MSUE Administrative Competencies

A. POLICIES AND PROCEDURES
Sub-Competencies and Indicators
1) Understands and articulates the mission of the College of Agriculture and Natural Resources and Cooperative Extension;
2) Has a sound knowledge of university, college and county policies and procedures and assures that they are applied in a consistent manner;
3) Keeps program staff (academic staff, program associates, volunteers involved in the delivery of extension programs), support staff (secretaries, part time office help, interns), and County Extension Board informed of new policies and procedures;

 

4) Periodically reviews established policies and procedures with staff and extension board;

5) Periodically reviews affirmative action policies and compliance procedure with staff and boards; and

6) As appropriate and necessary, initiates policy change.
Resources
MSU Policies

http://www.hr.msu.edu/hrsite/Documents/
MSUE Administrative Handbook
MSUE Summary of Civil Rights Policies and Procedures
Olstrom, E. and H. Miller.  Plus Two Score: The Cooperative Extension Service in Michigan, 1940 to 1980.

http://web2.canr.msu.edu/leadnet/order/descStory.cfm?id=2075 
Seevers, Brenda, Donna Graham, Julia Gamon, Nikki Conklin.   Education Through Cooperative Extension.
http://web2.canr.msu.edu/leadnet/order/descStory.cfm?id=1969
Van den Ban, A.W. and H. S. Hawkins.  Agriculture Extension.

http://web2.canr.msu.edu/leadnet/order/descStory.cfm?id=843 

B. COUNTY PROGRAM DEVELOPMENT AND MANAGEMENT
Sub-Competencies and Indicators
7) Understands the extension program development process and is knowledgeable about priority program thrusts;

8) Provides leadership in assessing county needs which result in a comprehensive extension education program;

9) Provides leadership and assists staff in development Educational Initiatives which include program goals; and affirmative action and diversity efforts;

10) Promotes a team approach among county, multi-county, regional and state staff and faculty in the development; implementation and evaluation of programs;

11) Provides leadership to assure balanced extension board and program advisory committees;

12) Assists staff in developing and utilizing effective program development committees and in setting program priorities; and

13) Challenges staff to be innovative in program development, delivery, and outreach efforts.
Resources
Boone, Edgar J., R. Dale Safrit and Jo Jones.  Developing Programs in Adult Education: A Conceptual Programming Model (2nd Edition)
http://web2.canr.msu.edu/leadnet/order/descStory.cfm?id=1608 
Caffarella, R.  Planning Programs for Adult Learners.

http://web2.canr.msu.edu/leadnet/order/descStory.cfm?id=674 
Iowa State University Extension:  Needs Assessment Strategies
Little, H.  Volunteers: How to Get Them, How to Keep Them.

http://web2.canr.msu.edu/leadnet/order/descStory.cfm?id=1016
Gladwell, M.  The Tipping Point.
http://web2.canr.msu.edu/leadnet/order/descStory.cfm?id=1086 

Needs Assessment Methods
Ohio State University Extension Fact Sheet:  Making a Difference
University of Wisconsin Logic Model Resources
Weaver, R.G. and J.D. Farrell.  Managers as Facilitators: A practical guide to getting work done in a changing workplace.
http://web2.canr.msu.edu/leadnet/order/descStory.cfm?id=747 

C.   FISCAL MANAGEMENT
Sub-Competencies and Indicators

14) In cooperation with staff and budget committee of the county extension board, provides leadership in the development and presentation of an adequate budget necessary to support county extension programs;

15) Oversees that budget is allocated so that all staff have support to conduct programs;

16) Monitors the budget to assure proper management of financies;

17) Provides for the development and maintenance of all fiscal records as required; and

18) Explorers, as appropriate, external funding opportunities to develop and/or expand extension programs.
Resources

MSUE Guide to Accepting Grants, Gifts, and Fee for Service Funding
D.  HUMAN RESOURCE MANAGEMENT
Sub-Competencies and Indicators
1) Creates and maintains an office environment in which positive communications between all program and support staff can occur;

2) Evaluates all staff in a fair and consistent manner based on a sound knowledge of each individual’s program;

3) Serves as a role model for continuing personal and professional development of all staff;

4) Provides leadership to staff in balancing personal and professional life through utilization of effective organization and time management skills;

5) Motivates, counsels, directs and recognizes the accomplishments of staff;

6) Manages interpersonal problem relationships among staff skillfully;

7) Provides leadership for the new staff orientation program at the local level;

8) Provides leadership for all staff to participate in professional development including cultural diversity education opportunity; and

9) Assure that equal employment opportunity policy and practices are followed in all hiring opportunities.

Resources

Billings-Harris, L.  The Diversity Advantage.
http://web2.canr.msu.edu/leadnet/order/descStory.cfm?id=2007 
Blanchard, K. and S. Bowles.  Gung Ho!  Turn on the People in Any Organization. 
http://web2.canr.msu.edu/leadnet/order/descStory.cfm?id=1838 (book)

http://web2.canr.msu.edu/leadnet/order/descStory.cfm?id=2122 (CDs)
Blanchard, K. and S. Johnson.  The One-Minute Manager.
http://web2.canr.msu.edu/leadnet/order/descStory.cfm?id=2131 (CDs)
Blanchard, K., J.P.Carolos, and A.Randolph.  Empowerment Takes More Than a Minute.
http://web2.canr.msu.edu/leadnet/order/descStory.cfm?id=2081 
Bingaman, Christine & Ralph Graham, Mardy Wheeler.  Communication Skills for Managers.

http://web2.canr.msu.edu/leadnet/order/descStory.cfm?id=889
Brounstein, M.  Handling the Difficult Employee.
http://web2.canr.msu.edu/leadnet/order/descStory.cfm?id=1064 
Buckingham, M. and C. Coffman.  First, Break All the Rules: What the World's Greatest Managers Do Differently. 

http://web2.canr.msu.edu/leadnet/order/descStory.cfm?id=832 
Buford, et. al.  Management in Extension.
http://web2.canr.msu.edu/leadnet/order/descStory.cfm?id=952 
Cadwell, C.  New Employee Orientation.

http://web2.canr.msu.edu/leadnet/order/descStory.cfm?id=1062 
Cloke, K. and J. Goldsmith.  Resolving Conflicts at Work.
http://web2.canr.msu.edu/leadnet/order/descStory.cfm?id=676 
Covey, S.M.  The Speed of Trust:  The One Thing That Changes Everything.

http://web2.canr.msu.edu/leadnet/order/descStory.cfm?id=2124 (CDs)
Covey, S.R.  Principle-Centered Leadership.
http://web2.canr.msu.edu/leadnet/order/descStory.cfm?id=2123 (CD)
Covey, S.R. and C. McChesney.  The 4 Disciplines of Execution: The Secrets to Getting Things Done, On Time, With Excellence. 

http://web2.canr.msu.edu/leadnet/order/descStory.cfm?id=2130 (CD)

CRISP Publications.  Rate Your Skills as a Manager.
http://web2.canr.msu.edu/leadnet/order/descStory.cfm?id=1048 
De Pree, M.  Leading Without Power:  Finding Hope in Serving Community.
http://web2.canr.msu.edu/leadnet/order/descStory.cfm?id=765 
Dodd, P. and D. Sundheim. The 25 Best Time Management Tools and Techniques: How to Get More Done Without Driving Yourself Crazy.
http://web2.canr.msu.edu/leadnet/order/descStory.cfm?id=1961 
Gilbreath, R.D.  Escape from Management Hell.
http://web2.canr.msu.edu/leadnet/order/descStory.cfm?id=2108 
Graham, L.  Proversity.

http://web2.canr.msu.edu/leadnet/order/descStory.cfm?id=1734 
Harvard Business Essentials.  Time Management: Increase Your Personal Productivity and Effectiveness.

http://web2.canr.msu.edu/leadnet/order/descStory.cfm?id=1962
Harvey, E.  180 Ways to Walk the Recognition Talk.

http://web2.canr.msu.edu/leadnet/order/descStory.cfm?id=2053 
Kouzes, J.M. and B.Z. Posner.  The Leadership Challenge.

http://web2.canr.msu.edu/leadnet/order/descStory.cfm?id=1088 (book)

http://web2.canr.msu.edu/leadnet/order/descStory.cfm?id=2112 (CDs)
Lansdale, B.  Cultivating Inspired Leaders.

http://web2.canr.msu.edu/leadnet/order/descStory.cfm?id=1029 
Lencioni, P.  The Five Dysfunctions of a Team.

http://web2.canr.msu.edu/leadnet/order/descStory.cfm?id=825 (book)
http://web2.canr.msu.edu/leadnet/order/descStory.cfm?id=2102 (CD)
Luskin, F.  Stress Free for Good.
http://web2.canr.msu.edu/leadnet/order/descStory.cfm?id=2023 
Mackenzie, A.  The Time Trap.
http://web2.canr.msu.edu/leadnet/order/descStory.cfm?id=1953 

Maddux, R.  Effective Performance Appraisals.
http://web2.canr.msu.edu/leadnet/order/descStory.cfm?id=1061 
Merrill A. and R. Merrill.  Life Matters: Creating a Dynamic Balance of Work, Family, Time, & Money.
http://web2.canr.msu.edu/leadnet/order/descStory.cfm?id=2107 (book)

http://web2.canr.msu.edu/leadnet/order/descStory.cfm?id=2128 (CDs)
MSUE Performance Development Summary Guide.
Nelson, B.  1001 Ways to Energize Employees.
http://web2.canr.msu.edu/leadnet/order/descStory.cfm?id=762 

Norris, J. and S. Baker.  Maximizing Paraprofessional Potential.
http://web2.canr.msu.edu/leadnet/order/descStory.cfm?id=1019 
Patterson, K., J. Grenny, R. McMillian, A. Switzler.  Crucial Conversations:  Tools for Talking When Stakes Are High.
http://web2.canr.msu.edu/leadnet/order/descStory.cfm?id=736 (book)

http://web2.canr.msu.edu/leadnet/order/descStory.cfm?id=751 (CDs)
Quinn, Robert E. and Sue Faerman, Michael Thompson, and Michael McGrath.  Becoming a Master Manager:  A Competency Framework.
http://web2.canr.msu.edu/leadnet/order/descStory.cfm?id=779 
Reina, D. and M. Reina.  Trust and Betrayal in the Workplace: Building Effective Relationships in Your Organization.
http://web2.canr.msu.edu/leadnet/order/descStory.cfm?id=520
Robbins, S.P.  The Truth About Managing People and Nothing but the Truth.
http://web2.canr.msu.edu/leadnet/order/descStory.cfm?id=776 
Smith, D.M.  Motivating People.

http://web2.canr.msu.edu/leadnet/order/descStory.cfm?id=195 

Wellins, R.S., W. Byham, and J. Wilson.  Empowered Teams: Creating Self-Directed Work Groups That Improve Quality, Productivity, and Participation.
http://web2.canr.msu.edu/leadnet/order/descStory.cfm?id=600 
Zemke, Ron and Claire Raines and Bob.  Generations at Work: Managing the Clash of Veterans, Boomers, Xers, and Nexters in Your Workplace.
http://web2.canr.msu.edu/leadnet/order/descStory.cfm?id=1567
E. OFFICE/FACILITY MANAGEMENT
Sub-Competencies and Indicators
1) Oversees the management of office operations (including the selection and purchase of up-to-date equipment; layout of office space, etc.) to provide adequate support for all extension programs;

2) If appropriate, oversees the operation and maintenance of auxiliary facilities - 4-H centers, satellite offices, and the like.

3) Works to assure that facilities meet American Disabilities Act (ADA) standards.

4) Office facility portrays inviting atmosphere for all cultures, i.e., pictures representing diverse audience, brochure rack offers a diversity of publications in English and Spanish.
5) Use appropriate MSUE signage
 
Resources
Americans with Disabilities Act.

MSUE Marketing Resources
F.  RELATIONSHIPS AND LIAISONS
        Sub-Competencies and Indicators

1) Provides leadership in developing and implementing a county public relations program for extension;

2) Develops liaisons with a variety of external agencies, organizations, and publics and encourages staff to do the same;

3) Maintains high visibility of extension programs;

4) Has knowledge of the “power” and the political structure within the county;

5) Interacts with county, state and federal officials to establish and develop an effective working relationship; and

6) Provides leadership for coordinating the implementation of a plan for marketing the county extension program to a diverse audience.
Resources
Bonk, K., H.Griggs, and E.Tynes.  The Jossey-Bass Guide to Strategic Communications For Nonprofits.
http://web2.canr.msu.edu/leadnet/order/descStory.cfm?id=1615 
Caroselli, M.  Thinking on Your Feet.
http://web2.canr.msu.edu/leadnet/order/descStory.cfm?id=911
Chrislip, D. The Collaborative Leadership Fieldbook: A Guide for Citizens and Civic Leaders.

http://web2.canr.msu.edu/leadnet/order/descStory.cfm?id=1820 
Kemmis, D.  Community and the Politics of Place.

http://web2.canr.msu.edu/leadnet/order/descStory.cfm?id=691

Linden, R.  Working Across boundaries: Making collaboration Work in Government and Nonprofit Organizations.
http://web2.canr.msu.edu/leadnet/order/descStory.cfm?id=2082 
Luther, V.B.  Managing Collaboration in Small Towns and Neighborhoods.
http://web2.canr.msu.edu/leadnet/order/descStory.cfm?id=1831 

Moore, Beth.  Extension Councils Handbook.

http://web2.canr.msu.edu/leadnet/order/descStory.cfm?id=2140 
MSUE Marketing Resources
MSUE “Strategic Communications” Resources
Rubin, H.  Collaboration Skills for Educators and Nonprofit Leaders.
http://web2.canr.msu.edu/leadnet/order/descStory.cfm?id=774 

Stern, G.  Marketing Workbook for Nonprofit Organizations: Volume I: Develop the Plan (2nd Edition). http://web2.canr.msu.edu/leadnet/order/descStory.cfm?id=1617

