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ABOUT INSTITUTE OF SUPERVISION AND LEADERSHIP

1. Introduction

The most devastating problem which is common to public, private and non-governmental organizations
all over the world is “leadership”. Closely associated with it is the issue of human and organizational
supervision, which, in combination with leadership, have determined and dictated the successes and
failures of countries, corporations, public and private companies and associations, all over the world.

Every organization needs good leaders, even at family levels, parents must exhibit good leadership,

otherwise such families would become dysfunctional.

This is why the Institute of Supervision and Leadership was established to provide the necessary
professionalism, through its various professional programmes, to assist its members to become

successful leaders in their areas of endeavours.

Leadership, today, as a concept and discipline, transcends management or administration and therefore,

is not coterminous with the latter. As summarized below:

* Knowing how to do a job is the accomplishment of labour

* Showing others is the accomplishment of a teacher

* Making sure a job is done by people is the accomplishment of a manager.
* Inspiring others to do better work is the accomplishment of a leader.

In other words, we believe that a leader must set directions, gain commitment and create alignment as a

collective organizational force.

Leadership and supervision go hand in hand. However, although they are closely related, leadership
and supervision are two separate roles. Leadership consists of the personality and skill needed to
motivate and influence people to do a job. Supervision is the art of making sure the job is done right.

Good supervision requires good leadership skills.

Effective supervision therefore engenders more understanding among organizational workforce, helps
in the development and refinement of staff professionalism, sharpens and clarifies organizational goals

and deepens staff commitment to (corrupt-free) goal achievements.



We believe that issues of supervision and leadership should not only be directed at people who are
occupying high positions in governments, private organizations and communities, we also focus on
students in tertiary institutions who are supposed to be leaders of tomorrow and who should be
assisted to imbibe the principles of effective supervision and leadership from the tertiary to national

levels.

Since supervision and leadership are multi-disciplinary, this means that whichever discipline anyone

belongs to, it is highly imperative that he / she acquires effective supervision and leadership skills.

Our vision
The promotion of the education of effective supervision and transformational leadership all over the
world as a preparatory step for members to achieve and attain commitment to quality of live, work

and society.

Our mission
The development and the inculcation of real, functional and effective supervision and leadership tenets
in members from tertiary level to high echelons of power and status, for the achievement of excellence

in performance.

Our focus

Our focus therefore is on effective human and organizational supervision and transformational
leadership which translate to developing and motivating quality in people as a way of touching their
depth, to sensitise their hearts, to unleash their creativity and to challenge their character. In short, we

believe in touching the human core.

2. Registration and Recognition.
The Institute of Supervision and Leadership was established under the Companies and Allied
Matters Act (CAMA) No.1, Cap 59 of 1990 as a Company Limited By Guarantee, which is
the appropriate law establishing professional institutes in Nigeria, with registration number RC
696852.

3. Aims and Obijectives
The Institute was registered and approved to carry out, inter alia, the following aims and

objectives:



The creation of a professional organization for the training of men and women on effective
supervision and leadership skills in Nigeria.

The provision of the necessary encouragement for Nigerians to imbibe the principles and
practice of effective supervision and leadership.

The enhancement of regular exchange of ideas on the principles and laws of supervision and
leadership in Nigeria.

The inculcation of the tenets of good supervision and leadership and the necessary standards
into members through constant seminars, workshops conferences etc for the overall
developments of their skills on the jobs.

The provision from time to time, of useful information to individuals, organizations, corporate
bodies, government establishments and institutions at the local, state and federal levels
throughout the country on supervision and leadership matters.



ADVANCED DIPLOMA PROGRAMME

AIM: To develop in people, the culture of effective supervision and leadership as a way of making

people responsible for their organizations, and their communities through their actions. To also provide

effective supervision and leadership procedures in running profit making and non-profit making

organizations in order to achieve success.

This programme is specially organised for:
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People who are promoted or who move to supervisory or management positions from technical or
professional backgrounds without formal management leadership training.

Those who have management backgrounds but wish to imbibe the principles of effective supervision
and leadership for them to excel on the job.

Consultants, Coaches, Investors, HR professionals, as a preparation for promotional or career-
change interviews, as a bridge-builder for professionals who need to liaise with managers, as a
refresher and confidence-builder for established managers coping with change.

Those seeking relevant learning experiences before applying for further business or management
courses.

Those considering launching a business as a limited liability company and becoming Directors for
the first time and those new to business management as a preparation for more complex or academic
business courses,

Those organising or preparing people for management training programmes, on the job training or
employee development programmes.

For clerics and other ministers of God, for capacity building and for assurance of successes in the

tasks of shepherding the flocks and proper management of the household of God.

ADVANTAGES OF THE PROGRAMME

a.

Completion of the ADVANCED Diploma Programme gives you exemptions from Level 1 of the
Institute’s Professional Examinations.

BSc/HND Holders of Technical Background, shall, on completion of the ADVANCED Diploma
Programme, be exempted from Levels 1 and 2 of the Institute’s Professional Examination.
Completion of the Advanced Diploma Programme gives you access to equivalent certificate of the

Chartered Institute of Management and Leadership, USA, on payment of certification fees.
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ADVANCED DIPLOMA PROGRAMME

COURSE SUMMARY

1°T SEMESTER

Communication in English
Practice of Management

Human Capital Management
Company Law

Advanced Leadership Principles

Organizational Behaviour

N o g b~ w Db oE

Entrepreneurship Development

2"° SEMESTER

Advanced Supervision Principles
Corporate Management

Strategic Management and Business Policy
Management Information System (MIS)
Research Methods 11

Accounting for Non-Accountants

N o g s~ WD PE

Research Project

CODE

ADP 301
ADP 302
ADP 303
ADP 304
ADP 305
ADP 306
ADP 307

CODE

ADP 401
ADP 402
ADP 403
ADP 404
ADP 405
ADP 406
ADP 407
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ADVANCED DIPLOMA PROGRAMME
COURSE DETAIL

COMMUNICATION IN ENGLISH ADP 301
1. Sequence of Tenses:
Main Clauses, Subordinate Clauses.
2. Formal and Informal Communications
3. What is Communication?
Purpose of communication
Forms of communication
What is effective communication?
Advantages of effective communication
Barriers to effective communication

Solutions to communication barriers.

4. Report writing

5. Minutes writing

6. Memo writing.
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ADVANCED DIPLOMA PROGRAMME

COURSE DETAIL

PRACTICE OF MANAGEMENT ADP 302

. Organizing Techniques: Purpose of organization, Organization theories, Models of Bureaucracy,
Merits and demerits of bureaucracy, Centralization and decentralization, Organization structure,

functional, product, geographical, matrix.

Planning Skills: Nature of planning, Types of planning, principles of planning, the planning

process, corporate planning, benefits of corporate planning.

Forecasting Techniques: Forecasting, key forecasting techniques for management: Qualitative

approach, Quantitative approach, the forecasting process.

Control Process: Control, the basic control process, budgetary control financial ratios, methods of

quality control.

Decision Making Skills: Nature of decision making, Principles of decision making, Characteristics
of decision making, conditions under which decisions are made, the decision making process, Cost-
Benefit Analysis.

Use Of Objectives: Business objectives, Levels of Business Objectives, Characteristics of

objectives, Classification of objectives, Significance/Benefits of objectives.

Business Policy: Policy, nature of policies, principles of policy formation, procedure for the
formulation of policies, characteristics of policies, functions of policies in organizations, types of

policies.

Leadership Skills: Leadership, Leadership skills in management, managerial styles, management by
objectives (MBO), the MBO process, Advantages and disadvantages of MBO, improving the
effectiveness of MBO.
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ADVANCED DIPLOMA PROGRAMME

COURSE DETAIL

HUMAN CAPITAL MANAGEMENT ADP 303

9.

Nature And Scope Of Human Resources Management: Personnel policies and strategies.

The Organizational Contexts: Structures, Leadership in organizations, groups at work,
organizational development, job design.

Human Resources Planning: Manpower planning, recruiting, selection and placements, induction
and training programmes, concepts of job design and job enrichment, management of staff records
and data.

Method Study And Work Measurement: Job evaluation time standards, merit rating, design and
appraisal of job holders.

Motivation of employees and the control of incentives plans.

Impacts of Supervision and Incentives on individuals.

Resources Management, Planning, Recruitment And Development Of Manpower And
Training: Performance appraisal, key theories of learning, modern approaches to learning, training
needs and training plans, designing training programmes, evaluating training and development.
Industrial relations, collective bargaining, health and safety of employees, role of trade unions,
disputes and sanctions, management of grievances, employment law.

Knowledge management

10. Customer service delivery

11. Ethics and attitudinal change

12. Time management.
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ADVANCED DIPLOMA PROGRAMME

COURSE DETAIL

COMPANY LAW ADP 304

1. The Status Law: Common law, equity law and the doctrine of judicial precedence.
The principle of corporate personality, the concept, process and effect of incorporation, legal
requirements for creating business organizations, sole trader, partnership, public and private limited
companies by guarantees and unlimited companies, holding and subsidiary companies.

2. Law Of Contract: Standard forms of contracts, expression and implied terms, capacity to contract, mistakes,

misinterpretation, legal and illegal contracts, breach of contracts and remedies for breach of contracts.

Law Of Torts: Nuisance, assaults, battery, negligence etc.

3. Law Of Employment: Terms and conditions of employment, employee obligations under the
contract, termination of employment, remedies for wrongful dismissals, statutory control of
employment, employment of women.

4. Trade Union Law: Management of disputes, the roles of the Industrial Arbitration panel, National
Industrial Courts etc.

5. Executorship

6. Bankruptcy



INSTITUTE OF SUPERVISION AND LEADERSHIP

ADVANCED DIPLOMA PROGRAMME

COURSE DETAIL

ADVANCED LEADERSHIP PRINCIPLES ADP 305

Further analysis of the functions of a leader:

8.
9.

1
2
3
4.
5
6

Motivation as a key factor in leadership

Problem solving and decision making techniques

Delegation and authority

Team building

Effective communication

Leadership And The Principles Of Mentoring: Creating a climate for potential leaders as the
leader’s greatest challenges, identifying potential leaders as the leader’s primary responsibility,
Nurturing potential leaders as the leaders’ crucial task, equipping potential leaders as the leader’s
daily requirement, developing potential leaders as the leader’s lifelong commitment, forming a
dream team of leaders as the leader’s highest return, coaching a dream team of leaders as the leader’s
greatest joy, realizing value to and fro leaders as the leader’s finest hour, reproducing generations of
leaders as the leader’s lasting contributions.

Comparative Issues In: Religious Leadership e.g the leadership of past religious leaders; Moses,
Joshua, Jesus Christ, Apostle Paul, Prophet Mohammed etc., Political Leadership: Indian Mahatma
Ghandi, Martin Luther King and Roosevelt of America, British Winston Churchill, South African
Nelson Mandela, Tanzanian Julius Nyerere, Nkurumah of Ghana, Dr. Nnamdi Azikwe, Chief
Obafemi Awolowo, Chief Anthony Enahoro and Tafawa Balewa of Nigeria etc.,
Business/Organisation Leadership: Bill Gates of Microsoft, Henry Ford of Ford Motors, Sakichi and
Kichiro of Toyota, Bernard Fournier of Rank Xerox etc.

The transactional and transformational leadership concepts

The Servant leadership concept

10. Government Reforms — Servicom, Vision 2020.
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ADVANCED DIPLOMA PROGRAMME

COURSE DETAIL

ORGANISATIONAL BEHAVIOUR ADP 306

1.

10.

The Concept Of Organisational Behaviour: Introduction, Key elements in Organisational
Behaviour, Fundamental concepts of Organisational Behaviour, Componenets of organizational
Behaviour, Influences on Behaviour in a work environment, methods of studying organizational
Behaviour.

Social Perception Of People: Introduction, Factors that influence perception, The perception
process, Stereotype, Halo Effect, perception as a moderator of industrial behavior.

Personality: Introduction, components of human personality, factors that affect human personality,
structure of personality, theories of personality, techniques for measuring personality.

Motivation: Introduction, types of motivation, characteristics of motivation, steps or process of
motivation, theories of motivation, techniques for motivating employees

Work Groups And Group Dynamics: Concepts of group, characteristics of group, functions of
group, group’s cohensiveness, types of group, usefulness and weakness of groups, committees, The
Parkinson’s Laws Likert’s Linking Pin, Sociometric Choice, Exchange theory, group morale,
commitment and productivity, group formation, Norms and Deviance, conformity: Private and
Public.

Roles And Conflict In Organisation: Social System, Social Role, Role Expectation, Role strain,
role clash, role conflict, types of role conflict, how to manage role conflict, causes and consequences
of conflict in organization, Managing conflict in an organization.

Management Of Change: Introduction, Types of change, Impact of change: on the organization, on
the employee, why people resist change, how to manage change.

Power And Control: Concept of Power and control, bases of power, types of power, cost of using
power, power blocks in the organization.

Status: Introduction, Sources of Status, Status symbols, Status comparison, status structure, kinds of
status.

Leadership: Introduction, characteristics of a leader, determinants of an effective leader, functions
of a leader, theories of leadership, leader as a manager, managerial styles, managerial skills, Likert’s
system of management, Likert’s participative management, Fielder’s contingency model of
leadership.
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ADVANCED DIPLOMA PROGRAMME

COURSE DETAIL

ENTERPRENEURSHIP DEVELOPMENT ADP 307
What is Entrepreneurship?

Types of entrepreneurs — Social and lifestyle entrepreneur

Relationship between leadership and entrepreneurship

Core skills for self-management

Influence, personality traits and characteristics of entrepreneurs

Entrepreneur as a Visionary and Manager

Entrepreneurial skills and spirit

The Entrepreneur’s character themes

© © N o g K~ D P

Business Financing

10. Problems of entrepreneurship in a developing economy



INSTITUTE OF SUPERVISION AND LEADERSHIP
ADVANCED DIPLOMA PROGRAMME

COURSE DETAIL

ADVANCED SUPERVISION PRINCIPLES ADP 401
Summary of supervision principles

Supervision and team leadership
Supervision and staff support
Importance of ethics in supervision

AwbdhpeE

Ethics and value management
The functions and roles of office supervisors.
The supervisors’ contribution to cost control.

Supervisory skills: Understanding human behaviour

© © N o O

Staff appraisals, supervision and developmental policy
10. The responsibility and authority of a supervisor
11. The five keys areas of team supervision:
i. Lead
ii. Communicate
iii. Organize
iv. Plan
v. Control
12. Theft and fraud in the work place: Prevention and solution

13. Supervision and effective internal organizational communication.
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ADVANCED DIPLOMA PROGRAMME

COURSE DETAIL

CORPORATE MANAGEMENT ADP 402

1. The Characteristics Of Functional And Corporate Management: Vision, mission and
organizational development

2. Organizational Structure And Design, Ownership And Accountability: Different forms of stake
holding, responsibility and authority, structures and ADVANCED demarcation, sub — culture and
their influence upon corporate activities.

3. Corporate Organizations And Demographic Factors: Population structure, Social political and
economic implications of population changes, social and material needs, optimum population
concept, effect of population changes on private and public services.

4. Corporate Organizations And Their Resources: Economic resources, demand and supply,
economic decisions, laws and return, output and costs, resources markets, human and non-human
resources, responsibilities of organization to contributions of capital, employees, other parties and

the environment.
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ADVANCED DIPLOMA PROGRAMME

COURSE DETAIL

STRATEGIC MANAGEMENT AND BUSINESS POLICY CODE: ADP 403

1.0.

2.0.

3.0.

4.0.

5.0.

6.0.

7.0.

Nature Of Policy

Business Policy: An Explanation, Nature of policies, Characteristics of policy, Functions of
Business policy in organization, Conceptual formulations in Business Policy, Principles of policy
formulation, Procedure for the formulation of policies, Sources of Business policy, Policy
administration in organization, Communication of policies

Nature Of Strategy

Origin of strategy, Military strategy vs Business Strategy, Types of strategy, Levels of strategy,
Strategic Management, Stages of strategic Management, Importance of strategic Management,
Strategic Management Challenges, Strategy and tactics.

The Concepts Of Corporate Social Responsibility

Corporate social responsibility: Introduction and definition, Rationale for corporate social
responsibility, Models of corporate social responsibility, Areas of corporate social responsibility,
Views against social responsibility, Views for social responsibility

Business Policy And The Strategy Environment

Environmental consideration for business. Policy and strategic characteristics of environment,
The External business environment, The Internal business environment

SWOT analysis and the environment

Decision Making And Problem — Solving

Decision making: An Explanation, Programmed and Non — programmed decision Characteristics
of decision making, Condition under which managers make decision Appropriation to decision
making, Stages of managerial decision making

Corporate Strategies

Corporate Strategy: An Introduction, Essential criteria for evaluating strategy, Types of
corporate strategies, Integration strategies, Intensive strategies, Diversification strategies
Defensive strategies, Mergers and leveraged buyouts, Michael porter’s generic strategy

Business Ethics

Business Ethics — Definition and Explanation, Ethics as a vital part of management practice,
Creating an ethical workplace, Ethical practices in the workplace, Unethical practices in the
workplace, The role of professional bodies in promoting ethical practices, The role of
government in regulating unethical behavior.
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ADVANCED DIPLOMA PROGRAMME
COURSE DETAIL
MANAGEMENT INFORMATION SYSTEM ADP 404

1. Basic principles of information technology: Computer configuration, input and output devices,
softwares and hardwares, meaning and role of management information system.

2. Data collection, validation and processing, use and limitation of computer types, computer networks.

3. Information and communication, problem solving and decision taking, planning and programming,
present and future of MIS.

4. Word processing, desktop publishing, spreadsheet electronic mail and database.

5. Concept of confidentiality and security of data, effects of technology on supervision and leadership
decision taking process, service quality and employees.

6. Fraud prevention, computer security, management and administration.
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ADVANCED DIPLOMA PROGRAMME

COURSE DETAIL

RESEARCH METHODS II ADP 405

1.

Scope Of Research
Define the concept of research, Explain different types of research, Explain usefulness of research

Characteristics Of Research
Methods of gaining knowledge through research, Explain the characteristics of research, Explain
methods of scientific research.

Selecting Research Topics
Explain the concept of research problems, Basic guidelines for selecting research topics, Sources of
research topics.

Planning Research
Distinguish between theory and fact, Explain the concept of hypothesis, Identify variables and their
relationships, Explain research design, Explain steps in writing a research proposal

Conducting Research
Explain documentary / historical research, Describe case study research, Describe experimental
research, Explain survey/descriptive research.

Data Collection

Explain observational techniques of data collection, Describe questionnaire method of data
collection, Describe has to review the method of data collection, Explain the interview method of
data collection.

Writing Research
Describe the presentation of data, Explain the methods of analysis data, Interpret collected data,
Explain the guidelines for writing research reports, Write a research report.
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ADVANCED DIPLOMA PROGRAMME

COURSE DETAIL

PRINCIPLES OF ACCOUNTING (FOR NON — ACCOUNTING OFFICERYS) ADP 406

1. What is book — keeping?
2. Introduction to accounting concepts and conventions
3. Introduction to various accounting records and Principles:
e Double entry principles
e Posting of ledger
e The cash Account
e Sales Day Book
e Purchases Day Book
e Bank reconciliation Statements
e Extraction of trial balance

e Preparation of financial statements, including the balance sheet.

4. Introduction to various forms of business organizations and their accounting systems and the
objective behind the adoption of the various accounting systems.

5. Introduction to key accounting tools such as budgeting, budgetary control and cash flow
statements.

6. Analysis and interpretation of financial statements using key ratios.

7. Introduction to Public Sector Accounting Roles of:

e Public Accounts Committee

e Auditor Generals of States

e Office of Local Government Auditor General.

e Budgetary controls in Federal, State and Local Governments.

e Incomes and Expenditures of Public Sectors.
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ADVANCED DIPLOMA PROGRAMME

COURSE DETAIL

RESEARCH PROJECT ADP 407

1.

The nature and importance of research, social proposal, theoretical and conceptual framework,

parameters of measurement of concept.

Sampling techniques and model building.
Measurement and scaling: The survey research method.
Methods of data collection, data collection strategies, analysis and interpretation of research data.

Descriptive statistics and its use, measurement of relationship, statistical interferences, test of

significance, validity and reliability of data.

Presentation of social research report, organization for report writing, report writing and formatting,

documentation, footnotes and bibliography.
Importance and application of computer to research work.

Problems of conducting social research to the development of supervision and leadership.

The student will then demonstrate the ability to effectively us leadership and supervision skills to
achieve the goals of his/her organization through a project work.



