a 
first impression.  
A new ñvocabularyò of nonverbal communication 
you can use deliberately, rather than chance, to 
draw others to you and establish your credibility.  
How to interpret the nonverbal cues of others.  

 
Presenters: Jan and Neal Larsen Palmer, the 
Communication Excellence Institute  
Date: March 7, 2012ð1:30 - 4:00 p.m.  
 
 
 
Humor ðThe Hidden Power Within  
(UBI 263)  
Humor is one of the highest forms of creativity and 
provides the ability to perceive, enjoy or express. 
Unfortunately, most of us do not use our sense of 
humorðthe hidden power within ðbecause it has 
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COMMUNICATION SKILLS WORKSHOPS 

been programmed out of us at a very early age. This 
workshop is designed for individuals interested in re -
tapping into the hidden power within ; creating more 
humor, and gaining an overall understanding of the 
uses and benefits of humor. Participants will learn:  

Different types of humor  
Uses of humor 
Benefits of humor  
How humor contributes to better health  

 
Presenter: Lee Bentley-Gonsalves, Director, Titan 
Communications  
Date: January 25, 2012ð10:00 a.m. - 12:00 p.m. 
 
 
 
Surviving Meetings (UBI 289)  
Designed for all individuals who plan, 
attend and facilitate meetings, participants will:  

Understand the value of preparation.  
Learn how to conduct and close an effective 
meeting. 
Learn how to keep a meeting on target. 
Learn how to take meeting minutes. 
Review things to do following a meeting. 

 

Presenters: Jack Bedell, Professor, College of 
Humanities & Social Sciences; Irene Matz, Associate 
Dean, College of Communications 
Date:  September 14, 2011ð1:00 - 2:00 p.m.  
 
 

Brown Bag Lunch & Learns  
 

 
Join campus peers in attending monthly 
lunch and learn sessions to view pre-selected 

webcasts offered through the American Management 
Association. Facilitated group discussion regarding 
the webcast topic, potential applications for CSUF 
and participantsô experiences  follow each webcast.  
 
See page 35 for additional information regarding 
brown bag lunch and learns.  
 
 

 
Thinking on Your Feet (Lunch & Learn 
Webcast) (UBI 901)  

Impromptu situations require different skills from 
those usually associated with making a presentation. 
Since you donôt have the time to prepare in advance, 

you need a set of tools that you can call upon at a 
momentôs noticeða sort of communication ñcheat 
sheetò stored in your brain for just such emergencies.  
Participants will learn:  

Guidelines for being able to speak impromptu 
when called upon. 
How to create a mental slide show to speak 
without notes.  
How to handle difficult questions and react 
confidently to criticism.  
What to say when introduced to someone youôve 
never met. 

 
Facilitator : Frances Teves, Director of State 
Relations and Advocacy 
Date : October 11, 2011ð12:00 p.m. - 1:30 p.m. 
 
 

 
Building Alliances (Lunch & Learn 
Webcast) (UBI 906)  

The ability to build meaningful alliances helps you 
accomplish goals for both yourself and those you 
support. Most importantly, by developing your 
networking skills youôll be better prepared to handle 
the rapid changes often taking place. Plus, youôll 
achieve credibility and influence as you learn how to 
effectively exchange resources with other key 
players . Participants will learn:  
The dos and donôts of building a strong internal 
and external network.  
How to identify and leverage your existing 
network of contacts.  
Typical barriers to building strong alliances  and 
how to overcome them.  

 
Facilitator : Rommel Hidalgo, Assistant Vice 
President of Infrastructure Services 
Date : April 11, 2012ð12:00 p.m. - 1:30 p.m. 
 
 

 
The Simple Way to Get Through to 
Difficult People (Lunch & Learn Webcast) 
(UBI 907)  

Persuasion is not about what you tell someone, but 
what you get them to tell you.  Using the powerful 
techniques learned in this session, youôll be able to 
turn the ñimpossibleò and ñunreachableò people in 
your life into allies. Participants will learn:  

Specific signs that identify the "high 
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maintenance" people in your life.  
How and why ñimpossibleò people get under your 
skin. 
Methods for effectively getting through to people 
without the fear of making it worse.  
Ways to win increased respect from others and 
confidence in dealing with difficult situations 
head on. 

 
Facilitator : Sean Gil, Associate Director, Career 
Center 
Date : May 1, 2012ð12:00 p.m. - 1:30 p.m. 
 
 

 
Voice Success for Women (Lunch & Learn 
Webcast) (UBI 908)  

This webcast for women (but men are also welcome)  
examines the female voice from its liabilities to its 
assets. Many women go through their entire lives 
frustrated and unhappy with the sound of their 
voices. The simple truth is that a womanôs voice is 
just not as strong as a manôs. Women need their own, 
unique vocal tools and skills to be heard and achieve 
greater success. Participants will learn: 

How to create a strong telephone voice that will 
demand attention.  
Five easy steps to take your voice from boring to 
dynamic. 
Simple tips to keep vocal strain at a minimum.  
How to handle accents and dialects.  
Six steps that keep your voice healthy and happy 
even when you are not. 
Ways to handle your stage fright and 
performance anxiety. 

 
Facilitator : Susan Leavy, Director, Womenôs Center 
Date : June 6, 2012ð12:00 p.m. - 1:30 p.m. 
 
 

UBI By the Book Club 
 

 
How to Win Friends and Influence People  
(By the Book Club) (UBI 603)  

The ability to read others and successfully navigate 
any social situation is critically important to those 
who want to get a job, keep a job, or simply expand 
their social network. Carnegie explains the 
fundamentals of handling people with a positive 
approach; how to make people like you and want to 
help you; and how to be the kind of leader who 
inspires quality work, increased productivity, and 

high morale. 
 
Author : Dale Carnegie 
Facilitator : Willem van der Pol, Director, Physical 
Plant 
Date : December 22, 2011ð12:00 p.m. - 1:00 p.m. 
 
 

 
Crucial Conversations: Tools for Talking 
When Stakes are High  (By the Book Club) 
(UBI 604)  

When stakes are high, opinions vary, and emotions 
run strong. You have three choices: Avoid a crucial 
conversation and suffer the consequences; handle the 
conversation badly and suffer the consequences; or 
read Crucial Conversations  and discover how to 
communicate best when it matters most. Crucial 
Conversations gives you the tools you need to step up 
to life's most difficult and important conversations, 
say what's on your mind, and achieve the positive 
resolutions you want.  
 

Author : Kerry Patterson, Joseph Grenny, Ron 
McMillan and Al Switzler  
Facilitator : Willem van der Pol, Director, Physical 
Plant 
Date : January 19, 2012ð12:00 p.m. - 1:00 p.m. 
 
 

 
Followership: How Followers are 
Creating Change and Changing Leaders 
(By the Book Club) (UBI 607)  

Followership enables us to see how people with 
relatively fewer sources of power, authority, and 
influence matter. They matter when they do 
somethingðand they matter even when they do little 
or nothing. Kellerman makes all -important 
distinctions among five different types of followers: 
Isolates, Bystanders, Participants, Activists, and 
Diehards. And she explains the significance not only 
of how they relate to their leaders, but also in how 
they relate to each other.  
 
Author : Barbara Kellerman 
Facilitator: Mark Stohs, Professor and Chair, 
Finance 
Date : April 19, 2012ð12:00 p.m. - 1:00 p.m. 
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 PROJECT MANAGEMENT SERIES 

Introduction to Project Management (UBI 
277)   
Designed for both new and experienced individuals 
responsible for successfully planning, managing, and 
delivering projects, participants will review how to:  

Define and agree upon clear project goals and 
measurable deliverables. 
Breakdown structure, determine task 
dependencies, and estimate and chart task 
durations.  
Control project progress and develop and 
implement contingency plans as necessary. 
Generate maximum team performance.  

 
Presenter: Amir D abirian, Vice President of 
Information Technology    
Date/Time: March 21,  2012ð2 :00 p.m. -4:00 p.m.  
April 25, 2012ð9:30 a.m.-11:30 a.m.   
 
 
 
 
Tools for Effective Project Management (UBI 
285)  
Designed for both new and experienced project 
managers interested adding additional tools, 
templates, and checklists to their project 
management tool kit, participants will learn how to:  

Track projects in Service-now and Microsoft 
Project. 
Create and use PERT and Gantt charts. 
Create and use project plan templates. 
Use an enterprise-wide deployment checklist and 
include all the stakeholders and end-users. 
Use SharePoint and Dropbox to share 

documentation such as plans, quotes, proposals, 
meeting notes, etc. 

 
Presenters: Amir Dabirian, Vice President of 
Information Technology    
Date/Time:  April 11, 2012ð2 :00 p.m. -4:00 p.m.  
May 23, 2012ð9:30 a.m.-11:30 a.m.   
 
 

The Workshops 

Project Management Improvement  
 
Designed for both new and experienced individuals 
responsible for successfully planning, managing, and 
delivering projects, participants will learn to:  

Apply generally accepted project management 
information and practices to manage a wide range 
of projects and achieve successful project 
outcomes 
Utilize appropriate tools, templates  and 
checklists based on project complexity, size and 
scope. 

ñA minute saved at the start is just as effective as 

one saved at the end.ò 

Anonymous  
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 LEARNING LYNDA.COM  

Learning With Your Peers 
 
Learning Lynda.com is designed for individuals who want to benefit 
from the rich library  of online training made available by the Division 
of Information Technology through Lynda.com and who prefer an 
ñaway-from -the-deskò learning environment to focus and learn new 
technology productivity skills.  

The Learning Lynda.com series provides an informal computer lab 
environment to explore this valuable resource network, share 
knowledge and collaborate with peers, ask questions and receive hands
-on assistance, and share application ideas. 

 
 

Intro to Learning Lynda.com (UBI 800)  
Participants will:  

Walk through how to access Lynda.com. 
Learn how to navigate the site. 
Discover what lynda.com offers. 
Have an opportunity to explore and ask 
questions. 

 
Dates:  
September 14, 2011ð2:00 - 3:00 p.m.  
December 6, 2011ð12:00 - 1:00 p.m. 
February 23, 2012ï 2:00 - 3:00 p.m.  
April 24, 2012ð12:00 - 1:00 p.m. 
 
 
 
Excel I ï 2007 Essential Training (UBI 801)  
Participants will:  
Learn the Ribbon/whatôs on the Ribbon. 
Explore the MS Office Button.  
See whatôs changed in 2007. 
Learn basic formatting.  
Explore printing/page setup options and scaling.  
Learn auto-sum. 

 
Dates:  
September 22, 2011ð2:00 - 3:30 p.m. 
October 21, 2011ð12:00 - 1:30 p.m. 
January 18, 2012ð2:00 - 3:30 p.m. 
May 10, 2012ð2:00 - 3:30 p.m.  
 
 
 

Excel II ï 2007 Essential Training (UBI 802)  
 Participants will:  

Learn advanced formatting.  
Learn to managing lists. 
Work with sorting/grouping.  
Explore sharing. 
Learn how to find and replace. 
Work with formulas and functions.  

 
Dates:  
November 9, 2011ð2:00 - 3:30 p.m. 
February 15, 2012ð2:00 - 3:30 p.m. 
February 17, 2012ð12:00 - 1:30 p.m. 
 
 
 
Excel III ï 2007 Essential Training (UBI 803)  
 Participants will:  

Explore advanced functions. 
Receive training in charts and pivot tables. 
Learn about macros. 

 
Dates:  
January 25, 2012ð2:00 - 3:30 p.m. 
March 13, 2012ð2:00 - 3:30 p.m. 
March 16, 2012ð12:00 - 1:30 p.m. 
 
Facilitators: Introduction to Learning 
Lynda.com, Excel I, II, & III - Suchi Patel, 
Business Analyst; Allyson Dvir, CMS Finance 
Business Analyst 
 
 

The Workshops 
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Photoshop (UBI 804)  
Participants will:  

Learn how to work with layers.  
Receive an overview of Photoshop tools. 
Explore creative effects. 

 
Dates:   
October 20, 2011ð2:00 -3:00 p.m.  
January 26, 2012ð2:00 -3:00 p.m.  
March 15, 2012ð2:00 -3:00 p.m.  
 
 
 
Microsoft Publisher I ï 2007 Essential 
Training (UBI 805)  
Participants will:  

Learn the basics of Publisher. 
Work with text and text boxes.  
Learn how to work with graphics.  
Explore formatting options.  

 
Dates:  
November 17, 2011ð2:00 -3:00 p.m.  
February 16, 2012ð2:00 -3:00 p.m.  
April 18, 2012ð2:00 -3:00 p.m.  
 
Facilitator: Photoshop and Publisher I -  
Maureen Fox, Graduate Assistant, Office of the Vice 
President for Administration & Finance  

LEARNING LYNDA.COM  
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Collaborate and Discover 
 

Peer Learning Communities provide opportunities to explore 
resources and tools while connecting with campus peers and 
discovering better ways of conducting business.  
 
Participation in a peer learning community is an excellent way 
to: 

Enhance your technical skills 
Collaborate with peers 
Share best practices 

  
Learning is an active process. Questions and topics will be 
solicited from registrants prior to the session and discussion 
topics will be selected based on registrantsô interest. 
   
Prior or continuous attendance is not required.  
 
 
 

Excel Peer Learning Community 
 
The Excel Peer Learning Community is designed for individuals who either use or would like to use Excel. 
Participants will discuss and share information regarding the functionality and use of Excel. This is an 
opportunity to ask questions, understand practical uses of Excel in a higher education environment, and 
improve business processes and practices.  
 
Sessions will be conducted in a computer lab to enable hands-on experience with Excel. 
 
Facilitators: Suchi Patel, Business Analyst; Allyson Dvir, CMS Finance Business Analyst; Greg Sweet, Tax 
Compliance Manager; Dana Pape, HR Confidential Assistant 
Dates:  On-going from 9:00 a.m. ï 10:00 a.m. the last Tuesday each month: 
 
 September 27, 2011; October 25, 2011; November 29, 2011; January 25, 2012; February 29, 2012;   
               March 28, 2012; April 25, 2012; May 30, 2012; June 27, 2012 
 
  
    
 

iPad Peer Learning Community 
 
The iPad Learning Community is designed for individuals currently using the iPad as a business tool. 
Participants will discuss and share information regarding apps and accessories that enhance productivity and 
collaborate and learn from peers on maximizing the use of the iPad as an efficiency and communication tool.  
 
Facilitators: Suchi Patel, Business Analyst; Melissa Dominguez, Online Training and Development Analyst; 
Barbara Scarpa, Lead Analyst/Programmer 
Dates:  On-going from 2:00 -3:00 p.m. the third Wednesday of each month beginning in October:  
 
 October 19, 2011; November 16, 2011; January 18, 2012; February 15, 2012; March 21, 2012;  
             April 18, 2012; May 16, 2012; June 20, 2012 
 
  

PEER LEARNING COMMUNITIES  
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Event Planning 101 (UBI 251)  
Whether you are hosting an event for 500 or a small 
departmental retreat, the planning process is the 
same. Event planning requires organization, 
coordination, decision -making, time management, 
and just making sure all the pieces of the event puzzle 
come together. Participants will learn the basic steps 
and some helpful tips for coordinating a successful 
event.  
 
Presenters: Stefanie Light,  Senior Director of 
Major Events;  Torria Davis, Associate Director of 
Major Events  
Date: October 13, 2011ð10:00-11:30 a.m. 
May 8, 2012ð2:00 -3:30 p.m. 
 
 
iPhone Fundamentals (UBI 267)  
Designed for new and intermediate iPhone 
3 and 4 users who want to better understand Apple 
technology and increase the efficiency of their smart 
phones, participants will:  

Explore  iPhone settings. 
Learn tips to protect your iPhone.  
Discover essential and helpful Apps. 

There will be a question-and-answer session 
following the overview.  
 
Presenter:  Maureen Fox, Graduate Assistant, Vice 
President for Administration & Finance Office  
Date:  Thursday, September 22, 2011 ï 2:00 - 3:00 
p.m. 
 

Brown Bag Lunch & Learns  

 
Do More Great Work: How to Increase 
Your Time, Space, and Courage  (Lunch & 
Learn Webcast) (UBI 903)  

You spend half of our waking hours at work and want 
your work to make an impact and have a purpose 
beyond collecting a salary. This session explores a 
number of tools that help us focus on what matters, 
feel more engaged, and find more meaning in life. 
Participants will learn:  

The difference between great work and good 
work.    
How to pinpoint clues to your own great work.  
Ways to tap into your inner courage.  
How to balance the competing demands of your 
life.  

How to find the sweet spot between the work you 
want to do and the work you have to do.  

 
Facilitator : Laura Gil-Trejo, Acting Director, Social 
Science Research (RSSC) 
Date : January 10, 2012ð12:00-1:30 p.m.  
 

 

Workarounds That Work: Getting Things 
Done with Whatever It Takes (Lunch & 
Learn Webcast) (UBI 904)  

This session explains the art of the work-around: a 
method for accomplishing a task or goal when the 
normal process isn't producing the desired results.  
Work -arounds help break through the tasks and 
systems that keep you from the important stuff. They 
even help bring lasting change by doing away with 
frustrating inefficiencies once and for all. Participants 
will learn:  

When and how to use a battle-tested four-step 
work-around process.  
Ways to get past the three most common 
challenges youôll face.  
How to reframe issues to gain help and support  
What steps to take when you experience 
resistance to your work-around.  
Approaches for evaluating and choosing your 
best options to achieving a goal.  

 
Facilitators : Spence Colman, Project Manager, 
Physical Plant; Mark Stohs, Professor and Chair of 
Finance 
Date : February 8, 2012ð12:00-1:30 p.m.  
 

 

Mastering the Art of Working for Multiple 
Bosses (Lunch & Learn Webcast) (UBI 
905)  

This session focuses on how to deal with more than 
one boss by helping you manage your workload, 
different personalities and expectations and your 
sanity while getting results on the job.  Participants 
will learn:  

Strategies for handling specific boss types.  
Ways to identify, acknowledge and. 
accommodate boss preferences and differences  
Guidelines for chunking and clustering your 
tasks to maximize your productivity.  
How to initiate discussions with your bosses to 
clarify your role and manage their expectations 
on an ongoing basis.  

The Workshops 
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Facilitators: Aimee Nelson, Assistant Dean for 
Student Affairs, College of Education; Andi Sims, 
Assistant Dean, Student Affairs 
Date : March 6, 2012ð12:00-1:30 p.m.  
 
 

UBI By the Book Club 
 

 

First Break All the Rules: What the 
Worldôs Greatest Managers Do 
Differently  (By the Book Club) (UBI 601)  

The greatest managers in the world seem to have 
little in common. They differ in sex, age, and race. 
They employ vastly different styles and focus on 
different goals. Yet, despite their differences, great 
managers share one common trait: They do not 
hesitate to break virtually every rule held sacred by 
conventional wisdom. They do not believe that, with 
enough training, a person can achieve anything he 
sets his mind to. They do not try to help people 
overcome their weaknesses. They consistently 
disregard the golden rule. And, yes, they even play 
favorites. This amazing book explains why.  
 
Author : Marcus Buckingham and Curt Coffman 
Facilitator: Elizabeth Housewright, Associate 
University, Librarian  
Date : October 20, 2011ð12:00-1:00 p.m. 
 

 
Execution: The Discipline of Getting 
Things Done  (By the Book Club) (UBI 
602)  

The book that shows how to get the job done and 
deliver results . . . whether youôre running an entire 
company or in your first management job.  
 
Author : Larry Bossidy, Charles Burck and Ram 
Charan 
Facilitator: Willem van der Pol, Director, Physical 
Plant 
Date : November 17, 2011ð12:00-1:00 p.m. 
 

 
Six Thinking Hats  (By the Book Club) 
(UBI 605)  

Six Thinking Hats can help you think betterðwith its 
practical and uniquely positive approach to making 
decisions and exploring new ideas.  Through case 
studies and real-life examples, Dr. De Bono reveals 

the often surprising ways in which deliberate role -
playing can make you a better thinker.  
 
Author : Edward De Bono 
Facilitator: Willem van der Pol, Director, Physical 
Plant 
Date : February 16, 2012ð12:00-1:00 p.m. 
 

 
The One Minute Manager  (By the Book 
Club) (UBI 606)  

For more than twenty years, millions of managers in 
Fortune 500 companies and small businesses 
nationwide have followed The One Minute Manager's 
techniques, thus increasing their productivity, job 
satisfaction, and personal prosperity. These very real 
results were achieved through learning the 
management techniques that spell profitability for 
the organization and its employees. The One Minute 
Manager  is a concise, easily read story that reveals 
three very practical secrets: One Minute Goals, One 
Minute Praise, and One Minute Reprimands.  
 
Author : Kenneth Blanchard and Spencer Johnson 
Facilitator: Mark Stohs, Professor and Chair, 
Finance 
Date : March 15, 2012ð12:00-1:00 p.m. 
 

 
Rethinking Leadership in a Complex, 
Multicultural, and Global Environment: 
New Concepts and Models for Higher  

        Education  (By the Book Club) (UBI 609)  
The complexity of the decisions that todayôs higher 
education leaders faceðas they engage with a 
diversifying student body, globalization and 
technological advancesðrequires embracing new 
ways of thinking about leadership. This book 
examines the new theories and concepts of leadership 
that are described in the multidisciplinary literature 
on leadership and are being applied in other sectorsð
from government to the non -profit and business 
communitiesðto explore the implications for leaders 
and leadership programs in higher education.  
 
Author : Adriana Kezar 
Facilitator: Mark Stohs, Professor and Chair, 
Finance 
Date : May 17, 2012ð12:00-1:00 p.m. 
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Campus Health & Safety Requirements 
(CWB0001)  
Designated as a required class for all faculty, staff, 
managers and student assistants, this workshop is 
intended to increase awareness 
and promote the safety and 
health of faculty, staff, and 
students, participants will learn 
how to create a safe working  
environment and the basics for:  

Injury prevention  
Emergency preparedness 
Fire safety 
Hazard communication  

 

Presenter: Cari Elofson, Safety 
Training and Development  
Date: August 18, 2011ð9:00 -
11:00 a.m.   
September 30, 2011ð2:00 -4:00 
p.m.   
October 26, 2011ð9:00 -11:00 
a.m.   
November 29, 2011ð2:00 -4:00 
p.m.   
December 21, 2011ð2:00 -4:00 p.m.   
January 26, 2012ð9:00 -11:00 a.m.   
February 24, 2012ð1:00-3:00 p.m.   
March 20, 2012ð2:00 -4:00 p.m.   
April 27, 2012ð9:00 -11:00 a.m.   
May 25, 2012ð1:00-3:00 p.m.   
June 18, 2012ð2:00 -4:00 p.m.   
July 19, 2012ð2:00 -4:00 p.m.   
 
 
 
 
 
 
 
 

 
 
Emergency Preparedness: Donôt Run Out the 
Door Screaming (UBI 247)     
Preparing for disasters and emergencies should really 
not be fun, but with the right attitude, good music, 

and a willingness to accept the 
inevitable, it just might 
be.  Preparing for ñthe Big One,ò 
whatever that may be, is possibly 
the single most important thing 
a person does, especially in 
southern 
California.   Participants will 
learn that disasters donôt have to 
be complete disasters if everyone 
knows what to do when the 
unthinkable strikes.  
In this class, participants will 
learn: 
How to prepare for emergencies 

personally, at work, at home, 
and in your car. 
What to put in your emergency 

first aid kits.  
How the campus emergency 

management system works. 
Why evacuation and shelter- in-places drills are 
so important.  
Who will the one most likely to rescue you in a 
disaster. 

 

Presenter: Sue Fisher, Emergency Management 
Coordinator  
Date:  October 13, 2011ð2:00 -3:00 p.m.  
April 24, 2012ð10:00-11:00 a.m.  

The Workshops 
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    contributing factors.  
Learn tools for managing stress. 
Understand how to focus and concentrate. 
Participate in a relaxation exercise. 
Learn how to apply these strategies in the 
workplace. 

 
Presenter:  Jen Schumacher, Sports Psychology 
Consultant (CSUF Alumna)  
Dates: October 12, 2011ð3:00 -4:00 p.m.  
February 22, 2012ð3:00 -4:00 p.m.  
 
 
 
Vision and Goal Setting (UBI 266)  
Designed for those interested in 
learning more about setting goals and developing a 
means to achieve those goals, participants will learn: 

How to evaluate goals. 
How to explain organizational vision.  
How to use goals and vision for success. 

 
Presenter: Aimee Nelson, Assistant Dean for Student 
Affairs  
Dates: October 19, 2011ð2:00 -3:00 p.m.  
March 6, 2012ð10:00-11:00 a.m. 
 
 
 

Active Lifestyle Tips: Exercise and 
Nutrition (UBI 280)  
Participants will:  

Learn why nutrition is important.  
Understand how to evaluate food choice and eat 
properly.  
Practice stretches to relieve tension that can be done 
at your desk. 
How to exercise properly. 

 
Presenters: Caitlin Jennings, Class Leader, Employee 
Wellness Center; Nicole Moyen, Certified Personal 
Trainer  
Date:  November 2, 2011ð3:00 - 4:00 p.m.  
 
 
 
What Are Your Strengths? (UBI  281)  
Designed for all individuals interested in 
uncovering their natural talents and strengths using the 
Strengthfinder assessment tool first introduced by 
Gallop in 2001., participants will:  

Complete an online strengthfinder assessment prior 

Caring for the Caregiver: Strategies for 
Balance & Wellness (UBI 250)  
Self-care is essential for health, and must come first. 
Health is always about balance, and setting healthy 
boundaries is how one achieves balance. Participants 
will learn:  

Eight Domains for Self-Care:  Physical, Mental, 
Emotional,   Spiritual, Social, Financial, 
Recreational & Vocational. 
Resources to help you take care of yourself. 
Technologies that may help you in your care 
giving. 
Loving-Kindness Meditation.  

 

Presenter: Mary Read, Director of Clinical Training, 
Department of Counseling 
Date: May 2, 2012ð2:00 -4:00 p.m.   
 
 
 

Identity Theft (UBI 249)  
Participants will learn:  

Definition of Identity Theft.  
How criminals steal your personal information.  
Tips to minimize risk.  
What to do if you become a victim. 

 

Presenter: Paul McClain, University Police 
Dates:  November 10, 2011ð2:00 -4:00 p.m.  
April 19, 2012ð10:00 a.m. - noon 
 
 
 

Personal Financial Planning 101 (UBI 248)  
Designed for individuals interested in finding the key 
to financial success and learning how to manage 
personal finances, participants will learn about:  

Leverage 
Asset allocation 
Risk management 
Estate planning 

 

Presenter: Don Crane, Professor, Mihaylo College of 
Business & Economics 
Dates:  October 26, 2011ð2:00 -3:30 p.m.  
February 29, 2012ð2:00 -3:30 p.m. 
 
 
 

Stress Management and Relaxation  
Techniques (UBI 254)  
Participants will:  

Understand stressors, manifestations, and  
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    to the workshop. 
Identify their individual strengths.  
Learn how to build on strengths to realize success 
Receive a copy of the book, Strengthfinder 2.0 by 
Tom Rath. 

 
Presenter: Susan Leavy, Director, Womenôs Center 
Date:  December 8, 2012ð10:00 a.m.ð12:00 p.m. 
 
 

Brown Bag Lunch & Learns  
 
The Happiness Advantage: Linking Positive 
Mindset to Success (Lunch & Learn 
Webcast) (UBI 900)  

Recent discoveries have shown happiness fuels success, 
not the other way around. A decade of research shows 
that training your brain to be positive at work actually 
fuels greater success. In fact, 75% of job success is 
predicted not by intelligence, but by your optimism, 
social support network and the ability to manage 
energy and stress in a positive way.  Participants will 
learn: 

Ways to train your brain to be happy 
How to practice happiness to create lasting 
positive change 

 
Facilitator : Lillybeth Sasis, Assistant Director, Center 
for Careers in Teaching 
Date : September 20, 2011ð12:00-1:30 p.m.  
 
 

 

The 8th Habit: New Paradigm for 
Leadership (Lunch & Learn Webcast) ( UBI 
902)  

 The crucial challenge of our world today is this: to find 
your voice and inspire others to find theirs. In order to 
access higher levels of human genius and motivation, 
you need a sea change in thinking: a new mind-set, a 
new skill -set, a new tool-setðin short, a whole new 
habit. Participants will learn:  

Discover how to express their voices, vision, 
discipline, passion and conscience  
Connect trust to the core of leadership  
Bridge the gap between effectiveness and greatness  
Construct and communicate vision and motivate 
others to execute on that vision  

 
Facilitator : Julie Stokes, Chair,  Afro-Ethnic Studies 
Date : November 2, 2011ð12:00-1:30 p.m.  

UBI By the Book Club  
 

 
Who Moved My Cheese? (By the Book 
Club) (UBI 600)  

This is a brief tale of two mice and two humans who 
live in a maze and one day are faced with change: 
someone moves their cheese. Reactions vary from 
quick adjustment to waiting for the situation to change 
by itself to suit their needs. This story is about 
adjusting attitudes toward change in life, especially at 
work. Change occurs whether a person is ready or not, 
but the author affirms that it can be positive.  
 
Author : Spencer Johnson and Kenneth Blanchard 
Facilitator: Elizabeth Housewright, Associate 
University, Librarian  
Date : September 15, 2011ð12:00-1:00 p.m. 
 
 

 
The Art of War  (By the Book Club) (UBI 
608)  

The Art of War was written more than 2,500 years 
ago. Originally a text for victory on the battlefield, the 
book has vastly transcended its original purpose. Here 
is a seminal work on the philosophy of successful 
leadership that is as applicable to contemporary 
business as it is to war. Today many leading American 
business schools use the text as required reading for 
aspiring managers.  
 
Author : Sun Tzu 
Facilitator : Naomi Goodwin, Associate Vice 
President for Administration & Finance  
Date : June 28, 2012ð12:00-1:00 p.m. 
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Monthly brown bag lunch and learns provide additional opportunities 
for individuals from across campus to:  
 

View pre-selected webcasts regarding important skills and competencies in 
a casual, relaxed group setting 
Engage in stimulating discussion regarding application and 
implementation opportunities, participant experiences, potential 
collaboration, etc.  

 

Webcasts below are offered through the American Management Association. 
Group discussion will be facilitated by Leadership Development Program 
alumni volunteers identified below:.  
 
Discussion will be held from 12:00 - 1:30 p.m. on the dates indicated below. 

 

The Webcasts 
Communication  

Skills 

Productivity  

Enhancement 

Personal Development 

& Wellness 
LEGEND 

Webcast Title  Date  Facilitator  

The Happiness Advantage: Linking Positive 
Mindset to Success ( UBI 900)  

September 20, 2011 Lillybeth Sasis, Asst. Director, Center 

for Careers in Teaching 

Thinking on Your Feet ( UBI 901) October 11, 2011 Frances Teves, Director of State 

Relations and Advocacy 

The 8th Habit: New Paradigm for 
Leadership ( UBI 902)  

November 2, 2011 Julie Stokes, Chair,  

Afro -Ethnic Studies 

Do More Great Work: How to Increase 

Your Time, Space, and Courage ( UBI 903)  

January 10, 2012 Laura Gil-Trejo, Acting Director/Social 

Science Research Center 

Workarounds That Work: Getting Things 

Done with Whatever It Takes ( UBI 904)  

February 8, 2012 Spence Colman, Project Manager, 

Physical Plant; Mark Stohs, Professor 

and Chair of Finance 

Mastering the Art of Working for Multiple 

Bosses ( UBI 905)  

March 6, 2012 Aimee Nelson, Asst. Dean for Student 

Affairs, College of Education; Andi 

Sims, Asst. Dean, Student Affairs 

Building Alliances  (UBI 906)  April 11, 2012 Rommel Hidalgo, Asst. Vice President 

of Infrastructure Services 

The Simple Way to Get Through to Difficult 

People ( UBI 907)  

May 1, 2012 Sean Gil, Assoc. Director Career Center 

Voice Success for Women ( UBI 908)  June 6, 2012 Susan Leavy, Acting Director, Women's 

Center 

BROWN BAG -LUNCH & LEARNS  

Lunch & Learn Webcasts  
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A time to read, learn, grow, and share! 
 

 
Join colleagues from across campus in discussing books 
related to communication, motivation, performance, and 
personal and professional development.  All campus 
individuals are invited to participate when the featured 
book is of interest.  
 
Discussions will be held from 12:00 - 1:00 p.m. on the dates 
indicated below. 

 

The Books 

Book Title  Date  Author  

  
Who Moved My Cheese (UBI 600)  September 15, 2011 

Spencer Johnson; Kenneth 
Blanchard 

  

First Break All the Rules: What the Worldôs Greatest 

Managers Do Differently (UBI 601)  
October 20, 2011 

Marcus Buckingham; Curt 
Coffman  

  

Execution: The Discipline of Getting Things Done 
(UBI 602)  

November 17, 2011 
Larry Bossidy;  

Charles Burck; Ram Charan 

  
How to Win Friends and Influence People  (UBI 603)  December 22, 2011 Dale Carnegie 

  

Crucial Conversations: Tools for Talking When 
Stakes are High  (UBI 604)  

January 19, 2012 
Kerry Patterson; Joseph 

Grenny;  
Ron McMillan; Al Switzler  

  
Six Thinking Hats  (UBI 605)  February 16, 2012 Edward De Bono 

  
The One Minute Manager (UBI 606)  March 15, 2012 

Kenneth Blanchard; Spencer 
Johnson 

  

Followership: How Followers are Creating Change 

and Changing Leaders  (UBI 607)  
April 19, 2012 Barbara Kellerman 

 

 
Rethinking Leadership in a Complex, Multicultural, 
and Global Environment: New Concepts and Models 

for Higher Education (UBI 609)  
 

May 17, 2012 Adriana Kezar 

  
The Art of War (UBI 608)  June 28, 2012 Sun Tzu 

Communication  

Skills 

Productivity  

Enhancement 

Personal Development 

& Wellness 
LEGEND 

UBI BOOK CLUB  

2011ð2012 Catalog 

By The Book  
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Registration for UBI workshops and programs is coordinated through the Employee Training Center, which can be 

accessed via two different methods: via the university training & development web page (http://training.fullerton.edu ); 

or by logging into the campus portal from the CSUF homepage (http://www.fullerton.edu ). 

 

A. To Login via the University Training & Development Web Page:  

1. From the university training & development webpage: http://training.fullerton.edu , click on the University 

Business Institute link located under Class Schedule in the top right of the screen 

2. When directed, log into the faculty/staff portal using your campus username and password  

3. The Employee Training Center will open automatically.  

 

Follow the instructions in Section C below to locate and register for a UBI workshop 

 

 

B. To Login via the Campus Portal:  

1. From the CSUF home page: http://www.fullerton.edu , log into the faculty/staff portal, using your campus 

username and password. 

2. Click on the Training tab* located in the top menu bar  

3. Click on the University Business Institute located under Class Registration in the left menu bar 

4. The Employee Training Center will open automatically in a new window  

 

Follow the instructions in Section C below to register for a UBI workshop  

 

 

C. To Register for a UBI Workshop:  

1. From the Employee Training Center, select the General Calendar  link  on the left menu bar  

2. Utilize icons located at the top left to select and toggle between schedule view options (calendar view or listing 

view) 

3.   Click on the title of the  UBI workshop for which you would like to register.  

4.     Click on the Register button. 

 

Follow the instructions provided to add the UBI workshop to your Outlook Calendar  

 

 

 

 

 

    
 
*If you do not see the Training tab listed in the faculty/staff portal:  

At the top of the faculty/staff portal, click on the Profile tab.  

Make sure the Training tab has a checked box next to it.  

Click on the Update button.  

Click on the Refresh/Review Tabs button to refresh the portal tabs. 

If you are unable to activate the training tab or have questions regarding the faculty/staff portal, contact the Campus Help Desk at 

extension 7777. 

 HOW TO REGISTER FOR WORKSHOPS  

Please contact the Employee Training Center  

via email: employeetrainingcenter@fullerton.edu   or telephone: 657-278-2064 additional  assistance. 

Registration  

www.fullerton.edu/UBI                                                           To register, see ñHow to Register for a Workshopò on page 32 

32 

2011ð2012 Catalog 

http://training.fullerton.edu
http://www.fullerton.edu
http://training.fullerton.edu
http://www.fullerton.edu
mailto:employeetrainingcenter@fullerton.edu


Dear Presenters:  
 

Thank you for graciously volunteering your time and energy to develop and deliver workshops for the 

University Business Institute.   

 

Yours truly,  

UBI team  

Academic Affairs  
Helen Alexander, Graduate Learning Specialist, University Learning Center and Part-Time Lecturer, 
American Language Program 
Gerardo Arellano, Graduate Learning Specialist, University Learning Center and part -Time Lecturer, 
Chicano Studies 
Jack Bedell, Professor, College of Humanities & Social Sciences 
Lee Bentley-Gonsalves, Director, Titan Communications  
Gerald Bryant, Director, McNair Scholars Program  
Don Crane,  Professor, Mihaylo College of Business & Economics 
Ruth Edwards-Yopp, Professor, College of Education 
Laura Gil-Trejo, Acting Director, Social Science Research Center 
Howard P. Gordon, Lecturer, Business Communication Program, Mihaylo College of Business & 
Economics 
Colleen Greene, Systems Librarian 
Andrea Guillaume, Professor, College of Education 
Elizabeth Housewright, Associate University Librarian  
Caitlin Jennings, Class Leader, Employee Wellness Center 
Lisa Kopecky,  Assistant Vice President for Academic Operations & Finance  
Irene Matz, Associate Dean, College of Communications 
Diane Mazzey, Graduate Advisor, Mihaylo College of Business & Economics 
Lori Muse, Professor, Mihaylo College of Business & Economics 
Mary Read, Director of Clinical Training, Department of Counseling  
Teeanna Rizkallah, Lecturer, Business Communication Program, Mihaylo College of Business & 
Economics 
Dennis Robinson, Director, Distance Education & Information Technology  
Lillybeth Sasis, Assistant Director, Center for Careers in Teaching 
Deanna Shoop, Associate Director of MBA Programs 
Mark Stohs, Professor and Chair, Finance 
Julie Stokes, Chair, Afro-Ethnic Studies 

 
Administration & Finance  

Welson Badal, Director Administration and Finance IT  
Bill Barrett, Associate Vice President/Interim Director of Human Resources  
Alisha Brown, Workerôs Compensation Manager 
Liz Castello, Labor Relations Manager 
Lynn Cayas, Senior Accounting Lead 

 A SPECIAL THANKS TO UBI PRESENTERS & FACILITATORS  

Our Presenters 
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Spence Colman, Project Manager, Physical Plant 
Melissa Dominguez, Online Development and Training Analyst  
Allyson Dvir, CMS Finance Business Analyst  
Cari Elofson, Safety Training and Development 
Sue Fisher, Emergency Management Coordinator  
Maureen Fox, Graduate Assistant, Office of the Vice President for Administration & Finance 
Roy Gonzales, Manager, Human Resource and Organizational Development, Physical Plant 
MariaLucia Gonzalez, Compensation and Classification Manager 
Silvia Gonzalez,  Records and Information Program Specialist 
Naomi Goodwin, Associate Vice President for Administration & Finance  
Laleh Graylee, Director of Analysis and Decision Support 
Don Green, Director, Contracts & Procurement 
Debbie Hagman, Travel Specialist 
Gwen Hooks,  Position Management Subject Matter Expert  
Laura Hultman, Senior Financial Reporting Lead  
Brian Jenkins, Associate Vice President of Finance 
Denise Johnson, Director, HR Operations 
Paul McClain, University Police 
Phenicia McCullough, Employment Manager  
Elda Moreno, Benefits Manager 
Dana Pape, HR Confidential Assistant 
Suchi Patel, AFIT Business Analyst  
Michael Pruitt, Procurement Programs Specialist  
Barbara Scarpa, Lead Analyst/Programmer 
Sarah Song, Director, Budget Planning and Administration   
Greg Sweet, University Tax Compliance Manager 
Mary Ann Torres, Director of Accounts Payable 
Willem van der Pol, Director, Physical Plant  
Cathy Wilson, Compensation Specialist 
May Wong, Executive Assistant to the Associate Vice President of Finance 
Sally Yassine, Contracts & Procurement Associate Director   
Steven Yim, University Controller  

 
Auxiliary Services Corporation  

Denise Bell, Administrator, ASC Sponsored Programs 
Judy Goberdhan, ASC Accounts Payable Supervisor 
Tariq Marji, ASC Chief Financial Officer  
Tanya Thompson, Associate Director, ASC Sponsored Programs 

 
Information Technology  

Lori Arthur, CMS Documentation and Training  Specialist  
Amir, Dabirian, Vice President for Information Technology  
Rommel Hidalgo, Assistant Vice President of Infrastructure Services 

 
Presidentôs Office 

Monique Shay, University Council  
Frances Teves, Director of State Relations and Advocacy 

 
Student Affairs  

A SPECIAL THANKS TO UBI PRESENTERS & FACILITATORS  
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Elahe Amani, Director, Technology Services, Student Affairs 
Gerald Bryant, Director, McNair Scholars Program  
Jim Case, Director, Career Center  
Serena Cline, Senior Coordinator, New Student Programs 
Sean Gil, Associate Director, Career Center 
Jean Hotta, International Student Advisor, Office of International Education & Exchange  
Susan Leavy, Director, Womenôs Center 
Larry Martin, Associate Dean, New Student Programs 
Nicole Moyen, Certified Personal Trainer  
Elizabeth Munoz, Career Center Industry Specialist 
Aimee Nelson, Assistant Dean, College of Education 
Sandra Rhoten, Associate Dean for Judicial Affairs 
Victor Rojas, Project Manager, Special Projects 
Andi Sims, Assistant Dean, College of the Arts 
Lay Tuan Tan, Director, Office of International Education & Exchange  
Sharnette Underdue, Associate Director of  Housing & Residence Life 
Emeline Yong, Assistant Dean for  Student Affairs, Mihaylo College of Business & Economics 

 
University Advancement  

Jeffrey Cook, Associate Vice President, Strategic Communications 
Torria Davis, Associate Director of Major Events  
Stefanie Light, Senior Director of Major Events  

 
Outside Organizations  

Nicole Moyen, Certified Personal Trainer  
Jen Schumacher, Sports Psychology Consultant (CSUF Alumna)  
Jan and Neal Larsen Palmer, Communications Excellence Institute 

 
 
 

 
 
 

Patricia Balderas, Business Manager, College of Humanities & Social Sciences 
Bill Barrett, Associate Vice President for Administration  
Jeffrey Cook, Associate Vice President, University Advancement 
Pam Drummond; Director, IT Finance, HR and Communication; Information Technology  
Roy Gonzales; Manager, Human Resources and Organizational Development; Physical Plant 
Naomi Goodwin, Associate Vice President for Administration & Finance  
Laleh Graylee, Director of Analysis and Decision Support, Administration & Finance  
Elizabeth Housewright, Associate University Librarian  
Vennita Jackson, Financial Manager, Presidentôs Office 
Rachel Lynch, Associate Budget Analyst, Student Affairs 
Davida Hopkins -Parham, Executive Assistant to the Vice President for Academic Affairs 
Marci Payne; Director, Planning Initiatives; Information Technology  
Marian Sherman, Organizational Development Analyst, Administration &  Finance  
May Wong, Executive Assistant to the Associate Vice President of Finance, Administration & 
Finance 

A SPECIAL THANKS TO UBI PRESENTERS & FACILITATORS  

UBI Advisory Board  
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Mon Tue Wed Thu Fri  

   1 2   

5 6 7  8  9 

12 
Presidential 

Directive 11 

(UBI 229)  

10:00 - 11:30 

am 

13 Understanding the 

State, CSU and CSUF 

Budget Processes (UBI 

205)  
10:00-11:00 am 
  

 

14 P-Card Reconciliation 

Training (UBI 230)  

10:00-11:00 am 
 

Surviving Meetings (UBI 289)  

1:00 - 2:00 pm 
 
 

Workerôs Compensation Polices 

& Procedures: An Overview (UBI 

201)  

2:30-3:30 pm 

 

Introduction to Learning 

Lynda.com (UBI 800)  

2:00 - 3:00 pm 

15 Interviewing for Success (UBI 

288)  

10:00 - 11:30 am 

 

UBI By the Book Club 

Noon - 1:00 pm 

 

Presidential Directive 11 (UBI 229)  

2:00 - 3:30 pm 

16  

19 
Presidential 

Directive 11 

(UBI 229)  

10:00 - 11:30 

am 

20 Understanding 

Staffing Strategies and 

Appointment Options 

(UBI 282)  

10:00 am - 12:00 pm 

 

Brown Bag Lunch & 

Learn (UBI 900)  

12:00 - 1:30 pm 

21 Introduction to Campus 

Travel (UBI 100)  

9:30-11:30 am 
 

Developing Effective Campus 

Communications (UBI 242)  

2:30-4:00 pm 

 

22 Social Media: Applications for 

Higher Education Professionals 

(UBI 243)  

10:00  am - 12:00 pm 

 

iPhone Fundamentals (UBI 267)  

2:00 - 3:00 pm 

 

Excel Ið2007 Essential Training 

Webcast (UBI 801)  

2:00 - 3:30 pm 

23 

26  
 

27 Excel Peer Learning 

Community (UBI 700)  

9:00 - 10:00 am 

28 Conflict Resolution (UBI 257)  

10:00-11:30 am 

 

Presidential Directive 11 (UBI 

229)  

10:00 - 11:30 am 

 

Writing that Works (UBI 258)  

2:00-3:30 pm 

29 Maximizing the Student 

Employment Experience (UBI 237) 

10:00 am - 12:00 pm 

 

Got Finesse? Enhancing Your 

Presentation Skills (UBI 240)  

1:00ï 2:30 pm 

 

Presidential Directive 11 (UBI 229)  

3:00 - 4:30 pm 

 

 

 

 

30 Health 

and Safety 

(CWB0001)  

2:00-4:00 pm 

September 2011 

CALENDARS ð FALL 2011  

Calendars  
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Mon Tue Wed Thu Fri  

3 
 

4 Presidential Directive 11 

(UBI 229)  

10:00-11:30 am 

  
How Staff Classification & 

Compensation Works (UBI 

219)  

2:00-4:00 pm 

5 Millenials in the Workplace 

(UBI 246)  

10:00-11:30 am 
 

Cross-Cultural Dialogues in the 

Workplace (UBI 262)  

2:00-3:30 pm 

6 Introduction to Budget & 

Account Management 

Principles and Practicesð

PART B (UBI 211)  

10:00-11:30 am 
 

 

7 Individual 

Facebook 

Profiles (UBI 

260)  

10:00 a.m. - 12:00 

pm 

10 11 Projecting and 

Managing Faculty Funds 

(UBI 207)  

10:00-11:00 am 

 

Brown Bag Lunch & Learn 

(UBI 901) 

12:00 - 1:30 pm 

 

Communication Strategies 

for Effective Collaboration 

(UBI 264)  

1:30-3:00 pm 

12 Campus Travel 

ProceduresðRefresher (UBI 

101)  

9:30-11:30 am 
 

Stress Management & 

Relaxation (UBI 254)  

3:00-4:00 pm 

13 Event Planning (UBI 251)  

10:00-11:30 am 

 

Getting Started with 

Professional Facebook Pages 

(UBI 261)  

1:00 - 3:00 pm 

 

Understanding Student 

Positions and Student Task 

Profiles (UBI 279)  

2:00-3:00 pm 

 

Emergency Preparedness 

UBI 247)  

2:00-3:00 pm 

14 

17 18 Using LINKEDIN (UBI 

265)  

10:00 am - 12:00 pm 

 

How to Conduct Behavior-

Based Interviews (UBI 283)  

10:00 am - 12:00 pm 

 

Dealing with Challenging 

Student Situations (UBI 

245)  

2:00-3:30 pm  

19 Vision and Goal Setting (UBI 

266)  

2:00-3:00 pm 

 

iPad Peer Learning Community 

(UBI 701)  

2:00 - 3:00 pm 

 

 

20 P-Card Policies and 

Procedures (UBI 269)  

9:00-10:00 am 

 

UBI By the Book Club (UBI 

601)  
12:00 - 1:00 pm 

 

Photoshop Webcast (UBI 

804)  

2:00 - 3:00 pm 

21 Excel Ið

2007 Essential 

Training (UBI 

801)  

12:00 - 1:30 pm 

24 25 Excel Peer Learning 

Community (UBI 700)  

9:00 - 10:00 am 

26 Managing Trust Funds(UBI 

228)  

10:00-11:30 am 
 

Health and Safety (CWB0001)  

9:00-11:00 am 

 

Personal Financial Planning 101 

(UBI 248)  

27  28 

31     

October 2011 

CALENDARS ð FALL 2011  
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Mon Tue Wed Thu Fri  

 1 2 Brown Bag Lunch & 

Learn (UBI 902) 

12:00 - 1:30 pm 

 

Active Lifestyle Tips: 

Exercise and Nutrition 

(UBI 280)  

3:00-4:30 pm 

3 Effective Writing 

Strategies for Business 

(UBI 290)  

1:00 - 3:00 pm 

4    

7 8 Business Services Partners 

Roundtable (UBI 253)  

10:00 am - 12:00 pm 

 

Beyond the Basics with 

Professional Facebook Pages 

(UBI 270)  

10:00 a.m. - 12:00 pm 
 

Understanding Leave Options 

(UBI 212)  

2:00-4:00 pm 

9 Getting Started with 

Twitter (UBI 274)  

10:00 am -12:00 pm 

 

Excel IIð2007 Essential 

Training (UBI 802)  

2:00 - 3:30 pm 

10 Recruiting and 

Hiring Great Staff (UBI 

213)  

10:00 am -12:00 pm 
 

Identity Theft 101 (UBI 

249)  

2:00-4:00 pm 

11 

14 15 16 Introduction to 

Campus Travel (UBI 100)  

9:30-11:30 am 

 

Train the Trainer Part 1 

(UBI 256)  

2:00 - 4:00 pm 

 

iPad Peer Learning 

Community (UBI 701)  

2:00 - 3:00 pm 

17 UBI By the Book 

Club (UBI 602) 

12:00 - 1:00 pm 
 
Microsoft Publisher I

(UBI 805)  

2:00 - 3:00 pm 

18 

21 22 23  24  25 

28 29 Health and Safety 

(CWB0001)  

2:00-4:00 pm 

 

Excel Peer Learning 

Community (UBI 700)  

9:00 - 10:00 am 

30   

November 2011 

CALENDARS ð FALL 2011  

Calendars  
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Mon Tue Wed Thu Fri  

   1 Tracking University 

Property and Equipment 

(UBI 224)  

9:30-11:00 am 

2   

5 6 Introduction to Budget 

& Account Management 

Principles and Practicesð

PART A (UBI 214)  

10:00 am - 12:00 pm 

 

Introduction to Learning 

Lynda.com (UBI 800)  

12:00 - 1:00 pm 

7 Managing Grant and 

Contract Funds (UBI 202)  

10:00-11:30 am 

8 What are Your 

Strengths? (UBI 281) 

10:00 am - 12:00 pm 

 

How to Conduct a 

Virtual Online Interview 

(UBI 268)  

2:00 - 3:00 pm 

9 

12 13  14 Train the Trainer Part 

2 (UBI 271)  

2:00 - 4:00 pm 

15 Managing Auxiliary 

Services Programs & 

Accounts (UBI 220)  

10:00 - 11:00 am 

16 

19 20 21 Health and Safety 

(CWB0001)  

2:00-4:00 pm 

 

 

22 UBI By the Book 

Club (UBI 603)   
12:00 - 1:00 pm 

23 

26 27 28 29  30 

December 2011 
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