
Colleagues. 
  
Thank you to everyone who attended this meeting.  We met to discuss an annual professional 
development seminar for LE and USDH staff at Embassy Malabo, to be funded out of ICASS. 
 
Embassy Malabo Professional Development Seminar – 2018 
 

I. Team Building and Broad Skills Development 
 

 Communication Skills: This module could focus on cross-cultural communication, 
managing-up and laterally within an Embassy context (particularly from LES to USDH), 
and delivering difficult news. 
 

 Supervisory Skills: This could target LES supervisors and USDH staff. 
 

 Leadership Skills: This module might discuss how to lead from any place in an 
organization.  For LES and USDH – with some sessions combined and some apart.  Might 
include motivational speaker (Daniel Hanza has a good speaker from one of his series) 
 

 Expectation Setting – What is it to be a “normal” operating Embassy? 
 

 Critical Analysis/ Critical Thinking: how can employees propose solutions to problems 
and how can supervisors empower their employees to make decisions? 
 
 

II. Job Specific Training/Deep Dives 
 
 How to get a document ready – drafting, clearing, and moving forward. 
 Time Management 
 Holding Effective Meetings 
 Customer Service Best Practices 
 Topical issue for PD/POL-ECON  
 Others? 

 
Logistics: 

 Committee will lead the planning of this event.  
 MGTO will to go back to FSI with our ideas to see if they could help us shape the 

seminar to achieve these goals.  
 This as a professional development investment rather than something to fix or 

address problems.  
 Date: last week in November, 11/26-11/30 (note: this is a change from the meeting!) 

 
Other points:  



 This seminar will not be terribly effective if there is no follow through afterwards. 
 Post Management (i.e. the Front Office) will include expectations for USDH as part of 

their check-in.  HR will educate LE Staff regarding expectations during their 
onboarding process. 

 LE Staff do not always know their position in the Mission or the “why” behind what 
they do.  More conversations needed regarding “drive and motivation.” 

 We should do a diagnostic for Embassy staff using a survey to see where folks’ 
information and motivation levels are. 

 
Next meeting: late June 
Agenda: Get our plan on paper. 


