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ARE YOU A TRUE LEADER OR JUST A BOSS?
HEEEDEEENERZRD LEH?

BY SKY SCHOOLEY (STAFF WRITER AT BUSINESSNEWSDAILY.COM)
AHq + R —L 4 (BUSINESSNEWSDAILY.COME BEZE)

BEING PROMOTED TO A MANAGEMENT ROLE
IS A HUGE ACCOMPLISHMENT, BUT MANY
PROFESSIONALS FIND THE RESPONSIBILITY
MORE CHALLENGING THAN THEY IMAGINED.
BEING SOMEONE’S BOSS DOESN'T
NECESSARILYMEANYOU'REAGOODLEADER.
EFFECTIVE LEADERSHIP IS INCREASINGLY
ESSENTIAL IN THE WORKPLACE, AS MORE
AND MORE EMPLOYEES LEAVE OTHERWISE
EXCELLENT COMPANIES OVER ONE
RESOLVABLE ELEMENT - BAD BOSSES.
ACCORDING TO A STUDY BY GOODHIRE, 82%
OF ALL SURVEYED PROFESSIONALS WOULD
POTENTIALLY QUIT THEIR JOB BECAUSE
OF A BAD BOSS. THERE ARE CRUCIAL
DIFFERENCES BETWEEN BOSSES AND
LEADERS, SO IT'S CRUCIAL TO ANALYZE
YOUR LEADERSHIP STYLE TO ENSURE
YOU’RE EFFECTIVELY STEERING YOUR TEAM
IN THE RIGHT DIRECTION.

Are leaders born or made?

The discussion about whether leadership is an innate trait or
something that can be learned spans decades. While there’s
extensive research about whether leaders are born or made, the
general consensus is that there's truth to both sides. While some
natural abilities — like being collaborative, intelligent, charismatic
and compassionate — help professionals emerge as managers,
training and experience can transform someone into a true
leader.

Many traits, including stress resistance, the ability to delegate,
being responsible and having a respectful management style,
can and should be trained and learned. How to train to be a
leader

These are some of the many ways to grow proactively as a
leader:

* Explore management theories. One way to become a
better leader is by consulting management books and
exploring management theories. You can evaluate different
management styles and select one that suits you and will
benefit your team.
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» Find a coach. Another way to improve your leadership skills is
by enrolling in a coaching program. A good career coach will
help you identify problem areas and employ thought-provoking
strategies to help you develop personally and professionally.

 Find (and become) a mentor. Unlike a coach, who is usually
with you for a short time with a clear agenda in mind, a
mentorship relationship is long term. While a mentor can help
you, being a mentor can also help improve your leadership
skills.

To be a good boss or leader, incorporate a few key strategies
into your behavior, including thoughtfulness, communication and
setting clear expectations for your employees.

* Be thoughtful. A good leader conducts their decision-making
process based on the team’s and company’s best interests.
Ken Gosnell, founder of CEO Experience, recommends
treating your employees with thoughtfulness. “Leaders who
lead for impact think first of their followers. They know that if
they are doing what is in the best interest of their followers, it
will bring great results for the followers and the organization”

* Communicate and listen. Leaders should also incorporate
good communication by listening to their teams. Gosnell said
that a listening leader will hear how to make an organization
better through their team’s words. “Listening leaders grow
in influence and impact, while those who neglect to listen to
their team will struggle with disengaged employees who won't
listen. A leader who wants to be listened to should practice
listening to their people.”

+ Set clear expectations. Whether you see yourself as a boss
or a leader, Sue Andrews, business and HR consultant at KIS
Finance, said, the key to your success is your staff seeing you
as fair in your approach toward them. Set fair, clear employee
expectations and be consistent in your manners so your staff
knows what they can expect from you. “This is essential in the
workplace, as one of the greatest causes of employee stress
is not knowing what to expect from their manager, Andrews
said. “Frequent changes in focus and conflicting priorities will
leave staff feeling anxious. However, effective communication
and a clear goal will ensure that teams all pull in the same

direction What are a team leader’s responsibilities?

Team leaders are responsible for more than just delegating tasks
and monitoring employees. They are responsible for the success
of the whole team and the success of each team member.
An effective team leader should understand each member's
strengths, weaknesses and goals, and utilize their talents
accordingly.

Executive and leadership coach Christina J. Eisinger created a
brief checklist for leaders when they're determining their primary
responsibilities:

* Ensure the team has what they need to get the job done.

* Provide challenging, meaningful work.

* Be accessible and approachable.
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* Hold regular one-on-one meetings with each direct report that TNOETORFA. . BRREZERL. TNIISCTFREZEERT 54
focus on career development. BEAHYET,
* Measure performance.

* Provide regular, ongoing feedback, including performance BEPIESEDI—FTHBTIRATA—F TV -3 IEEEDE

reviews. BEAERETHROMEEF v I VAMERLE LT,
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in your work duties, don't worry. Focus on improving and oY)

seek feedback from your team about what you can do better.
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become leaders”
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While it can be a strenuous journey from boss to true leader,
the rewards are well worth the effort. Being a thoughtful leader
can increase your team'’s productivity, motivation and loyalty, and
ensure your company'’s success.
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Skye Schooley, REL. INZRRT BHICBNTEIENEESR, | LEOTVE

Business Operations Insider and Senior Lead Analyst ED

Skye Schooley is a human resources writer at business.com BhlEEES ZNEH ETD?

and Business News Daily, where she has researched and

written more than 300 articles on HR-focused topics including ERNSEDIREEITEDZE TOEDVITITEHL DY ETH. EHhTd
human resources operations, management leadership, and HR MBI+ DB ET, BEENMSEEICEDTET. F—LDEER, &
technology. In addition to researching and analyzing products M RFOEE LS RN T ERTEES,

and services that help business owners run a smoother human
resources department, such as HR software, PEOs, HROs,
employee monitoring software and time and attendance
systems, Skye investigates and writes on topics aimed at
building better professional culture, like protecting employee
privacy, managing human capital, improving communication, and
fostering workplace diversity and culture.

CLASSES OFFERED
IS XADME

MICROSOFT COMPUTER BASED TRAINING

Integrated Microsoft software courses are offered in the FSS Training Institute
computer room from 8am to 3pm via appointment. Microsoft Office 2016
and Windows 10 courses are self-paced, interactive, step-by-step simulation,

ranging from beginner to advanced learning. FSOT also has Japanese versions
of these programs available. This training is available to FSS personnel. To
reserve a time slot call the FSS Training Institute staff at 225-8105 and follow

up with an FSSTI Form 4 to 374fss.fsot.1@us.af.mil
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CLASSES OFFERED
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INITIAL FSS TRAINING
(FOR FSS EMPLOYEES ONLY)

A MANDATORY orientation for new unit members that must
be completed within their first 30 days within the organization.
Course topics include information on safety, ethics, diversity,
harassment, and customer service.
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FSS ANNUAL TRAINING
(FOR FSS EMPLOYEES ONLY)

A yearly refresher course MANDATORY for all FSS employees
(military and civilian).
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COMPUTER BASED TRAINING
(FOR FSS EMPLOYEES ONLY)

Some of the courses offered are Total Force Awareness Training,
Office, Windows, and AFSVC Genius SIS courses. The Office
courses are self-paced, interactive with step-by-step simulation.

Total Force Awareness Training, Office, Windows, —E REEEI—R 5L
DRHENE T, OfficedI—XIF BN DN—RATTEBHEH, ERPEHIICEE
LUEBH TEE T,

SERVSAFE FOOD HANDLER

TRAINING
(IN ENGLISH AND JAPANESE - FOR FSS MEMBERS ONLY)

It is MANDATORY that all food service workers in FSS be
certified in the NRA ServSafe Food Handler program. This
course teaches basic disciplines of food safety and gives the
employees an overall understanding of their role keeping food
& beverages safe for the entire community. Certification is valid
for 3 years.
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DRAM SHOP
(FOR FSS EMPLOYEES ONLY)

AMANDATORY course required annually for all FSS employees
that sell or serve alcoholic beverages. Please reference AF| 34-
219 for more information.
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MPF OUT-PROCESSING BRIEFS
(IN ENGLISH)
Twice-weekly held session by the Military Personnel Flight to aid

military members as they prepare to out-process from Yokota
Air Base.



CLASS SCHEDULE 932RR7¥a-b

APRIL 2024

“Training for FSS employees only.

*EI7ABLRABIEEBDH
MON TUE WED THU FRI
1 2 3 4 15)
MPF NEW EMPLOYEE SERVSAFE FOOD
OUT-PROCESSING CBT SESSION* HANDLER TRAINING*
BRIEFS 8 am.-4 p.m. (IN ENG)
FAMILY DAY 10-11:30 a.m. 9-11:30 a.m.
MPF
OUT-PROCESSING
BRIEFS
10-11:30 a.m.
8 9 10 11 19
SERVSAFE FOOD BODY COMP MARKETING ACTIVITY
HANDLER TRAINING* | ASSESSMENT MANAGER MEETING
(IN JPN) 12-2 p.m. 9 am.-
9-11 a.m MPF
MPF OUT-PROCESSING
OUT-PROCESSING BRIEFS
BRIEFS 10-11:30 a.m.
10-11:30 a.m.
DRAM SHOP*
(IN JPN)
11 am.-12 p.m.
15 16 17 18 19
USFJ MIPOC USFJ MIPOC USFJ MIPOC USFJ MIPOC USFJ MIPOC
BREAKOUTS BREAKOUTS BREAKOUTS BREAKOUTS BREAKOUTS
8 am.-4 p.m. 8 am.-4 p.m. 8 am.-4 p.m. 8 am.-4 p.m. 8 am.-4 p.m.
929 23 24 25 26
INITIAL FSS FSS ANNUAL NEW EMPLOYEE SERVSAFE FOOD SERVSAFE FOOD
TRAINING* TRAINING CBT SESSION* HANDLER TRAINING* | HANDLER TRAINING*
8 a.m.-12:30 p.m. (IN JPN) 8 am.-4 p.m. (IN JPN) (IN ENG)
9-11 a.m. BODY COMP 9-11 a.m 9-11:30 a.m.
MPF ASSESSMENT MPF
OUT-PROCESSING 12-2 p.m. OUT-PROCESSING
BRIEFS BRIEFS
10-11:30 a.m. 10-11:30 a.m.
DRAM SHOP*
(IN JPN)
11 am.-12 p.m.
29 30
FSS ANNUAL
TRAINING*
(IN ENG)
JAPANESE HOLIDAY | 9-11 am.
SHOWA DAY MPF
OUT-PROCESSING
BRIEFS
10-11:30 a.m.




CLASS SCHEDULE 932RR7¥a-b

MAY 2024

“Training for FSS employees only.

*BITABZRPBIEERDH
MON TUE WED THU FRI
1 2 3
MPF
OUT-PROCESSING
BRIEFS JAPANESE HOLIDAY
10-11:30 am. CONSTITUTION
MEMORIAL DAY
6 7 8 9 10
SERVSAFE FOOD NEW EMPLOYEE SERVSAFE FOOD
HANDLER TRAINING* | CBT SESSION* HANDLER TRAINING*
(IN JPN) 8 am.—4 p.m. (IN ENG)
SE HO 9-11am 9-11:30 a.m.
CHILDRENS DAY | MPE WP
OBSERVE OUT-PROCESSING OUT-PROCESSING
BRIEFS BRIEFS
10-11:30 a.m. 10-11:30 a.m.
DRAM SHOP*
(IN JPN)
11 am.-12 p.m.
13 14 15 16 17
MPF SERVSAFE FOOD FSS ANNUAL
OUT-PROCESSING HANDLER TRAINING* | TRAINING
BRIEFS (IN ENG) (IN JPN)
10-11:30 a.m. 9-11:30 a.m. 9-11 am.
BODY COMP MPF
ASSESSMENT OUT-PROCESSING
12-2 p.m. BRIEFS
10-11:30 a.m.
20 21 29 23 24
INITIAL FSS MPF NEW EMPLOYEE FSS ANNUAL
TRAINING* OUT-PROCESSING CBT SESSION* TRAINING
8 am.-12:30 p.m. BRIEFS 8 am.-4 p.m. (IN ENG)
10-11:30 a.m. 9-11 am.
MPF
OUT-PROCESSING
BRIEFS
10-11:30 a.m.
29 30 31
MPF SERVSAFE FOOD
OUT-PROCESSING HANDLER TRAINING*
BRIEFS (IN JPN)
10-11:30 am. 9-11am
HOLIDAY FAMILY DAY BODY COMP MPF
MEMORIAL DAY ASSESSMENT OUT-PROCESSING
12-2 p.m. BRIEFS
10-11:30 a.m.
DRAM SHOP*
(IN JPN)

11 am.-12 p.m.




CLASS SCHEDULE 932RR7¥a-b

JUNE 2024

“Training for FSS employees only.

*EIVABLRPBIEEBDH
MON TUE WED THU FRI
3 4 5 6 7
SERVSAFE FOOD NEW EMPLOYEE MPF
HANDLER TRAINING* | CBT SESSION* OUT-PROCESSING
(IN ENG) 8 am.-4 p.m. BRIEFS
9-11:30 a.m. 10-11:30 a.m.
MPF
OUT-PROCESSING
BRIEFS
10-11:30 a.m.
10 11 12 13 14
INITIAL FSS MPF BODY COMP SERVSAFE FOOD FARMERS’ MARKET
TRAINING* OUT-PROCESSING ASSESSMENTS HANDLER TRAINING* | PREP
8 am.-12:30 p.m. BRIEFS 12-2 p.m. (IN JPN) 12-4 p.m.
10-11:30 a.m. 9-11 a.m
MPF
OUT-PROCESSING
BRIEFS
10-11:30 a.m.
DRAM SHOP*
(IN JPN)
11 am.-12 p.m.
17 18 19 20 21
SERVSAFE FOOD FAMILY DAY
HANDLER TRAINING*
(N ENG) 2 [OJNIPV:D A FsS ANNUAL
9-11:30 am. JUNETEENTH  RETSININGE
NATIONAL (IN JPN)
or INDEPEND-ENCE [Siii
OUT-PROCESSING
BRIEFS DAY
10-11:30 a.m.
24 25 26 o7 28
FSS ANNUAL SERVSAFE FOOD NEW EMPLOYEE MPF QUARTERLY
TRAINING HANDLER TRAINING* | CBT SESSION* OUT-PROCESSING TRAINING MONITOR
(IN ENG) (IN JPN) 8 am.-4 p.m. BRIEFS MEETING
9-11am. 9-11am BODY COMP 10-11:30 a.m. 10-11:30 a.m.
MPF ASSESSMENTS
OUT-PROCESSING 12-2 p.m.

BRIEFS
10-11:30 a.m.
DRAM SHOP*
(IN JPN)

11 am.-12 p.m.
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WHO'S ELIGIBLE?
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FSS Training Institute classes are conducted for 374 FSS FSSAIMRER T3, H374ABXEPBOMADH DIIFEL. BIES
unit members and are held in Building 316, Room 133A, 316, 133A L133BL 1448 ETITONTWEY,  FSSTI 7+ —L4lc E
133B, or 144. Please submit an FSSTI Form 4 with your BINERZDHS5L B THEBMIADSHRTE T, 8374 FSSHI
supervisor’s signature to 374 FSS/FSOT at least five (5) BERE IR (EX—JL: 374fssfsot.l@us.afmil) LTTFELY, B
duty days prior to the class start date (Email: 374fss. WEDEIZ, 225-8105F CHEFEFEL,

fsot.1@us.af.mil). You can also contact us via phone,

2925-8105/6, or via email for more details.

374TH FORCE SUPPORT SQUADRON
TRAINING INSTITUTE

RM. 142, BLDG. 316
DSN 225-81056/8106

HOURS OF OPERATION
MON-FRI = 8 AM.—4 P.M.
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YOKOTAFSS.COM



