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WELCOME TO THE ACADEMY 
FOR PROFESSIONAL DEVELOPMENT!

We are proud to provide you 
with an exciting opportunity 
to invest in your professional 
development through a 
comprehensive, online 
certificate program. THE 
ACADEMY FOR PROFESSIONAL 
DEVELOPMENT, or THE 
ACADEMY, is an on-demand 
learning experience intended 
to put you in control of 
achieving your development 
goals. 

Use this Program Guide to 
assist you on your 
development journey within 
THE ACADEMY.

For questions about THE ACADEMY, contact the Program 
Manager at iCAsupport@inVentivhealth.com

mailto:iCAsupport@inVentivhealth.com
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OVERVIEW OF THE PROGRAM

The rapidly changing needs of our clients requires employees to acquire 
new skill sets to meet such challenges. This means enhancing the 
knowledge they have with specialty skills and other capabilities. Employees 
know that their growth is dependent on acquiring more diverse skills within 
the workplace, and THE ACADEMY can help make that happen. 

There are 4 steps to participating and completing THE ACADEMY program. 
The learning components of the program are called Majors.  Each Major 
consists of 5-8 courses that make up its curriculum. On average, a course is 
about 60-90 minutes long. At the completion of your program, you will have 
30 days to apply your learning on the job. Towards the end of the 30 days, 
you and your manager will complete the final step – the Knowledge 
Assessment. Once your manager is satisfied that you have sufficiently 
learned and applied your new skill(s), they will approve your completion of 
the program, and you will receive a Certificate of Completion to add to your 
Development Plan/Goal.

This guide will serve as your support resource throughout your participation 
in the program. Read further for more information about how to take 

advantage of this learning opportunity.
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THE ACADEMY MAJORS
Before participating in the program, discuss your current development goal/plan with 
your manager to align on your strengths and development needs. Review the majors 
below with your manager to help determine which curriculum is right for you. Be sure to 
add your participation in this program to your development goal/plan.

You can return to this page at anytime by 
clicking this icon on any page

ALIGN

Collaborative 
Communications

Financial 
Management

Leadership 
Development

Customer 
Service

Organizational 
Culture

Presentation Skills QualityProject 
Management

Click on an icon to review the curriculum details for each major:
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Required Courses (6) Elective Courses (4)
You must select 2

• Interpersonal Communication: Targeting 
Your Message

• Interpersonal Communication: Listening 
Essentials

• Interpersonal Communication: 
Communicating with Confidence

• Careful Communications
• Managing Your E-Mail
• Interpersonal Communication: 

Communicating Assertively

• Negotiation Essentials: Communicating
• Interpersonal Communication: Being 

Approachable
• Effective Interpersonal Communications
• Introduction to Information Security

Academy Program Major 

COLLABORATIVE COMMUNICATION

Is this the right program for you? 
Check as many boxes that are relevant to your current development 
situation. If you select 3 or more of the statements below, this major is 
aligned to your development needs:

 I would like to improve my use and management of electronic 
communication media

 I would like to improve my interpersonal interactions by 
strengthening my speaking and listening skills

 I would like to improve my communication skills to build stronger 
relationships, both internally and externally 

 I would like to have more effective team interactions, and ultimately, 
greater productivity

Goal: The curriculum within the Collaborative Communication major is designed to help 
you communicate more effectively, both verbally and in writing. 

In total, you will complete 8 courses between the required and elective courses within this 
major. Estimated time commitment: 60-90 days

Click here to 
Enroll in this 

major

ENROLL & COMPLETE

https://inventiv.sumtotalsystems.com/sumtotal/app/management/LMS_ActDetails.aspx?UserMode=0&ActivityId=32548
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Academy Program Major 

COLLABORATIVE COMMUNICATION

Interpersonal Communication
Targeting Your Message
In this course you will learn:
• The key considerations for planning and 

delivering targeted messages
• The components involved in communication 

and what to look for when analyzing the 
needs and wants of your intended audience - 
even if it is an audience of one

• The appropriate medium and context for a 
given message, and strategies for delivering a 
well-planned message 

• How to elicit feedback after your message is 
delivered 

Listening Essentials
In this course you will learn:
• How to identify and overcome the barriers that 

stand in the way of effective listening 
• To be an attentive, empathetic, and active 

listener 
• How to apply the technique of active listening to 

focus your attention completely on the speaker, 
listen carefully for meaning, then use feedback 
to verify that you've correctly understood the 
communication

• The various levels of listening and the 
behaviors and thought patterns that 
demonstrate active listening techniques. 

Communicating Assertively
In this course you will learn:
• The benefits of assertive behavior and how to 

distinguish it from passive, aggressive, or 
passive-aggressive behavior

• The requirements for assertive communication, 
such as being honest and straightforward, being 
respectful of others' needs and feelings, and 
using assertive body language and tone

• How to increase the power of your assertive 
communication when your first attempts don't 
get the results you intended. 

Course Descriptions – Required

Electronic Communications
Careful Communications
In this course you will learn:
• The proper use of e-mail etiquette for 

ensuring your message gets across quickly, 
appropriately, and concisely. 

• The proper use of all electronic 
communication channels

• The ethical use of E-mail, guidelines for 
using E-mail safely, and how to deal with 
issues as they arise. 

• The security issues that can arise from 
posting or discussing corporate information 
on social media sites.

Managing Your E-mail
In this course you will learn:
• Techniques for managing e-mail effectively
• Tips for using folders and filters to organize 

e-mails for increased efficiency are 
addressed 

• Guidelines on what e-mails are OK to 
immediately delete 

• How to recover important information 
should you lose an e-mail.

Communicating with Confidence
In this course you will learn:
• The essential elements of trust, 

credibility, and specific behaviors that 
bring about confident communication and 
enhance your influence. 

https://inventiv.sumtotalsystems.com/sumtotal/app/management/LMS_ActDetails.aspx?UserMode=0&ActivityId=32548
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Academy Program Major 

COLLABORATIVE COMMUNICATION

Negotiation Essentials 
Communicating
In the course you will learn:
• Ways you can communicate effectively in a 

negotiation 
• How to set the tone for a negotiation, make an 

effective and clear proposal, and respond 
positively to the other party in the negotiation

Interpersonal Communication
Being Approachable
In the course you will learn:
• How to build skills to become more 

approachable The benefits of being 
approachable, as well as some techniques you 
can use to enhance your ability to reach out and 
invite others in 

• Put people at ease when you're communicating 
and building rapport using skills such as 
listening, harmonizing, and sharing to ensure 
that people see how approachable you are

Course Descriptions – Elective (select 2)

Introduction to Information Security
In the course you will learn:
• How corporate security affects end users
• The best ways to secure your work environment 

whether you work in an office, on the go, or at 
home. The security issues surrounding e-mail, 
the Internet, and social engineering

Case Study Simulation

Effective Interpersonal Communications
Lockstone Interactive Media has successfully implemented custom web solutions for clients both large and 
small. Equally adept at building both high-end web sites and custom online software applications, 
Lockstone's customers have included healthcare institutions, automobile parts manufacturers, technology 
firms, and nonprofit organizations. In this simulation, you're an account representative with Lockstone 
responsible for working with customers throughout the design and development process. The first step is to 
meet with a prospective client to discuss his needs. Assuming this initial consultation goes well, you then 
work with other members of the Lockstone team to develop a web design and strategy proposal for the 
client. And if the client accepts the proposal, you will then oversee and facilitate the completion of the work. 
Your job involves extensive contact with many different people. You're successful at it because you rely on 
your strong interpersonal skills. But working with an extremely demanding customer and difficult colleagues 
are going to put your communication abilities to the test.

https://inventiv.sumtotalsystems.com/sumtotal/app/management/LMS_ActDetails.aspx?UserMode=0&ActivityId=32548
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Academy Program Major 

CUSTOMER SERVICE EXCELLENCE

Is this the right program for you? 
Check as many boxes that are relevant to your current development 
situation. If you select 3 or more of the statements below, this major is 
aligned to your development needs:

 I would like to gain knowledge and skills on how to deal with both 
internal and external customer situations

 I would like to confidently address customer service issues at the 
organizational levels in which I have responsibility/accountability

 I am looking to better understand my customers’ perspectives
 I would like to learn how to use disagreements and 

misunderstandings as opportunities to enhance my business 
relationships

Goal: The associate level Customer Service Excellence major is designed to provide you 
with a comprehensive and holistic suite of training modules covering the fundamental 
principles of customer service expected in our organization. 

• Customer Advocacy: Enhancing the 
Customer Experience

• Customer Service Fundamentals: 
Building Rapport in Customer 
Relationships

• Developing Your Customer Focus
• Internal Customer Service
• Listening to Your Customers

• Customer Service Confrontation 
and Conflict

• Customer Service Over the Phone
• Customer-Focused Interactions
• Are You Listening to Your 

Customers?
• Customer Service in the Field
• Identifying and Managing 

Customer Expectations

Required Courses (5) Elective Courses (6)
You must select 2

In total, you will complete 7 courses between the required and elective courses within this 
major. Estimated time commitment: 60-90 days

Click here to 
Enroll in this 

major

ENROLL & COMPLETE
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Academy Program Major 

CUSTOMER SERVICE EXCELLENCE
Customer Advocacy: Enhancing the 
Customer Experience
In this course you will learn:
• The importance of understanding the 

customer experience holistically and how 
every point of contact plays an important role 
in supporting a customer advocacy service 
model. 

• How to enhance the customer experience in a 
way that drives retention and builds loyalty. 

• How to create the conditions for exceeding 
customer expectations by ensuring you meet 
customers' functional expectations first. 

• Ways to create an emotional connection with 
the customer and deliver the unexpected - a 
component that has great potential to impress 
customers and to build an ever stronger 
emotional connection.

Customer Service Fundamentals: Building 
Rapport in Customer Relationships
In this course you will learn:
• How to build rapport with customers by being 

customer-focused. 
• How to connect with your customers while 

being positive, paying close attention to the 
customers' needs, and understanding their 
feelings by empathizing with them. 

Customer Service Confrontation and Conflict
In this course you will learn:
• Typical trouble spots in dealing with angry 

customers, including reasons for customer 
dissatisfaction.

• Things customer service people should refrain 
from saying or doing to avoid adding to the 
customer's frustration. 

Course Descriptions – Required

Additional Learning Sources
Listening to Your Customers
Business Impact
The key to effective communication is 
practicing good listening skills. This Business 
Impact explores the concept of active listening 
and the crucial difference between hearing and 
understanding.

Developing Your Customer Focus
Challenge Series Exercise
Customers have the power - the power of 
choice. So how can you make it an easy 
decision for them to choose you and your 
company? This Challenge Series exercise 
explores how to know, meet, and anticipate 
what your customers are looking for.

Internal Customer Service
In this course you will learn:
• Who your internal customers are 
• The expectations placed on serving 

internal customers
• How to treat your coworkers as you would 

your external customers. 
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Academy Program Major 

CUSTOMER SERVICE EXCELLENCE
Course Descriptions – Elective (select 2)

Customer Service Over the Phone
In this course you will learn:
• The basic rules for answering a customer 

call including greeting the customer and 
offering your assistance. 

• How to make a good impression by listening 
and using questions to probe for more 
information, using your tone, and being able 
to empathize and be sincere with the 
customer. 

• Ways of reflecting
• How to better serve and benefit the 

customer. 

Customer-Focused Interactions
In this course you will learn:
• The role of social media and mobile 

technologies in supporting customer-focused 
service cultures. 

• How these technologies can generate a direct 
and positive impact on an organization's 
customer service levels and, ultimately, 
competitive position.

Are You Listening to Your Customers?
In this course you will learn:
• Formal and informal techniques that help you 

to capture customer requirements.

Customer Service in the Field
In this course you will learn:
• How to make a good impression when 

providing customer service in the field. 
• To plan your initial meeting in a way that 

will form the basis for their overall 
impression of you, your abilities, and your 
company. 

• How to  enhance the impressions you 
make in the field by using a few tried-and-
true techniques, including being prepared, 
practicing customer recognition, and 
employing active listening so the customer 
feels reassured by your presence. 

Identifying and Managing Customer 
Expectations
In this course you will learn:
• What customers value from a service 

perspective and how to identify their needs 
and expectations. 

• How you can use customer relationship 
management tools to help identify and 
manage customer expectations in order to 
maintain competitive advantage.
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Academy Program Major 

FINANCIAL MANAGEMENT

Is this the right program for you? 
Check as many boxes that are relevant to your current development 
situation. If you select 3 or more of the statements below, this major is 
aligned to your development needs:

 I would like to learn the fundamentals of accounting practices, P&L 
management, budgeting, and economics. 

 I would like to get exposure to the best practices in finance and 
apply those learnings to my role within the organization. 

 I am looking to better understand the financial updates provided by 
the organization and how it relates to my own compensation.

 I would like to understand how common business transactions 
affect our area/department budget and how I can best support 
optimizing spend.

Goal: The associate level Financial Management major is designed to develop a basic 
understanding of financial management within a global organization 

• Basic Accounting Principles and 
Framework

• The Balance Sheet
• The Income Statement
• The Cash Flow Statement

• Trial Balance and Adjusting Entries
• Basic Business Math: Percentages 

and Ratios
• Basic Business Math: Averages and 

Equations
• The Accounting Equation and 

Financial Statements
• The Accounting Cycle and Accrual 

Accounting

Required Courses (4) Elective Courses (5)
You must select 2

In total, you will complete 6 courses between the required and elective courses within this 
major. Estimated time commitment: 30-60 days

Click here to 
Enroll in this 

major

ENROLL & COMPLETE
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Academy Program Major 

FINANCIAL MANAGEMENT

Basic Accounting Principles and 
Framework
In this course you will learn:
• Basic accounting principles and concepts 

that set the ground for more advanced 
learning in this area. 

• Key accounting terms and concepts such as 
key characteristics of accounting, the 
accounting equation, double entry 
bookkeeping, and basic accounting 
principles. 

• How to recognize key characteristics of the 
International Financial Reporting Standards 
(IFRS) vis-à-vis the Generally Accepted 
Accounting Principles (GAAP).

The Balance Sheet
In this course you will learn:
• What a Balance Sheet is and its key 

components. 
• How common transactions affect the Balance 

Sheet with the help of accounting examples. 
• How to prepare a Balance Sheet and how the 

Balance Sheet interacts with other financial 
statements.

Course Descriptions – Required
The Income Statement
In this course you will learn:
• Basic information about an Income 

Statement. 
• How the Income Statement interacts with 

other financial statements. 
• The various components of the Income 

Statement and hands-on knowledge of how 
to calculate gross profit, operating income, 
and net income. 

• How common business transactions affect 
the Income Statement and how it interacts 
with other financial statements.

The Cash Flow Statement
In this course you will learn:
• Various aspects of Cash Flow Statements 

and the steps in preparing one using a 
business scenario. 

• Various components in a Cash Flow 
Statement and also shown how to calculate 
cash at the end of the accounting period. 

• How various transactions affect cash 
balances in an organization and how a 
Cash Flow Statement connects with the 
Income Statement and Balance Sheet.
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Academy Program Major 

FINANCIAL MANAGEMENT
Course Descriptions – Elective (select 2)

Trial Balance and Adjusting Entries
In this course you will learn:
• How to prepare a trial balance, make 

adjusting entries, and close the temporary 
account books at the end of an accounting 
period. 

• Several types of trial balances performed 
within the accounting cycle 

• The preparation of a trial balance
• How to classify and make adjusting entries 

and close the accounts at period end.

Basic Business Math: Percentages and 
Ratios
In this course you will learn:
• How to apply basic math skills to some 

common business situations. 
• How to confidently use percentages and ratios 

in business through a series of real-life 
problems and examples.

Basic Business Math: Averages and 
Equations
In this course you will learn:
• How to apply basic math skills to some 

common business situations. 
• How to confidently calculate weighted and 

moving averages, as well as using equations 
in business through a series of real-life 
problems and examples

The Accounting Equation and Financial 
Statements
In this course you will learn:
• The basic accounting equation and 

financial statements. 
• How given transactions affect the specific 

accounts using the debit and credit rule. 
• Key characteristics of financial statements 

and how they are related to each other.

The Accounting Cycle and Accrual 
Accounting
In this course you will learn:
• The essentials of the accounting cycle, chart 

of accounts, and accrual accounting method. 
• The various stages in the accounting cycle, 

categories of accounts, and how they are 
organized in respective financial statements.

• The cash and accrual accounting methods 
and their differences with the help of 
examples.
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Academy Program Major 

LEADERSHIP DEVELOPMENT

Is this the right program for you? 
Check as many boxes that are relevant to your current development 
situation. If you select 3 or more of the statements below, this major is 
aligned to your development needs:

 I would like to enhance my self-management 
 I am currently seeking or recently began to manage others
 I would like to learn more about coaching, goal setting and 

influencing/persuading others
 I would like to develop my communication skills as a leader
 I have a desire to move from a tactical task level to a strategic 

organization level 

Goal: The Leadership Development major is designed to develop the basic skill set 
needed to become a leader within inVentiv Health. 

Click here to 
Enroll in this 

major

• Leadership Essentials: Creating 
Your Own Leadership Development 
Plan

• Leadership Essentials: Motivating 
Employees

• Leadership Essentials: Building 
Your Influence as a Leader

• Leading Teams: Developing the 
Team and its Culture

• Leading Teams: Fostering Effective 
Communication and Collaboration

• Leadership Essentials: Communicating 
Vision

• Leadership Essentials: Leading with 
Emotional Intelligence

• Managing Change: Building a 
Positive Support for Change

Required Courses (5) Elective Courses (3)
You must select 2

In total, you will complete 8 courses between the required and elective courses within this 
major. Estimated time commitment: 60-90 days

ENROLL & COMPLETE

https://inventiv.sumtotalsystems.com/sumtotal/app/management/LMS_ActDetails.aspx?UserMode=0&ActivityId=32526
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Academy Program Major 

LEADERSHIP DEVELOPMENT

Leadership Essentials
Creating Your Own Leadership 
Development Plan
In this course you will learn:
• Ways to assess yourself as a leader, 

establish a vision for the future, and identify 
obstacles to that vision 

• Practical approaches for setting 
development goals, objectives, and actions 
designed to move you toward your vision 

• Useful criteria for evaluating a personal 
leadership development plan.

Motivating Employees
In this course you will learn:
• Why motivating strategies are important as a 

leader
• Practical techniques for encouraging 

motivation among employees in your 
organization

• How to create an environment that 
encourages motivation within your people and 
how to support them in practicing this skill

Building Your Influence as a Leader
In this course you will learn:
• Numerous methods and strategies for 

effectively influencing a team to accept your 
ideas

• The importance of political awareness and the 
essential skills involved in using positive 
politics and avoiding negative politics when 
persuading others

• Methods for influencing effectively and 
ethically.

Course Descriptions – Required

Leading Teams
Developing the Team and its Culture
In this course you will learn:
• The role of the team leader on a high-

performance team 
• The importance of taking steps to develop 

the team culture early on during team 
formation 

• Methods used to encourage team 
participation

• Key strategies used to build a cohesive 
team culture by encouraging social 
interactions, establishing team member 
competencies, and promoting 
interdependence

Fostering Effective Communication and 
Collaboration
In this course you will learn:
• The importance and benefits of promoting 

team communication and collaboration
• Techniques for encouraging effective 

communication 
• How to employ a favorable communication 

style and ensuring the team profits from team 
meetings 

• Strategies that a team leader can implement 
to encourage team collaboration, including 
fostering shared ownership and stressing the 
team orientation

https://inventiv.sumtotalsystems.com/sumtotal/app/management/LMS_ActDetails.aspx?UserMode=0&ActivityId=32526
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Academy Program Major 

LEADERSHIP DEVELOPMENT

Leadership Essentials
Communicating Vision
In this course you will learn:
• General information about vision 

communication, including its nature and its 
purpose

• Numerous techniques and methods for a 
leader to successfully communicate vision, 
such as personalizing and multiplying a 
clear message, communicating enthusiasm 
in an authentic way, and making the 
organization's vision the employees' own 
vision

Leading with Emotional Intelligence
In this course you will learn:
• Why emotional intelligence abilities are 

important as a leader
• Practical, positive techniques for promoting 

and improving emotional intelligence as a 
leader within your business environment

Course Descriptions – Elective (select 2)

Managing Change
Building a Positive Support for Change
In this course you will learn:
• Techniques for listening to your employees 

during change initiatives such as 
encouraging open communication, 
listening to employees' feelings, checking 
for understanding, and taking employee 
input into consideration

• The actions you can take to support 
individuals through change initiatives, 
including coaching for change, making 
sure employees are empowered with the 
critical knowledge and skills necessary, 
considering individual characteristics of 
your employees, and being flexible 

Materials designed to support blended learning 
activities aligned with this course are available 
from the Resources Page within the training.

https://inventiv.sumtotalsystems.com/sumtotal/app/management/LMS_ActDetails.aspx?UserMode=0&ActivityId=32526
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Academy Program Major 

ORGANIZATIONAL CULTURE

Is this the right program for you? 
Check as many boxes that are relevant to your current development 
situation. If you select 3 or more of the statements below, this major is 
aligned to your development needs:

 I would like to gain a better understanding of our cultures internally 
and externally 

 I would like to understand my responsibilities towards driving 
cultural improvement within a team and the larger organization

 I would like to lead others toward cultural transformation
 I would like to gain a broader understanding of what it means to be 

"One inVentiv." 

Goal: The Organizational Culture major is designed to provide you with an overview of 
our passion around culture. 

• Choosing the Right Team Culture
• Developing a Better Business 

Execution Culture
• Internal Customer Service
• Leading Teams: Developing the 

Team and its Culture
• Setting and Managing Priorities 

Within the Organization: Mission 
and Goals

• Anticipating and Solving Problems as a 
Project Champion

• Communicating a Shared Vision
• Fundamentals of Globalization: Analyzing 

the Global Environment
• Fundamentals of Globalization: Managing in 

a Global Environment
• Managing Communications in a Virtual 

Team
• Leading Teams: Managing Virtual Teams

Required Courses (5) Elective Courses (6)
You must select 2

In total, you will complete 7 courses between the required and elective courses within this 
major. Estimated time commitment: 30-60 days

Click here to 
Enroll in this 

major

ENROLL & COMPLETE
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Academy Program Major 

ORGANIZATIONAL CULTURE

Choosing the Right Team Culture
Every company has its own unique corporate 
culture, and work groups have their own 
cultural norms, too. This course introduces 
three of the more common organizational 
culture types and allows learners to explore 
which is the most suitable under prescribed 
personal conditions.

Developing a Better Business Execution 
Culture
A corporate initiative requires more than just 
a managerial mandate. Employee buy-in is 
absolutely essential to ensure success. This 
course focuses on methods for developing a 
business execution culture.

Internal Customer Service
Do you know who your customers are? In a 
customer-focused company, everyone 
knows they are responsible for excellent 
external customer service, but who meets 
the needs of internal customers? Whether 
you realize it or not, when you do things to 
help other people within your company do 
their jobs better, you are providing internal 
customer service. Internal customer service 
occurs every time you or a colleague 
requires information or a service from 
someone else within the company, and the 
quality of that service often has a huge 
impact on the overall quality of service 
delivered to external customers. This course 
explores who internal customers are, the 
expectations placed on serving internal 
customers, and how to treat your coworkers 
as you would your external customers. 

Course Descriptions – Required
Leading Teams: Developing the Team 
and its Culture
This course outlines the role of the team 
leader on a high-performance team and 
highlights the importance of taking steps to 
develop the team culture early on during 
team formation. It offers methods used to 
encourage team participation and provides 
some key strategies used to build a 
cohesive team culture by encouraging 
social interactions, establishing team 
member competencies, and promoting 
interdependence. 

Setting and Managing Priorities Within 
the Organization: Mission and Goals
This course helps you establish priorities 
for your group by ensuring that its goals are 
properly aligned with the company-wide 
goals and mission. It begins by clarifying 
the distinction between strategic, tactical, 
and operational goals. It then shows you 
how to create effective goals. Next it takes 
you through a step-by-step process for 
ensuring that the departmental goals you 
create are suitably aligned with the 
strategic objectives of the organization. 
This includes helping you identify 
imperatives for action that keep you 
focused and on track to meet your 
objectives and ensure your team is working 
effectively through properly identified 
priorities.
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Academy Program Major 

ORGANIZATIONAL CULTURE
Course Descriptions – Elective (select 2)

Anticipating and Solving Problems as a 
Project Champion
Every project faces obstacles. This course 
details strategies that project champions can 
use to prevent obstacles from turning into 
more serious problems.

Fundamentals of Globalization: Analyzing 
the Global Environment
This course deals with the global 
environmental factors influencing an 
organization's strategies and management. It 
explains how to analyze these factors and 
also describes a framework for analyzing the 
industries and markets that make up the 
competitive environment in which a global 
organization operates.

Fundamentals of Globalization: Managing 
in a Global Environment
This course describes some strategies and 
techniques for managing successfully in a 
global business. It explains the importance of 
having a global mindset and how to cultivate 
one so that you can carry out your 
responsibilities effectively - even with the 
added complexity of different cultures. The 
course also describes which managerial 
styles and techniques work best for different 
cultural contexts and outlines some 
strategies for managing a global team.

Communicating a Shared Vision
Communicating a Shared Vision shows 
how providing a project team with a vision 
can help improve team motivation and 
ensure project success.

Managing Communications in a Virtual 
Team
The manager of a virtual team must master 
excellent communication and understand 
the importance of virtual presence 
technologies. Learn how the manager of a 
virtual team can improve team 
communication and collaboration.

Leading Teams: Managing a Virtual 
Team
This course offers leaders a framework for 
successfully leading virtual teams. It 
outlines the key competencies that 
members of virtual teams should possess 
and offers guidelines for specific virtual 
team activities, such as teleconferencing 
and decision making. It also highlights a 
variety of tools and technologies that are 
commonly used for collaboration on virtual 
teams and presents guidelines for knowing 
how to choose the right technologies for 
specific situations.
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Academy Program Major 

PRESENTATION SKILLS

Is this the right program for you? 
Check as many boxes that are relevant to your current development 
situation. If you select 3 or more of the statements below, this major is 
aligned to your development needs:

 I would like to enhance by ability to design an effective presentation
 I would like to learn how or increase my ability to structure a 

presentation
 I would like to deliver more engaging presentations
 I would like to be more aware of my current presentation style to 

determine opportunities for improvement

Goal: The Presentation Skills major is designed to help you communicate more 
effectively when presenting or leading meetings.

Click here to 
Enroll in this 

major

• Basic Presentation Skills: Planning a Presentation
• Basic Presentation Skills: Creating a Presentation
• Basic Presentation Skills: Delivering a Presentation
• Speak So They Listen (Virtual Instructor-Led Training)
• Facilitating Meetings (Virtual Instructor-Led Training)

Required Courses (5)

In total, you will complete 5 courses within this major. In additional, you will be 
required to create and deliver a presentation that must be observed by your manager. 

The presentation template is located on the main Academy page ad contains 
additional instructions.  

Estimated time commitment: 60-90 days

ENROLL & COMPLETE

https://inventiv.sumtotalsystems.com/sumtotal/app/management/LMS_ActDetails.aspx?UserMode=0&ActivityId=42512
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Academy Program Major 

PRESENTATION SKILLS

Basic Presentation Skills
Planning a Presentation
In this course you will learn:
• How to plan effectively for a presentation by 

carrying out a few simple steps - analyzing 
your audience, organizing your ideas, and 
selecting an appropriate presentation 
method

• How to use positive concern about the 
impact of a presentation enhance your 
presentation to get the desired results 

Creating a Presentation
In this course you will learn:
• Create the key parts of a presentation – the 

introduction, support content, and conclusion 
• The purposes for which different presentation 

aids are used, as well as how to use visuals 
appropriately 

• How to rehearse a presentation – a key step in 
building confidence for the real thing

Delivering a Presentation
In this course you will learn:
• How to make your delivery successful and 

memorable
• Techniques for managing stage fright – the 

biggest problem most speakers have. 
• How to set the right environment for your 

presentation by making the right choices about 
room layout and by preparing the room, 
including the equipment, lighting, and 
temperature

• How to use your voice and body language to 
deliver your message clearly and effectively 

• Guidelines for handling audience questions – 
an area most speakers are also very 
concerned about

Course Descriptions – All courses are Required

Virtual Instructor-Led Training
Speak So They Listen
In this course you will learn:
• How to lead dynamic meetings
• Facilitate collaboration 
• Answer questions efficiently and effectively 
• Connect with your audience to help them 

remember your key points. 
• How to combine adult learning theory with 

verbal and nonverbal communication 
principles

Facilitating Meetings
In this course you will learn:
• How to make virtual and live meetings more 

efficient and effective, from setting an 
agenda to closing a meeting

• Ways to set the tone of the meeting, 
encourage participation, address problematic 
behaviors, and discourage group think

https://inventiv.sumtotalsystems.com/sumtotal/app/management/LMS_ActDetails.aspx?UserMode=0&ActivityId=42512
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PROJECT MANAGEMENT

Is this the right program for you? 
Check as many boxes that are relevant to your current development 
situation. If you select 3 or more of the statements below, this major is 
aligned to your development needs:

 I would like to better manage my current or upcoming project(s) in 
regard to time, tasks, people, deadlines and responsibilities

 I would like to understand basic project management frameworks to 
run a successful project from start to finish

 I would like to learn how to initiate and close a project
 I would like to better understand the role and expectations of a 

project manager

Goal: The associate level Project Management major is designed to help you build the 
necessary foundation to efficiently execute small to mid-sized projects

• Project Management Fundamentals
• Troubleshooting and Closing the 

Project
• Initiating and Planning a Project

• Introduction to Project Management 
Using Project 2010

• Transitioning Into a Project 
Management Role

Required Courses (5)

In total, you will complete 5 courses within this major. 
Estimated time commitment: 30-60 days

Click here to 
Enroll in this 

major

ENROLL & COMPLETE
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PROJECT MANAGEMENT

REQUIRED

Project Management Fundamentals
This course will enable individuals who are not 
professional project managers to learn the 
fundamentals of project management so they will 
be able to manage projects related to their area 
of responsibility within the organization.

Initiating and Planning a Project
This course examines which factors should weigh 
in during the project selection process and how to 
effectively plan a project from beginning to end.

Troubleshooting and Closing the Project
In this course you will learn:
• How to conduct effective meetings and 

presents some troubleshooting tools that can 
be used during the project life cycle. 

• The information that is required for you to have 
in order for you to be able to close the project, 
which is the last stage in project management.

Course Descriptions

OPTIONAL

Introduction to Project Management 
Using Project 2010
In this course you will learn:
• Project management fundamentals, 

including the stages of a project life cycle, 
the basic project management processes.

• How Microsoft Project 2010 project 
management software benefits both the 
manager and the project itself.

Transitioning Into a Project Management 
Role
Many people find themselves thrust into a 
project management role with no formal training 
or experience. When this occurs, it is important 
to be prepared to deal with the significant 
changes in your role. Your responsibilities 
broaden from managing yourself to managing 
others, from short-term to long-term goals, and 
from tangible to intangible issues. 

Time and experience will develop and refine 
your project management skills, but this course 
will prime you for the process of transitioning 
into a project management role. It will discuss 
the changes a new project manager may face, 
including the development of a successful 
project team.



inVentivHealth.com

Academy Program Major 

QUALITY

Is this the right program for you? 
Check as many boxes that are relevant to your current development 
situation. If you select 3 or more of the statements below, this major is 
aligned to your development needs:

 I would like to deepen my understanding of the importance of 
having a systematic approach to quality risk management

 I would like to learn on the core principles of risk management and 
effective communication

 I would like to build on my skills of prioritization and problem solving
 I would like to build awareness, and gain a better understanding of 

process improvement
 I would like to leverage some of the tools and concepts detailed in 

the curriculum to mitigate risk to and improve quality in my work

Goal: The Quality major will introduce you to the tools and techniques used in quality 
assurance, a foundational overview of the Six Sigma philosophy and process, and a more 
detailed review of audit/inspection activities. 

• Risk Management Planning
• Quick Wins in Six Sigma 

Implementation
• Mitigating Risks When Improving 

Processes
• Plan Quality Management

• Circling Back (article)
• Are You Listening to Your 

Customers?

Required Courses (4) Elective Courses (4)
You must select 2

In total, you will complete 6 courses between the required and elective courses within this 
major. Estimated time commitment: 60-90 days

Click here to 
Enroll in this 

major

ENROLL & COMPLETE
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QUALITY

Risk Management
Risk Management refers to the process of 
identifying, analyzing, and treating loss 
exposures while monitoring risk control and 
financial resources to lessen the negative 
effects of loss. This course defines the terms 
related to risk, and teaches you how to 
identify ways to manage risk effectively 
within your organization.

Systematic Problem Solving
It is important to understand the difference 
between problem solving and process 
improvement, which is outlined in this 
course. In addition, this course identifies the 
steps to defining a problem, determines the 
influential factors causing a problem, and 
discusses ways to find solutions that will 
permanently fix a problem. Once these 
solutions are determined, this course 
prepares you to successfully implement 
them, ultimately ensuring better quality within 
your organization.

Course Descriptions – Required
Quick Wins in Six Sigma Implementation
When starting out with a process 
improvement team, it is essential to take on 
smaller process improvement projects that 
will guarantee a quick win first. This course 
emphasizes the importance of starting out 
small, while using Six Sigma as a means of 
doing so.

Mitigating Risks When Improving 
Processes
Process improvement is valuable to an 
organization, but any type of change carries 
along potential risk to a company. This 
course explores how to mitigate risk when 
improving processes within an organization.
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QUALITY
Course Descriptions – Elective (select 2)

Building Quality Awareness
In order to maintain quality within an 
organization, you must first establish quality 
awareness. This course teaches you how to 
recognize the common language of quality, 
and describes what you can do to improve 
quality within your company. While it may be 
easy to think of the benefits that it brings to 
an organization, it is also important to 
become aware of the consequences of poor 
quality. This course will discuss the cost of 
poor quality and the negative effects it can 
have on a company. In addition, it provides 
you with the information necessary to gain a 
better understanding of aligning known 
customer needs with supplier capabilities, 
helping you to build greater quality 
awareness for your company.

Process Improvement
This course covers the fundamentals of 
process improvement, including process 
gaps and opportunities for process 
improvement, as well as the different ways to 
determine specific needs of customers and 
establish customer expectations. It also 
teaches you how to identify customers and 
suppliers served by a specific purpose, and 
explains how to analyze a process and 
implement solutions. When implemented 
properly, the results can be measured in the 
enhancement of areas such as product 
quality, customer satisfaction, increased 
productivity, and skill development.

Root Cause Analysis Awareness
Root cause analysis (RCA) is a problem-
solving method that attempts to identify the 
root causes of problems within an 
organization. A root cause is a cause that, 
once removed from the problem sequence, 
prevents the final undesirable event from 
recurring. This course outlines how to write 
a problem statement and determine the root 
cause of a problem, ultimately raising 
awareness of the outcome that effective 
RCA can have on a company.

Circling Back
This article looks at the origin of the PDCA 
(plan-do-check-act) Cycle, created by 
Walter Shewart and later made famous by 
William Deming.

Are You Listening to Your Customers?
The "voice of the customer" (VOC) is a 
process used to collect the 
requirements/feedback from both internal 
and external customers in order to provide 
the customers with the best service/product 
quality possible. This course describes the 
importance of listening to your customers in 
order to improve your overall product 
quality through the use of Six Sigma.
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Day 1-5 Plan: Identify your opportunities to apply your new knowledge/skill

30 DAY ACTION PLAN
Use this template as your way to hold yourself accountable for applying your 
new knowledge on the job. Towards the end the 30 day application period, 
you will need to complete your Knowledge Assessment, the final step of this 
program. Use this plan as a discussion tool to update your manager on your 
progress. Provide your manager with the following Coaching Guide.

APPLY

Day 6-25 Do: Record examples of how you applied your new knowledge/skill 
on the job

Day 26-30 Check: What was the 
impact of you applying your new 
knowledge/skill? Complete your 
Knowledge Assessment and forward 
the completed assessment to your 
manager for review and approval.

Act: How will you continue to sustain 
your results or enhance them further?
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Review: Familiarize yourself with the curriculum within the major that your 
direct report is participating in. Click HERE to review the course descriptions.

MANAGER COACHING GUIDE
Use this template as your way to hold yourself accountable for applying your 
new knowledge on the job. Once you have completed this 30 day application 
period, you will be able to successfully complete your Knowledge 
Assessment, the final step of this program. Use this plan as a discussion tool 
to update your manager on your progress.

APPLY

Do: Record examples of how you have seen them apply their new 
knowledge/skill over the next 30 days here:

Ask: Your direct report has a 30 
Day Action Plan – make sure to 
ask them to share it with you 
and offer opportunities to help 
them apply their new 
knowledge/skill on-the-job.

Support: Additional development 
resources can be found on the My 
Learning & Development inFuse 
page. You can also recommend 
books, videos, webcasts, podcasts, 
blogs or articles from your 
professional area association.
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ABOUT THE KNOWLEDGE ASSESSMENT
Towards the end of your 30 day action plan, you will need to complete your  Knowledge 
Assessment to assess your level of understanding and application of the content within 
your major. You will be asked 5 questions about your knowledge of the major. 

There are 3 steps to completing this portion of the program in order to successfully finish 
your major and obtain a Certificate of Completion:

1. Download and complete your Knowledge Assessment
2. Forward your completed Knowledge Assessment to your manager for review and 

approval
3. Obtain your managers approval of your Knowledge Assessment
4. Once your manager approves your Knowledge Assessment, forward it to the Program 

Manager at iCASupport@inventivhealth.com

If your manager returns your Knowledge Assessment to you for additional information, 
connect with your manager to align on next steps and if/when appropriate, update your 
responses and resubmit for approval. 

Upon receipt of your approved Knowledge Assessment, you will receive a Certificate of 
Completion to add to your development goal/plan.

PRESENTATION SKILLS KNOWLEDGE ASSESSMENT NOTE
The Presentation Skills Knowledge Assessment is slightly different from the other majors 
as it requires you to create and deliver a presentation that will be observed by your 
manager. 

You have a choice to either present about your participation in the Presentation Skills 
major, including an overview of what you learned, or, you may present on a business 
topic aligned to your role or team. Your manager will complete an observation form to 
provide feedback on your presentation. You must forward the completed Observation 
Form to receive your Certificate of Completion.

KNOWLEDGE 
ASSESSMENT

mailto:iCASupport@inventivhealth.com
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Administrative 
Excellence

Workshop Guide

My Learning & Development

THE ACADEMY
FOR PROFESSIONAL DEVELOPMENT

We wish you luck on your learning and development 
journey – please feel free to contact the Program Manager 

for questions or assistance at any point.

For additional development programs, please be sure to 
explore the My Learning & Development page on inFuse!

mailto:iCASupport@inventivhealth.com
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