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01. Background Information

Xavier Institute of Management, Jabalpur (XIMJ), is owned and run by the Society of Jesus (Jesuits), an international organization that is globally acclaimed as one of the outstanding educationists. More specifically, Xavier Institute is owned by the Madhya Pradesh Province of the Society of Jesus. 

For more information about the Institute please see our main website: www.xidas.in, www.ximj.ac.in


02. Facilities of the Institute

XIMJ (Xavier Institute -- XIDAS, Jabalpur), is located at a sprawling campus of about 12 acres. The entire campus has been developed esthetically. It has separate buildings for the academic activities, hostel for women, hostel for men, library, computer lab, staff residence and guest house. It has a centrally air-conditioned auditorium, with a seating capacity of 620. It also has air-conditioned lecture halls, seminar halls, etc., and provides 24-hour Wi-Fi facility for the entire campus. The Institute is located at a distance of about 8 kms from the Jabalpur Railway Station and about 20 kms from the Jabalpur Airport.  

For more information about the Institute please see our main website: www.xidas.in, www.ximj.ac.in

03. The Faculty

The faculty is a judicious mix of researchers, academicians, behavioural scientists, practitioners from varied disciplines and consultants. The Core Faculty is supplemented by the Associate Faculty and the Guest or Visiting Faculty from reputed academic institutions and professional organizations, both national and international.

04. Details about the Course
Xavier Institute runs a PG Diploma in Management (PGDM), with specialization possibilities in human resource management, financial management, marketing management and rural management. In addition, it also runs a PG Diploma in Management with specialization in Telecom Management (PGDM-TM). Both these courses are approved by AICTE, Government of India, New Delhi.
In addition to these two main courses, Xavier Institute also runs simultaneously several short courses – one ten-month course, one six-month course, and several short courses on different aspects of development, empowerment, capacity-building, skills training, etc. Xavier Institute believes that the principles of business management can and should be integrated with the administration and management of various Church-related institutions, organizations, parishes, centres, etc. so that these units can function effectively, efficiently and are able to incorporate the modern methods of professional administration and management, while upholding the cherished Christian values and principles.   
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In the light of this conviction, Xavier Institute offers  Certificate Course in Leadership Skills, meant specifically for leaders within the Church. This course is designed in such a way that this is highly useful to those in responsible positions or are about to take over such responsibilities, within the Church. Obviously, this is a very useful course for those in positions of power and responsibilities at different levels of the hierarchy and in religious congregations. This includes everyone in the Church who is holding positions of responsibility, decision-making, administration, etc. A perusal of the various topics that have been listed for this course, will give an insight into the content and the usefulness of this course. 

Thus, this course covers the basic principles of management that are vital for the successful operation of any organization, with a particular focus on Christian organizations and institutions. It integrates the principles of management and the perspectives of pastoral care and effective and efficient apostolic services. 
Keeping in view the time-constraints of the people holding important and responsible positions in the Church organizations and institutions, we have prepared two well-thought-out compact programme. The programme will be offered twice a year in May-June and October-November for 11days with one day break in between. The course will offer 70 hours of lectures or input, with one day break in between. 

Those who attend the longer course will have an option to go for an outing to the famous Marble Rocks and Bargi Dam, both of which are located near Jabalpur City.  This will involve an additional charge of Rs. 300 per person. 
The following is the chart for the course:

	 
	
	Course

	No.
	Topics
	Lectures

	01
	The Basis of Leadership: Self-Management
	08

	02
	Essential Leadership Qualities
	10

	03
	Leadership and Change Management
	08

	04
	Financial Management
	10

	05
	Project Planning and Management
	06

	06
	Legal Aspects of Management
	06

	07
	Human Resource Management
	06

	08
	Organizational Behaviour
	06

	09
	Principles and Practices of Management
	06

	10
	Leadership Communication
	06

	
	
	72


05. Details of Each Unit

The following are the details of each unit of the Course. It describes briefly the importance of each unit and also indicates what it will cover in the lectures or inputs.  

CLS-01:  The Basis of Leadership: Self-Management 
A good leader is one who knows him/herself sufficiently and is able to manage him/herself effectively. This unit highlights the importance of self-knowledge and self-management as one of the most important aspects of effective leadership. It brings out the fact that it is by knowing oneself – strengths, weaknesses, temperament, tendencies, emotional ups and downs, etc., -- that one can form and shape oneself as an effective leader. This unit also enables the participants to build up an adequate amount of inner strength and acquire sufficient external skills and techniques that are basic to good leadership. Further this unit deals with matters related to disposition towards oneself, relationship with the team mates, subordinates and higher authorities, being a model to others, etc.
CLS-02:  Essential Leadership Qualities

A good leader needs to have a clear understanding of the role and function of a leader and should also understand clearly the principles that guide any leadership role. Further, a leader needs to build up certain habits and characters and should also have a deep perception of matters related to relationship with the colleagues, team mates or subordinates and higher authorities. This unit addresses these issues and highlights the various elements and principles related to these aspects of leadership – concept of leadership, principle-centred leadership, leadership habits, characteristics of a leader, etc.
CLS-03:  Leadership and Change Management
In today’s world change is obvious and unavoidable and the leader needs to be the agent of change, the manager of change and he/she should have complete control over a fast changing situation. The objective of this unit is to help the participants to understand the importance of change and to help them to leverage returns with the changing times. This unit also helps the participants to understand various change-resisting syndromes and the ways and means to overcome these. 

CLS-04:  Financial Management
Every successful leader should have adequate capability for financial administration and management. Without a reasonable amount of knowledge on financial administration, a leader will find it extremely difficult to give effective leadership. This unit equips the participants with the knowledge of accounting principles, conventions and concepts underlying financial reporting and financing analysis. It also provides an insight into accounting concepts and techniques, which will help in managerial decisions and control. Further, this unit develops a conceptual framework of the financial functioning, tools, techniques and processes of financial management and control. 

CLS-05: Project Planning and Management

Planning, preparing, implementing and monitoring projects and programmes are essential for successful leadership. This unit enables the participants to understand the basics of project management. It provides the theoretical and practical aspects of project management where the participants can develop an understanding about the need and importance of a project and its scope. Apart from this, it helps in the identification of resources for a project, goal and objective setting, the process of project planning and formulation, etc. It also teaches the techniques of implementation and monitoring of projects and the tools and techniques for project evaluation and impact analysis through cost and benefits. 


CLS-06:  Legal Aspects of Management

Any group activity requires written or unwritten rules, regulations, laws, etc. The organizations and institutions of the Church too require these provisions and these legal requirements need to be developed well and implemented effectively. This becomes all the more important today, because of the changed scenario in running our organizations and institutions, wherein we have to depend heavily on the participation and collaboration of lay people. The administration of any institution or organization can be faced with serious problems if it is not governed strictly by well-defined rules and regulations. This unit will deal with the various aspects of legal requirements and ways and means to evolve such a legal system and the required terms and conditions for each individual organization or institution.
CLS-07:  Human Resource Management

A leader has to give special importance to the development of the Human Resource, in order to ensure that the organization has adequate number of capable and qualified persons and that these persons update their capability and knowledge on a continuous basis. This unit enlightens the participants on the importance of Human Resources in an organization and the ways to manage them. It gives technical inputs on various aspects of HR Management.  
CLS-08:  Organizational Behaviour and Administration

A leader has to lead one or more organizations or one or more sub-units of an organization – small or big, formal or informal, structured or unstructured -- and he/she has to understand correctly and deeply the dynamics of the organizational set up under his/her care, in order to take it forward. The objective of this unit is to enlighten the participants on the types of organizations and the diversity of people in an organization with their impact on organizational effectiveness. This unit helps the participants in understanding the implication of different personalities and cultures in an organization and the ways and means to manage these.  
CLS-09: Principles and Practices of Management

Leadership is the process of planning, organizing, leading and controlling the work of all the members in an organization and of using all the resources available in the organization to reach specific organizational goals. This unit teaches the participants how organizations are led and managed and how the leaders can best help their organizations to set and achieve their goals.         




CLS-10: Leadership Communication
Effective communication is the hallmark of good leadership and an effective communicator is likely to be an effective leader. This unit helps the participants to understand the different aspects of effective communication. It also familiarizes the participants with different elements of communications. 
06. Dates for the Courses in 2012
The course will be offered twice in 2012 – in May-June and October-November. Since this is a compact course, the participants should be prepared for at least 7 hours of classes per working day. 

	May-June
	May 28 – June 07

	October-November
	October 25 – November 04


07. Fees and Application
The following will be the fees for these two courses and the payment can be made either in advance or after arriving in the Institute for the course. However, the participating candidates should send in their Application in advance, along with Rs. 500/- as registration fee, so that the required arrangements can be made before the arrival of the participants. The Application form can be sent either by post or by E-mail.

	Purpose
	Fees

	Registration
	   500

	Tuition
	2,500

	Board and Lodge in the Institute’s Hostel 

(Two-Bed Room (Rs.2200) or Single Room (Rs.3300))
	2,200 or 3,300

	Outing (Optional)
	   300
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Certificate in Leadership Skills (CLS)
Application Form
	01. Name:

	

	02. Date of Birth:





	

	03. Gender: Male [      ]; Female: [      ]

	

	04. Present Occupation: 

	

	05. Full Postal Address:

	

	

	

	

	06. Electronic Contacts: 

	a) Tel.: 




c) Fax: 

     

	b) Mobile No: 



d) E-mail ID:

	

	07. Computer Knowledge: Very Good [     ]; Good [    ]; Limited [    ]; Nil [    ] 

	

	08. Proficiency in English: Very Good [     ]; Good [    ]; Limited [    ]; Nil [    ]

	

	09. Indicate your preference for the course timing: 
a) May 28-June 07       [    ] 
b) Oct. 25-Nov. 04        [    ]

	

	10. Hostel Room Option: Single-Bed Room [    ]; Double-Bed Room [    ]


Signature of the Candidate  






 

01. The application should be submitted along with a Non-refundable Registration fee of Rs. 500, by DD in favour of “XIDAS” payable at Jabalpur. N.B.: The rest of the fee can be deposited on arrival in the Institute for the course either in cash or by DD. 

02. Applications can also be sent by E-mail.
03. Please send in your application as soon as possible, so that we can prepare your accommodation and other facilities in advance.
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