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	Classes
	               Dates/Time 
	  Check                                                       Selections 

	

	Employee Ethics and Standards 
Discusses the necessity of ethics, the directive of legislation and guidelines for accepting gifts and revealing conflicts of interest also reviews related Knox County Policy.
	1.
	Thurs— 05/10/12 @ 10:00am
	 FORMCHECKBOX 


	
	2.
	Tues— 06/12/12 @ 10:00am
	 FORMCHECKBOX 


	

	Effective Interviewing and Selection 
Provides an overview for reviewing applications, preparing for and conducting interviews, checking references and making selections.

	1.
	Tues— 05/15/12 @ 10:00am
	 FORMCHECKBOX 


	
	2.
	Thurs— 06/28/12 @ 10:00am
	 FORMCHECKBOX 


	

	Supervision 

 Provides step-by-step instructions for filling vacant positions, administering progressive discipline, and dealing with general personnel actions. Includes samples of required forms.
	1.
	Thurs— 04/26/12 @ 10:00am
	 FORMCHECKBOX 


	
	2.
	Tues— 05/29/12 @ 10:00am
	 FORMCHECKBOX 


	
	
	
	

	Performance Appraisals 
Describes the purposes of performance appraisals, the components of measurement, rating scales and how feedback is used to promote excellence and winning performance in the workplace.
	1.
	Tues —  04/10/12 @ 10:00am
	 FORMCHECKBOX 


	
	2.
	Thurs— 06/21/12 @ 10:00am
	 FORMCHECKBOX 
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Internet: http://www.knoxcounty.org/hr/training.php


Phone:  215-3463














To Register — Complete a registration form and forward to:  Anthony Smith – Training Coordinator 


Forms — Available through fax, e-mail, Internet or at the Human Resources Window CCB Rm. # 360


Classes — Held in Room 361 of the City County Building





  Fax:      215-3242


  E-mail:  anthony.smith@knoxcounty.org





Upon receipt, you will receive confirmation completing your registration 
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