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                   Commerce 3S03 C04, C05, C06, C07, C08 

Management Skills 
Fall 2018 Course Outline – C. Capretta  

Human Resources and Management Area 
DeGroote School of Business 

McMaster University 
 

COURSE OBJECTIVE 

 
The objective of this course is to move students beyond the theories of contemporary 
management principles to the applicat ion and development of management skills in a 
highly participatory classroom environment. The course will extend theoretical learnings from 
2BA3 (Organizational Behaviour) and 2BC3 (Human Resource Management and Labour 
Relations) and help participants acquire practical management skills that are of immediate 
use in management positions. The course will focus on three components of managerial skills: 
managing yourself, managing relationships, and managing your team. 
 

INSTRUCTOR AND CONTACT INFORMATION 

  
C04 – KTH B107                                                 
Tues: 10:30am– 11:20am 
Thurs. 9:30am– 11:20am 
 
C06 – T13 106 
Tues. 11:30am – 2:20pm                 
 
C08 – CNH 102 
Tues. 9:30am – 10:20am                 
Fri. 9:30am – 11:20am 
 

C05 – HH 305                                                 
Mon. 12:30pm – 2:20pm                 
Wed. 1:30pm – 2:20pm               
 
C07 – CNH 102 
Mon. 8:30am – 10:20am                 
Wed. 8:30am – 9:20am 
 
 
 

 

Instructor: Carolyn Capretta        Teaching Assistants: TBD 
Office: DSB 413  

Office Hours: Mon. 10:30am – 
12:20pm 
or by appointment 905 525 9140    
X 24177, capretc@mcmaster.ca  

 

  

Course Website:                                                             http://avenue.mcmaster.ca/  
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COURSE ELEMENTS 

 
Credit Value: 3 Leadership: Yes IT skills: Yes Global view: Yes 
Avenue: Yes Ethics: Yes Numeracy: Yes Written skills: Yes 
Participation: Yes Innovation: Yes Group work: Yes Oral skills: Yes 
Evidence-based: Yes Experiential: Yes Final Exam: Yes    Guest speaker(s): No 

 

COURSE DESCRIPTION 

 

This highly participative and interactive course highlights the importance of Management 
Skills in the contemporary workplace. The approach we will use is “first do, then learn”. 
Prior to class you will read the chapter and complete any required pre-work (individual 
and/or group) to learn the basic concepts. During class we will spend most of our time 
applying the course content to managerial situations through a range of activities, such as 
team-based exercises, text and video case discussions, and managerial role plays. You will 
have time to summarize personal insights that will support the creation and implementation 
of your Personal Development Plan. Pre-work and active in-class engagement are essential 
as this course will emphasize skills acquisition as well as a more in-depth understanding of 
the concepts and theories behind management principles.  

 
The skills-based educational approach emphasizes not only helping students to think 
differently by helping them to understand the theory behind Management Skills, but to act 
differently by practicing those skills in the classroom environment. Classroom exercises 
are designed to help students apply management skills in a way that reinforces learning, 
changes behaviour and is transferrable to the workplace. 

 
The early part of the course will focus on defining Management Skills and clarifying their 
importance in the workplace. Early work will also address self-awareness and the 
assessment of core management skills such as stress management, time management, 
communication and problem-solving. As the course progresses, students will explore more 
advanced Management Skills such as getting things done through networks and 
relationships, coaching, having difficult conversations and conflict management, positive 
leadership and managing personal and organizational change. 
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LEARNING OUTCOMES 

 

Upon successful completion of this course, students will be able to: 

➢ Understand how effective practice of Management Skills enhances not only their 
personal effectiveness as a manager, but contributes to the overall effectiveness of the 
organizations of which they are a part. 

➢ Demonstrate improvement in their own practice of the Management Skills that are part of 
the curriculum. 

➢ Understand and articulate the importance of individual contribution, and the diversity of 
individual approaches to the application of management skills in the workplace. 

 

REQUIRED COURSE MATERIALS AND READINGS 

 

REQUIRED:  

Building Management Skills, 1st edition (Daft and Marcic, 2014): 

 
A. Building Management Skills, 1st edition (e-book + MindTap online resources)  

Printed Access Card ISBN: 1285515471 (from Campus Store) 
Internet ISBN: 128551355X (www.nelsonbrain.com) 
Approximate Price: $99.95 
 

OR 

B. Building Management Skills, 1st edition + MindTap (hardcopy textbook + e-book + 

MindTap online resources) 

ISBN: 1305362284 

Approximate Price: $149.95 

 
    OR  

C. Used hardcopy textbooks may be available. These will not include the online Discover 

Yourself Questionnaires, automated score calculation, or automated score graphics that 

come with MindTap. You will need to manually complete each of the required Discover 

Yourself Questionnaires from the content at the beginning of each chapter and calculate 

your own scores. 

Avenue registration for course content and any other materials, as well as a PebblePad 
account for Learning Portfolio submission.  See Avenue for PebblePad information. 
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EVALUATION 

 

Evaluation will be based on a combination of individual work and group work. Please refer 
to the course schedule at the end of this document for due dates.  

 

Components and Weights 

Performance in the course will be evaluated in the following manner: 
 

Team Profile and Charter  10% 

Assignment: Personal Effectiveness Plan # 1 10% 

Assignment: Personal Effectiveness Plan # 2 10% 

Group Participation 10% 

In-class Midterm #1    30% 

In-class Midterm #2    30% 

Total 100% 
 

 
Missed tests/exams will receive a grade of zero unless the student has submitted and been 
approved for a Notification of Absence or MSAF.  Late assignments will be penalized 10% 
for each day they are late, up to a maximum of 3 days. You must submit PEP 1 in order to 
have PEP 2 graded, as PEP 1 is the plan and PEP 2 is the completion of the plan. Please 
see course deliverables for further details.  

 
 

Communication and Feedback 
 
 
Students who wish to correspond with instructors or TAs directly via email must send messages 
that originate from their official McMaster University email account. This protects the 
confidentiality and sensitivity of information as well as confirms the identity of the student. Emails 
regarding course issues should NOT be sent to the Area Administrative Assistants.  Instructors 
are required to provide evaluation feedback for at least 10% of the final grade to students prior 
to Week #9 in the term.   Instructors may solicit feedback via an informal course review with 
students by Week #4 to allow time for modifications in curriculum delivery.   
 

Course Deliverables 
 
Group (PEP Team) Participation (10%): 
 
Part of your course mark will be based on the attendance record of your PEP team (see 
description of PEP teams below). Starting in week 3, each group will be awarded 1.0 point 
per week for 10 weeks (0.5 points per class, 2 classes per week), as long as no more than 

one group member is absent from either of those classes.  Each group is permitted one 
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unapproved absence per term of one group member, with no impact on participation. This 
will be applied at the end of the term. If more than one member of the team is absent from 
more than one class, then the group receives a mark of zero for that class. Achieving full 
marks will require your group to co-ordinate attendance to ensure that if one group member 
has to miss a class, the other members will be in attendance. Your instructor will advise you 
as to the methods that will be used to track attendance. 
 
In addition to attendance there are a few more expectations in terms of in-class participation. 
1. Ensure that you have your name tag displayed at each class.  
2. Limit the use of electronic devices during class, except for in-class activities and note-

taking.  
3. Organize into groups quickly when requested to maximize the time for the 

exercise/discussion. While you will work with your PEP team regularly, you will also be 
asked to form ad hoc work groups from time to time. 

 
PEP Team Member Profile and Charter (10%):  
 
You will be randomly assigned to a team of 5 – 6 members at the beginning of week 3 for the 
purposes of:  
a) Creating a Team Profile by compiling and analyzing the Discover Yourself Questionnaire 

results in order to examine similarities and differences within your team.  
b) Supporting each other in the creation and execution of your Personal Effectiveness Plans. 
c) Group participation mark and for certain in-class exercises, as noted above. 
 

At the same time that you are creating your Team Profile you will also be developing a Team 
Charter. The Team Charter will document how you will interact, communicate, and support each 
other in skill development throughout the term, both inside class and outside of class.  A signed 
hardcopy of your Team Member Profile and Charter is due as indicated in the Course Schedule. 
A template for the Team Member Profile and Charter that you can use as a starting point will 
be posted on Avenue.   
 
Team Profile & Charter submissions will be graded on comprehensiveness, specificity, and 
utility.  All team members will receive the same grade for the Team Member Profile and Charter. 
More details to come on Avenue.   

 
Personal Effectiveness Plan (PEP) Assignment (2 submissions, each at 10% for total of 
20%) 
 

The goal of the Personal Effectiveness Plan (PEP) assignments is to allow you to engage in 
self-analysis and skill development. You will be required to select two Signature Skills for focus 
this term. The two Signature Skills can come from any chapter that we are covering this term, 
but not from the same chapter. You will be required to complete the Deliberate Practice 
Exercise from the textbook for each of the chosen skills. Additional detail on relevant chapters, 
skills, and Deliberate Practice Exercises can be found on Avenue.   
The process will begin with creation of a plan for skill development (PEP # 1) due as indicated 
in the Course Schedule.  You will then execute your plan over the next few weeks. The final 
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submission (PEP #2) is due as indicated in the Course Schedule.  A full description of the 
required components for PEP # 1 and PEP # 2 will be available on Avenue.   
 
You must submit both PEP # 1 and PEP # 2; the weight cannot be redistributed other 
components of the course.  Please see Requesting Relief for Missed Academic Work (MSAF 
process) later in this course outline. If you do not qualify for an MSAF then you can submit the 
work late up to 3 days after the deadline with a 10% penalty on your earned grade for each 
portion of a day late.  
 
Midterm #1 and #2 (2 x 3 0 % = 60%):  
 

All sections of Comm 3S03 will write their midterm #1 examination for 90 minutes during the 
registered three hour or two-hour class in Week 7 (week of Oct. 22 – 26th). Midterm #1 will 
cover chapters 1, 2, 3, 4 (selected content), 5, 6 (selected content), and 8. The midterm #2 
examination will be 90 minutes during the registered three hour or two-hour class in Week 11 
(week of Nov. 19 – 23rd) and will cover chapters 10, 11, 14, 15 and 16. 
 
The exams will test application of content covered in this textbook and in-class material. Some 
questions will specifically test workplace application of concepts and theories whereas others 
will test your knowledge of the management tools and techniques discussed in class and in the 
book. The format of both examinations will include the following: 1) Traditional multiple choice 
questions (approx. 50 – 60 in total) along with 2) two case incidents, each of which is followed 
by 6 – 8 multiple choice questions. A sample case incident and sample questions will be 
provided on Avenue. Opportunities to practice case incident questions will be provided in class.  
 
If you miss the midterm, the instructor reserves the right to require you to write a cumulative final 
exam. 
 

ACADEMIC DISHONESTY 

 
You are expected to exhibit honesty and use ethical behaviour in all aspects of the learning 
process. Academic credentials you earn are rooted in principles of honesty and academic 
integrity. 
 
Academic dishonesty is to knowingly act or fail to act in a way that results or could result in 
unearned academic credit or advantage. This behaviour can result in serious consequences, 
e.g. the grade of zero on an assignment, loss of credit with a notation on the transcript 
(notation reads: “Grade of F assigned for academic dishonesty”), and/or suspension or 
expulsion from the university. 
 
It is your responsibility to understand what constitutes academic dishonesty. For information on 
the various types of academic dishonesty please refer to the Academic Integrity Policy, located 
at: 
 

www.mcmaster.ca/academicintegrity 
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The following illustrates only three forms of academic dishonesty: 
 

1. Plagiarism, e.g. the submission of work that is not one’s own or for which other credit 
has been obtained. 

2. Improper collaboration in group work. 
3. Copying or using unauthorized aids in tests and examinations 

 
 

On-Line Element 
 
In this course we will be using Avenue and McMaster email. Students should be aware that 
when they access the electronic components of this course, private information such as first 
and last names, user names for the McMaster e-mail accounts, and program affiliation may 
become apparent to all other students in the same course. The available information is 
dependent on the technology used. Continuation in this course will be deemed consent to this 
disclosure.  
 
If you have any questions or concerns about such disclosure, please discuss this with the 
course instructor. 
 

 

REQUESTING RELIEF FOR MISSED ACADEMIC WORK 

 
Students may request relief from a regularly scheduled midterm, test, assignment or other 
course components.  Please refer to the policy and procedure on the DeGroote website at the 
link below; 
 
http://ug.degroote.mcmaster.ca/forms-and-resources/missed-course-work-policy/  
 

 

POLICY FOR APPROVED MISSED ACADEMIC WORK 

 
Students who cannot write a test, and have advanced knowledge and permission as described 
above, will be given the opportunity to write an alternate version of the test at an alternate time. 
 
 
Students who did not write a test, and subsequently provide an MSAF submission, or 
documentation for which they have been approved by the Student Experience – Academic 
Office, will have the weight of the missed work reallocated across other course components or 
an alternate evaluation.  The student must follow up with the instructor to understand this process 
and decision. 
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Students who submit an MSAF, or have been approved by the Student Experience – Academic 
Office, for an assignment deadline, will be given an extension for the assignment at the discretion 
of the instructor.  Please note, the student will ultimately be required to submit the assignment. 
 
 

STUDENT ACCESSIBILITY SERVICES 

 
Students who require academic accommodation must contact Student Accessibility Services 
(SAS) to make arrangements with a Program Coordinator. Academic accommodations must 
be arranged for each term of study. Student Accessibility Services can be contacted by phone 
905-525-9140 ext. 28652 or e-mail sas@mcmaster.ca. 

For further information, consult McMaster University’s Policy for Academic Accommodation of 
Students with Disabilities: 

http://www.mcmaster.ca/policy/Students-AcademicStudies/AcademicAccommodation-
StudentsWithDisabilities.pdf 

 
 

POTENTIAL MODIFICATION TO THE COURSE 

 
 
The instructor reserves the right to modify elements of the course during the term.  There may 
be changes to the dates and deadlines for any or all courses in extreme circumstances. If either 
type of modification becomes necessary, reasonable notice and communication with the 
students will be given with explanation and the opportunity to comment on changes. It is the 
responsibility of the student to check their McMaster email and course websites weekly during 
the term and to note any changes. 
 
 

RESEARCH USING HUMAN SUBJECTS 

 
All researchers conducting research that involves human participants, their records or their 
biological material are required to receive approval from one of McMaster’s Research Ethics 
Boards before (a) they can recruit participants and (b) collect or access their data. Failure to 
comply with relevant policies is a research misconduct matter. Contact these boards for further 
information about your requirements and the application process.  
McMaster Research Ethics Board (General board): https://reo.mcmaster.ca/  
Hamilton Integrated Research Ethics Board (Medical board): http://www.hireb.ca/ 
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ACKNOWLEDGEMENT OF COURSE POLICIES 

 
Your enrolment in Commerce 3SO3 will be considered to be an implicit acknowledgement of the 
course policies outlined above, or of any other that may be announced during lecture and/or on 
A2L. It is your responsibility to read this course outline, to familiarize yourself with the 
course policies and to act accordingly.  
 
Lack of awareness of the course policies cannot be invoked at any point during this course for 
failure to meet them. It is your responsibility to ask for clarification on any policies that you do 
not understand.  
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COURSE SCHEDULE 

 
Week Week Of: TOPIC Work Plan and Key Dates 

1 Sept 4 Note: We will first meet 
beginning the week of Sept 10th 
in order to keep the cores aligned.  

 

Obtain textbook by end of this week. Review Avenue to 
Learn for Comm 3SO3 

2 Sept. 10 Course Introduction 

Chapter 1: Your Manager 
Strengths & Weaknesses 

 

Have completed at least 50% of DYQ chart finished by 
the end of the week. 

Last Day for Add/Drop/Change – Wed. Sept 12 

 

3 Sept. 17 Chapter 2: Learning About 
Yourself 

Team Assignments announced in class this week 

Complete remaining 50% DYQs 

Finish DYQs, begin to develop remainder of Team 
profile and Charter. 

4 Sept 24 Chapter 3: Managing Yourself to 
Get Things Done 
Chapter 4: Creative Problem 
Solving (selected content) 

 

Submit hardcopy of the Team Profile & Charter at 
the beginning of the first class/3 hour class for the 
week.  

Select your two Signature Skills and start drafting       
PEP 1. 

5 Oct 1 Chapter 5: How Managers 
Communicate 

Chapter 6: Ethics (selected 
content) 

Submit PEP 1 to Avenue by Thurs, Oct 4th, 1:00pm  

 Oct 8 - 14 Midterm Recess – No Classes   

6 Oct 15 Chapter 8: Getting Things Done 
through Networks, Relationships 
and Soft Power  

Midterm Review 

 

7 Oct 22 TBA Midterm Exam on Chapters 1, 2, 3, 4 (in-class 
content only), 5, 6 (in-class content only), 8 during 
two hour/3 hour class. Rooms TBA.  

8 Oct 29 Chapter 10: Handling Difficult 
Conversations, Conflict & 
Negotiation  

Chapter 11: Managing Your Boss 

Complete DP # 1 and DP # 2 and start draft PEP # 2, up 
to point of peer insights 

9 Nov 5 Chapter 14: Managing Cross-
Culturally 

Chapter 15: Positive Leadership 

 

10 Nov 12 Chapter 16: Managing 
Organizational Change 
Midterm Review 

 

11 Nov 19  TBA Midterm Exam on Chapters 10, 11, 14, 15, 16 

12 Nov 26 Chapter 9: Developing People 
with Coaching, Delegation and 
Deliberate Practice 

 

 

Peer Coaching Rounds to collect and provide peer 
insights for PEP 2 

Integrate peer insights into PEP # 2 

 

 

13 Dec 3 

 

Course Wrap Up 

 

Submit PEP 2 to Avenue by Wed. Dec 5th, 1:00 p.m. 

 
 


