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Application Instructions

2013-2014
Thank you for your interest in the Commonwealth Management Certificate Program.  This program is designed to build your leadership skills and to provide you with tools to help you achieve the critical goals of your agency and secretariat.
The Commonwealth Management Certificate Program:

· Will consist of a 1-hour mandatory Orientation session
· Will consist of seven courses that meet one day per month to be completed between early October 2013 and May 2014
· Will be offered at different locations across the Commonwealth
· Will require participants and/or teams to develop and present an action learning Final Project related to agency or department work goals; participants will present work accomplished on the final project at the end of the program in May 2014
The core values of the Commonwealth Management Certificate Program are grounded in a commitment to: 
· Workforce development and continuing support for staff

· Diversity and cultural competency and inclusion
· Effective and efficient resource management

· Continuous quality improvement and innovation

· Open communication across all levels of the organization

· Development of respectful and fair working environments 

· Cross-agency collaboration 

The program’s courses will build skills and competencies in the following areas:

Manager as Strategic Leader - Managers who exceed expectations and build new relevant expectations
Manager as Problem Solver - Managers who are proactive in improving processes, products and themselves

Manager as Team Leader and Collaborator - Managers who are naturals at working as part of a team and understand the value that teams add to the workplace
 Manager as Role Expert - Managers who are knowledgeable, experienced, and quick to learn
Managing Inter- and Intra-Organizational Relationships - Managers who are able to put others at ease, are other-directed, attract highly motivated people to the organization and who strive to set a tone for valuing diversity
Creating a Learning Environment - Managers who strive to gain more knowledge and are ready to share it freely
Organizational Responsibility - Managers who are successful and easily share their success

How to Apply: 
 To be considered for the Commonwealth Management Certificate Program, you must: 

· Currently hold a management position; i.e., a person who completes ACES
· Be a member of an Executive Branch Secretariat or Agency

· Be willing to enter into a “Statement of Commitment”
· Submit all items listed on the application checklist, including supervisor and agency head written approval to enroll in this program by 4:00 PM Tuesday, September 10, 2013
Application

Completed ORIGINAL applications must be received by 4:00 PM Tuesday, September 10, 2013 to be considered for the 2013–2014 program.  Faxed or PDF applications will be held pending until original signatures are received.
Section I requests personal and contact information, including your up-to-date resume.  Please specify any requests for reasonable accommodation in the space provided. 

Section II requires a response to three essay questions.  Please answer each question fully.  This entire submission should be no more than two single-spaced pages but no less than 4 sentences in paragraph format each. 
Section III is your statement of commitment to the Commonwealth Management Certificate Program.  Please read this section carefully and sign and date where indicated. 

Section IV requires a letter of support from your supervisor as well as the supervisor’s and agency head’s signed approval for your participation in the Commonwealth Management Certificate Program.
Please note that your supervisor must submit the letter of recommendation for you in a sealed envelope to maintain confidentiality and it is to accompany the application.  Send or deliver the completed application packet to:
Commonwealth Management Certificate Program Application Committee
Human Resources Division

One Ashburton Place, Room 301

Boston, MA  02108

Approval Process
Applications will be reviewed by a panel consisting of the Application Committee and a representative from the Office of Diversity, Equal Opportunity and Civil Rights. The Application Committee will inform you and your supervisor and agency head once your application status has been determined.   Acceptance notifications will occur in early September.
If there are any questions regarding the program or the application process, please contact the Commonwealth Management Certificate Program Office at MassHR-CMCP@massmail.state.ma.us, or Jean Comparetti, Director of Shared Services Training, at 617-878-9851.
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