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So you’re in a supervisory position in municipal government.

Maybe you’re new to the position, recently promoted, and

you feel well prepared for the demands of the job by your 

previous on-the-job experience. But are you? You may quickly discover

that being a new supervisor is entirely different from what you’d expected.

Yes, all your existing skills are needed, but so are a whole new set of skills

if you’re going to meet the demands of the job. You’ll need to lead people,

cultivate teamwork, resolve conflict, conduct employee performance 

evaluations, assist with financial matters and handle a variety of other

responsibilities. You may be supervising your former coworkers, some of

whom may be personal friends. There are a host of legal, ethical, financial

and time management issues that come with the job. You should be excited

by your new role, but you may find you need more preparation for the 

challenges you’ll face. The Municipal Leadership Certificate Program

will provide that preparation.”
Linda Pandolfi

Property-Liability Trust Loss Prevention Representative

“



Municipal Leadership Institute
A Certification Program for New Hampshire’s Municipal Managers and Supervisors

New Hampshire’s municipal leaders face a broad range of challenges and decisions each day, involving
issues ranging from municipal personnel and volunteer management to legal, liability, ethical and
communication issues. Coming from diverse personal and professional backgrounds, they face these
challenges under the daily pressure to provide quality services to residents, while operating within the
bounds of local, state and federal law. 

The New Hampshire Municipal Association’s Property-Liability Trust has joined together with the
Antioch New England Institute of Antioch New England Graduate School to offer this innovative,
comprehensive leadership development program for New Hampshire’s local government leaders.
Following on the success of Antioch New England Institute’s Selectperson Institute and the Property-
Liability Trust’s Enhanced Municipal Leadership Series, this new two-part certification program
invites community leaders to bring their leadership skills to a new level. 

The program is open to municipal managers and supervisors (with or without a bachelor’s degree) and
those preparing for these roles. Participants who successfully complete each six-part program will receive
a certificate from Antioch New England Institute, as well as up to 36 contact hours of continuing 
education units (CEUs), depending upon their
profession and affiliations (e.g., agreements
are already in place for awarding CEUs to
police and fire officials). The two programs are
designed to form one comprehensive curriculum
preparing municipal leaders for the wide range
of challenges they face as New Hampshire’s
leaders and are appropriate for all who wish to
improve their job performance and pursue
further advancement in their careers.

Institute faculty are expert professionals 
in the fields of leadership, personnel issues,
management, organizational behavior and
ethics. All instructors have proven track records
in the training of municipal leaders through
other programs of the Property-Liability Trust
and Antioch New England Graduate School,
and all have in-depth understanding of
municipal issues.

Foundations of Municipal Leadership, Level 1
is series of six required full-day intensive seminars
exploring basic management and supervision
issues as they apply to municipal government. 

Applications of Municipal Leadership, Level 2
is a series of six required full-day intensive
seminars covering a variety of more complex
principals of leadership and supervision as
they apply to municipal government. All art by Stephanie Tickner, Marlow, New Hampshire



A Comprehensive Municipal Leadership Curriculum: Laying Foundations and Exploring Applications
FOUNDATIONS OF M UNICIPAL LEADERSHIP: LEVEL 1

•  Leadership in the 21st Century

•  Principles of Employment Law

•  Understanding Our Diverse Workforce and Community

•  Stepping Up To Supervisor

•  Resolving Conflict Creatively

•  Managing the Multi-Generational Workforce

Participants in this first level certificate program must attend six required all-day intensive
seminars covering a variety of basic principles of leadership and supervision as they pertain to
municipal government. Students will learn to apply universally accepted theories of leadership
and management and will understand how to comply with the complexities of employment
law.

Students who successfully complete all six sessions will be awarded a certificate by Antioch
New England Institute and the New Hampshire Municipal Association Property-Liability
Trust as well as up to 36 contact hours of continuing education units (CEUs). Participation
in the full certificate program is encouraged; however, students are free to register for 
individual seminars only, provided that prerequisite requirements are observed.

Each seminar will be offered two times during the year; participants may choose the 
session that is most convenient. Students are encouraged to complete the series in one 
calendar year. However, if an individual misses a session, he/she will be allowed a one-year
grace period within which to complete it. Any participant who leaves early from any session
will not receive credit for attending that session.

Some sessions may involve a minimal amount of required reading or preliminary 
assessment as a prerequisite to taking the seminar.

APPLICATIONS OF M UNICIPAL LEADERSHIP: LEVEL 2

•  Is Time Managing You or Are You Managing It?

•  Ethics

•  Municipal Budgeting and Finance 

•  Performance Evaluation—“Beyond Show Me the Money”

•  How to Hire Smart

•  Bringing It All Together… An Application of Participant 

Case Studies in Community Leadership

Participants in this advanced level certificate program must attend six required all-day intensive
seminars covering a variety of more complex principles of leadership and supervision as they
pertain to municipal government. Students at this level will gain experience in applying multiple
theories of leadership and problem solving to their everyday workplace experiences and their
interactions with the residents in their communities.

Students who successfully complete all six sessions will be awarded a certificate by Antioch
New England Institute and the New Hampshire Municipal Association Property-Liability
Trust as well as up to 36 contact hours of continuing education units (CEUs).

Each seminar will be offered two times during the year; participants may choose the session
that is most convenient. Students are encouraged to complete the series in one calendar year.
However, if an individual misses a session, he/she will be allowed a one-year grace period
within which to complete it. Any participant who leaves early from any session will not receive
credit for attending that session.

The Applications of Municipal Leadership: Level 2 Certificate Program is designed to build
on the knowledge and concepts gained in the Foundations of Municipal Leadership: Level 1
Certificate Program. Therefore, eligibility for the certificate and CEUs is limited to those who have
successfully completed the Level 1 Program. However, individual seminars may be taken without
having completed the Level 1 Program, provided that prerequisite requirements are observed.

Some sessions may involve a minimal amount of required reading or preliminary assessment
as a prerequisite to taking the seminar.



LEVEL 1
FOUNDATIONS OF MUNICIPAL LEADERSHIP

Leadership in the 21st Century
This course is the initial course in the Foundations of
Municipal Leadership Certificate Program. Using a
combination of leader led activities, self-assessments 
and presentations, students will understand leadership
and management, how they differ, and how they are 
the same. Students will also understand and be able to
work at developing effective leadership competencies,
habits, skills and characteristics of highly effective 
leaders. Participants will discuss their obligations and
accountabilities to the communities they serve. Finally,
students will learn their role as leaders in cultivating 
and keeping good people within their respective 
organizations.

Principles of Employment Law
In this seminar, students will be exposed to a variety 
of employment laws including negligence torts, 
anti-discrimination laws, Fair Labor Standards Act,
worker’s compensation laws, use of volunteers, privacy
laws, personnel files, giving depositions and testimony,
unions and collective bargaining agreements.

Understanding Our Diverse Workforce and Community
Prerequisite: Principles of Employment Law
Participants will learn to identify personal biases and 
to understand the various dimensions of diversity and
the effects of discrimination on the workplace and 
community. Topics covered will include cultural 
diversity, learning style differences, preventing sexual
harassment and other forms of discrimination, and 
affirmative action planning. Focus will be placed on
analysis of personal communication style differences,
communication style recognition exercises, the five 
key elements of good communication and tips on
informing boards/committees and citizens.

Stepping Up To Supervisor
Prerequisite: Principles of Employment Law
Making the transition from staff member to supervisor
can be especially challenging. This seminar is designed
to address some of those special challenges. Through

self-assessment and case study discussion, participants
will have the opportunity to determine their preferred
supervisory style and identify ways to modify their 
style to bring out the best in others. Discussion will
focus on topics such as: developing confidence and 
getting comfortable in your new role; assertiveness vs.
command and control; gaining the respect of staff, 
peers and management; building credibility and 
influence; dealing with passive-aggressive or resistant
employees when managing projects; and maintaining
friendships with former peers (separating personal and
business issues).

Resolving Conflicts Creatively
Conflicts surrounding goals and priorities, administrative
procedures and employee or customer relations are
unsettling. When handled constructively, however, 
conflicts encourage creative solutions, lead to unity 
and produce positive change. By identifying and 
confronting conflict in its early stages, time is saved,
personnel turnover costs are reduced and staff efficiency
is improved. In this seminar participants will explore 
the dynamics of conflict and the major causes of 
conflict. In addition, each participant will identify
his/her own personal conflict resolution style, and will
learn how to apply an effective conflict resolution
process that acknowledges emotional and power
issues, encourages the sharing of individual points of
view and works cooperatively toward developing and
implementing solutions.

Managing the Multi-Generational Workforce
During this interactive seminar, participants will 
develop insight and practical solutions for bridging 
and overcoming generational differences. Discussions
will address predominant traits, work values and key
messages to keep in mind when recruiting, motivating,
communicating with, retaining and effectively managing
today’s multi-generational workforce.

Course Descriptions



LEVEL 2
APPLICATIONS OF MUNICIPAL LEADERSHIP

Is Time Managing You, or Are You Managing It?
Participants in this seminar will learn about traditional
time management theories and why they do not work for
everyone; identify the differences between monochronic
and polychronic time; and assess whether they are 
divergent or convergent thinkers. Students will also
learn powerful tips, techniques and strategies for turning
problems into opportunities. They will discover why 
it’s important to challenge boundaries and how to use
“thinkertoys” to spark creativity and innovation.

Ethics
Participants in this seminar will explore the special legal
and ethical problems faced by elected and appointed
municipal officials and employees including improper
influence, conflicts of interest, misuse of position, financial
disclosures, acceptance of gifts, government ethics codes,
professional association codes of conduct and more.

Municipal Budgeting and Finance
What is the relationship of local budgeting and policy
development? What’s the process for developing a
departmental budget that reflects the priorities of the
community? What rules govern how New Hampshire
municipalities develop their budgets? What is the 
difference between a capital and annual budget? These
questions and others will be addressed during this session
that is designed for local government officials that are,
or will be, taking on a leadership role in budgeting and
the managing of the finances of a local government
department. The seminar will expose participants to the
principles of preparing an annual and capital budget,
and the role of fees for services in meeting the annual
budget needs. Participants will also discuss issues relating
to citizen and volunteer involvement in the budgeting
process as well as how to locate and access resources
from state and federal governments.

Performance Evaluation—“Beyond Show Me the Money”
Prerequisite: Principals of Employment Law
Evaluating employee performance is more than just an
annual review for the purpose of awarding pay raises.

Proper documentation and evaluation of an employee’s
work history is a valuable tool to encourage and reward
good performance; improve substandard performance;
improve workforce productivity; enhance communication;
garner employee and management commitment; and
minimize or avoid legal liability. Using meaningful
examples, complex case studies, role playing and practice
exercises, attendees will learn how to use appropriate
performance evaluation tools and will practice specific
techniques and use of terminology designed to take the
subjectivity and politics out of the process. Tips on how
to prepare, both mentally and emotionally, for evaluations
and how to establish a conducive environment for giving
and receiving feedback will be provided. 

How to Hire Smart
Prerequisite: Principles of Employment Law
This innovative seminar is designed to provide valuable
insight to municipal leaders to assist them in making
more accurate and effective hiring decisions in order 
to enhance the quality and productivity of their 
organizations. Topics include: the importance of 
effective selection in the public sector; how to 
determine exactly what type of person the organization
needs; tips on conducting a high-quality interview
process; the critical role of non-verbal communication
in the interview; some great interview questions for
selecting taxpayer/customer service employees; and 
reference checking.

Bringing It All Together… An Application of
Participant Case Studies in Community Leadership
Prerequisite: All previous Level 1 and Level 2 seminars
This final session will allow each participant an 
opportunity to apply the principles presented during 
the previous 11 sessions to difficult leadership situations.
During this session, each participant will present a case
study on an un-resolved community leadership or 
management issue that is based upon an actual experience
and illustrates one or more management/leadership skills
discussed during previous sessions. Using these case
studies and a facilitated inquiry-based problem solving
process, the session will assist participants in improving
their skills in group problem solving, listening and
awareness of group dynamics and leadership styles. 
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