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CERTIFICATE DESCRIPTION

Regardless of your career path, you will find yourself in different workplaces throughout your career.
While the roles and benefits will vary, one thing that will remain the same is the need for trust in

the workplace. Creating a culture of trust will help you relate to your peers and set yourself apart

as a leader. This certificate includes courses on working with different generations, managing office
conflict, ethics in the workplace, and navigating the workplace environment.

SESSIONS INCLUDED

Introduction to Workplace Environments
Working with Different Generations

Managing Office Conflict

Ethics in the Workplace

Navigating the Workplace Enviornment
Creating a Culture of Trust Certificate Reflection

LEARNING OBJECTIVES

Define workplace environment in the context of physical location, atmosphere, company culture,
policies and procedures

Compare and contrast key characteristics of different workplace environments
Examine the role trust plays in the workplace

Summarize the characteristics and motivations of different generations

Identify techniques for managing cross-generational differences

Discuss best practices for working with different generations

Practice navigating conflicting work styles

Identify types of conflict

Describe the impact conflict plays in an office environment

Discuss techniques for managing office conflict

Practice responding to difficult situations

Define ethics

Discuss the impact of decisions on family, community, and the planet

Examine a process to respond to an ethical dilemma

Practice responding to ethical situations

Discuss the role diversity, equity, inclusion, and belonging (DEIB) plays in a workplace environment
Examine the impact of exclusive and harmful behaviors in the workplace

Identify inclusive language and behaviors in the workplace

Practice being an ally in workplace situations

Reflect on areas of personal growth related to managing workplace environments
Explaiin how to complete the Workplace Environments Certificate Assessment
Discuss additional certificate opportunities
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p> COLLEGE OF LEADERSHIP SCHEDULE AT A GLANCE

"This schedule is not inclusive of the entire College of Leadership and
only shows the sessions in the Creating a Culture of Trust Certificate

Thursday

Time Session Location

9115 - 10:30 am. Opening Session Biscayne Ballroom
10:45 am. - 12.00 p.m. Introduction to Workplace Environments Biscayne Ballroom
Friday

Time Session Location

Q:00 - 10:15 am. Working with Different Generations Biscayne Ballroom
10:30 am. - 11.45 am. Managing Office Conflict Biscayne Ballroom
Saturday

Time Session Location

10:45 am. - 12:00 p.m. Ethics in the Workplace Biscayne Ballroom
2:00 - 3115 p.m. Navigating the Workplace Environment  Biscayne Ballroom

3:30 - 500 p.m. Certificate Reflection Biscayne Ballroom
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p> SESSION OVERVIEWS

Introduction to Workplace Environments

Whether you work in an office or virtually, in a small start-up or for a large corporation, you will have
to manage your workplace environment. This includes learning how to work with others, deal with
challenging situations, and sometimes make difficult choices. This session will set the foundation
for the importance of creating a culture of trust by introducing the topics and skills needed to be
successful in the workplace.

Working with Different Generations

We matriculate through school with others around the same age, but that changes when you enter
the workforce. In your career, you might be working - or even supervising - people who are older
or younger than yourself. Join this session to learn about working with different generations in the
office.

Managing Office Conflict

Work can be a great experience when you're managing projects you enjoy and getting along with
colleagues, but it's not always like that. No workplace environment is without conflict, so you at one
point or another you will likely experience disagreements, challenging personalities, and other forms
of conflict. Join this session to discover techniques to manage conflict at work and perform your
best.

Ethics in the Workplace

It's inevitable. You will face an ethical dilemma in your workplace - even if you're a self-employed
entrepreneur. So, how do you handle the situation? This session will provide you with a process
and opportunity to practice how to handle ethical dilemmas and focus on how to create an ethical
environment,

Navigating the Workplace Environment

A workplace brings people from all different backgrounds to work together. Being able to navigate
the workplace effectively involves not just learning how to work with people different from you but
understanding how to create a workplace where everyone feels included and comfortable being
their most authentic self. This session will cover concepts related to making a workplace inclusive
for all employees.

Certificate Reflection

After learning how to work with others, deal with challenging situations, and sometimes make
difficult choices, it's time to put them all together. This session will conclude the Creating a Culture of
Trust in the Workplace certificate by tying all of the topics together, allowing time for reflection, and
explaining next steps for earning the certificate.
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p> WORKPLACE ENVIRONMENTS
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p> SESSION TOPICS

Working with Different Generations

Managing Office Conflict

Ethics in the Workplace

Navigating the Workplace Environment
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. P> REFLECTION

What experience do you currently have with workplace
environments and culture?

How do you want to improve throughout the course of these
sessions and the certificate program?

What areas of workplace environments and creating a culture of
trust are you most wanting to dive deeper into?
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p> UNDERSTANDING THE GENERATIONS

Traditionalists
Born before 1945

Distinguishing Experiences: Lived through the Great Depression, W\W2, The New Deal, Rise
of Labor Unions

Characteristics: Loyalty, respect for authority, following the rules, stability, conformity
Stereotypes: old-fashioned, behind the times, rigid, risk-averse to change

Motivators: job titles and money

Baby Boomers / The "Me" Generation
Born between 1946 and 1964

Distinguishing Experiences: Lived through the Cold War and Vietham War, Kennedy
Assassination, Civil Rights Movement, and Woodstock

Characteristics: Ambitious, driven, work-centric, goal-oriented, optimistic
Stereotypes: self-centered, unrealistic, political, power-driven

Motivators: perks of high levels of responsibility, praise, and challenges. Prestigious job titles
and recognition like office space or parking spaces are important

Generation X
Born between 1965 and 1980

Distinguishing Experiences: Lived through the fall of the Berlin Wall, Challenger explosion,
the expansion of PC computers

Characteristics: Entrepreneurial spirited due to spending time alone as children while both
parentsworked, like to work independently with minimal supervision, skeptical, think globally,
technologically literate, first generation to put an emphasis on work/life balance

Stereotypes: slackers, selfish, impatient, cynical

Motivators: Opportunities to grow and make choices as well as build relationships with
mentors, flexible schedules, benefits from telecommuting, recognition from the boss and
bonuses, stock, gift card
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p> UNDERSTANDING THE GENERATIONS

Generation Y / Millennials
Born between 1981 and 1996

Distinguishing Experiences: Lived through the Oklahoma City bombing, Columbine
shooting,9/11, Irag/Afghanistan war, 2008 election, expansion of the internet and
technology, many entered the workforce during economic recession

Characteristics: Tech-savvy, individualisticyet group-oriented, optimisticand confident,
ambitious yet aimless, diversity, easily bored, not as loyal as older generations, and
ability to jump from one place to the next

Stereotypes:short attention span, lazy, spoiled, disrespectful, technologically
dependentMotivators: Cultureisimportant, wanttoworkinacollaborative environment.
Values flexible schedules, time off, and embracing the latest technology. Thrive when
there is structure, stability, continued learning opportunities, and immediate feedback

Generation Z / iGen
Born between 1997 and 2012

Distinguishing Experiences: Sandy Hook, expansion of mobile devices, wi-fi, social
media, and on-demand entertainment. They have never known a world without war
and the threat of domestic terrorism, grew up with constant connectivity, and may
have had college years interrupted or end during Covid-19

Characteristics: \Want to do something meaningful and be given responsibility, tech
savvy, autonomous, able to solve problems by searching online, pragmatic, multi-
taskers, progressives, aware of their capabilities and the power they can achieve.

Stereotypes: addicted to technology, cynical

Motivators: social rewards, mentorship, feedback, issues that are important to them,
financial stability, and listening to those they trust

Dimock, M. (2019, January 17). Defining generations: Where millennials end and generation Z begins. Pew Research Center. Retrieved July 19, 2022, from https.//www.pewresearch.org/fact-tank/2019/01/17/where-
millennials-end-and-generation-z-begins/

Generational breakdown: Info about all of the generations. The Center for Generational Kinetics. (2022, May 4). Retrieved July 19, 2022, from https://genhg.com/fag-info-about-generations/

Pew Research Center. (2015, September 3). The WHYS and hows of generations research. Pew Research Center - U.S. Politics & Policy. Retrieved July 19, 2022, from https./www.pewresearch.org/politics/2015/09/03/
the-whys-and-hows-of-generations-research/

Rampton, J. (2017, October 17). Different motivations for different generations of workers: Boomers, gen X, millennials, and gen Z. Inc.com. Retrieved July 19, 2022, from https://www.inc.com/john-rampton/different-
motivations-for-different-generations-of-workers-boomers-gen-x-millennials-gen-z. html
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p> UNDERSTANDING THE GENERATIONS

Generation Alpha
Born between 2013 and 2024"

"Years are not yet defined and not much is known about this generation and its impact
yet

Distinguishing Experiences: Brexit, 2016 Election, Formative schooling years occurred
during Covid-19

Characteristics: High expectations for on-demand and mobile content as digital
natives, more visual than previous gnerations having been raised in front of screens,
more socially connected due to social media, raised in a global community due to
constant access to internet exposing them to shared customs, values and experiences

Fell, A, & McCrindle, M. (n.d). Understanding Generation Alpha. McCrindle. Retrieved July 19, 2022, from https://mccrindle.com.au/insights/blog/gen-alpha-defined/

What are the Generational Trends?

Generations are getting more diverse racially and ethnically

Percentage of individuals getting married is declining, particularly at a young age
Religious affiliation is changing, with older generations identifying primarly as
Christian and the share of the population not identifying with any organized religion
is growing

Younger generations are more likely to identify as politically independent

How can you work with different generations?

Don't dwell on differences.

Build collaborative relationships.

Create opportunities for cross-generational mentoring.

Dont assume you already know what will motivate a colleague or employee.
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. P> REFLECTION

What new information have you learned about the different
generations and how you might work with them?

What do you plan to do differently to build a culture of trust
when working with different generations?

What areas of generational differences do e/ou want to learn
more about and how do you plan to do that?
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P> TYPES OF CONFLICT

What are the causes of conflict?

Lack of communication - Misunderstood remarks, comments taken out of
context, or no communication at all can cause conflict, or perpetuate conflict
that is already in existence. Communication is increasingly critical when
change is involved.

Unclarified roles - If people don't agree on who holds responsibility, conflict
can arise when someone tries to make the final decisions. Unclarified roles can
lead to incomplete work and no leader.

Competing priorities — Disagreement on a company'’s vision can make it
difficult for people to work together due to competing priorities regarding their
time or the company's resources.

Personality differences - People interact differently with everyone due
to various interests, values, and beliefs. While working in close quarters,
behaviors and personalities that are different from your own can be irritating.

Different work methods - Similar to personality styles, people also have
different leadership and work styles. When collaborating on projects with
colleagues who have different work styles, there can be tension when
deciding how to move forward.

Shonk, K. (2021, October 11). 3 types of conflict and how to address them. Program on Negotiation Harvard Law School Daily Blog. Retrieved July 25, 2022, from https.//www.pon.
harvard.edu/daily/conflict-resolution/types-conflict/#:~text=In%20particular%2C%20three%20types%200f.from%2z0targeted%20conflict%2Dresolution%20tactics.
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p> TECHNIQUES FOR MANAGING CONFLICT

Conflict is generally considered to be inevitable, but
even so, conflict is not always negative. Conflict can be

a positive thing that acts as a catalyst to push through
problems, spur creative energy, and motivate teams to
work together. Avoiding conflict lets the problem fester,
and letting it go unaddressed allows the situation time to
turn hostile.

To avoid blame and heresy, it's important to stick to the
facts. When discussing conflict, only talk about what you
know for certain and how things have made you feel.
Using ‘I statements” such as ‘I felt angry when.." presents
your feelings in a way that the other person can't refute
and helps control the conversation.

When handling conflict, both parties must be willing to
listen to understand the other's perspective and actively
work to come to a solution. There might not be “right”
answers every time, but considering another perspective
gives you a better understanding of the situation and how
you might be able to resolve it.

Conflict can only be overcome if all the right people are
brought into the conversation. Each person needs to
be able to share their story and concerns. If all parties
aren't willing to cooperate or consider all sides, it might
be necessary to involve a supervisor for mediation or
direction.

Solely accommodating the other individual, or demanding
others accommodate you, will not solve the underlying
issues. Talking through situations promotes collaboration,
so all sides can support the identified solution.

It is difficult but maintaining this mindset can ease conflict.
At work, you should focus on work tasks and do what you
can to benefit the organization. That could mean giving

in on some decisions or changing your perspective or
preferred method of work in favor of others. Keep in mind
that professional decisions and actions are not personal.
This will help keep your emotions in check and limit
conflict in the workplace.
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How should you respond to conflict situations? Consider a personal situation or
the example below

You and another colleague are tasked with working on a project together. You
are both are in the same role but the other individual has been there longer than
you and is trying to take the lead since they have done a similar project in the
past. You don't agree with the direction they are going and have your own ideas
you think would be good to try. How do you handle this conflict?

How can you rebuild trust after conflict?

Take personal accountability - don't wait for the other person to show initiative
and show your own intent that you want to make the situation and environment
better for everyone.

Listen and find ways to meet them halfway - if they shared something that
frustrated them, don't do it again. Find common goals and work on how to
communicate in ways that meet both of your needs.

Forgive and move on - once you've both acknowledged the problem and
forgiven one another, don't keep coming back to it and allow both of yourselves
to move past it.

Give it time - trust will not be rebuilt overnight. Continue to work on creating a
better environment as relationships and situations will change and grow over
time.

Inam, H. (2014, January 27). Three steps to rebuild trust. Forbes. Retrieved July 25, 2022, from https./www.forbes.com/sites/hennainam/2014/01/27/how-to-rebuild-
trust/?sh=366de34b7096
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. P> REFLECTION

What new information have you learned about managing
conflict?

How has your comfort level changed as it relates to managing
conflict and what do you plan to do differently in the future?

What areas of managing conflict do you want to learn more
about and how do you plan to do sor
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a ° ; '9 What is the impact of ethical situations?
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LEADERSHIP METHODOLOGY

Clarify discover opportunities and outline problems

Analyze gather and analyze relevant information and data
Act make decisions and model outcomes and contingencies

Merriam-Webster. (n.d.). Ethic definition & meaning. Merriam-Webster. Retrieved July 25, 2022, from https.//www.merriam-webstercom/dictionary/ethic
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p> CONSIDERING ETHICAL SITUATIONS

You started your new role as a sales representative and are training with your boss.
During interactions with a potential client who is getting ready to sign a hew contract,
you have concerns your boss is trying to deceive the customer. The language of the
contract is vague, and you can tell the client might misinterpret the wording and get
upset when they receive an invoice. What do you do?

It is a very busy time of the year for your company, with major deadlines approaching,
the end of the fiscal year and needing to wrap up a number of your projects. You
have too much work on your hands to be able to finish without the help of the rest of
your team, yet you have noticed your coworker has left the office early every single
day for the last few weeks, knowing full well the amount of work left to do. Your
supervisor is a very hands-off manager and doesn't check in on your team, expecting
you to get your work done, so he isn't aware that your coworker is constantly leaving
early. What do you do?
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p> CREATING AN ETHICAL CULTURE

Check in on your colleagues Jump to conclusions

Seek to understand a colleague's Rationalize the behavior

perspective
Lead through your values Attack anyone
Hold each other accountable Go straight to management or HR

Rehearse what you are going to say
or do before acting

Gallo, A. (2015, June 4). How to speak up about ethical issues at work. Harvard Business Review. Retrieved July 25, 2022, from https://hbrorg/2015/06/how-to-speak-
up-about-ethical-issues-at-work
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What new information have ¥ou learned about ethics and
managing ethical situations that you plan to utilize?

How do you plan to create more ethical environments in the
groups and organizations you are part of?

What areas of ethics do you want to learn more about and how
do you plan to do so?




Creating a Culture of

Trust Certificate

P> INCLUSIVE LEADERSHIP GLOSSARY

Ally  Someone who takes action against oppression out of a belief that eliminating oppression will benefit
members of targeted groups and advantaged groups

Belonging An affinity for a place, situation, or group of people
Bias A positive or negative inclination towards a person, group or community
Bystander Someone who is present at an event or incident but does not take part

Conscious Bias  Overt negative behavior expressed through physical or verbal harassment or through
more subtle means such as exclusion

Discrimination Unfavorable or unfair treatment towards an individual or group based on a specific
identity

Diversity  The psychological, physical and social differences that occur among individuals
Equality Evenly distributed access to resources and the opportunity necessary for a safe and healthy life

Equity The guarantee of fair treatment, access, opportunity and advancement while at the same time
striving to identify and eliminate barriers that have prevented the full participantion of some groups

Inclusion  The act of creating environments in which any individual or group can be and feel welcomed,
respected, supported, and valued to fully participate.

Identity Group A particular culture or community with which an individual identifies or shares
a sense of belonging

Microaggression The everyday verbal, nonverbal and environmental slights, snubs, or insults, whether
intentional or unintentional, which communicate hostile, derogatory or negative messages upon their
marginalized group membership.

Oppression The prolonged cruel or unjust treatment or control

Racism The individual or institutional practices and policies based on the belief that a
particular race is superior to others.

Stereotype A widely held but fixed and oversimplified image or idea of a particular type of person or thing

Unconscious bias a subliminal tendency to favor certain people or groups of people based upon learned
stereotypes

Glossary of diversity, equity, and inclusion terms. Seramount. (2022, January 6). Retrieved July 25, 2022, from https://seramount.com/research-insights/glossary-diversity-equity-and-inclusion/
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P> MICROAGGRESSIONS

Alien in one's own
land

"Where are you from?"
"You speak English so well!”
Continuing to mispronounce

someone's name after already
being corrected

You are not a true
American
You are a perpetual
foreigner in your own
country
Your ethnic/racial identity
makes you exotic

Color blindness

‘I don't see color”
Denying an individual's
expereince by questioning the
credibility/validity of their stories

Everyone must assimilate
to the dominant culture
Denies the significance of
an individual's racial/ethnic
experience and history
Denies the individual as a
racial/ethnic being

Denial of
individual biases

"I'm not racist, | have several Black
friends’
"As a woman, | know what you go
through as a racial minority"
"Are you sure you were being
followed in the store? | can't
believe it

Someone can't be racist
because they have friends
of color
The experiences of all
oppresssed identiites are
the same
Denies the experience of
individuals who experience
bias

Myth of
meritocracy

Everyone can succeed in this
society if they work hard enough
Men and women have equal
opportunities for achievement
America is the land of opportunity

People of color are lazy
and/or incompetent and
need to work harder
The playing field is even,
so if someone cannot
make it, the problem is
with them

Sue, D. W., Capodilupo, C. M., Torino, G. C., Bucceri, J. M., Holder, A. M., Nadal, K. L., . .. Esquilin, M. E. (2007). Racial microaggressions in everyday life: Implications for counseling. American

Psychologist, 62, 271-286.

University of California Santa-Cruz Academic Affairs Office (2014). Recognizing Microaggressions. Retrieved from https://academicaffairs.ucsc.edu/events/documents/Microaggressions_

Examples_Arial_2014_11_12 pdf
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P> MICROAGGRESSIONS

Someone getting up to move
when a person of color sits down
next to them
Raising your voice or speaking
slowly when addressing

You don't belong
Contributions of females
are less worth than those of

Second-class males

citizen L A person with a disability
someone who is blind is lesser in all aspects
Calling on male students/ f ohvsical and P tal
colleagues more frequently orp ;;su:at.an. menta
than females unctioning
Asking a woman vyhen they are Women should be married
having children during child-bearin
"You don't look disabled’ 9 g
. : ages because that is their
Being surprised when a .

L masculine man turns out to be _primary purpose
Traditional role 3 - Invisible disabilities aren't
prejudicing and 9 considered disabilities

: + Assuming women are the " :
stereotyping Identities can only exist as

caretakers and men are the
breadwinners in a family
Counseling an assertive female
colleague, but praising a male
counterpart as being a leader

What can you do?

Think before speaking.

their stereotypes
Women are out of line
when they are aggressive

Preferencing a statement with an apology or clarification, and knowing
that you have positive intent doesn't make the statement any less hurtful.
Consider the impact more than your intent.

Ask yourself what you mean before implying a stereotype or using a slur.
Would you say it around people who are the target of the stereotype or slur?
If not, don't say it.

Remember that having friends and knowing people that belong to
marginalized communities doesn't excuse you from bias or using slurs and
other microaggressions.
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P> ALLYSHIP

You've recently accepted a new job and are in your orientation session where you
meet two individuals, a white male senior executive leading the session and another
new employee, an African American female. At the start of the session, the executive
tries to make a political joke to lighten the mood that is offensive to people of color.
When nobody laughs, he gets defensive and directs the following at the female,
‘Don't worry, we're not racist here, we have an employee resource group for Blacks!”
How do you respond?

A group of colleagues decide to go out to lunch together, including one who uses a
wheelchair. You have called ahead, and the restaurant said that they are accessible
but didn't state how. In this case, accessible means, going through the backdoor,

up a freight elevator, and through the kitchen. Your friend with the wheelchair gets
angry when they get to the restaurant, and refuses to eat there, saying “You all go
ahead. | am going to go home." How do you handle the situation?

You were recently promoted from your internship into a full-time role and now get
to start attending a weekly organization meeting as the representative for your
department. You notice that there are only a few females in the room and that

the executives in the room often talk over them and don't seek out their opinions
defaulting to you and the other males in the room, many who have less experience
and training than your female counterparts. What do you do?
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What new information have you learned about navigating
workplace environments that you plan to utilize?

How do you plan to create more inclusive environments in the
groups and organizations you are part of?

What areas of inclusive leadership are you wanting to learn more
about and how do you plan to do that?
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Where are you now in your understanding of these topics
compared to where you started?

How have your perspectives changed? If they haven't, why do you
think that is?

What are ¥ou still struggling with or want to explore further as it
relates to the topics that were covered?
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WANT TO LEARN MORE?

Working with Different Generations

Sticking Points: How to Get 5 Generations Working Together in the 12 Places
They Come Apart by Haydn Shaw

-| A Definitive Guide to Managing Different Generations in The Workplace

Managing Office Conflict

Crucial Conversations: Tools for Talking When Stakes Are High by Kerry
Patterson, Joseph Grenny, et. al.

L On Conflict Podcast

Ask a Manager Podcast

Ethics 101; What Every Leader Needs to Know by John C. Maxwell

The Speed of Trust by Stephen M.R. Covey

| Examining Ethics Podcast

Navigating the Workplace Environment

-‘\ Alpha Kappa Psi's Inclusive Leadership Certificate

| reWorked: The Diversity and Inclusion Podcast



https://www.goodreads.com/book/show/51979095-sticking-points
https://www.goodreads.com/book/show/51979095-sticking-points
https://www.goodreads.com/book/show/15014.Crucial_Conversations
https://www.goodreads.com/book/show/15014.Crucial_Conversations
http://myakpsi.org
https://player.fm/series/reworked-the-diversity-and-inclusion-podcast
https://www.stitcher.com/show/on-conflict-podcast
https://www.stitcher.com/show/ask-a-manager
https://www.goodreads.com/book/show/183613.Ethics_101
https://www.goodreads.com/book/show/36076.The_Speed_of_Trust
https://www.stitcher.com/show/examining-ethics-7079423
https://www.wrike.com/blog/managing-different-generations-in-the-workplace/#How-generational-diversity-looks-in-the-workplace
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