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SkillSoft 1-Hour Business Skills Courses

Based on customer feedback, SkillSoft decided earlier this year to adopt a new 1-hour course model for standard Business Skills course development.
 These courses will leverage the Narrated Animation for Business Skills content style adopted for all BS development last year, and in all respects will be just like the other narrated animation courses in our library, just shorter. 
In addition to the new, shorter course length, these series will also introduce a more global approach to narrating our courses. Based on input from sales management and favorable customer research, we will be adding new audio to the courses with voice over that is not US English specific.  These new courses will be narrated by a variety of international speakers from Ireland, the UK, Australia and South Africa. This change will allow us to continue our efforts to provide a more global courseware solution for the global marketplace. 
The courses that will leverage this new 1-hour/global narration model were selected based on feedback received in our annual content survey asking us to produce new content for some of our most popular Business Skills subjects. The subjects selected for update were both highly requested on our annual content survey and are among the most used courses.
This year we expect to release approximately 55 1-hour Business Skills Courses. The subjects we’ll be covering (along with course names where available) can be found below. Check back for updates as we will add new information to this document as it becomes available.

More detailed information is available for many of the paths by clicking on the active hyperlink.

Leadership Essentials (Released)
	Leadership Essentials: Motivating Employees
	lead_05_a01_bs_enus

	Leadership Essentials: Communicating Vision
	lead_05_a02_bs_enus

	Leadership Essentials: Building Your Influence as a Leader
	lead_05_a03_bs_enus

	Leadership Essentials: Leading with Emotional Intelligence
	lead_05_a04_bs_enus

	Leadership Essentials: Leading Business Execution
	lead_05_a05_bs_enus

	Leadership Essentials: Leading Innovation
	lead_05_a06_bs_enus

	Leadership Essentials: Leading Change
	lead_05_a07_bs_enus

	Leadership Essentials: Creating Your Own Leadership Development Plan
	lead_05_a08_bs_enus


Replaces: Leading from the Front Line

Telecommuting and the Remote Employee (Released)
	Telecommuting Basics: Maximizing Productivity as a Remote Employee
	pd_08_a01_bs_enus

	Telecommuting Basics: Communication Strategies for the Remote Employee
	pd_08_a02_bs_enus


Replaces: N/A
Email Essentials for Business (Target: Released)
	Using E-mail and Instant Messaging Effectively
	comm_17_a01_bs_enus

	Addressing and Redistributing E-mail
	comm_17_a02_bs_enus

	Managing Your E-mail
	comm_17_a03_bs_enus


Replaces: Email Essentials
Generating Creative & Innovative Ideas (Target: Released)
	Generating Creative and Innovative Ideas: Enhancing Your Creativity
	pd_09_a01_bs_enus

	Generating Creative and Innovative Ideas: Maximizing Team Creativity
	pd_09_a02_bs_enus

	Generating Creative and Innovative Ideas: Verifying and Building on Ideas
	pd_09_a03_bs_enus


Replaces: Creativity and Innovation in the Workplace
Business Writing Basics (Target: Released)
	Business Writing: Know Your Readers and Your Purpose
	comm_19_a01_bs_enus

	Business Writing: How to Write Clearly and Concisely
	comm_19_a02_bs_enus

	Business Writing: Editing and Proofreading
	comm_19_a03_bs_enus


Replaces: Business Writing Essentials
Telephone Essentials for Business (Target: Released)
	Essential Skills for Professional Telephone Calls
	comm_18_a01_bs_enus


Replaces: Telephone Skills for Business Professionals
Business Grammar Basics (Target: Released) 
Note: The new international narration will not apply to the new Business Grammar Basics series. 
	Business Grammar: Parts of Speech
	comm_20_a01_bs_enus

	Business Grammar: Working with Words
	comm_20_a02_bs_enus

	Business Grammar: The Mechanics of Writing
	comm_20_a03_bs_enus

	Business Grammar: Punctuation
	comm_20_a04_bs_enus

	Business Grammar: Sentence Construction
	comm_20_a05_bs_enus

	Business Grammar: Common Usage Errors
	comm_20_a06_bs_enus


Replaces: Business Grammar Essentials

Optimizing Your Performance on a Team (Released)
	Being an Effective Team Member
	team_02_a01_bs_enus

	Establishing Team Goals and Responsibilities
	team_02_a02_bs_enus

	Elements of a Cohesive Team
	team_02_a03_bs_enus

	Effective Team Communication
	team_02_a04_bs_enus

	Using Feedback to Improve Team Performance
	team_02_a05_bs_enus


Replaces: Participating in Teams

Leading Teams (Target: Released)
	Leading Teams: Launching a Successful Team
	team_03_a01_bs_enus

	Leading Teams: Establishing Goals, Roles, and Guidelines
	team_03_a02_bs_enus

	Leading Teams: Developing the Team and its Culture
	team_03_a03_bs_enus

	Leading Teams: Building Trust and Commitment
	team_03_a04_bs_enus

	Leading Teams: Fostering Effective Communication and Collaboration
	team_03_a05_bs_enus

	Leading Teams: Motivating and Optimizing Performance
	team_03_a06_bs_enus

	Leading Teams: Dealing with Conflict
	team_03_a07_bs_enus

	Leading Teams: Managing Virtual Teams
	team_03_a08_bs_enus


Replaces: High-Performance Onsite-and Virtual Teams

Essential Skills for Administrative Support Professionals (Target: Released)
	Administrative Professionals: Representing Your Boss
	ad_01_a01_bs_enus

	Administrative Professionals: Common Administrative Support Tasks
	ad_01_a02_bs_enus

	Administrative Professionals: Maximizing Your Relationship with Your Boss
	ad_01_a03_bs_enus

	Administrative Professionals: Interacting with Others
	ad_01_a04_bs_enus

	Administrative Professionals: Putting Your Best Foot Forward
	ad_01_a05_bs_enus


Replaces: The Effective Administrative Support Professional and Advanced Skills for Administrative Support Professionals

Diversity on the Job (Target: Released)
	Diversity on the Job: The Importance of Diversity and the Changing Workplace
	pd_07_a01_bs_enus

	Diversity on the Job: Diversity and You
	pd_07_a02_bs_enus


Replaces: Managing Diversity in the Workplace
Optimizing Your Work / Life Balance (Target: Released)
	Optimizing Your Work/Life Balance: Analyzing Your Life Balance
	pd_06_a01_bs_enus

	Optimizing Your Work/Life Balance: Maintaining Your Life Balance
	pd_06_a02_bs_enus

	Optimizing Your Work/Life Balance: Taking Control of Your Stress
	pd_06_a03_bs_enus


Replaces: Living a Balanced Life
Managing Your Career (Target: Released)
	Managing Your Career: Creating a Plan
	pd_10_a01_bs_enus

	Managing Your Career: Getting on the Right Track
	pd_10_a02_bs_enus

	Managing Your Career: Professional Networking Essentials
	pd_10_a03_bs_enus

	Managing Your Career: You and Your Boss
	pd_10_a04_bs_enus

	Managing Your Career: Leveraging the Performance Appraisal
	pd_10_a05_bs_enus


Replaces: Fast-tracking Your Career

Managing Organizational Change (Target: Released)
	Managing Change: Understanding Change
	mgmt_13_a01_bs_enus

	Managing Change: Building Positive Support for Change
	mgmt_13_a02_bs_enus

	Managing Change: Dealing with Resistance to Change
	mgmt_13_a03_bs_enus

	Managing Change: Sustaining Organizational Change
	mgmt_13_a04_bs_enus


Replaces: Using Change Process to Support Employees

Effective Time Management (Target: Released)


	Time Management: Analyzing Your Use of Time
	pd_11_a01_bs_enus

	Time Management: Planning and Prioritizing Your Time
	pd_11_a02_bs_enus

	Time Management: Avoiding Time Stealers
	pd_11_a03_bs_enus


Replaces: Take Control of Your Time by Working More Effectively

Interpersonal Communication (Target: February)

	Interpersonal Communication: Communicating with Confidence
	comm_21_a01_bs_enus

	Interpersonal Communication: Targeting Your Message
	comm_21_a02_bs_enus

	Interpersonal Communication: Listening Essentials
	comm_21_a03_bs_enus

	Interpersonal Communication: Communicating Assertively
	comm_21_a04_bs_enus

	Interpersonal Communication: Being Approachable
	comm_21_a05_bs_enus


Replaces: Business Interpersonal Communication Skills and Communicating Assertively

Workplace Conflict (Target: Released)
	Workplace Conflict: Recognizing and Responding to Conflict
	comm_22_a01_bs_enus

	Workplace Conflict: Strategies for Resolving Conflicts
	comm_22_a02_bs_enus


Replaces: Conflict in the Workplace

Business Coaching Essentials (Target: Released)

	Business Coaching: Getting Ready to Coach
	mgmt_14_a01_bs_enus

	Business Coaching: Conducting Coaching Sessions
	mgmt_14_a02_bs_enus

	Business Coaching: Building the Coaching Relationship
	mgmt_14_a03_bs_enus

	Business Coaching: Using Different Coaching Styles
	mgmt_14_a04_bs_enus


Replaces: Coaching with Confidence
Problem Solving and Decision Making Strategies (Target: April 2010)
Problem Solving: Digging Deeper 

Decision Making: The Fundamentals

Decision Making: Techniques

Decision Making: Making Tough Decisions
	Problem Solving: The Fundamentals
	pd_12_a01_bs_enus

	Problem Solving: Determining and Building Your Strengths
	pd_12_a02_bs_enus


Replaces: Decision-making and Problem-solving for Business
Fundamentals of Working with Difficult People (Target: April 2010)
Working with Difficult People: Identifying Difficult People 

Working with Difficult People: How to Work with Aggressive People

Working with Difficult People: How to Work with Negative People 

Working with Difficult People: How to Work with Procrastinators

Working with Difficult People: How to Work with Manipulative People

Working with Difficult People: How to work with Self-serving People  

Working with Difficult People: Dealing with People in Different Roles

Replaces: Working with and Managing Difficult People
Negotiation Essentials (Target: April 2010)
Negotiation Essentials: What is Negotiation?

Negotiation Essentials: Planning for Negotiation 

Negotiation Essentials: Communicating

Negotiation Essentials: Persuading 

Negotiation Essentials: Avoiding Pitfalls in Negotiations
Replaces: Getting the Results You Want: Negotiating to Win
Emotional Intelligence Essentials (Target: Q2/Q3 2010)
What is Emotional Intelligence?

Improving Your Emotional Intelligence Skills

Using Emotional Intelligence on the Job
Replaces: Emotional Intelligence at Work
Fundamentals of Cross Cultural Communication (Target: Q2/Q3 2010)
How Culture Can Affect Communication

Communicating Across Cultures

Improving Cross-Cultural Communication 
Replaces: International Communications
Getting Results without Direct Authority (Target: May 2010)
Building Relationships and Credibility to Get Results Without Authority
Getting Results Through Persuasion
Getting Results Through Reciprocation 
Getting Results From Superiors
Replaces: Obtaining Results without Authority

Customer Service Fundamentals (Target: Q3 2010)
Customer Service Fundamentals: Elements of Excellent Service

Customer Service Fundamentals: Customer Service in the Field 

Customer Service Fundamentals: Customer Service Over Phone

Customer Service Fundamentals: Internal Customer Service

Customer Service Fundamentals: Confrontation and Conflict
Customer Service Fundamentals: Leading Customer Service
Replaces: Excelling at Customer Service
Finance and Accounting Essentials for Non-financial Professionals (Target: Q3 2010)
Principles of Accounting and Financial Management

Cash Flow Management Essentials
The Time Value of Money and Investment Decisions

The Essentials of Budgeting

Understanding Financial Statements

Analyzing Financial Statements
Replaces: Fundamental Finance for non-Finance Professionals
Essentials of Interviewing and Hiring (Target: Q3 2010)
Screening Applicants for Interviewing

Preparing to Interview

Conducting an Effective Interview

Behavioral Interview Techniques

Hiring the Right Individual
Replaces: Effective Hiring and Interviewing and Behavioral Interviewing
Dealing with Organizational Change (Target: Q3 2010)
Understanding Organizational Change

Preparing for Organizational Change

Accepting and Embracing Organizational Change 
Replaces: Handling Organizational Change
Listening Essentials (Target: Q3 2010)
Listening Essentials: The Basics of Listening
Listening Essentials: Improving Your Listening Skills

Replaces: Effective Listening
Management Essentials (Target: Q3 2010)
7 courses planned

Replaces: Crucial Skills for Tomorrow's Managers
Management Essentials for First Time Managers (Target: Q3 2010)
3 courses planned

Replaces: Moving into Management
Accounting Fundamentals (Target: Q3 2010)
9 courses planned

Replaces: Accounting 101 and Accounting 102
Constructive Feedback and Criticism (Target: Q3 2010)
3 courses planned

Replaces: Effective Use of Feedback for Business
Fundamentals of Lean for Business Organizations (Target: Q3 2010)
6 courses planned

Replaces: N/A

Anger Management Essentials (Target: Q3 2010)
2 courses planned

Replaces: Anger Management in The Workplace
Marketing Essentials (Target: Q4 2010)

6 courses planned

Replaces: Strategic Marketing in Action
Critical Thinking Essentials (Target: Q4 2010)

2 courses planned

Replaces: Achieving Organizational Excellence Through Critical Thinking
� Please Note: Certification topics (such as PMBOK, ITIL, etc.) and all Desktop and IT content will continue to be developed to our current 2 - 2 ½ hour standards.
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