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BUSINESS ¢ Bookkeeper

Certified Bookkeeper

Do you have an eye for detail and numbers? Bookkeepers and accounting clerks have a vital role
in numerous business settings. Monitoring cash flow, profits and losses, payroll and inventory are
at the heart of most businesses, no matter the size or number of employees. This program is
designed to prepare the participant for professional certification by the American Institute of
Professional Bookkeepers (AIPB). The program includes a voucher to sit for the AIPB certification
exams at a nearby Prometric Test Center. The Certified Bookkeeper Designation is earned after
you have completed all 4 exams successfully and compiled the equivalent of 2-3 years of full time
experience in the occupation.

Learning modules within the program include: adjusting entries, correction of accounting errors,
payroll, depreciation, inventory, internal controls and fraud prevention. All learning materials
and access to Quickbooks on Campus will be included in the cost of the program.

AOP G5035, CRN TBA
pates: Coming in Fall 2020

Days & Times: Evenings
Instructor: B. Soucy
Room: TBA

Cost: TBA

Career Information

The Connecticut Department of Labor reports that
employment in this occupation is expected to grow
more slowly than average, but the number of annual
openings will offer excellent job opportunities. As a
certified Bookkeeper you may expect your entry-
level rate to be approximately $16.00 per hour and
the average annual income is noted as $47,280 in
the Hartford region.




BUSINESS °* Customer Service

Customer Service Representative — Proficiency Certificate

Customer Service Representatives with the right skills are in high demand in information technology,
insurance, finance, healthcare, and retail call centers. Learn how to provide exceptional and professional
telephone and in-person customer service, communicate effectively, and cultivate repeat business. In
this program you will also receive hands- on experience in the College’s state- of-the-art simulated Call

Center training classroom.

Keys to Success Exceptional Customer Service

Personal & Job Accountability Effective Communication

Critical Thinking & Problem Solving Working with External & Internal Customers
Handling Difficult Situations Professional Presence

Business Ethics

Prerequisites:
- High School Diploma or GED

- Basic Computer Skills

Course Code: AOP G5034 CRN TBA

CLASS FORMING IN SPRING/SUMMER 2020.

Career Information:

The Connecticut Department of Labor reports that employment in this occupation is expected to grow more
slowly than average, but the number of annual openings will offer excellent job opportunities. As a
Customer Service Representative you may expect your entry-level rate to be approximately $12.74 and the
average annual income is noted as $41,046 in the Hartford region.



Business & Community

Intoday'sgrowing and competitive economy, youremployeesareyourgreatestassets. Bydeveloping
your employees' knowledge, you gain a competitive edge and a versatile and productive
workforce, resulting in a sustainable return for your organization.

To address the needs of our clientele, we have developed a spectrum of programs in key strategic
areas. Our fullstaffof professionalswillcustomizeandtailorprogramsspecificallyforyouandyour
industry.Our trainers are expertsinadultlearning and have extensive experienceinthe corporate
training environment. We can provide organizational development consulting to ensure thattraining
is strategicand practical. Since we are a publicinstitution, you may find us to be a cost-effective way
to incorporate training into your business strategy. We would welcome the opportunity to discuss
thisand othervenuesthatcan supportand grow your business. Contact our Business Services Team
at: (860)906-5028.

Customized CorporateTraining
Offering tailored, comprehensive
We draw upon the expertise of professional business practitioners and facilitators
who specialize in corporate training. Using proven training curricula and techniques, our

staff is able to tailor the training to a company's specific learning objectives, goals and
budget.

Our services include:

° Needs Assessment

° Customized Training Solutions

° Follow-up Evaluations & Recommendations

° Assistance with Department of Labor & Workforce
Development Grant Applications

° Large Selection of Creditand Non-Credit Seminars,
Workshops and Classes

° In- Person and Online Instruction

° Your Facility or Ours

Contact: 860-906-5141 to discuss how we can help you!



BUSINESS * Workshops/Seminars

Onboarding: Creating an Effective
Experience

New employees are pressed to prove themselves when
first starting a job. The faster a new employee can
integrate him/herself into the company’s culture and
learn their job, the faster they will be able to contribute
to the company’s goals. Properly collecting, recording
and conveying information about key tasks for specific
roles, can allow a new employee to hit the ground
running. It will also save time and money, by freeing
other employees who are involved in their training.
Topics:
e The role of knowledge management in the
onboarding process.
e Gathering data for recording of key tasks.

e Recording and preparing the data for new employees.

Preparing tools and information needed for new
hires.

e Preparing a coaching/mentoring plan for new
employees.

Required text: None
Prerequisite: None
CEUs: 0.6

MGMT G5130 CRN 1599P

Dates: 3/31

Days & Time: Tue., 9:00 am — 4:00 pm
Instructor: J. Easmon

Room: 307

Cost: $90

Human Resources
Training and Development

Learn the essentials of Human Resources, how to
facilitate the growth of an organization through
recruitment, training and development, and how to
enforce an organization’s policies and regulations.
Legal issues, performance assessment, training,
compensation, and labor relations will also be covered.
Objectives:

o Know the essentials of Human Resources in
various organizational settings, including how
to facilitate the growth of an organization
through recruitment, training and
development, and how to enforce an
organization’s policies and regulations.

e Understand legal issues, performance
assessment, training, compensation, and labor
relations in various organizational settings.

e Be familiar with HR practices through the lens
of various organizational settings.

Required text: None
Prerequisite: None
CEUs: 0.6

MGMT G5011 CRN 1471P

Dates: 6/3

Days & Time: Wed., 9:00 am —4:00
pm Instructor: J. Easmon

Room: 307

Cost: $90




BUSINESS * Workshops/Seminars

Ready to Refresh
your Skills?

The L.E.A.D Center has
opportunities. Please
browse the workshops
and courses offered here.
If you do not see what
you are looking for,
please call us at
203-906-5141 to discuss
other options that may be
available to meet your
learning needs.

Business Analytics Using Excel®

In today’s business world, understanding business
analytics can give your organization a competitive
advantage. This course uses MS Excel®, the
foundational data analysis tool, to cover advanced
Excel® formulas, concepts, and applications using
larger and more professional worksheets, and
focuses on the data modeling approach using Excel®
vs. the calculator approach. Topics include if-then
modeling, built-in functions, charting, transferring
data across applications, PivotTables, Spark Lines,
Slicers, and Power Pivots.
Objectives:
e Have a better understanding of business
analytics using MS Excel® as a data analysis tool.
e Be comfortable using more advanced Excel®
formulae, concepts and applications like
transferring data across applications, using
built-in functions, and charting.
e Be able to use more advanced Excel® tools like
if-then modeling, pivot tables, sparklines,
slicers, and power pivots.

Prerequisites:

e Excel® intermediate level skills

e How to use formulas & functions
Required text: None
CEUs: 0.6

COMP G7513 CRN 1467

Dates: 4/17

Days & Time: Fri., 9:00 am —4:00 pm
Instructor: C. Walpole-Griffin

Room: 613

Cost: $95




BUSINESS ¢ workshops/Seminars

Capturing Knowledge Before It Is Lost

Employees are an organization’s most valuable resource.
The knowledge and experience employees possess is
what enables operations to complete and grow. It is
important that organizations recognize the importance of
Knowledge Management, especially as the workforce
changes due to retirements, job changes and other
events. In this practical hands-on course you will learn to
develop a knowledge management plan by identifying
critical business or technical knowledge, who possess the
knowledge, and techniques to capture and transfer the
knowledge. Don’t let valuable knowledge walk out the
door.

Required text: None
Prerequisite: None
CEUs: 0.6

MGMT G5112 CRN 1600P

Dates: 5/6

Days & Time: Wed., 9:00 am —4:00 pm
Instructor: C. Service, Sr.

Room: 307

Cost: $90

Project Management for Life and Work

This one-day program will cover common sense
approaches a person can use to dramatically improve
their probability of success in completing initiatives or
projects. The goal of the workshop is to connect you with
simple straight forward concepts that can be applied to
both home and work situations. You will learn to drive
better results, practice fundamentals of delivery and
execution, and creatively rethink the way you can
approach initiatives and targets.
Topics:

e Using clarity of purpose to engage your team.

e  Why naming everything can be the difference

between success and failure.

e Defining "done".

e The importance of run rates.

e How events can motivate.

e Understanding the degrees of freeze needed to

implement change.

e Evaluating your ability to execute.

e How to planin learning cycles.

e Applying these concepts to your situation.

Required text: None
Prerequisite: None
CEUs: 0.6

BIS G5114 CRN 1458P

Dates: 6/8

Days & Time: Mon., 9:00 am —4:00
pm Instructor: D. Gugliotti

Room: 301

Cost: $90




BUSINESS * workshops/Seminars

Mental Health First Aid Certification

The adult Mental Health First Aid course is appropriate
for adults who want to learn how to help a person who
may be experiencing a mental health related crisis or
problem. Topics covered include anxiety, depression,
psychosis, and addictions. Learn a 5-step action plan to
assessing risk, respectfully listening to and supporting
the individual in crisis, and identifying appropriate
professional help and other supports. Participants will

receive a certification from Mental Health First Aid USA.
Students must attend all 8 hours to receive certification.

Objectives:

e Recognize the signs of addictions and mental
illnesses
Discuss the impact of mental and health disorders
List the 5-steps to assess a situation and help
Describe local resources that are available to help
Utilize techniques to support an individual until
appropriate professional help arrives

Required text: Mental Health First Aid USA, Included in
the course cost and provided in class.

Prerequisite: None

CEUs: 0.8

HMED G5392 CRN 1595P

Date: 3/23

Days & Time: Mon., 8:00 am — 5:00 pm *Must attend
all 8 hours to receive certification

Instructor: V. English Cooper

Room: 307

Cost: $190

Identify.
Understand.
Respond.

Working Across Generations

Today’s workplace is a mixed batch of generations. Five
generations are currently working together: iGen,
Millennials, Generation X, Baby Boomers, and
Traditionalists. Each of these generations have different
expectations and needs. Learning the differences
between each generation, will allow you to understand
how to work with your teammates.

Objectives:

e Recognize your own generational paradigms
and how they impact perceptions of and
interactions with the other generations.

e Identify the needs and expectations for each
generation.

e Practice techniques to help you work with each
generation

Required text: None
Prerequisite: None
CEUs: 0.6

PRFD G5568 CRN 1477P

Date: 5/14

Days & Time: Thur., 9:00 am —4:00 pm
Instructor: J. Easmon

Room: 307

Cost: $90

10



BUSINESS ¢ wWorkshops/Seminars

WIN

WIN WIN

Win-Win Negotiation Skills

Negotiation skills are important when selling a
product, providing customer service, or obtaining
resources for projects. Individuals with effective
negotiation skills work more productively with
customers, colleagues, partners, vendors, and
others. Successful negotiators possess the
knowledge and skills that will leave everyone in a
win-win situation. In this workshop individuals will
learn the tactics used by successful negotiators,
develop their personal negotiating style, and
understand strategies to bargain successfully and
ethically. The material will be delivered through
lectures, group exercises, and individual feedback.
Objectives:
e Better understand negotiation outcomes and
the steps of a negotiation process.
e Be familiar with different behavioral styles and
how to adapt as necessary.
e Know how to apply strategies to bargain
successfully and ethically.

Required text: None
Prerequisite: None
CEUs: 0.6

BIS G5094 CRN 1473P

Dates: 3/12

Days & Time: Thur., 9:00 am —4:00
pm Instructor: J. Easmon

Room: 307

Cost: $90

Art of Tact & Diplomacy

Learn how to choose and use the most appropriate
words and emotional tone for positive results.
Practice techniques for receiving and transferring
information, ideas, thoughts, feelings, and needs.
Participants will understand how to navigate
difficult situations, build consensus, and manage
change with diplomacy and tact.

Objectives:

e Understand how to navigate difficult situations,
build consensus, and manage change with
diplomacy and tact.

e Be familiar with techniques to effectively
receive and transfer information, ideas,
thoughts, feelings and needs.

Required text: None
Prerequisite: None
CEUs: 0.6

COMM G5020 CRN 1459P

Date: 5/29

Day & Time: Fri., 9:00 am —4:00 pm
Instructor: Y. Shenoy

Room: 307

Cost: $90

TACT

&
DIPLOMACY

11



BUSINESS ¢ wWorkshops/Seminars

Developing & Mastering

Emotional Intelligence

Emotional Intelligence (Ei) might be the missing
ingredient you need to take your team from ordinary
to extraordinary. Ei is cutting edge knowledge that sets
the savvy business professional apart from the rest.
Learn the five aspects of Ei and how to integrate this
knowledge into your leadership style for goal setting,
supervising, coaching, motivating, and leading your
team towards organizational goals. Learn to read your
own emotions, as well those around you, and use this
information to manage your behavior and responses
around others. This course was formerly named
Developing Emotional Intelligence, and it includes
advanced concepts from Mastering Emotional
Intelligence.

Objectives:

e Understand the importance of emotions and
emotional intelligence to effective leadership
and achieving career goals.

e Learn techniques to increase your level of
emotional intelligence through emotional self-
awareness, self-regulation, self-motivation, and
social awareness.

e Create "Ah-ha" moments so participants view
themselves and their emotional naturesin a
new, expanded way.

Required text: None
Prerequisite: None CEUs: 1.2

COMM 5051 CRN 1465P

Dates: 5/12 & 5/19

Days & Time: Tue., 9:00 am —4:00 pm
Instructor: M. Petruzzi

Room:307

Cost: $180

Creativity and Problem Solving

Every organization, regardless of size, leadership, or
competence, will face challenges. These challenges
can prevent staff members from working together and
keep projects from moving forward which, in turn, can
affect productivity and hamper mission-effectiveness.
Creativity and problem solving are directly related.
When presented with a problem or challenge, we tend
to think inside the box, which can prevent us from
exploring novel and creative solutions. Developing
creativity in the workplace provides your organization
with a new set of tools to find solutions and improve
productivity. Develop your creativity and learn to
think outside the box.

Topics:
Techniques to think more creatively.

Divergent and convergent thinking strategies.
7 Steps To Problem Solving.
Communication strategies for problem solving.

Required text: None
Prerequisite: None
CEUs: 0.6

PRFD G5606 CRN 1479P

Dates: 6/11

Days & Time: Thur., 9:00 am — 4:00
pm Instructor: D. Gugliotti

Room: 307

Cost: $90

12



BUSINESS ¢ wWorkshops/Seminars

Critical Thinking: Understanding Critical vs.
Non-critical Thinking

Critical thinking skills are increasingly becoming a
necessity for employees. The U.S. Department of Labor
has identified critical thinking as the raw material
essential for problem solving, decision making,
organizational planning and risk management. What is
critical thinking exactly? How can you differentiate
between critical thinking and non-critical thinking?

Objectives:

e Understand critical thinking

e Recognize deceptive reasoning

e Detect emotional manipulation

e Differentiate critical vs non-critical thinking styles
e Recognize and evaluate arguments

e Develop and evaluate explanations

Required text: None
Prerequisite: None
CEUs: 0.6

PRFD G5602 CRN 1478P

Dates: 3/25

Days & Time: Wed., 9:00 am — 4:00 pm
Instructor: C. Service, Sr.

Room: 307

Cost: $90

Models of Critical Thinking: Overview of
RED and 6 Thinking Hats

Employers consider critical thinking skills to be
increasingly necessary important in the workplace
and the U.S. Department of Labor has identified
critical thinking as the raw material essential for
problem solving, decision making, organizational
planning and risk management. This workshop will
look at two of the more recognized models of critical
thinking: Pearson’s RED model and DeBono’s 6
Thinking Hats.

Objectives:

e Increase awareness of one's own critical
thinking skills

e Discuss the elements of critical thinking

e Practice techniques to improve critical
thinking

e Describe the importance of critical thinking
to success in the workplace

Required text: None
Prerequisite: None
CEUs: 0.6

PRFD G5600 CRN 1602P

Dates: 5/20

Days & Time: Wed., 9:00 am — 4:00 pm
Instructor: C. Service, Sr.

Room: 301

Cost: $90

13




BUSINESS ¢ wWorkshops/Seminars

Cultural Awareness

Take a journey to understanding communication and
trust. In this interactive workshop we will explore
those things that divide and polarize us in both work
and community. Then strategize on ways to break
down obstacles and begin to build understanding.
Topics:

Bias (conscious, unconscious, implicit)
Culture

Communication

Trust

Required text: None

Prerequisite: None

CEUs: 0.6

PRFD G5032 CRN 1599P

Dates: 4/22

Days & Time: Wed., 9:00 am — 4:00 pm

Instructor: R. Gary

Room: 307

Cost: $90

Cultural Sensitivity in the Workplace
Organizations are comprised of employees with different
backgrounds, beliefs and lifestyles. This course will delve
deeper into intercultural communications and explore
the tools necessary to become culturally competent.
Gain an understanding of cultural and generational
differences, disabilities in the workplace and working
with members of the LGBTQ community.
Objectives:
e Enhance cultural sensitivity
e Improve communication skills to promote harmony
in the workplace
e Learn techniques to reduce misunderstandings and
improve relationships in the workplace.

Required text: None

Prerequisite: None

CEUs: 0.6

COMM G5489 CRN 1601P

Dates: 5/20

Days & Time: Wed., 9:00 am — 4:00 pm
Instructor: R. Gary

Room: 307

Cost: $90

Don’t Debate, Persuade!
Constructing the Velvet Argument

Never doubt this — persuasion is powerful. It’s the
plaything of lawyers, salespeople, contract
negotiations, and agents to name a few talent higher
profile professions. But, it is also used daily in the
workplace by our leaders and colleagues alike.
Persuasion is the fine art of influence and in this course
you will learn not only how to persuade, but to
recognize when you are being persuaded.

Topics:
e How reciprocity works.
e Why it's hard to take back “yes.”
e Leveraging social proof.
o Keys to “likeability”.
e Using authority.
e Scarcity and limited time offers.

Required text: None
Prerequisite: None
CEUs: 0.6

COMM 5031 CRN 1464P

Dates: 5/28

Days & Time: Thur., 9:00 am —4:00 pm
Instructor: D. Gugliotti

Room: 307

Cost: $90

14



BUSINESS ¢ wWorkshops/Seminars

Effective Business Writing in Plain English

Do you struggle with writing emails and business
correspondence? Would you like to learn better ways
to streamline your writing, get to the point, but still
maintain appropriate professionalism and courtesy? Do
you worry if you have grammar and punctuation
mistakes? Then this two-day class is for you! In this
class, you will learn the importance of effective
business writing, how to identify your audience and
customize your messaging, and how to create business
documents that say what you mean and achieve the
results you want. This course not only covers the basics
of how to improve your professional writing skills, but
also how to achieve the right results from your written
correspondence. Participants should be prepared to
engage in hands-on, collaborative writing practice.

Objectives:

e Learn different strategies to sharpen and
improve your writing skills by structuring ideas
logically, exercising diplomacy in letters and
reports, and shaping your arguments.

e Know how to write business documents to a
professional standard and conform to
acceptable formats.

e Understand how to use a business-like style
and vocabulary, while displaying sensitivity to
different levels of reader expertise.

Required text: None
Prerequisite: None
CEUs: 1.2

COMM G5024 CRN 1596P

Dates: 4/3 & 4/17

Days & Time: Fri., 9:00 am —4:00 pm
Instructor: Y. Shenoy

Room: 616

Cost: $S180

Feeling Great at Work

Learn to navigate through tough situations, such as
disagreements with co-workers, uncertainty about
position, and anxiety in approaching leadership.
Attitude can make or break a career, and it’s a fact that
85% of the workforce is unhappy in their current job.
Events that cause stress and lead to poor job
performance can be easily controlled. With the correct
attitude, the path to greater success and job
satisfaction are within reach.

Required text: None
Prerequisite: None
CEUs: 0.6

PRFD G5554 CRN 1476P

Date: 4/21

Day & Time: Tue., 9:00 am —4:00 pm
Instructor: M. Petruzzi

Room: 307

Cost: $90

FROM

TO
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BUSINESS ¢ wWorkshops/Seminars

Grant Writing for Beginners

New to grant writing, or in need of a refresher? This
course will teach you everything you need to get started
as a grant writer. Develop unique persuasive proposal
techniques that will give your proposals that extra boost
funders are looking for when considering your grant
proposal. Learn the skills you need to become a
successful grant writer and turn your ideas into funding
opportunities.

Objectives:

e Learn how to get started in grant writing.
e Practice techniques for drafting a well written
grant proposal.

Required text: None
Prerequisite: None
CEUs: 0.6

PRFD G5375 CRN 1475P

Date: 3/20

Day & Time: Fri., 9:00 am —4:00 pm
Instructor: R. Tuttle

Room: 616

Cost: $90

Public Speaking in an Organizational Setting

The ability to speak on short notice and to shine at the
same time empowers the audience and frees the speaker
to connect naturally. A valuable skill for leadership
development or employee growth is learning how to
speak clearly. In this class, learn how to state facts and
opinions in conversation or in a formal presentation.
Discover tools to put your audience and yourself at ease
in any environment.

Required text: None
Prerequisite: None
CEUs: 0.6

COMM G5012 CRN 1590P

Date: 6/12

Day & Time: Fri., 9:00 am - 4:00 pm
Instructor:Yasmin Shenoy

Room: 616

Cost: $90

16



BUSINESS ¢ wWorkshops/Seminars

Managing Chaos: Setting Priorities &
Masking Decisions Under Pressure

This workshop will equip you with fast, effective tools
including the right mindset to rise to the challenge of
the day and adjust to shifting priorities and demands
with less stress and greater clarity to transform
unproductive disorder into controllable efficiency.
Participants will leave knowing how to apply the
appropriate techniques to manage, clarify, and
diminish chaos.

Objectives:

e Identify what you can and cannot control.

e Develop strategies for positive outcomes with
negative co-workers, anxious workplace
situations, and communicating with supervisors
and staff.

e Identify best practices to change the office
atmosphere.

e When to take additional action.

Required text: None
Prerequisite: None
CEUs: 0.6

PFRD G5018 CRN 1474

Date: 3/17

Days & Time: Tue., 9:00 am — 4:00
pm Instructor: M. Petruzzi

Room: 307

Cost: $90

Conflict De-escalation Techniques

Conflicts can escalate quickly. A simple disagreement,
may sometimes go from raised voices to violent
behavior in a very short time. Anticipating potential
conflict and knowing proper de-escalation techniques
can help you manage a conflict quickly and safely. Start
by defining and identifying conflict and learn
techniques to help you de-escalate and resolve
conflicts before there is danger to the participants or
bystanders. Join this interactive workshop and develop
your de-escalation skills toolbox.

Required text: None
Prerequisite: None
CEUs: 0.6

PRFD G5606 CRN 1604

Dates: 4/24

Days & Time: Fri., 9:00 am —4:00 pm
Instructor: N. Bishop

Room: 307

Cost: $90

17



BUSINESS ¢ workshops/Seminars

Achieve Your Goals and Influence People
with Positive Assertiveness

Identify the differences between “passive”, “assertive”,
and “aggressive” behaviors in the office and in life. In
this class participants will learn appropriate
communication approaches to achieve goals and help
others. Understand the personality type drivers behind
win/lose and lose/win approaches to going after
wants. Learn to achieve professional goals and
influence others through role plays to bolster skills and
promise greater workplace effectiveness for future
success.

Required text: None
Prerequisite: None
CEUs: 0.6

COMM G5010 CRN 1589

Dates: 4/6

Days & Time: Mon., 9:00 am — 4:00 pm
Instructor: J. Easmon

Room: 307

Cost: $90

Spinning Your Yarn - A Non-profit's
Guide to Storytelling

Well-presented stories can attract donors, win
support and raise money; as well as provide a
positive image of the organization in the public's
eye. Stories can make a cause tangible and relatable
for those involved.

Objectives:

e Choosing effective stories.

o Explore elements that will make the greatest
impact in your story.

e Using emotion and urgency to motivate your
audience.

e Basic elements of a compelling story.

e Learn about infographics, photos and graphics
and how they fit into your story.

e Learn about different communication platforms
to share your story.

Required text: None
Prerequisite: None
CEUs: 0.6

PRFD G5607 CRN 1605

Dates: 4/24

Days & Time: Fri., 9:00 am — 4:00 pm
Instructor: R. Tuttle

Room: 604

Cost: $90

18



BUSINESS ¢ workshops/Seminars

Heartsaver® CPR/AED/First Aid

This course is a classroom, video-based, instructor-led
course that teaches students critical skills needed to
respond to and manage a first aid, choking or sudden
Huddle Up! Bringing Our Heads Together for || cardiac arrest emergency in the first few minutes until
Maximum Results emergency medical services (EMS) arrives. Students
learn skills such as how to treat bleeding, sprains,
broken bones, shock and other first aid emergencies.

Learning to work together is a must for a successful This course also teaches adult CPR and AED use.
team. A collaborative team allows the organization to

move their goals forward. But collaboration takes time Features:

and effort. This course provides the learner with tools e Video-based course ensures consistency

for a successful collaboration process. Students learn
conflict resolution skills, how to listen effectively,
motivational factors, and emotional intelligence. This
course also looks at effective meeting management
techniques, like setting ground rules and time
management techniques within a meeting.

e [nstructor-led, hands-on class format reinforces
skills proficiency

e Student manual comes with a new Heartsaver®
First Aid Quick Reference Guide that
summarizes first aid actions for many injuries

. and illnesses
Objectives:

e Practice effective collaborative skills in group » Course is updated with the new science
projects

Required text: None

e Run a successful meeting as a group project Prerequisite: None

e Design a process map CEUs: 0.6
e Learn conflict resolutions skills HMED G5247 CRN 1470
Dates: 6/12
e Learn about emotional intelligence and its role in Days & Time: Fri., 9:00 am — 4:00 pm
collaboration and conflict resolution Instructor: B. Carrabbia
o L to list frectivel Room: 307
earn to listen effectively Cost: $190

e Study emotional factors in team collaboration

Required text: None
Prerequisite: None
CEUs: 0.6

COMM G5030 CRN 1458

Dates: 6/5

Day & Time: Fri., 9:00 am - 4:00 pm
Instructor: M. H. Kobayashi

Room: 307

Cost: $90

19



BUSINESS °* The FIRST Center

Financial Independence to Reach Success and Transformation

The Financial Independence to Reach Success and Transformation (FIRST) Center is a one-of-its-kind
financial literacy center in Connecticut’s higher education system. The goal of the center is to support
students and community members with reaching their financial goals through a mix of education and
hands-on services.

In partnership with several Hartford area non-profits, the FIRST Center offers the following free services to
students and community members:

. Personal Finance (BFN110): A 3-credit course
o Financial literacy workshops

o Career exploration & preparation workshops
o Job Fairs

o Lending library and resources

o Volunteer Income Tax Assistance (VITA)

The FIRST Center is entering its third year and ready to forge ahead with renewed enthusiasm and
dedicated staff. FIRST Center Coordinator, Hannah Gregory, has announced a number of new programs
and workshops designed to deliver “just in time” services to support your financial independence and
career success. Most are offered FREE with generous funding from Guardian Life Insurance Company.
Located on the 3rd floor at Capital Community College, the FIRST Center features a computer lab, a
lending library with numerous personal finance books on a variety of wide-ranging topics, as well as free
pamphlets, resources, and information about services offered by partner organizations.

For information:
Hannah Gregory
Program Coordinator
hgregory@-capitalcc.edu
(860) 906 - 5080
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BUSINESS °* The FIRST Center

CollegeCentral.com/CapitalCC

Your Job Search Starts Here!

Add the COLLEGE CENTRAL APP to your home page & mobile device
Search our exclusive JOB LISTINGS & set up your JOB AGENT today
Create your online RESUME with our RESUME BUILDER

Build, update, and forward your online CAREER PORTFOLIO to employers
Read our CAREER-RELATED ANNOUNCEMENTS

Check out & register to attend our latest CAREER EVENTS

Download our college's career advice DOCUMENTS & PODCASTS

Read hundreds of career-related ARTICLES

View & apply to jobs on the nation's largest entry-level JOB BOARD

Need help getting logged in? Contact Iknowlton@capitalcc.edu

First Job,
A Better Job,
Your Career!
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BUSINESS °* The FIRST Center

Financial |ndependence to Reach Success and T ransformation

Capital
Career
Fair

Thursday
April 2

Save the Date!
Connect with over 45 of Hartford’s top
employers in a variety of fields.
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BUSINESS °* The FIRST Center

Financial |ndependence to Reach Success and Transformation

Career & Talent
Development

Consider Career & Talent Development your partner in developing a plan for your future career.

Free career-focused events and workshops are held regularly on campus throughout the year, as well as
hiring events and career fairs. We are here to assist you with the skills and tools you need to be successful
in your careers, whether with resumes, cover letters, mock interviewing, job search assistance, or one-on-
one career guidance.

Contact us today to schedule an appointment with a member of our team!

If you need help with:

. Resume and Cover Letter Assistance

. Job Search

) Interview Preparation

. Full-time, part-time, and seasonal positions
) Career Fair Preparation

Please contact:
Lisa Knowlton
860-906-5266 or Iknowlton@capitalcc.edu

Capital Community College offers paid Internship and Apprenticeship programs at nationally recognized
companies. These programs connect great student candidates with exciting employment opportunities
and support degree completion.

If you are interested in paid internship and apprenticeship opportunities with Hartford’s top insurance and
financial institutions

Please contact:

John Thomas

860-906-5234 or jthomas@capitalcc.edu.
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Computer Technology

Excel® Introduction

Basic skills are taught in this introductory course using
the new ribbon interface. Learn the difference
between a workbook and a spreadsheet; how to enter
data, select cells; modify row, columns and cells;
format cells, freeze titles and create simple formulas
and charts.

Prerequisite: Basic computer skills
CEUs: 0.6

COMP G7536 CRN 1492

Date: 3/20

Day & Time: Fri., 9:00 am —4:00 pm
Instructor: M. Montgomery

Room: 613

Cost: $95

Excel® Formulas and Functions

Apply advanced analytical concepts using formulas
and functions. Topics covered include logical
operators, VLOOKUP function, string-manipulation,
date, sum, financial functions, Goal Seek Tool, and
many others.

Prerequisite: Excel Intermediate level skills
CEUs: 0.6

COMP G7470 CRN 1591

Date: 5/8

Day & Time: Fri., 9:00 am —4:00 pm
Instructor: M. Montgomery

Room: 613

Cost: $95
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Computer Technology

Computer Skills Workshops

Improve Your Technology Know-how!

Looking to refresh your computer
skills in preparation for entering
the workplace or want to expand
your skills with a new specialty
software application?

Capital Community College offers
numerous course choices that are
instructor-facilitated, affordable,
effective, and can be completed in the
comfort of your home on your
computer or in one of our campus
computer labs. Browse the options on
pages XX-XX and XX. If you need
assistance to determine which course
is right for you please contact the
Program Coordinator, Odile Dilone, at
odilone@capitalcc.edu.

Creating Electronic Forms with MS
Word® and Google Drive® Forms

In this digital era, electronic forms are a must. There
are many programs available that you can use for this
purpose. In this workshop you will learn about two of
these programs: Google Drive® and Microsoft Word®.
Google Drive® Forms is a free tool. You can create
registrations, prepare polls, collect contact
information, and more. With a wide array of themes
and the possibility of using your own pictures or
logos, you can customize your forms any way you
want. Let others help you, by adding collaborators.
Add random questions, question skipping, and
YouTube videos. Invite an unlimited number of
respondents by sharing the URL or emailing an
embedded form. Analyze the responses that are
collected automatically from your forms with Google®
Sheets and charts.

For the second part of the workshop, you will learn
how to create forms from scratch in Microsoft Word®
2016. Create user-friendly forms that can be
completed electronically and saved by the end-user.
You will learn about Templates, which are premade
documents that you can customize.

Objectives:
e Learn what is Google Drive®.
e Create a Google Drive® account.
e Create forms and collect information from
Google Drive®.
e Create a new electronic form in MS Word®.

Required text: None

Prerequisite: Basic Computer Skills. Knowledge of
MS Word®.

CEUs: 0.6

COMP G7548 CRN 1498P

Dates: 3/27

Days & Time: Fri., 9:00 am —4:00 pm
Instructor: M. Montgomery

Room: 613

Cost: $95
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Computer Technology

Excel® 2016: Time-saving Intermediate
and Advanced Functions

Ever find yourself wondering if there is an easier or
faster way to do this? There are many ways to
accomplish tasks within Excel spreadsheets. Learn a
variety of functions that will increase your
productivity by saving you time.
The topics covered are:

e setting up and using multiple sheets,
"3D" formulas,
linking to other spreadsheets,
protection,
absolute references,
charting,
Pivot tables,
database features (sorting, subtotaling,
filtering),
e selected functions such as financial, lookups,

IF statements, counting, and text conversions.

Required text: Bring a USB Flash Drive to class
Prerequisite: Basic Excel skills
CEUs: 0.6

COMP G7451 CRN 1594P
Date: 6/16

Time: Wed., 9:00 am - 4:00 pm
Instructor: J. Easmon

Room: 613

Cost: $95

Excel® 2016: Pivot Tables, Power Pivots &
Pivot Charts

Pivot Tables allow you to analyze raw data for business
analysis purposes, but they are limited. Due to Excel’s
own limitations of 1048576 Rows, you cannot analyze
more than 1048576 rows of data, and there may even
be limitations in analyzing data from two or more
spreadsheets. The PowerPivot Add-In allows to import,
merge and analyze data from several data sources at
once, with barely any limitations. Turn your raw data

into a Pivot Table to help you gather business analytics.

Create a Pivot Chart from your Pivot Table.
Explore these amazing tools in Excel, and make the
most of your data.

Objectives
e Learn the difference between Pivot Tables and
PowerPivot

e Learn how to use a Pivot Table

e Learn how to use a Pivot Chart

e Learn how to use the PowerPivot tool
Required text: None
Prerequisite: Students must have Excel intermediate
level skills, and need to know how to use formulas and
functions in Excel.
CEUs: 0.6

COMP G7478 CRN 1466P
Date: 4/17

Time: Fri., 9:00 am - 4:00 pm
Instructor: M. Montgomery
Room: 617

Cost: $95

26



HEALTHCARE °* Administrative Medical

Assistant

Administrative Medical Assistant — Proficiency Certificate
Administrative Medical Assistants play a vital role in any healthcare provider office or setting. Learn to perform
administrative tasks in a medical office orfacility. Thiscourseincludesthe American Heart Association BasicLife
Support (BLS) Certificationfor Healthcare Providers.

Topics:
College Success Workshop
Professional Communications & Customer Service
Office Organization & Procedures
Reimbursement Processes
Confidentiality
Government Regulations: HIPAA, OSHA, DEA & CLIA.
Medical Terminology.
Microsoft Word® and Excel® Basics.

Prerequisites:
High School Diploma or GED
Basic Computer Skills
Choose a section below.

Course Code: HMED G5333 CRN

Dates: 2/21-5/22

(No class: 3/21, 4/10, 4/11, & 5/23)

Day & Time: Fri. 9:00 am - 2:00 pm & Sat., 9:00 am-12:00 pm
Instructor: A. Koehler

Room: TBA

Cost: $1,749

Course Code: HMED G5333 CRN 3526

Dates: 10/15-1