
Supervisor Toolkit Series:  
Mastering Processes and Procedures 

 
Designed by the Department of Human Resources, the Supervisor Toolkit Series will provide 
supervisors and managers with training on USD’s specific supervisory procedures. Rooted in USD’s 
mission and values, this series—which we’ll offer each Fall and Spring—includes four critical 
workshops on the technical processes that all supervisors and managers need to know. 
 
In particular, newly hired or recently promoted supervisors and managers are strongly encouraged to 
attend these sessions within the first year of their new position. Employees who are not supervisors or 
managers are welcome as well, per the discretion of their own supervisor. 
 
By completing this program, managers and supervisors will be able to: 
 properly create a new or update an existing job description 
 successfully recruit, interview, and hire new employees 
 understand federal and state wage and labor laws as well as USD’s timekeeping system 
 constructively address performance issues and concerns by providing timely, accurate feedback 

and professional development for their employees 
 

Workshop Title Course Description 

Writing a Job 
Description 

Whether drafting a new job description or revising an existing job 
description, be sure to join us for this session to learn the proper 

techniques. 

Employment 
Strategies: Recruiting, 

Interviewing, and 
Hiring 

Making a hire this school year? Join us for this workshop to learn 
about the employment process here at USD. We’ll share effective 

strategies for recruiting, interviewing, and hiring. 

Paying Employees: 
What Supervisors Need 

to Know 

Do you have questions about the legal requirements around pay, meal 
breaks, rest periods, and overtime? The federal and state laws can be 
confusing, so join us for this session during which our experts from 

the Payroll team will walk you through the various regulations to 
ensure you’re in compliance. We’ll also spend some time on the 

KRONOS timekeeping system to decrease timecard liability risk. 

Performance 
Management 101 

 

In this interactive session, you will learn and practice the various 
skills needed to administer the performance management process 
here at USD. You’ll learn ways to appropriately address employee 
performance issues in a constructive manner, how to document 
performance concerns in a collegial environment, and ways to 
strengthen your ability to formalize corrective action while still 

supporting your employees’ success. 

 
To register for any of these, please visit our website to see the schedule of current offerings: 

https://my.sandiego.edu/web/employee/trainings-and-workshops. 
 

Questions? Please contact the HR Learning and Development team at hrlearning@sandiego.edu. 

https://my.sandiego.edu/web/employee/trainings-and-workshops
mailto:hrlearning@sandiego.edu

