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INSTITUTE FOR NONPROFIT AGENCIES

Initiated in the summer of 2001 through a grant from the John R.
Oishei Foundation, the School of Social Work established the
Institute for Nonprofit Agencies to offer services to agency staff
and Board members, in an effort to provide capacity building services

to health and human service nonprofit agencies in Western New York. C e rt i fi C at e

The Administrative Management Certificate Program provides a
solid core of competency-based workshops designed to develop and
enhance the administrative skills of nonprofit professionals so that

they may successfully meet the many challenges they face in service P r O ra m
delivery.

Participants choose three of the four workshops and their associated .
roundtable discussions to integrate skills across topic areas and
supply these to their agencies.
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Administrative Management

Certificate Program

Who Should Apply:

* Supervisors in the Human Service Profession preparing for management as well as
board members.

« Individuals interested in learning enhanced skills in nonprofit management.

To Successfully Complete The Certificate

Program, Participants Are Expected T o:

« Attend three out of four 2-day workshops
and the associated Roundtable Discussions.

* Complete all class assignments.

* Receive a successful evaluation of their
competency skills.

Program Fees:
Individual 2 day workshop $225

Certificate program (three work-
shops and two half-day roundtable
discussions) $600

Entire four course series $750

Recommended Text: Letts, Christina W., Ryan, William P, and Grossman, Allen
(1998) High Performance Nonprofit Organizations: Managing Upstream for
Greater Impact: Wiley. ISBN-13: 9780471174578. Available at Amazon.com or
barnesandnoble.com.

Attendance Policy : Certificate participants are only allowed to miss one training
session (each % day roundtable discussion constitutes one training session).

Scholarship Information:

Scholarships are available through The Peter & Elizabeth C. Tower Foundation for
eligible individuals who are paid staff of not-for-profit organizations that are located in Erie
and Niagara Counties of New York State whose primary purpose is to improve academic
outcomes in student populations birth through grade 8, or those whose service recipients
are children and adolescents affected by mental iliness, developmental disabilities and/or
substance abuse. Only one person per organization per workshop or certificate program
will be considered. Please see the registration form for details on how to apply.

* Please Note: Scholarships do not cover the cost of the recommended textbook.

4 General Information: I

Training Location: All training sessions will be held at Houghton College in the Lambein
Learning Center, 810 Union Road, West Seneca, NY 14224. For driving directions, please
visit our website at www.socialwork.buffalo.edu/conted.

***Easy& available parking in the Houghton conference & student parking lot.

Bad Weather Policy: When Houghton College in West Seneca is closed, our trainings are
also cancelled. Closing information is available by calling (716) 674-6363 or watching
television channels 2,4 or 7 or listening to WBEN NewsRadio 930 AM.

Refund/Cancellation Policy: Full refunds, or credit letters if desired, will be issued to
those who cancel within 10 working days before the training date minus a $25.00
processing fee. Faxed cancellations made within 5 working days before the training date
will receive a credit letter only, minus a $25.00 processing fee. When the University
cancels atraining, refunds will be paid in full.

Completion of the Program:  All four workshops and their associated roundtable
discussions are offered within a semester. Completion of three of the four workshops, both
roundtables, as well as a competency based evaluation by instructors is required. Upon
verification of successful completion, a Certificate in Administrative Management will be
issued.

For Questions or Additional Information  : Please visit our website at
www.socialwork.buffalo.edu/conted or call us at (716) 829-3939 ext. 162 or via
e-mail at LaMeyci Martin, Project Coordinator sw-ce@buffalo.edu. /

.

Please Note: The School of Social Work reserves the right to change
and/or make substitution in any part of the program.

Inspiring Leadership

Instructor: Steven SchwaytZPrincipal, in Instructor: Keith A. McFayden, MB#s twenty-
Executive Training and Consultation and forrfiee years of experience in marketing and sales
Director ofthe Stutzmamddiction réatment management and works as a business and
Center. organizational consultant.

Strategic Planning

Overview: Good ideas and people skills alDverviewThis workshop will cover all aspects of
contribute to being a good manager, but leadershé strategic planningprocess, and different
requires more than management. A leader moapproaches to planning that vaomanizations
followers from a strategic plan to a compellimgpuld take based on their size and complexity.
vision of the possible. People follow inspirifarticipantsvill discusswhoshouldbeincluded
leadersevenwithoutthe certaintyof success. in the planning process and the pros and cons of
They move from building teams to leading teareach. Factorthat leado a successful strategic
Thesdeaderexhibitourageandablendofboth  plan as well as those that jeopardize it will be
heart and hand. This workshop will focus adentified.

models of leadership and identify skills and

characteristics of those who go a step beyondDates:Thursdays, November 6 and November
model of Vision, Inspiration and Action will be 13,2008

explained. Participants will have the opportunityrtme: 9:00 am to 4:00 pm

identify special leaders, and assess and improve

their own abilities to become inspiring leader: e e

nonprofitagencies.

Instructor: Carolyn Coles Benton, Mfg$Viherly
the Employeand LaboRelations Administrator
for Roswell Park Canleestitute.

Dates Thursdays, September 18 and
September 22008
Time 9:00 am to 4:00 pm

Effective Communication in
Teambuilding

Instructor: Jackie StrohMBA, Presidentof
CLARIONALLLLC.

OverviewThis workshop will focus on elements
of human resource management including
development of policies and procedures covering
such areas as compensation, evaluation, promo-
tions and terminations. Training will also cover the
range of human resource issues that entry and
mid-level administrators face as well as the ethical
Overview:This workshop will focus on problenthallengetheymayconfront.

solving methods to encourage building

consensus, non-defensive communication abdites: Thursdays, December 4 and December
keeping discussions focused. Participants will 11,2008

learn management skills that promote effectiliene: 9:00 am to 4:00 pm

communication with employees, other adminis-

trators, board members, as well as key eleme

of persuasion that influence people to wor

effectively as a team. Participants will expldrestructor: Steven SchwartZrincipal, in
various communiation styles and conflict  Executive Training and Consultation and former
resolution processes that enhance as well Bfector of theStutzman Addiction Treatment
inhibit successful communication. Center.

Dates: Tuesdays, October 14 and October 210verview:The Y2 day roundtables will further
2008 discuss ethical applications of workshop material
Time: 9:00 amto 4:00om to the roles of agency managers. Attendance at
roundtable discussions is mandatory for certi-
PLEASE NQOTHis workshop is the only ondicate participants, but optional fotigpants
to be held ofuesdays taking only individual trainings or not enrolled in
the certificate program.

Dates: Thursdays, October 30 and December
18, 2008
Time: 9:00 am to 12:00 noon

ADMINISTRATIVE MANAGEMENT CERTIFICATE PROGRAM
REGISTRATION FORM

PLEASE PRINT CLEARLY

Name:

Agency: Job Title:

Home

Address

City: State: Zip:

Work Phone: Home Phone:

Fax: E-mail:
9/18 & 9/25  Inspiring Leadership $225
10/14 & 10/21 Effective Communication in Teambuilding $225

%% day Roundtable discussion

l
]

*10/30
[] 11/6 & 11/13  Strategic Planning $225
[ 12/4 & 12/11 Human Resources $225
*12/18 % day Roundtable discussion
TOTAL: $

* Roundtable discussions egquiredfor participants enrolled in theifizate Program.
[] Check here to purchase all four workshops at a reduced rate of $750.

[] Check here to enroll in the Certificate Program for a reduced rate of $600
(choose 3 workshops).

[] Check here if you are applying for The Peter & Elizabeth C. Tower
Foundation scholarship.
The scholarship application form MUST be attached to this registration form.
Scholarship application forms may be obtained by calling (716) 829-3939 ext.
162 or at www.socialwork.buffalo.edu/conted DEADLINE FOR A
SCHOLARSHIP APPLICATION IS AUGUST 20, 2008 FOR THE CERTIFICATE
PROGRAM OR FOR ALL 4 TRAINING SERIES,AND FOUR WEEKS PRIOR
TO THE START OF EACH INDIVIDUAL WORKSHOP (IF YOU ARE ONLY
APPLYING FOR AN INDIVIDUALWORKSHOP). Applicants will be notified of
the scholarship decision by University at Buffalo staff.

Payment Information

If paying by check: Please make checks payatdsearch Foundation of SUNY

If paying by credit card: We accept all major credit cards for the payment of registration fees

Print Cardholder Name:

Credit Card #:

Expiration Date: Amount: $

Authorized Signature:

Charge will appear as UB Foundation of SUNY on your statement.

Send application to:
Office of Continuing Education

FOR OFFICE USE ONLY

. ) ~Person ID: Trans. ID:
Institute for Nonprofit Agencies
232 Parker Hall Check #: Bank:
Buffalo, New York 14214-8004 Amount: Payer:
Date Proc.: CC Proc.:



