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Welcome! 
 

 

 

Dear Colleagues, 

The Department of Administrative Services and Connecticutôs Community College System are partners in 

providing a wide variety of cost-effective training opportunities to Connecticut State employees.  This catalog 

includes courses that will help your staff enhance their skills to meet and support agency goals efficiently and 

with a high level of customer service.  All agencies and employees at all levels are encouraged to participate!  

Whether you are familiar with the In-Service Training Program or looking at a catalog for the first time, we 

welcome your participation and feedback.  

 

Whatõs NEW this term? 
State In-Service Training for fall 2009 will address reductions in staffing, leadership changes and supervisory 

management. As we are sensitive to the current economic environment and the issues facing the state budget, 

we believe that these course additions will be helpful to state agencies. NEW courses include LEAN 

Government, Achieving the Right Management Balance, Interpersonal Intelligence and Leadership, Leadership 

in Project Management and Working Effectively with a Reduced Workforce. Your feedback regarding online 

courses has prompted us to offer C# Programming as an online course! Please review specific pre-registration 

information. New instructors this fall include Elizabeth Flaherty, Kristin Ahearn, Cheryl Jones-Reardon, Rachel 

Garron, Chris Amorosino, Brian Clinton and Anita Baxter. 

 

How do I register? 
All registrations are coordinated and submitted by agency Training Approval Officers (TAOs) using the online 

registration system. See your agencyôs TAO for details about deadlines and the approval process within your 

agency.  Donôt know who your TAO is? Please check our website or call 860-244-7614.   

 

Visit our web-site: 
www.commnet.edu/inservice.  Or, to visit the Community College System page or any collegeôs individual 

page, check out: www.commnet.edu. 

 

Thank you for your time and interest. We look forward to seeing you this fall! 

 

Jane Williams 

Workforce Development Coordinator 

Connecticut Community Colleges 

Phone: (860) 244-7614 Fax: (860) 244-7883 

jwilliams@commnet.edu.
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Registration Information 
 

Registration Timeline 

Agency Registration Deadline  ...................................................................................................... 08/26/09 

Late Registration ............................................................................................................................ 09/03/09-09/10/09 

 

Course confirmations / seat reservations available online throughout registration........................ 09/10/09 

Training Approval Officers notify staff of seat reservations  

and provide maps & directions to each college ................................................... beginning 09/10/09 

 

 

General Registration & Program Information 

Eligibility  

 In-Service courses are open to all employees regardless of classification or job title.  Individual agencies may elect 

to limit registrations in a way that best suits their organization. 

 Where agency requirements allow, employees should be encouraged to attend classes other than those directly 

related to their present position, in order to foster mobility and skill enhancement. 

Registration 

 Agency seat reservations are submitted by each agencyôs Training Approval Officer (TAO) using the automated 

online system.  Upon receipt of confirmed seat reservations, TAOs will notify staff and supply maps & driving 

directions as appropriate.   

 Staff should direct all questions regarding timelines and procedures to their agency TAO, as each agency has unique 

policies concerning the program. Donôt know who your TAO is?  Visit the InService website or call (860) 244-7614, 

or inquire in your Human Resources Department. 

 In most cases student names are not submitted with seat requests.  Each agency must keep track of which seats are 

associated with which staff members or departments, and staff should direct questions concerning seat reservation 

status to their TAO. 

Attendance & Refund Policies  

 Once seats have been reserved for all courses at the end of the registration period, withdrawals and course 

substitutions are not allowed. 

 Agencies ñownò reserved seats and are required to pay for reserved seats even if a staff member does not attend.  

 Before registering, students must be sure to check their schedules carefully and obtain supervisorôs permission to 

attend a course.   

 If for any reason the original registrant cannot attend, a substitute from the agency may be sent.   

It is the responsibility of the original registrant and the agency Training Approval Officer (TAO) to identify and 

select the substitute.  

 Participants must be careful to attend the correct course section and location as assigned.  Additional fees will be 

charged to agencies when non-registered staff attend courses. 
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Registration Information 

Course Cancellations and Postponements 

 We reserve the right to cancel any course with insufficient enrollment, during the initial registration period.  Course 

status will be communicated to Training Approval Officers at the conclusion of the initial registration period. 

 Inclement weather postponements:  Students should check the college website and listen to radio and TV stations for 

individual college closings.  When in doubt students should call the college in question. Telephone numbers and 

detailed cancellation information are listed on each map in the map section.  When classes are held, students are 

expected to attend and no refunds or credits will be given for non-attendance. 

 When courses must be postponed due to inclement weather or unexpected instructor illness, Training Approval 

Officers will be notified by the college offering the course as soon as the college is aware of the situation.  If 

registrants cannot attend the new class date(s), the agency must notify the college right away.  If no notice is given at 

least 48 hours prior to the new course date, credit for a future course may not be issued.  NOTE: Colleges do not 

have student names or contact information prior to class and cannot contact students individually. 

Billing Procedures 

 The Community College System Office handles registrations & billing centrally.   

 Invoices will be prepared upon completion of the registration process.  We ask that all Invoices be processed and 

returned within thirty days. Billing will be based upon the number of seats confirmed for each agency. 

Prerequisites 

 Prerequisites (if any) are included in course descriptions.  For computer courses especially, these are very important!  

The learning of all participants is adversely affected by those who are unable to keep pace at the required skill level.  

We strongly urge you to screen your employees for prerequisite skills! 

Textbooks 

 In most cases textbooks are not required.  When textbooks are required, a note is included in the course decription 

and books will be available at an extra cost at the college bookstore.   

Certificate Requirements 

 To earn a certificate of completion, 100% participation is required for classes that meet for one day.  80% 

participation is required for more lengthy courses.  Each college may set more stringent (100%) attendance 

requirements for multi-session programs when necessary. 

 Certificates will be issued at the end of each course. Employees who leave at any point before the instructor ends the 

program will not be given a certificate. 

 CEUs are granted for most In-Service courses and are included on the certificate of completion.  One CEU measures 

10 contact hours in class, so a course that includes 30 contact hours will be worth 3.0 CEUs.  Contact hours are 

measured in clock hours, and do not include lunch or coffee breaks.  In order to grant CEUs, each college must 

collect sufficient student data to enable them to track the student on our registration system. 

Instructors 

 Instructor names and biographies are published in the catalog and online. We reserve the right to make instructor 

substitutions when necessary without notification, and we will not give refunds or allow course substitutions if 

substitutions are made. 

Reasonable Accommodations   

 For information regarding disability related accommodations or to request a disability related accommodation, 

contact: Jane Williams (Workforce Development Coordinator, Board of Trustees, CT Community College 

System, 61 Woodland Street, Hartford, CT 06105, Tel. (860)244-7614, Fax: (860)244-7883, E-

mail:jwilliams@commnet.edu) at least four weeks in advance of the course. 
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For Training Approval Officers:  How to Submit Agency Registrations 

 

 

 Sign in online at www.commnet.edu/inservice with the password assigned to you by the in-service coordinator. 

Search the courses that you would like to request seats in and enter the total number of seats for each course. Seat 

totals can be modified by using the ñMy Requested Seatsò link, entering the modified totals and the new totals will 

appear on the TAO Reservation Report link. All seats reserved by an agency at the end of the reservation period will 

be ñownedò by that agency. 

 Each agency has the option to request more seats than are available in any course. When the agency does so, they 

will have what is called ñwait seatsò. The colleges will respond to the demand for these seats by opening up new 

course sections if possible. If your agency is interested in moving the ñwait seatsò into a new section, please contact 

jwilliams@commnet.edu or crotondo@commnet.edu  and we will do this. 

 Your agency is required to track Introductory, Intermediate and Advanced levels courses with seats that must be 

assigned together. 

 An ñIndividual Application for In-Service Training Programsò is included in the appendices section. If your agency 

has an internal application form, disregard the one provided. 

 Double check your TAO Reservation Report prior to the end of the registration period.  No adjustments will be 

made because of seat request errors after this date.  

 It is not necessary to submit individual applications or summary pages to the in-service coordinator. The only form 

required is the Agency Registration Form. 

Questions 

Training Approval Officers should feel free to call or write with questions concerning any aspect of the program.  

Questions should be directed to Jane Williams, jwilliams@commnet.edu or (860) 244-7614.  We thank you for your 

time, energy, and commitment to helping your agencyôs staff become more knowledgeable and efficient! 

 

 

Looking for a customized solution? 

Do you have a large number of staff to be trained? We can arrange a course just for your staff 

to be delivered at your location or on campus.  Regular per-seat fees apply.  Our colleges can 

also customize courses to suit your specific needs.  Contact Jane Williams at 

jwilliams@commnet.edu or (860) 244-7614 for additional information.  

 

http://www.commnet.edu/inservice
mailto:jwilliams@commnet.edu
mailto:crotondo@commnet.edu
mailto:jwilliams@commnet.edu
mailto:jwilliams@commnet.edu
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Registration Information for Students 

How do I register? 

 Direct all questions regarding timelines and procedures to your agency Training Approval Officer (TAO). Each  

agency has unique policies concerning deadlines, eligibility, and the registration process. 

 Approved registrations will be submitted by your TAO to the In-Service Training Program Coordinator.  Upon 

receipt of confirmation of seat reservations, TAOs will notify staff and direct you to maps & driving directions. 

 In most cases student names are not submitted with seat requests.  The In-Service Coordinator cannot tell you 

individually if a seat has been reserved for you! 

Attendance & Refund Policies  

 Before registering students must be sure to check their schedules carefully and obtain supervisorôs permission to 

attend a course. 

 Once seats have been reserved for all classes, withdrawals and course substitutions are not allowed.  

 If for any reason you cannot attend, a substitute from the agency may be sent.  It is the responsibility of the original 

registrant and the agency Training Approval Officer (TAO) to identify and select the substitute.  Withdrawals or 

changes to course schedules are not allowed.   

 Participants must be careful to attend the correct course section and location as assigned.  Additional fees will be 

charged to agencies when non-registered staff attend courses. 

Course Postponements 

 Inclement weather postponements:  Check the college website or listen to radio and TV stations for individual 

college closings.  When in doubt call the college in question.  When classes are held students are expected to attend 

and no refunds or credits will be given for non-attendance. 

 When courses must be postponed due to inlement weather or unexpected instructor illness, Training Approval 

Officers will be notified by the college offering the course as soon as the college is aware of the situation.  NOTE: 

College representatives do not have student names or contact information prior to class and cannot contact students 

individually! 

Prerequisites 

 Prerequisites (if any) are included in course descriptions.  For computer courses especially, these are very important!  

The learning of all participants is adversely affected by those who are unable to keep pace at the required skill level.    

Textbooks 

 In most cases textbooks are not required.  When they are, a note is included in the course decription and books will 

be available at an extra cost at the college bookstore.   

Certificate Requirements 

 To earn a certificate of completion, 100% participation is required for classes that meet for one day.  80% 

participation is required for more lengthy courses.  Each college may set more stringent (100%) attendance 

requirements for multi-session programs when necessary. 

 Certificates will be issued at the end of each course. Employees who leave at any point before the instructor ends the 

program will not be given a certificate. 

 CEUs are granted for most In-Service courses and are included on the certificate of completion.  One CEU measures 

10 contact hours in class, so a course that includes 30 contact hours will be worth 3.0 CEUs.  Contact hours are 

measured in clock hours, and do not include lunch or coffee breaks.  In order grant CEUs, each college must collect 

sufficient student data to track the student on our registration system. 



 
5 

 

 

Individual Application for State In-Service Training Programs 
 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Important notes to Applicants: 

 Direct all questions regarding timelines and procedures to your agency Training Approval Officer. 

Each  agency has unique policies concerning deadlines, eligibility, and the registration process. 

 Be sure to carefully check the dates and times of the courses for which you are applying, for any 

potential conflicts.  No seat changes or withdrawals are allowed once seats have been assigned.   

 Certificates will be issued at the end of each course. Employees who leave at any point before 

the instructor ends the class will not be given a certificate. 

 Maps and driving directions are included at the back of the In-Service catalog and are available 

online: www.commnet.edu/inservice 

 

Return this application by: 

Return to: 

Information about the Applicant: 

Name:       Title: 

Phone:       Department: 

Address: 

Course Information ð One Course Per Page 

Course Title:      

Course Number:      Date(s): 

Fee: 

 

I meet the prerequisites listed in the course description:  _____Yes    _____No   _____None Listed 

Supervisorõs Approval: 

Name: 

Title 

Signature:      Date: 

Additional Notes or Information: 

A note to Training Approval Officers:   

This application is provided for your agencyôs internal use only.   
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Agency Registration Form, Cover Page 
Agency Registration Deadline:  August 26 , 2009 

 

Return the completed cover page to: 

Jane Williams, State In -Service Training Program Coordinator  

jwilliams@commnet.edu  

Phone:  860-244-7614     Fax:  860-244-7883 

 

Agency Name:  

 

Mailing Address: 

 

Training Approval Officer (TAO) Name: 

TAO Phone:    TAO Fax:   E-Mail: 

Is this person the primary contact for routine correspondence and updates?  _____ YES    _____ NO 

Backup Contact Name: 

Backup Contact Phone:      E-Mail: 

Is this person the primary contact for routine correspondence and updates?  _____ YES    _____ NO 

Total number of seats confirmed on TAO reservation report:__________________ 

Total dollar value of seats confirmed on TAO reservation report: ______________ 

 

 

Fiscal Officer Name and Title: 

 

Fiscal Officer Signature*:______________________________________ Date:  ______________  

 

*This form must be signed by an agency official who is authorized by the Office of the State Comptroller to 

commit and expend agency appropriated funds.  Applications must be final when submitted as billing will be 

based on the number of registrants approved / seats reserved.  No withdrawals or course substitutions are 

allowed.  Errors in the number of seats requested are the responsibility of the agency and will not be corrected 

after seats have been assigned.  See the Registration Information & Forms section for additional information. 
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Essential Business Skills 

 

 

 

A Day of Discovery and Diversity - A Peacock in the land of Penguins ï NEW 

Meeting the challenges of a rapidly changing and increasingly diverse world is more important than ever. In this 

workshop, non-management employees will focus on enhancing their tolerance and understanding of others who are 

different from themselves and others, as well as for executives, managers and supervisors who are in a position to set the 

tone and establish policies and procedures. Learning Objectives: Å Build diversity awareness Å Break barriers to 

empowerment Å Demonstrate negative impact of conformity on organizations  

Required text: Official material to be provided. 

Prerequisite: none  CEUs: 0.6 

Course #, Date(s) Time  

TX31033, 10/15, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Tunxis , Bristol Career Center , see notes 

Instructor: Donna Brandeis-LaGanga 

Fee: 110 

Notes: Bristol Career Center, 430 North Main St. Bristol 860-314-4700 

 

Achieving Success Through Goal Setting and Aligning Your Actions 

The purpose of the RPMs (Rapid Performance Modules) is to develop and practice time-management skills. We do not 

discuss theory, it is here we apply the concepts. First you will think through your agencies values and align your actions 

and decisions at work. Then this workshop will help you set and achieve realistic goals that make a difference in your 

agency and in personal life. You will be shown how to set a goal that aligns with the objectives of your agency or 

department and to break down the goal into realistic tasks and deadlines, a personal commitment to achieve the goal.  

Required text: All materials supplied 

Prerequisite: Recommend 7 Habits, but not required  CEUs: 0.3 

Course #, Date(s) Time   

GW31054, 10/20, 9:00 AM to 12:00 PM 

College, Campus & Room:  

Gateway, North Haven, 227 

Instructor: John Vincze 

Fee: 59 

Notes: This is one half day workshop 



 
8 

 

 

 

 

 

Advanced Grant Writing ï NEW 

The course entitled Advanced Winning Grant Writing Skills will thoroughly review the advanced principles necessary for 

individuals to effectively develop well-written grant proposals that get funded. This course is designed for those who have 

completed the first óWriting Winning Grant Skills Courseô or have some working knowledge of the grants process. The 

course will include specific instruction on how to write a compelling needs statement, outcome measurements, evaluation, 

budget and budget narrative, and cover letter. The course will conclude with an individual, hands-on grant exercise where 

writing skills will be put to the test as participants develop a convincing proposal containing the essential elements. 

Learning objectives: 1. Students will learn the specific elements that make for a winning proposal. 2. Students will learn 

how to construct a thorough and compelling needs statement. 3. Students will learn how to design outcome measurements 

for their project. 4. Students will learn how to design an evaluation process and articulate it in a proposal. 5. Students will 

learn how to write a clear and concise budget and budget narrative. 6. Students will learn how to write a winning cover 

letter that connects the project goal with the interests of the funder. 

Required text: None 

Prerequisite: Fundamental Grant Writing Skills Required  CEUs: 1.2 

Course #, Date(s) Time  

TX31015, 10/23, 9:00 AM to 4:00 PM | 10/30, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Tunxis, Bristol Career Center, See Notes 

Instructor: Scot Scala 

Fee: 170 

Notes: Bristol Career Center, 430 North Main Street, Bristol Room # posted 

Assertiveness Training: Getting Your Point Across (Nicely) 

This program is designed for all professionals who want to gain skills dealing more cooperatively and constructively with 

bosses, co-workers, friends and family members. Å Understand the differences between assertive, aggressive, passive, and 

passive aggressive behaviors. Å Learn how to communicate whatôs on your mind in a positive, proactive way; that gets 

results. Å Discover the underlying messages you are unknowingly conveying with your body language, voice, and word 

choice. Å Learn strategies to increase your comfort level and gain more confidence in your day-to-day communications. 

There will be activities and role-playing opportunities to reinforce and support your skills. (The instructor will provide a 

safe, comfortable environment).  

Required text: None 

Prerequisite: None  CEUs: 0.6 

Course #, Date(s) Time  

AS30852, 11/06, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Asnuntuck, 128 

Instructor: Noreen Reilly 

Fee: 85 

Notes:  
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Becoming an Asset to Your Agency by Balancing Personal and Professional Goals 

The purpose of the RPMs (Rapid Performance Modules) is to develop and practice time-management skills. We do not 

discuss theory, it is here we apply the concepts. In this workshop, you will identify the link between your job and the 

companyôs mission and success. You will evaluate which of your tasks support the mission of the company, those that do 

not, and those you are not sure. You can create your own future by visualizing it. You will begin creating or refining a 

Personal Mission Statement® by defining your personal and professional visions for success.  

Required text: All materials are supplied 

Prerequisite: 7 Habits any version, location, facilitator, recommended, not required  CEUs: 0.3 

Course #, Date(s) Time  

GW31053, 10/13, 9:00 AM to 12:00 PM 

College, Campus & Room:  

Gateway, North Haven, 227 

Instructor: John Vincze 

Fee: 59 

Notes: This is one half day session 

Becoming Proactive and Avoiding Job Burnout in Turbulent Economic Times 

Do you ever get discouraged because there doesn't seem to be enough hours in the day? Become proactive and avoid the 

signs of job burnout that seem inevitable in turbulent economic times. Re-energize yourself and become more productive 

by eliminating the effects of job stressors. Diagnose and evaluate burnout triggers and develop effective coping strategies 

to recognize, overcome and prevent them. Restore enthusiasm and energy to your workday by: prioritizing your 

responsibilities and goals; developing and utilizing self-renewal techniques to revitalize yourself; determining the 

differences between pressure, stress and tension; eliminating crisis management as a coping mechanism; differentiating 

between the urgent and essential; and utilizing practical techniques to get yourself back on track and help you stay there. 

Learning objectives: Upon completion of this workshop, participants will be able to: 1. Discover techniques to alter, 

prevent and alleviate job burnout 2. Determine and establish priorities 3. Become solution-oriented rather than problem-

focused 4. Establish a game plan to recognize, overcome and prevent job stressors 5. Utilize relaxation exercises and time 

management techniques that work.  

Required text: None 

Prerequisite: None  CEUs: 0.6 

Course #, Date(s) Time  

TX30934, 12/04, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Tunxis, Bristol Career Center, See Notes 

Instructor: Anne Peck 

Fee: 85 

Notes: Bristol Career Center, 430 North Main Street, Bristol Room # posted 
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Bringing Out the Best in Others When Tempers Are Short and Resources are Tight 

Bringing out the best in others is an ever-increasing challenge when tempers are short and resources are tight. Get others 

to cooperate with you even when they are at their most challenging. Develop a communication toolkit to recognize and 

maximize the assets of others while turning differences into cooperation. Learn simple no-nonsense techniques for dealing 

with challenges tactfully and skillfully. Gain authority, trust, and respect by recognizing and appreciating diverse 

personalities and behavior patterns. Enhance morale and performance in yourself and others by: using cooperative 

communication techniques; reducing miscommunication; minimizing and resolving problems quickly and effectively; 

disagreeing without causing arguments and dissension; and distinguishing between beneficial and destructive coping 

techniques. Learning objectives: Upon completion of this workshop, participants will be able to: 1. Discover and evaluate 

interpersonal skills, strengths and challenges 2. Identify and implement strategies to handle interpersonal skills challenges 

successfully 3. Effectively adapt communication/conflict management style to different types 4. Understand the 

importance of enhancing interpersonal relationships with coworkers and management 5. Develop a specific plan of action 

to effect positive change and overcome obstacles along the way.  

Required text: None 

Prerequisite: None  CEUs: 0.6 

Course #, Date(s) Time  

TX30935, 12/09, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Tunxis, Bristol Career Center, See Notes 

Instructor: Anne Peck 

Fee: 85 

Notes: Bristol Career Center, 430 North Main Street, Bristol Room # posted 
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Building Blocks of Writing Certificate NEW  

PART ONE: BUILDING BLOCKS OF WRITING Learning Objectives: Å How to deal effectively with writerôs block. Å 

How to quickly identify the main points of the case narrative. Å How to nutshell complex information. Å How to process 

and prioritize material from multiple sources. Å How to employ the ñshort is better theoryò--short words, sentences, and 

paragraphs. Å How to use the five-step process when writing reports. Å How to analyze writing by computer--reading ease, 

grade level, passive sentence percentage, word length, sentence length, etc. Å How to employ effective writing practices---

using the 5Ws and H, moving from the general to the specific, keeping ñlike with like,ò and creating smooth transitions. Å 

How to tailor content and technicality level to specific audiences. Å How to overcome common barriers to writing 

effectively, including structural flaws, wordiness, and inappropriate tone. Å How to make your writing more compact. Å 

How to avoid jargon and sexist language. Å How to deal with difficult people/negative situations in correspondence. PART 

TWO: EDITING Learning objectives: Å How to tighten up your writing. Å How to become more clear, concise, and 

precise. Å How to avoid common writing mistakes. Å How to cut out the clutter. Å How to condense complex material. Å 

How to make sure your personal Achillesô heels do not sabotage you. Å How to more effectively edit the works of 

othersðwithout creating enemies. PART THREE: GRAMMAR SCHOOL: GRAMMAR AND PUNCTUATION 

REVIEW Learning objectives: Å How to eliminate up to 60% of your grammar and punctuation errors by doing two 

simple things. Å The importance of grammar and punctuation in terms of clarity and professional image. Å The major parts 

of speech and their most common usages. Å The nine major verb tenses and when to use them. Å How to avoid common 

mistakes made with subject-verb-pronoun agreement, misplaced modifiers, active and passive, parallel construction, and 

more. Å How to correctly use often misused words such as affect/effect, ensure/insure/assure, that/which, since/because, 

further/farther, etc. Å The purposes and common usages of all major punctuation marks. Å How to avoid common mistakes 

made with each of the major punctuation marks. Å How to take advantage of websites to build grammar and punctuation 

skills in just minutes. Å How to use a style manual to increase your grammar and punctuation skills. PART FOUR: 

PROOFREADING Learning objectives: Å How to incorporate tips from professional proofreaders. Å How to avoid the 

most common proofreading problems. Å How to look for mistakes in places where they might typically ñslip by.ò Å How to 

utilize proofreader marks. Å How to set up a proofreading team. Å How to build a proofreaderôs style manual of your own. 

Å How to find resources and reference materials to help you in your proofreading. Å How to create a multi-layer 

proofreading system that really works.  

Required text: None 

Prerequisite: None  CEUs: 1.8 

Course #, Date(s) Time  

CA31017, 10/08, 9:00 AM to 4:00 PM | 10/15, 9:00 AM to 4:00 PM | 10/22, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Capital, 950 Main St., Hartford, 303 

Instructor: Margaret DeMarino 

Fee: 285 

Notes: This course is not recommended for those who have previously taken Writing Certificate for Professionals. 
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Building Writing Basics 

This program is designed to reacquaint you with the basics of writing and grammar, while increasing your comfort level 

with the writing process. Focus on active vs. passive voice, parallel construction, subject and verb agreement and more. 

Learn to produce clear, concise and accurate materials. A practical grammar review is included. This program involves 

hands-on practice and feedback. Learning objectives: Å Deal effectively with writerôs block. Å Quickly identify the main 

points. Å Nutshell complex information. Å Employ the ñshort is better theoryò--short words, sentences, and paragraphs. Å 

Use five-step process when writing reports. ÅAnalyze writing by computer--reading ease, grade level, passive sentence 

percentage, word length, sentence length, etc. Å Employ effective writing practices--using the 5Ws and H, moving from 

the general to the specific, keeping ñlike with like,ò and creating smooth transitions.  

Required text: None 

Prerequisite: None  CEUs: 0.6 

Course #, Date(s) Time  

CA31003, 10/26, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Capital, 950 Main St., Hartford, 303 

Instructor: Margaret DeMarino 

Fee: 85 

Notes:  

Climbing the Public Speaking Mountain: Overcoming Fears and Phobias ï NEW 

Whether oral presentation or luncheon speech, public speaking can strike sheer terror in some of us but there are proven 

methods of overpowering the fearful beast within. Learning Objectives: 1. Participants will learn to gain confidence over 

what prevents them from becoming effective, dynamic presenters. 2. They will learn it is sometimes a matter of facing the 

truth about what frightens us, coming to terms with our phobias, and learning tried and true techniques of the trade. The 

way we present ourselves in an interview, a boardroom, a meeting room, a networking event or even a one-on-one initial 

meeting is a reflection of our performance and unfortunately for us sometimes a reflection of our competency in the 

workplace. When we effectively overcome our fears of speaking in public (after all, we are only representing ourselves) 

we essentially put our best foot forward and gain a personal advantage that is ultimately professionally unique. Great 

leaders are always great public communicators 

Required text: None 

Prerequisite: None  CEUs: 0.6 

Course #, Date(s) Time  

TX30936, 10/19, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Tunxis, Bristol Career Center, See Notes 

Instructor: Lisa Crofton 

Fee: 85 

Notes: Bristol Career Center, 430 North Main Street, Bristol Room # posted 
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CPR/AED Certification  

This course is designed to teach CPR, the use of an automated external defibrillator (AED), and relief of foreign -body 

airway obstruction to all lay rescuers, particularly those who are expected to respond to emergencies in the workplace. 

This course teaches CPR, the use of the AED and relief of foreign body airway obstruction for adult victims. In addition, 

this course is also designed to teach the infant and child module from the Heartsaver CPR course and AED use on 

children. Certification will be granted upon course completion. 

Required text: none 

Prerequisite: none  CEUs: 0.6 

Course #, Date(s) Time  

TX31028, 11/04, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Tunxis, Bristol Hospital, see notes 

Instructor: Bristol Hospital 

Fee: 115 

Notes: Bristol Hospital EMS and Home Care, 222 Main Street, Bristol, CT 

Critical & Creative Thinking  

Learn strategies for creating positive, results-oriented brainstorming sessions. Understand the four steps involved in the 

critical and creative process. Know how to get at the root cause of underlying problems, dream up innovative ideas, 

evaluate options, and determine ways of implementing solutions. Discover techniques for presenting and championing 

your great ideas to bosses and co-workers. Å Youôll learn creative strategies to solve real life issues using: Å the 

SCAMPER technique Å Buzanôs mind mapping Å free association, random word searches, grab bags full of surprises Å the 

Napoleon technique Å De Bonoôs Six Thinking Hats, etc. 

Required text: None 

Prerequisite: None  CEUs: 0.6 

Course #, Date(s) Time  

AS30853, 11/20, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Asnuntuck, 128 

Instructor: Noreen Reilly 

Fee: 85 

Notes:  
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Customer Service in a Challenging Environment NEW 

This economy poses its own unique challenges: more work, fewer resources, more stress. Geared to front-line 

professionals in the areas of customer care, this course will help you learn and practice tips and techniques, including five 

key customer service practices, 20 effective ñscriptingsò to deal with difficult situations, ways to enhance ñinternalò 

customer relations, methods for dealing with on-the-job stress, and much more! Learning objectives: Å Learn how to 

protect your energy levels and recharge Å Discover how to turn any situation around with an effective customer-car 

strategy Å ñRecession proofò your thinking Å Learn how to take an ñappreciation vacation.ò  

Required text: None 

Prerequisite: None  CEUs: 0.6 

Course #, Date(s) Time  

CA31005, 10/29, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Capital, 950 Main St., Hartford, 303 

Instructor: Margaret DeMarino 

Fee: 85 

Notes:  

Dealing Constructively with Negativity in the Workplace - Making a Positive Impact 

Who sets the attitude of your workplace? Counteract the detrimental impact of negativity in the workplace by fostering, 

maintaining, and enhancing positive work relationships. Positively manage adversarial relationships and interpersonal 

conflict by creating a collaborative and cooperative work environment. Design and implement proactive measures that 

create boundaries and limit the effect of negative people, attitudes, and situations. Turn criticism, gripes and complaints 

into positive, corrective action. Concentrate on what is important and what matters by developing stress-reducing, 

empowering work strategies that enhance productivity and morale. Learning objectives: Upon completion of this 

workshop, participants will be able to: 1. Understand the importance of fostering and maintaining positive work 

relationships 2. Identify and explore practical methods of counteracting negativity in the workplace 3. Differentiate 

between negative, self-defeating patterns and positive, self-enhancing behaviors 4. Design and implement proactive 

measures that limit the effects of negativity 5. Develop a plan of action to enhance the work environment, increase 

productivity, and reduce stress.  

Required text: None 

Prerequisite: None  CEUs: 0.6 

Course #, Date(s) Time  

TX31027, 12/08, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Tunxis, Bristol Career Center, See Notes 

Instructor: Anne Peck 

Fee: 85 

Notes: Bristol Career Center, 430 North Main Street, Bristol Room # posted 
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Dealing with Difficult Co-Workers ï NEW 

This program explores ways to deal effectively with several types of difficult co-workers. Letôs face it, there are people 

you work with, work for, or provide service to you just cannot stand. While you may not like them any more at the end of 

this workshop, you will be less stressed and more effective in dealing with them. Using Frederick Mummaôs ñDifficult 

People Type Inventoryò, participants determine ñwho bugs them the mostò. With this knowledge in hand, they learn ways 

to alter their own behavior to more effectively deal with the difficult behavior of others to create a more respectful 

workplace. Participant Learning Outcomes: Å Identifying the 10 Most Unwanted People Types and how to Handle Them. Å 

Handling inappropriate workplace behavior. Å Dealing with ego-driven co-workers. Å Building a better relationship with a 

tough boss. Å Using language to reduce tension and create rapport. Workshop includes role plays, assessment inventory, 

group activities and a workbook for a back on the job reference.  

Required text: None 

Prerequisite: None  CEUs: 0.6 

Course #, Date(s) Time  

QV31042, 10/06, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Quinebaug, QVCC Willimantic Center, 9 

Instructor: Andrew DeLaura 

Fee: 85 

Notes:  

Dealing with Diff icult Customers ï NEW 

This training program offers information and skills to calm upset customers. Participants will understand why customers 

get upset, prevent behaviors that create problems, practice behaviors that calm customers, and understand how a 

managerôs actions and attitudes can help prevent or resolve situations with upset people. Participants will benefit from 

supplementary instructional materials and practice sessions. Learning Objectives: Upon completion of this course, 

participants will be able to: 1. Recognize the importance of calming the upset customer; 2. Understand the psychology 

that governs difficult behavior; 3. Identify elements of an effective personal presentation; 4. Recognize nonverbal 

communication that creates problems; 5. Use words that make a positive difference in a tense situation; 6. Deal with upset 

customers over the phone and by email; 7. Learn techniques to help upset co-workers and other employees; 8. Regain 

control during and after the difficult situation; and 9. Learn the actions and attitudes to take as a manager. 

Required text: none 

Prerequisite: none  CEUs: 0.6 

Course #, Date(s) Time  

TX31035, 10/14, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Tunxis, Bristol Career Center, see notes 

Instructor: Waldemar Kostrzewa 

Fee: 85 

Notes: Bristol Career Center, 430 North Main St. Bristol 860-314-4700 
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Defensive Driving 

Is driving adding stress to your life? Take the time to evaluate your driving skills. Implementing changes can lead to safer 

and less stressful travel on the roadways. Review skills needed to develop into a knowledgeable, responsible, and 

collision-free driver. Reduce your risk on the road through proper management of visibility, time, and space. Driving 

defensively includes evaluating potentially hazardous situations, anticipating the improper movements of others and 

executing an action plan to correct for other driversô errors. Defensive driving methods will reacquaint you with the 

responsibilities you accepted when you first received your driverôs license. Learning Objectives Å Defensive driving 

classes will improve driving skills, reiterate driving laws and rules and make better drivers of people. Å Defensive driving 

skills aim is to reduce the risk of driving by anticipating dangerous situations, despite adverse conditions or the mistakes 

of others. This can be achieved through adherence to a variety of general rules, as well as the understanding of specific 

driving techniques. Å Defensive driving methods will reacquaint you with the responsibilities you accepted when you 

received your driver's license  

Required text: None 

Prerequisite: None  CEUs: 0.6 

Course #, Date(s) Time  

TX30961, 11/06, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Tunxis, Bristol Career Center, See Notes 

Instructor: Kathie Mitchell 

Fee: 85 

Notes: Bristol Career Center, 430 North Main Street, Bristol Room # posted 

Editing 101 

Get rid of clutter and condense complex material into readable copy. Learn tips, techniques and exercises that will help 

you better edit your own work or the work of others. Learning objectives: Å Learn how to eliminate "clutter" from your 

writing. Å Learn how to "deconstruct" then "reconstruct". Å Learn how to avoid the most common grammar and 

punctuation mistakes.  

Required text: None 

Prerequisite: None  CEUs: 0.6 

Course #, Date(s) Time  

CA31012, 11/16, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Capital, 950 Main St., Hartford, 303 

Instructor: Margaret DeMarino 

Fee: 85 

Notes:  
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Effectively Communicating in Todayôs Culturally Diverse Environment 

When you speak are you understood or just heard? Are you an active or passive listener? How about those around you? 

Join in an experiential learning experience that explores communication barriers impacting our daily lives, and how you 

can break through those barriers and communicate more effectively. 

Required text: None 

Prerequisite: None  CEUs: 0.6 

Course #, Date(s) Time  

TR30865, 10/09, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Three Rivers, B120 

Instructor: Eris Mackey 

Fee: 85 

Notes:  

Ergonomic Issues: Easing Neck, Shoulder, and Back Pain Level 1 

Using The Feldenkris Method(R) participants will practice a powerful way to eliminate stress and pain from the body. 

Through slow, easy, deceptively simple and ingeniously designed movements that are done on the floor, the body quickly 

comes into balance. Due to stress, injury and disability, many of us develop chronically sore, tight muscles and stiff joints. 

Eventually we develop protective, habitual movements to protect these areas. The lessons learned in these classes will 

have a direct effect on every part of the body and the result is fluid, pain-free movement and increased coordination and 

flexibility.  

Required text: No required text. 

Prerequisite: No prerequisite, although participants should be able to get up and down to work on the floor on an exercise 

mat.  CEUs: 0.6 

Course #, Date(s) Time  

NW30849, 10/08, 9:30 AM to 4:00 PM 

College, Campus & Room:  

Northwestern CT CC, GW 128 

Instructor: Karen Emerick 

Fee: 95 

Notes: Please bring a large towel and two small firm pillows. Dress in warm, comfortable clothing that allows movement. 

Bring a light lunch. 
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Excelling in Customer Service Skills (Part I)  

Honing traditional customer services skills means more than learning to deal professionally and politely with constituents. 

Clearly identifying the "who, what, why, when and where" of customer service is only the beginning. From first 

impressions to relationship building, excelling in customer service skills takes careful, thorough and thoughtful training 

and application. Participants in this course will learn the foundations of customer service, relationship building skills and 

developing a full understanding of the customer mindset. 

Required text: None 

Prerequisite: None  CEUs: 0.7 

Course #, Date(s) Time  

MX31051, 11/06, 9:00 AM to 2:00 PM 

College, Campus & Room:  

Middlesex, Middletown, TBA 

Instructor: Lisa Crofton 

Fee: 85 

Notes:  

Excelling in Customer Service Skills (Part II): Dealing with Customer Complaints - NEW! 

Participants in this course will learn to deal with the myriad of situations that arise from client dissatisfaction. Customer 

Service doesnôt always end with the sale. Troubleshooting, diffusing a situation, handling difficult people, are all part of 

good customer service. Staying calm, thinking clearly, and solid conflict resolution is the mark of an excellent customer 

service professional. Participants should be prepared to take part in role playing, and small group discussions of real life 

scenarios.  

Required text: None 

Prerequisite: None  CEUs: 0.7 

Course #, Date(s) Time  

MX31052, 11/13, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Middletown, Middletown, TBA 

Instructor: Lisa Crofton 

Fee: 85 

Notes:  
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Franklin Covey's Re-Thinking Stress  

Franklin Coveyôs È ñRethinking Stressò Ê (New) In this new one day workshop you will discover that there are diseases 

that are contagious and diseases of choice. Participants will take a need assessment, learn the meaning of their score and 

will also calculate their Humor Quotient. They will also receive lists designed to help balance their work and home lives 

and learn ways to be far more effective without damaging the chance for long and productive relationships. Participants 

will also learn the meanings of the following key terms and phrases: ImprintingÅ Obstacles vs. Symptoms Å Biopsy or 

AutopsyÅ AddictionsÅ Self TalkÅ  

Required text: All materials are supplied 

Prerequisite: None  CEUs: 0.6 

Course #, Date(s) Time  

GW31058, 11/17, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Gateway, North Haven, 227 

Instructor: John Vincze 

Fee: 167 

Notes: This is a one full day session 

Getting Your Agency Noticed 

Whether you are interested in bring in more foster families, creating awareness of a new HOV lane on Route 91 or 

promoting a new Victim Advocate Program--it's all about getting the word out. Learning Objectives: In this course you 

will learn: . Creative avenues to let the public know what you are doing . Social and viral networking . Blogging . An 

overview of direct marketing . A discussion of event marketing Bring actual examples of your current initiatives for 

discussion  

Required text: None 

Prerequisite: None  CEUs: 0.6 

Course #, Date(s) Time  

TX30972, 10/09, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Tunxis, Bristol Career Center, See Notes 

Instructor: Kristin Ahearn 

Fee: 85 

Notes: Bristol Career Center, 430 North Main Street, Bristol Room # posted 
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Government Accounting - Part 1 

In this five-week course, students are introduced to accounting for governmental funds. Part I will cover budgetary 

accounting, which is required for the General Fund and special revenue funds. This course will also cover accounting for 

other funds, such as special revenue, capital projects and debt service. Students will learn about basic accounting 

functions such as recording revenue, expenditures, budgets and encumbrances. Students are also introduced to external 

financial reporting through the Comprehensive Annual Financial Report (CAFR). This course is suitable for accounting, 

auditing and financial professionals in State and municipal government. 

Required text: Essentials of Accounting for Governmental and Not-for-Profit Organizations, 9th edition. This book will be 

provided. 

Prerequisite: Accounting 1 or equivalent. This should not be your first accounting course.  CEUs: 1.5 

Course #, Date(s) Time  

TX31065, 10/01, 9:00 AM to 12:00 PM | 10/08, 9:00 AM to 12:00 PM | 10/15, 9:00 AM to 12:00 PM | 10/29, 9:00 AM to 

12:00 PM | 11/05, 9:00 AM to 12:00 PM 

College, Campus & Room:  

Tunxis, Bristol Career Center, see notes 

Instructor: Harold Colvocoresses 

Fee: 320 

Notes: Bristol Career Center, 430 N. Main St. Bristol See receptionist for Room # 

Government Accounting - Part 2 

This five-week class is a continuation of Governmental Accounting-Part I. In this class, students will learn about 

accounting for proprietary funds, fiduciary funds, fixed assets and long-term debt. Students will continue learning about 

preparing the government-wide financial statements (Comprehensive Annual Financial Report) in accordance with GASB 

34. The last two classes will focus on accounting for not-for-profit organizations and governmental auditing. 

Required text: Essentials of Accounting for Governmental and Not-for-Profit Organizations, 9th edition. Provided only 

for students of Part I. 

Prerequisite: Governmental Accounting-Part I  CEUs: 1.5 

Course #, Date(s) Time  

TX31067, 11/12, 9:00 AM to 12:00 PM | 11/19, 9:00 AM to 12:00 PM | 12/03, 9:00 AM to 12:00 PM | 12/10, 9:00 AM to 

12:00 PM | 12/17, 9:00 AM to 12:00 PM 

College, Campus & Room:  

Tunxis, Bristol Career Center, see notes 

Instructor: Harold Colvocoresses 

Fee: 240 

Notes: Bristol Career Center, 430 N. Main St. Bristol See receptionist for Room # 
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Grammar & Punctuation - I (Introd uction) 

Understand the fine art of using language properly. Learn proper use of punctuation and how the meanings of words can 

be changed by punctuation. Learning objectives: ÅLearn the "master comma rule" that will help you understand once and 

for all about how to use commas. ÅUnderstand-finally-what semicolons are for! ÅUnderstand the basic uses for all the 

major punctuation marks. ÅLearn the difference between active and passive voice. ÅLearn how to avoid the most common 

grammar mistakes. This course is intended for administrative support staff.  

Required text: None 

Prerequisite: None  CEUs: 0.6 

Course #, Date(s) Time  

CA31008, 11/02, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Capital, 950 Main St., Hartford, 301 

Instructor: Margaret DeMarino 

Fee: 85 

Notes:  

Grammar and Punctuation for Managers and Supervisors 

Does a period go inside or outside of quotation marks? Is it "If I was" or "If I were"? And just what is a semicolon 

anyway? Business writing can be filled with grammar and punctuation pitfalls. Learn how to avoid them and gain a 

working knowledge of grammar and punctuation in this one-day workshop.  

Required text: None 

Prerequisite: None  CEUs: 0.6 

Course #, Date(s) Time  

CA31013, 11/17, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Capital, 950 Main St., Hartford, 303 

Instructor: Candace Routh 

Fee: 85 

Notes:  
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Grammar Review ï NEW 

Strong grammar is at the heart of any style of written communication or verbal conversation -- from the informal and 

casual to the crucial and persuasive. Poor grammar can have a steep price as well -- loss of credibility, loss of an 

audience's attention, and loss of consideration for grant money or job promotion. It's time to freshen up your grammar 

skills. Learning Objectives: 1. vocabulary building 2. sentence structure 3. Punctuation 4. and other areas to improve your 

understanding of and appreciation for great grammar  

Required text: None 

Prerequisite: None  CEUs: 0.6 

Course #, Date(s) Time  

TX30974, 11/13, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Tunxis, Bristol Career Center, See Notes 

Instructor: Kristin Ahearn 

Fee: 85 

Notes: Bristol Career Center, 430 North Main Street, Bristol Room # posted 

Grant Writing 101  

This course will give you an overview into the world of grants. It is geared for those with little grant writing or 

administration experience. Topics covered will include terminology, writing a Narrative, Needs Assessment, Goals and 

Objectives, Methodology, Evaluation, Budgets, Case studies and more.  

Required text: None 

Prerequisite: None  CEUs: 0.6 

Course #, Date(s) Time  

TR30867, 10/01, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Three Rivers, B120 

Instructor: Brian Clinton 

Fee: 85 

Notes:  



 
23 

 

 

 

 

 

 

Handling Conflict  

Conflict is inevitable, just live long enough! Conflict is a struggle resulting from opposing needs, drives, or internal and 

external demands. Itôs how you handle the conflict that makes all the difference! Learning objectives: ÅIdentify sources of 

conflict ÅRecognize how you react in conflict situations ÅUnderstand your reactions based upon five (5) styles ÅLearn how 

to use the best style based upon a given situation  

Required text: None 

Prerequisite: None  CEUs: 0.6 

Course #, Date(s) Time  

CA31014, 11/19, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Capital, 950 Main St., Hartford, 303 

Instructor: Vicki Gallon-Clark 

Fee: 85 

Notes:  

Handling Crises Effectively by Focusing 

The purpose of the RPMs (Rapid Performance Modules) is to develop and practice time-management skills. We do not 

discuss theory, it is here we apply the concepts. We all have days when we feel more like fire fighter than anything else? 

Everyone has to deal with a certain number of crises. In this workshop, weôre going to discuss the concept of crisis 

management and provide you with some tools to help you deal with emergencies.  

Required text: All RPM materials supplied 

Prerequisite: 7 Habits Recommended but not mandatory  CEUs: 0.3 

Course #, Date(s) Time  

GW31057, 11/10, 9:00 AM to 12:00 PM 

College, Campus & Room:  

Gateway, North Haven, 227 

Instructor: John Vincze 

Fee: 59 

Notes: This is one half-day session 
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Handling Problem People 

Many supervisors and managers face the risk of dealing with difficult employees or customers: those who often come in 

late, donôt work hard, procrastinate, or keep morale low. This workshop shows you how to define difficult people and 

provides a six-step intervention model. Workshop participants will learn how to identify common warning signs, improve 

working relationships, minimize conflicts, and build bridges between management staff and customers. Participants will 

gain insights into the personalities of problem or difficult people that include argumentatives, know-it-alls, super-

agreeables, indecisives, unresponsives, and complainers. In addition, each participant will develop an action plan and a 

follow-up system. Learning objectives: ÅIdentify the degrees of difficult employees ÅImplement an intervention model 

ÅUnderstand the discipline process ÅLearn how to manage difficult people  

Required text: None 

Prerequisite: None  CEUs: 0.6 

Course #, Date(s) Time  

CA30956, 10/06, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Capital, 950 Main St., Hartford, 303 

Instructor: Ralph Braithwaite 

Fee: 85 

Notes:  

How to Get Along with Everyone: Advanced Communication Skills 

Learn the lingo of communication pros and discover how to confront with care, motivate with positive energy, and give 

even the most complicated directions in an easy-to-understand way. Misunderstood? Youôll learn the how and why about 

how misunderstandings occur and strategies for avoiding them. Youôll also learn how to ñscriptò even the stickiest 

situations, as well as how to develop effective strategies that really work. Bring in your most difficult situations and create 

a concrete game plan for handling it. Learning objectives: ÅLearn how to use language that will earn respect and 

cooperation ÅUnderstand the dynamics of hidden agendas and how to either expose or work around them ÅDevelop 

strategies for five of your stickiest situations ÅDevelop a ñlibraryò of resources to turn to in trying times  

Required text: None 

Prerequisite: None  CEUs: 0.6 

Course #, Date(s) Time  

CA31010, 11/09, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Capital, 950 Main St., Hartford, 303 

Instructor: Margaret DeMarino 

Fee: 85 

Notes:  



 
25 

 

 

 

 

 

 

Interpersonal Communication 

This program is strongly recommended for people at all organizational levels. Interpersonal skills form the basis of 

effective business and personal relationships. Participants discover their own behavioral/communication style, strengths 

and weaknesses. They also learn how their style contributes to or detracts from achieving their business or personal goals 

and enables them to improve performance. In addition, they will develop skills to identify the styles of others, "bridge" to 

them and build positive work relationships with them. The skills acquired in this program are critical for those working in 

a team or group environment. The foundation of the program is LIFO® (Life Orientations) Training from Stuart Atkins, 

Inc., which has been used for more than 35 years by thousands of companies from American Express to Xerox. 

Required text: None 

Prerequisite: None  CEUs: 1.6 

Course #, Date(s) Time  

TX30977, 10/22, 9:00 AM to 4:00 PM | 10/23, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Tunxis, Bristol Career Center, See Notes 

Instructor: Larry Lindquist 

Fee: 200 

Notes: Bristol Career Center, 430 North Main Street, Bristol Room # posted 

Interpersonal Intelligence and Leadership: The Key to Understanding Others ï NEW 

Why do certain people make excellent politicians, leaders, or clergy? A well-developed interpersonal intelligence plays a 

substantial role in such success. An individualôs personality and her ability to interact well with others or interpersonal 

intelligence allows us to affect them by understanding them. Without this vital factor, we might lose the ability to exist 

socially and in the workplace lose the important opportunity to communicate effectively. It is important for leaders to 

enhance their social abilities for peak leadership performance. This includes the abilities to interact with others, 

understand them and interpret their behavior. Interpersonal intelligence is something we all need to have but it becomes a 

vital factor for people in occupations that require interaction with people. Interpersonal Intelligence improves our abilities 

to comprehend, analyze and react to a situation and assists us in facilitating a communication wherein conflicts and 

debates are reduced, interactions become easy, people seem approachable, hassles minimize and a healthy and productive 

environment is inevitable. 

Required text: None 

Prerequisite: None  CEUs: 0.6 

Course #, Date(s) Time  

TX30978, 10/14, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Tunxis, Bristol Career Center, See Notes 

Instructor: Lisa Crofton 

Fee: 85 

Notes: Bristol Career Center, 430 North Main Street, Bristol Room # posted 



 
26 

 

 

 

Keeping Your Body Safe at Work 

Do you experience tension or stress at work or during certain everyday activities? Then come and learn how the 

Alexander Technique can help you! This world-renowned technique will teach you how to take care of yourself while at 

work or home so that you can prevent aches and pains, and reduce stress. In this experiential one-day course you will 

investigate how you use your body, explore the mind-body connection and learn skills for improving how you move and 

feel. Learning Objectives: Å Sit at your desk comfortably Å Bend and lift heavy objects if a safe way Å Techniques to 

reduce unnecessary tension in the body Å Ways to prevent daily aches and pains  

Required text: None 

Prerequisite: None  CEUs: 0.6 

Course #, Date(s) Time  

TX30980, 11/20, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Tunxis, Bristol Career Center, See Notes 

Instructor: Eric Miller 

Fee: 85 

Notes: Bristol Career Center, 430 North Main Street, Bristol Room # posted 

Lean Government - Itôs not an Oxymoron - NEW! 

Can you really do more with less? Can you make an immediate, positive impact on your work processes and even, the 

bottom line? With Lean, yes you can! Lean concepts have been used by the manufacturing industry for years as a way to 

improve efficiencies and to remain competitive. Lean Government takes the same core principles and applies them to your 

professional environment while giving you the tools needed to initiate organizational change regardless of job title. This 

course can help you weather the challenges brought about by early retirements and by these turbulent economic times. 

Course objectives include: 1. Learning how to examine and improve the efficiency of any of your chosen work processes, 

and 2. Developing a framework for continuous improvement. This program uses the CT Department of Labor Lean 

Government Approach, which focuses on the involvement and empowerment of line staff. The program consists of cross-

functional teams participating in a series of classroom training and group work sessions. These Lean Teams: Å Identify 

customer values and needs Å Map out specific processes and procedures Å Review and implement team building skills Å 

Supervise simulation of the Lean technique Å Analyze the processes and procedures. Lean Teams eliminate unnecessary 

reports, paperwork, approval processes, worker actions, information retrieval, backlog and confusing or duplicative forms 

using those practices often employed in manufacturing enterprises.  

Required text: None 

Prerequisite: None  CEUs: 1.2 

Course #, Date(s) Time  

MA31076, 10/20, 9:00 AM to 4:00 PM | 10/21, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Manchester, Learning Resource Center, LRC B144 

Instructor: Stephen Dombrowski 

Fee: 299 

Notes:  
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Learning to Maintain Perspective Amidst Workplace Crisis, Chaos or Calamity 

Stress, anger, impatience and mistrust can derail productivity in a fast-paced work environment. If you often find yourself 

losing perspective and giving in to emotional outbursts at work this workshop will be helpful to you. Learn how to 

understand how healthy perspectives can help you manage stress. In this course you will learn to use perspectives to 

simplify situations, relationships and issues, react appropriately to difficult people, and situations and use proper 

perspectives to develop creative solutions to seemingly impossible problems. If you lead you are setting the example, if 

you are part of a team you are a part of a delicate balance; either way perspectives and keeping them in check are an 

important part of maintaining an even flow in the workplace. 

Required text: None 

Prerequisite: None  CEUs: 0.7 

Course #, Date(s) Time  

MX31050, 11/20, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Middlesex, Middletown, TBA 

Instructor: Lisa Crofton 

Fee: 85 

Notes:  

Learning to Stress Less in Today's Stress-More Workplace 

Stress is an innovation and performance killer! A recent Harvard Business Journal article has put hard measurements to 

formerly ñsoftò skills, finding that something as seemingly trivial as how often a supervisor smiles can significantly 

impact team performance. It follows that our management and treatment of stress in the workplace is important to both 

our health and business. This workshop seeks to improve business performance and innovation by freeing up energy and 

creativity otherwise impaired by unchallenged stress. Personal accountability for all of our choices, including what 

(sometimes stressful) thoughts we choose on a habitual basis, will be addressed as we Å identify the nature of stress and 

distinguish between the three types of stress Å distinguish between thoughts, beliefs, facts and assumptions - describe 

techniques to examine and evaluate each Å distinguish between ñgoodò and ñbadò stress Å exercise your power of personal 

accountability for choices and job performance Å use more productive, creative work and life thinking habits Å eliminate 

the ñblame gameò Å evaluate thoughts, beliefs, and assumptions for alignment with preferences, desires, and business 

objectives Å seek activities and personal care choices that provide a hedge against stress and stressful thinking. It is not 

difficul t to imagine the increased job satisfaction and productivity of a team enjoying reduced stress! 

Required text: None 

Prerequisite: None  CEUs: 0.6 

Course #, Date(s) Time  

NW30851, 10/19, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Northwestern CT, LRC 105 

Instructor: Mark Petruzzi 

Fee: 85 

Notes:  
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Managing Disagreement, Conflict and Confrontation 

At the conclusion of this program you will be able to: Å Define conflict and identify those elements present in every 

conflict. Å Identify the sources and stages of conflict and disagreement. Å Describe how your self-expectations directly 

influence the conflict in your life. Å Describe the role of relationships in conflict resolution. Å Employ confrontation as a 

productive technique in resolving conflicts, while minimizing your risk. Å List five conflict management styles, identify 

your own style and know when to use each style. Å Use collaboration and problem solving to achieve gain/gain outcomes 

to conflicts. Å Recognize ways you can build on your conflict management strengths to become more effective in 

managing conflicts. Å Accept conflict as inevitable and benefit from it.  

Required text: None 

Prerequisite: None  CEUs: 0.6 

Course #, Date(s) Time  

TX30982, 10/20, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Tunxis, Bristol Career Center, See Notes 

Instructor: Larry Lindquist 

Fee: 85 

Notes: Bristol Career Center, 430 North Main Street, Bristol Room # posted 

Managing Information Overload 

This seminar is designed to help you get back in control of your time and your life by giving you strategies, tips and 

techniques to assist you in dealing with the information overload we are all faced with today. You will get help with how 

to identify and organize key data plus how to develop a personal action plan to reduce the stress brought on by too much 

information. You will also learn ways to bring order to your desk and to make better decisions that will help you get and 

stay organized 

Required text: None 

Prerequisite: None  CEUs: 0.6 

Course #, Date(s) Time  

TX30984, 11/12, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Tunxis, Bristol Career Center, See Notes 

Instructor: Jan Gyurko 

Fee: 85 

Notes: Bristol Career Center, 430 North Main Street, Bristol Room # posted 
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Managing Minutiae 

The purpose of the RPMs (Rapid Performance Modules) is to develop and practice time-management skills. We do not 

discuss theory, it is here we apply the concepts. In this Workshop, weôre going to discuss how to manage this stream of 

information (E-mail) so we donôt get bogged down in the minutiae. Many of us have had your voice mailbox filled to 

capacity. In the second part of this workshop, weôre going to discuss how to manage this stream of voice mail information 

so we donôt get bogged down in the minutiae or unimportant details.  

Required text: All Materials Supplied 

Prerequisite: Recommended but not mandatory, 7 Habits any version, from any location and facilitator.  CEUs: 0.3 

Course #, Date(s) Time  

GW31055, 10/27, 9:00 AM to 12:00 PM 

College, Campus & Room:  

Gateway, North Haven, 227 

Instructor: John Vincze 

Fee: 59 

Notes: This is one half day workshop 

Managing Multiple Priorities When Resources are Scarce and Teams are Lean 

Being able to manage multiple priorities efficiently and effectively are critical skills when resources are scarce and teams 

are lean. Maximize the hours and productivity of your day while maintaining your attitude and ability to cope. Regain 

valuable hours that you lose each day and recapture a sense of accomplishment. Overcome frustration and increasing 

challenges by learning to: analyze and assess time patterns; set priorities and delegate; differentiate between the necessary 

and the urgent; become results-oriented; set deadlines; handle multiple deadlines efficiently and effectively; take 

advantage of dead time; create time by multi-tasking; develop a plan of action; and eliminate distractions, time-wasters 

and avoidance behaviors. Learning objectives Upon completion of this workshop, participants will be able to: 1. Discover 

time effective techniques to maximize productivity 2. Explore and develop new ways to implement time-management 

techniques 3. Become results-oriented by discovering ways to reutilize and invest time more wisely 4. Create time through 

multi-tasking 5. Develop a proactive plan of action to eliminate distractions, time-wasters, and avoidance behaviors  

Required text: None 

Prerequisite: None  CEUs: 0.6 

Course #, Date(s) Time  

TX30986, 11/10, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Tunxis, Bristol Career Center, See Notes 

Instructor: Anne Peck 

Fee: 85 

Notes: Bristol Career Center, 430 North Main Street, Bristol Room # posted 
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Managing Workplace Conflict:  

How to Resolve Conflict with Others Through Self-Mediation ï NEW 

Conflict occurs naturally in the workplace. Our responses to it are often reactive, emotional, and unproductive, based on 

our unconscious conflict mental map. We can learn to do better, to think strategically about conflict and become effective, 

productive conflict solvers. This hands-on class combines lecture, video and role-play to teach workers successful conflict 

management techniques. Learning Objectives All participants will learn how to: 1. Think strategically about conflict, not 

react blindly to it; 2. Create a time and place for productive conflict dialogue, and 3. Problem solve to reach agreements  

Required text: included 

Prerequisite: None  CEUs: 0.6 

Course #, Date(s) Time  

TX30955, 10/28, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Tunxis, Bristol Career Center, See Notes 

Instructor: Rachel Garron 

Fee: 95 

Notes: Bristol Career Center, 430 North Main Street, Bristol, CT 06010 860-314-4700 

More Productive Work Through Written Communications ï NEW 

During this course attendees will learn how to communicate effectively in writing, both online and in print. Being clear, 

staying focused, improving business and achieving results will be stressed. Participants will practice lessons taught during 

class; receive in-class critiques; and leave class with a business writing resource guide. Pre and post testing will help 

evaluate results and the need for further training. Learning Objectives: 1. Demonstrate the ability to write e-mail 

messages, reports and other communications that the receiver will understand; that will move projects closer to 

completion; and that will more effectively use the time of both the e-mail sender and receiver. 2. Understand and apply 

the six key ingredients to efficient and effective written business communication ï clarity of message (clarity); focus on 

employee (benefit); proof for the messageôs position (proof); call to personal action (accountability); credibility through 

honesty (truth); and measurable result (benefit). 3. Demonstrate improved ability to use grammar, spelling and English to 

remove communication barriers.  

Required text: None 

Prerequisite: None  CEUs: 0.6 

Course #, Date(s) Time  

TX30970, 10/13, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Tunxis, Bristol Career Center, See Notes 

Instructor: Chris Amorosino 

Fee: 85 

Notes: Bristol Career Center, 430 North Main Street, Bristol, CT 06010 860-314-4700 
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Motivating Change Resistant Employees: Change Strategies That Work ï NEW 

Change is inevitable but some employees seem to be particularly set in their ways. If you deal regularly with people who 

are resistant, apathetic, negative, or just plain suspicious of anything new, it can make for a particularly frustrating and 

challenging work environment. However, change is growth, so it is generally a positive circumstance for your company, 

but nothing kills change like the resistance of the people within the business. Learning Objectives: 1. Workshop 

participants will learn to overcome employee resistance. It can prove to be difficult to get people on board with change if 

they really donôt want to embrace it. Change is difficult for many people because ñwe never used to do it that wayò. Itôs 

enough to make you want to throw the towel in. 2. Leaders within a transforming company will learn to find ways to 

effectively manage the change and the resistors. 3. They will learn the tricks to creating an effective change strategy that 

trickles down from top leadership into implementation by management and team leaders. 

Required text: None 

Prerequisite: None  CEUs: 0.6 

Course #, Date(s) Time  

TX30975, 10/07, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Tunxis, Bristol Career Center, See Notes 

Instructor: Lisa Crofton 

Fee: 85 

Notes: Bristol Career Center, 430 North Main Street, Bristol, CT 06010 860-314-4700 

Networking: Who You Know Will Get You What You  Need 

Network your way to the top or at least to getting what you want. The art of connection with colleagues in a productive 

manner that brings your closer to your goal is invaluable. Join us in this entertaining, experiential and fundamental course 

in networking: Learning objectives: Å Exactly what can networking do for you? Å Identify and articulate your goal ï what 

do you want or need? Å Define your sphere of influence ï who can help you reach your goal? Å Clarify the barriers ï what 

obstacles might hinder your along the way? 

Required text: None 

Prerequisite: None  CEUs: 0.6 

Course #, Date(s) Time  

TX30979, 11/02, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Tunxis, Bristol Career Center, See Notes 

Instructor: Elizabeth Flaherty 

Fee: 85 

Notes: Bristol Career Center, 430 North Main Street, Bristol, CT 06010 860-314-4700 
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Never Let Them See You Sweat ï NEW 

This class will introduce mindfulness-training techniques to help employees maintain inner stability and stay calm in the 

midst of a stress event. Participants will learn how staying in the moment helps one to stop multitasking and increases 

productivity. Participants will discover how to respond rather than react to stress and be part of the solution, not the 

problem. 

Required text: None 

Prerequisite: None  CEUs: 0.6 

Course #, Date(s) Time  

TX30981, 10/01, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Tunxis, Bristol Career Center, See Notes 

Instructor: Cheryl Jones-Reardon 

Fee: 85 

Notes: Bristol Career Center, 430 North Main Street, Bristol, CT 06010 860-314-4700 

Notes, Minutes & Status Reports: Techniques for Professionals 

Professionals learn techniques for taking meeting notes and converting them into concise and useful reports or minutes. 

Consider different approaches to note taking for different situations. Determine how much information to include in the 

report or minutes, what format to use, and how best to distribute the report. Come with a real meeting situation in mind.  

Required text: None 

Prerequisite: None  CEUs: 0.6 

Course #, Date(s) Time  

CA30971, 10/13, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Capital, 950 Main St., Hartford, 303 

Instructor: Candace Routh 

Fee: 85 

Notes:  
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Office Professional Certificate - I  

Todayôs executive assistant possesses a mastery of office skills: the ability to assume responsibility without supervision, 

taking the initiative and making decisions. They may play the role of business partner, problem solver; someone who can 

look at a challenge and find a creative solution. Modules and learning objectives: Write Away!: ÅLearn how to write 

effective business correspondence. ÅDiscover how to Eliminate writer's block. ÅUnderstand the basic format of a letter. 

ÅEmploy the K.I.S.S. rule (Keep it Short and Simple). ÅUnderstand how to "nutshell" complex information. ÅLearn how to 

meet the reader's needs. ÅProofreading tips. How To Get Your Bossô Ear: ÅUnderstand the six major boss styles. ÅLearn 

effective strategies for dealing with each. ÅUnderstand the art of "care"-frontation. ÅAdapt to the three major "thinking" 

styles. Telephone Communication Skills: ÅLearn the importance of telephone customer service. ÅUnderstand the basics of 

telephone etiquette ÅDiscover the difference between statements, questions, and objections. ÅLearn how to handle 

"difficult" callers. Managing Multiple Priorities: ÅUnderstand the basics of time and project management. ÅBetter plan 

your day. ÅLearn how to deal with assignments from multiple bosses. ÅDiscover how to accomplish your objectives 

without becoming stressed.  

Required text: None 

Prerequisite: None  CEUs: 2.4 

Course #, Date(s) Time  

CA30943, 10/02, 9:00 AM to 4:00 PM | 10/09, 9:00 AM to 4:00 PM | 10/16, 9:00 AM to 4:00 PM | 10/23, 9:00 AM to 

4:00 PM 

College, Campus & Room:  

Capital, 950 Main St., Hartford, 301 

Instructor: Margaret DeMarino 

Fee: 339 

Notes:  

Office Professional Certificate ï II  

Todayôs executive assistant is a true administrator; an office leader with skills that help foster teamwork, communication, 

and productivity. She/he can organize offices, write effectively, give presentations, and facilitate meetings and more. 

Cultivate an entrepreneurial frame of mind that will lead to your promotion. Modules and learning objectives: Shortcuts 

For Executive Assistants: ÅLearn basic tips for dealing with typical office tasks. ÅLearn editing tips. ÅLearn how to better 

organize the office. ÅLearn tips for running effective meetings. ÅLearn ways to "align with time". Building Confidence: 

ÅLearn how to appreciate your assets. ÅLearn how to become more assertive. ÅLearn how to develop "care"-frontation 

skills. ÅLearn how to set professional and personal goals. Talking On Your Feet: ÅTackle your fear of speaking. ÅLearn 

how to manage your nerves. ÅLearn platform delivery skills. ÅPractice in a nurturing setting. Leadership: ÅUnderstand the 

four types of leadership styles. ÅLearn how to become a leader in the workplace ÅLearn how to take the initiative to 

develop your insights and ideas.  

Required text: None 

Prerequisite: Office Professional Certificate - I  CEUs: 2.4 

Course #, Date(s) Time  

CA31007, 10/30, 9:00 AM to 4:00 PM | 11/06, 9:00 AM to 4:00 PM | 11/13, 9:00 AM to 4:00 PM | 11/20, 9:00 AM to 

4:00 PM 

College, Campus & Room:  

Capital, 950 Main St., Hartford, 301 

Instructor: Margaret DeMarino 

Fee: 339 

Notes:  
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One Hundred and One Ways to Reduce Stress & Stay Healthy (101) 

101 Ways to Reduce Stress and Stay Healthy Stressed Out??? Take a break and join us for an enjoyable day exploring 101 

ways to reduce stress. Some activities include: Å progressive muscle relaxation Å autogenic relaxation techniques Å guided 

imagery Å physical activity Å trigger point massage, and nutrition Discover how your attitudes, beliefs, and thoughts affect 

your bodyôs ability to cope with stress related to work and outside of work. Understand the importance of laughter and 

humor and how it affects your work performance. Learn ways to erase tension and feel younger, revitalized, and more 

joyful. (dress comfortably)  

Required text: None 

Prerequisite: None  CEUs: 0.6 

Course #, Date(s) Time  

AS30855, 10/16, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Asnuntuck, 128 

Instructor: Noreen Reilly 

Fee: 85 

Notes:  

Perfect Pronunciation 1 

Goal: To reduce distractions to clear communication, including both listening comprehension and articulated speech, 

caused by pronunciation difficulties for intermediate-level ESL speakers and others who may speak non-standard dialects 

of North American English. Learning Objectives: Å To identify personal target elements among the salient features of real 

American conversational English. Å To practice authentic American habits that distinguish some confusing sounds and 

patterns of linking words. ÅTo become proficient in self-correction by suing the included audio CD series and scripted 

supports.  

Required text: Text and CDs provided. 

Prerequisite: None  CEUs: 2.4 

Course #, Date(s) Time  

TX30985, 10/16, 9:00 AM to 4:00 PM | 10/23, 9:00 AM to 4:00 PM | 10/30, 9:00 AM to 4:00 PM | 11/06, 9:00 AM to 

4:00 PM 

College, Campus & Room:  

Tunxis, Bristol Career Center, See Notes 

Instructor: Regina Berube 

Fee: 285 

Notes: Bristol Career Center, 430 North Main Street, Bristol, CT 06010 860-314-4700 
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Perfect Pronunciation 2 

Goal: To refine the pronunciation of American English for intermediate and advanced-level speakers of English as a 

second language. Learning objective: Å To use the International Phonetic Alphabet as a tool in distinguishing some 

phonological elements of English. Å To recognize and implement new habits of articulating personally challenging 

features of North American English. Å To achieve a greater level of mastery through self-correction by suing the 

accompanying audio CD series and text as ongoing resources beyond the program.  

Required text: Text and CDs provided. 

Prerequisite: Perfect Pronunciation 1  CEUs: 2.4 

Course #, Date(s) Time  

TX30987, 11/13, 9:00 AM to 4:00 PM | 11/20, 9:00 AM to 4:00 PM | 12/04, 9:00 AM to 4:00 PM | 12/11, 9:00 AM to 

4:00 PM 

College, Campus & Room:  

Tunxis, Bristol Career Center, See Notes 

Instructor: Regina Berube 

Fee: 285 

Notes: Bristol Career Center, 430 North Main Street, Bristol, CT 06010 860-314-4700 

Performance Under Pressure: Managing Stress in the Workplace 

Stress is damaging to the well-being of any work environment. This workshop will focus on two essential skills required 

to perform well under pressure: Perceiving a situation in an optimal way and using the physiological boost associated with 

stress to one's advantage. Participants will learn proven strategies for dealing with time, anger, people, fatigue and 

evaluation pressures, and an effective four-step method for optimal energy management. By recognizing signs and 

symptoms of stress and practicing and applying learned techniques, participants will be better able to handle stressed-out 

associates, develop self-assessment management skills and habits, and learn how to work well under pressure. 

Required text: None 

Prerequisite: None  CEUs: 0.6 

Course #, Date(s) Time  

MA31038, 11/05, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Manchester, Learning Resource Center, LRC B144 

Instructor: Ralph Braithwaite 

Fee: 85 

Notes:  



 
36 

 

 

 

 

 

 

Planning for Success and Less Stress 

The purpose of the RPMs (Rapid Performance Modules) is to develop and practice time-management skills. We do not 

discuss theory, it is here we apply the concepts. The purpose of this workshop is to realize the POWER of your planner as 

a tool to avoid floating paper, execute goals and related tasks, record, and retrieve critical tasks and appointments. We all 

have different experience levels with planners. In this workshop, we will learn to apply some skills to help us realize the 

full potential of a Planner. Regardless of whether youôve used your planner for 1 year or 20 years, I think this workshop 

will help you to discover some new techniques for using your planner. Prerequisite: Recommended but not mandatory 7 

Habits any version, any location and any facilitator. Participants are to bring their planner with them if they have one  

Required text: All RPM Materials supplied 

Prerequisite: Recommended but not mandatory 7 Habits any version, any location and any facilitator. Participants are to 

bring their planner with them if they have one   CEUs: 0.3 

Course #, Date(s) Time  

GW31056, 11/03, 9:00 AM to 12:00 PM 

College, Campus & Room:  

Gateway, North Haven, 227 

Instructor: John Vincze 

Fee: 59 

Notes: This is one half-day session 

Positively Managing an Increasing Workload in a Down Economy 

Are you feeling overwhelmed? Learn to focus and work smart by becoming results-oriented. Empower yourself by 

learning to: create success habits; set, adjust, prioritize and achieve goals; overcome procrastination and self-doubt; 

distinguish between short-and long-term goals; and overcome the obstacles along the way. Discover techniques that will 

help you prioritize your responsibilities and goals, and restore productivity and enthusiasm to your life. Positively manage 

increasing workloads by learning: conflict-management strategies that work; team-building methods that enhance 

cooperation and create momentum; and time-management techniques that decrease stress and up productivity! 

Required text: No text required. 

Prerequisite: No prerequisite.  CEUs: 0.6 

Course #, Date(s) Time  

NW30847, 10/05, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Northwestern CT CC, LRC 105 

Instructor: Anne Peck 

Fee: 85 

Notes:  
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Power Communication 

Learn to communicate more confidently, succinctly and effectively in everyday situations. Develop skills to get your 

message across, whether you are talking one-on-one, or in a staff meeting. Learning objectives: ÅLearn seven (7) key 

strategies to successful communication. ÅIdentify your communication style. ÅLearn about the communication styles of 

others. ÅStrengthen your skills through practice. ÅPosition yourself to immediately apply new communication skills.  

Required text: None 

Prerequisite: None  CEUs: 0.6 

Course #, Date(s) Time  

CA31026, 12/10, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Capital, 950 Main St., Hartford, 303 

Instructor: Vicki Gallon-Clark 

Fee: 85 

Notes:  

Power Negotiations - I (Introduction)  

The ability to successfully negotiate with employees, customers and vendors is a key factor in managing your agency or 

department. Successful negotiators spend a considerable amount of time fine tuning their skills. This program is designed 

to provide you with the tools to identify, use and readily adapt to various negotiating styles in order to achieve win/win 

results. Learning objectives: ÅDeal more effectively with customers, co-workers, suppliers and others. ÅAchieve 

organizationôs objectives while providing solutions for negotiating partnersô needs. ÅReduce stress in dealing with people 

with differing objectives and points of view. *Includes planning worksheets used by professional negotiators.  

Required text: None 

Prerequisite: None  CEUs: 0.6 

Course #, Date(s) Time  

CA31004, 10/28, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Capital, 950 Main St., Hartford, 303 

Instructor: John Birch 

Fee: 129 

Notes:  
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Powerful Presentations ï NEW 

Making a presentation to a small group or large audience does not have to be stressful or dull. Learning Objectives: 1. 

Create your desired impact through presentations (to sell an idea 2. deliver information 3. educate an audience through 

purposeful use of visual aids, handouts, interactivity. 4. We also will cover effective use of voice, pace, poise, and other 

skills. Class participation will include delivering a five-minute presentation.  

Required text: None 

Prerequisite: None  CEUs: 0.6 

Course #, Date(s) Time  

TX30990, 10/02, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Tunxis, Bristol Career Center, See Notes 

Instructor: Kristin Ahearn 

Fee: 85 

Notes: Bristol Career Center, 430 North Main Street, Bristol, CT 06010 860-314-4700 

Project Planning & Management 

To meet the needs of todayôs rapidly changing business climate and increased customer demands, an increasing number of 

the most effective organizations are focusing on project management to address a variety of issues. This seminar provides 

an introduction to the concepts of the Strategic Management Process and a practical approach to working in a team 

environment to develop comprehensive project management plans. Particular focus will be towards issue identification 

and analysis, including internal and external factors, as well as developing comprehensive implementation plans. This 

seminar also addresses using the project plan document as a common communications vehicle throughout the organization 

as well as for managing upward and downward. Learning objectives: ÅUnderstand the importance of a clearly defined 

mission and level of authority. ÅFunction as an effective team member. ÅClearly identify these factors that are critical to 

the projectôs success. ÅIdentify all pertinent issues (e.g. customerôs needs strengths and weak-nesses, budgetary 

constraints, technologies, staff, resources). ÅDevelop overall strategies. ÅIdentify GAPS. ÅDevelop an effective 

implementation plan. ÅUnderstand the need to monitor the projectôs progress in order to make adjustments as necessary.  

Required text: None 

Prerequisite: None  CEUs: 1.2 

Course #, Date(s) Time  

CA31009, 11/03, 9:00 AM to 4:00 PM | 11/04, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Capital, 950 Main St., Hartford, 303 

Instructor: John Birch 

Fee: 229 

Notes:  
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Proofreading 

Even computer-based spelling and grammatical checking devices leave room for errors. No letter, no piece of 

correspondence, should leave an office without being proofread. Learn the skills and techniques that are vital to this 

aspect of an effective office. Learning objectives: ÅLearn professional proofreader tips. ÅKnow how to avoid the major 

grammar mistakes. ÅReview punctuation usage. This course is intended for administrative support staff. 

Required text: None 

Prerequisite: None  CEUs: 0.6 

Course #, Date(s) Time  

CA30976, 10/19, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Capital, 950 Main St., Hartford, 301 

Instructor: Margaret DeMarino 

Fee: 85 

Notes:  

Proposal and Report Writing 

Youôve gathered the information, but where do you start? Learn how to create openings that get to the point, organize 

large amounts of information, develop a persuasive strategy, and make smooth transitions. Eliminate writerôs block, 

compose professional, easy-to-read reports and more. Learning objectives: ÅLearn 10 techniques for writing effective 

reports and proposals. ÅFind ways to get ideas for formatting and content from the Internet. ÅLearn strategies for 

developing a proposal or report "game plan". ÅWork in teams to develop reports and proposals.  

Required text: None 

Prerequisite: None  CEUs: 0.6 

Course #, Date(s) Time  

CA30954, 10/05, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Capital, 950 Main St., Hartford, 303 

Instructor: Margaret DeMarino 

Fee: 85 

Notes:  
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Proven Problem Solving Skills: Maximizing Productivity - NEW!  

Learn strategies for improving productivity in your agency. Use analytical and critical thinking skills; as well as 

innovative tools to enhance production, workflow, processes, and procedures. Learn how to anticipate problems and 

handle them before they become a crisis. Understand how to develop less tangible facets of the work environment like 

morale, stress, team spirit and cooperation. We will use group discussion, case studies, individual exercises, instructor led 

presentations, and workplace re-enactments to solve your real life, job-related situations. 

Required text: None 

Prerequisite: None  CEUs: 0.6 

Course #, Date(s) Time  

MA30998, 11/13, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Manchester, Learning Resource Center, LRC B144 

Instructor: Noreen Reilly 

Fee: 85 

Notes:  

Rejuvenating Your Mind, Body & Spirit  

Take relaxation to a whole new level. Discover ways to really relax, refresh, and rejuvenate yourself. Learn proven 

relaxation techniques including: Å guided imagery, Å yoga Å tai Chi Å breathing exercises Å self-hypnosis Å autogenic 

relaxation Å Acupressure Å self-massage Å meditation, and more These innovative techniques will help promote deep 

relaxation within you and enhance a sense of overall well-being. Discover ways to shift your mental focus and refresh 

your mind. Use these techniques to bounce back and cope more effectively with lifeôs ups and downs. and the day to day 

in your workplace. This is a holistic approach to wellness. This course will help you feel rejuvenated and be more focused 

in your personal and professional life. (Dress comfortably. A mat or 2 towels is recommended.)  

Required text: None 

Prerequisite: None  CEUs: 0.6 

Course #, Date(s) Time  

AS30854, 12/04, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Asnuntuck, 128 

Instructor: Noreen Reilly 

Fee: 85 

Notes:  
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Respecting Diversity: Awareness, Understanding, Inclusion 

Sensitivity to the issues of diversity in the workplace is continually demanding and demanded as the workplace becomes 

increasingly diverse and as awareness of the negative effects of a workplace that is not respectful grows. This program 

focuses on the characteristics of a work environment that values differences. It will cover the legal, moral, and strategic 

aspects of the evolution of diversity, discuss barriers to inclusion including stereotyping and prejudice, and provide 

illustration and practice in culturally sensitive communication. The program is lively and highly interactive. 

Required text: None 

Prerequisite: None  CEUs: 0.6 

Course #, Date(s) Time  

QV31034, 10/20, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Quinebaug, QVCC Willimantic Center, 9 

Instructor: Louise Summa 

Fee: 85 

Notes:  

Running Meetings That Don't Waste Time NEW! 

This workshop will help participants turn ho-hum meetings into effective ones. Instead of being chairman of the bored, 

meeting facilitators will learn how to host lively, productive meetings. Theyôll learn targeted tips to help get meetings off 

on the right track and to keep them from derailing. This workshop will cover everything from planning meeting strategies 

to developing specialized vocabularies to help keep the meeting on track. Learning Objectives: ÅLearn how to set winning 

agendas ÅDiscover ways to handle the stickiest meeting situationsðsuch as disarming hecklersðwith ease ÅLearn how to 

avoid the top 10 meeting mistakes ÅDiscover the 5 most effective tools for facilitating effective meetings  

Required text: None 

Prerequisite: None  CEUs: 0.6 

Course #, Date(s) Time  

CA30941, 10/01, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Capital, 950 Main St., Hartford, 303 

Instructor: Margaret DeMarino 

Fee: 85 

Notes:  
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Secrets of Successful Employment - NEW 

This course will enhance employability by help you how to understand and thrive in the dynamics of government culture. 

It will help you gain insight into what you need to become more effective communicators on the job, relate well with co-

workers, and develop good rapport with supervisors. It will encourage you to become a good decision-maker, a more 

flexible worker, and a team player. Learning objectives: ÅLearn the basic rolls of a team ÅDevelop a personalized decision-

making system ÅLearn how develop stress reduction techniques that really work ÅLearn how to groom your work image  

Required text: None 

Prerequisite: None  CEUs: 0.6 

Course #, Date(s) Time  

CA31025, 12/03, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Capital, 950 Main St., Hartford, 303 

Instructor: Margaret DeMarino 

Fee: 85 

Notes:  

Seven Habits of Highly Effective People® For Associates 

Leadership skills are important at all levels of an organization. The 7 Habits of Highly Effective People® for Associates is 

designed specifically for staff members. Participants will learn through examples and activities that reflect the situations 

of typical staff personnel. This workshop gives everyone in the organization a common language and framework around 

the companyôs values and Coveyôs 7 HabitsÈ.  

Required text: All Materials are supplied 

Prerequisite: NONE  CEUs: 1.2 

Course #, Date(s) Time  

GW31060, 10/07, 9:00 AM to 4:00 PM//10/14/2009, 9:00AM to 4PM 

College, Campus & Room:  

Gateway, North Haven, 227 

Instructor: John Vincze 

Fee: 199 

Notes: This is a two day workshop 10/7 and 10/14 
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Sign Language 1 

Experience the culture and language shared by millions of Americans, deaf and hearing. American Sign Language is the 

third most used form of communication in the United States. Basic communication skills, grammar and vocabulary, along 

with cultural aspects of the deaf community, will be taught by a certified instructor endorsed through SLIP ( Sign 

Language Instructors Pool ). 

Required text: All text books included 

Prerequisite: None  CEUs: 1.8 

Course #, Date(s) Time  

TX30992, 10/16, 9:00 AM to 4:00 PM | 10/23, 9:00 AM to 4:00 PM | 10/30, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Tunxis, Bristol Career Center, See Notes 

Instructor: Janice Bernard 

Fee: 250 

Notes: Bristol Career Center, 430 North Main Street, Bristol, CT 06010 860-314-4700 

Sign Language 2 

This is a continuation of the beginnerôs course with a greater emphasis on visual communication, culture, and artistic 

interpreting. 

Required text: Same text as in Sign Language I. Student has acquisition responsibility. -Sign of the Times by Edgar 

Shrover- 

Prerequisite: Sign Language 1  CEUs: 1.8 

Course #, Date(s) Time  

TX30993, 12/04, 9:00 AM to 4:00 PM | 12/11, 9:00 AM to 4:00 PM | 12/18, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Tunxis, Bristol Career Center, See Notes 

Instructor: Janice Bernard 

Fee: 230 

Notes: Bristol Career Center, 430 North Main Street, Bristol, CT 06010 860-314-4700 
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Spanish - On the Job I 

This in-depth program is for those who are responsible for providing services to Spanish speaking individuals and who 

may have some limited knowledge of Spanish words and phrases. Students will learn how to communicate more 

effectively through oral and written expression. Extensive vocabulary, use of verb tense, and proper verb conjugation will 

be covered. This program will enable you to better communicate in Spanish when gathering information, giving 

directions, providing advice, and making appointments while on the job. There will also be discussions on culture and 

customs. Note: Students should plan to take introductory and intermediate level courses at the same college.  

Required text: None 

Prerequisite: None  CEUs: 2.4 

Course #, Date(s) Time  

CA30958, 10/06, 9:00 AM to 12:00 PM | 10/20, 9:00 AM to 12:00 PM | 11/03, 9:00 AM to 12:00 PM | 11/17, 9:00 AM to 

12:00 PM | 10/13, 9:00 AM to 12:00 PM | 10/27, 9:00 AM to 12:00 PM | 11/10, 9:00 AM to 12:00 PM | 11/24, 9:00 AM 

to 12:00 PM 

College, Campus & Room:  

Capital, 950 Main St., Hartford, 318 

Instructor: Maria Gonzalez 

Fee: 310 

Notes:  

Spanish for the Workplace I  

The objective of this course is to present realistic situations and specialized vocabulary that workplace professionals need 

to communicate with Spanish speaking employees, clients and co-workers. Personalized questions, basic Spanish 

grammar exercises, role-plays, and reality-based activities will provide you with opportunities to practice the basics of 

Spanish. Topics include introduction to Spanish sounds and the alphabet; greetings and farewells; asking for information 

and other polite requests; numbers; dates; days of the week; and months of the year. The class will also cover time, 

telephone skills, critical verbs, and cross-cultural communication, including doôs and taboos.  

Required text: None 

Prerequisite: None  CEUs: 0.6 

Course #, Date(s) Time  

MA30983, 10/07, 1:00 PM to 4:00 PM | 10/14, 1:00 PM to 4:00 PM 

College, Campus & Room:  

Manchester, Learning Resource Center, LRC B144 

Instructor: Linda Burk, Ph.D. 

Fee: 85 

Notes: This course meets for 2 sessions. 
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Spanish for the Workplace II 

 

The object of this course is to offer a continuation of Spanish for the Workplace. More time will be spent practicing 

situations using the key phrases and vocabulary that were presented in the initial course. Personalized questions, basic 

Spanish grammar exercises, role-playing and reality-based activities will provide more opportunities to practice beginning 

basic Spanish. Topics include refining correct Spanish pronunciation, asking for information and making requests, the 

grammatical point of ñir + a + an infinitiveò to express the idea of future action and ñacabar + de + an infinitiveò to 

express recently completed action. This course will also practice critical verbs and cross-cultural communication.  

Required text: None 

Prerequisite: Spanish for the Workplace I, or permission of the instructor.  CEUs: 0.6 

Course #, Date(s) Time  

MA30988, 11/04, 1:00 PM to 4:00 PM | 11/18, 1:00 PM to 4:00 PM 

College, Campus & Room:  

Manchester, Learning Resource Center, LRC B144 

Instructor: Linda Burk, Ph.D. 

Fee: 85 

Notes: This course meets for 2 sessions. Does not meet 11/11. 

Spontaneous Speaking 

Have you ever been tongue-tied or unable to answer a question that was thrown at you unexpectedly? Learn how to 

handle yourself more effectively in meetings, one-on-one conversations or fielding questions during a presentation. This 

class will give you the practical experience you need to be more spontaneous, quick on your feet, and more successful at 

handling unexpected situations. The course will start out at a slow, relaxed pace and then accelerate later in the day. The 

seminar is designed to put you at ease, stretch your skill level and help you gain more confidence.  

Required text: None 

Prerequisite: None  CEUs: 0.6 

Course #, Date(s) Time  

MA30989, 10/09, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Manchester, Learning Resource Center, LRC B144 

Instructor: Noreen Reilly 

Fee: 85 

Notes:  
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Stress Reduction Today - Finding Calm in the Chaos ï NEW 

Pressures, demands, worries, deadlines, budget cuts, staff issues é and the list goes on. In these challenging times what 

makes a person more able to cope and manage it all successfully? Itôs the ability to stay calm, focused and able to make 

decisions effectively while thinking positively and proactively. Learning Objectives: In this workshop, learn 1. new 

strategies and techniques for effective stress reduction including breathing practices 2. Visualization 3. conscious 

communication and mindfulness. You will leave this workshop feeling renewed and ready to bring a new approach to 

your workplace and your team!  

Required text: None 

Prerequisite: None  CEUs: 0.6 

Course #, Date(s) Time  

TX30994, 12/02, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Tunxis, Bristol Career Center, See Notes 

Instructor: Alicia Davis 

Fee: 85 

Notes: Bristol Career Center, 430 North Main Street, Bristol, CT 06010 860-314-4700 
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Supervisory Skills Certificate - I  

Supervisory Skills Certificate Program Supervisors will explore ways to create accountability, to plan for the future, to 

improve the condition of the organization, and to manage both internal and external relationships. Course work includes: 

What Every Supervisor Should Know This workshop provides participants with practical techniques, tips and strategies 

for managing people and information, thereby improving performance. This information is designed to help supervisors 

take charge of the professional growth of their staff and themselves and spells out clear, realistic recommendations that 

help participants expertly handle the daily problems and challenges they face. Melt Down Your ISMs Are you dealing 

with some people who could benefit from an attitude adjustment? Now you can learn how to refresh and refocus their 

negative energies and change the faces of your associatesô negative attitudes into ones that seek positive gain. Youôll learn 

how to: Teach other to face up to the consequences of negative attitudes Promote the benefits of positive attitudes Help 

others change their perspectives and their reactions to life and work events Communicate positive attitudes with words, 

tone and body language Correctly approach and respond to the difficult attitudes of others Solving Problems Creatively 

Do you wish your employees and team members would come up with better ways to get tasks accomplished, handle new 

situations, or work more productively together? Does the responsibility for new ideas fall on only you and do you 

sometimes feel you may be ñrunning dry?ò During this workshop, you will tap into your idea power and challenge your 

own and othersô thinking blocks by using techniques essential to creating new answers. Managing Diversity in the 

Workplace This program will help managers develop an understanding of diversity issues, learn the necessary skills to 

reduce and eliminate prejudicial attitudes and behaviors among staff, seek common interest during intergroup conflict, and 

experience a model that uses tools of healing and compassion to reduce prejudice. Participants will also learn how to 

handle oppressive jokes, comments and slurs as well as discover ways to restate controversial issues and increase unity 

and cooperation. Regaining Control ï Supervising for Effectiveness In this workshop learn that regaining control is within 

your grasp. All it requires is an understanding of what to control, a plan of how to do it, and the self-discipline necessary 

to accomplish the plan. The three aspects of supervisory control reviewed will be time control, stress control and change 

control. For each area of control, you will develop strategies to help you supervise for increased efficiency and 

effectiveness. Leadership & Motivation What do the great leaders have in common? They know how to identify what 

motivates others to do their best. Find out why your employees donôt do things, and even more importantly, why they do. 

This workshop identifies the major motivational theories and techniques and how to apply them in everyday workplace 

situations.  

Required text: None 

Prerequisite: None  CEUs: 3.6 

Course #, Date(s) Time  

CA30947, 10/02, 9:00 AM to 4:00 PM | 10/09, 9:00 AM to 4:00 PM | 10/16, 9:00 AM to 4:00 PM | 10/23, 9:00 AM to 

4:00 PM | 10/30, 9:00 AM to 4:00 PM | 11/06, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Capital, 950 Main St., Hartford, 303 

Instructor: Ralph Braithwaite, Vicki Gallon-Clark 

Fee: 449 

Notes:  
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Taking Minutes 

Meetings and more meetings...How does one know whatôs going on? Minutes! Learn how to note who spoke, what was 

said, how to develop a flow, and what kinds of minutes to take. Learning objectives: ÅLearn practical pointers on 

preparing for meetings. ÅLearn how to put together a "minuteôs kit". ÅLearn how to develop a "meeting ally". ÅExplore 

various recording and note taking styles. ÅGain practical experiences taking minutes. This course is intended for 

administrative support staff. 

Required text: None 

Prerequisite: None  CEUs: 0.6 

Course #, Date(s) Time  

CA31023, 11/30, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Capital, 950 Main St., Hartford, 301 

Instructor: Margaret DeMarino 

Fee: 85 

Notes:  

Teaming Up for Success NEW! 

You will gain a deeper understanding of how to foster teamwork in this fun and functional workshop. We will explore 

team dynamics, how individual styles can be appreciated and adapted for team growth, and how activities can be used to 

develop a deeper sense of cooperation and harmony. You will learn the four characteristics of a group, the major 

categories of functional roles and their characteristic behaviors, and the five stages in the development of small groups. 

Learning objectives: ÅGain a more complete understanding of the roles the four basic personality types play in workgroups 

ÅDevelop a better comprehension of small group communication, including the four characteristics of a group, the major 

categories of functional roles and their characteristic behaviors, and the five stages in the development of small groups 

ÅEnhance their communication skills in nurturing and nonthreatening feedback sessions, where they apply ten key 

communication principles ÅUnderstand and employ the dynamics of diplomatic language, as well as how to avoid 

misunderstandings  

Required text: None 

Prerequisite: None  CEUs: 0.6 

Course #, Date(s) Time  

CA31030, 11/12, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Capital, 950 Main St., Hartford, 303 

Instructor: Margaret DeMarino 

Fee: 85 

Notes:  
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The Super Service Toolkit 

Superior customer service doesnôt happen by chance! This workshop will show you (and your staff) how to create 

outstanding customer service by developing strong communication skills and grooming an upbeat attitude. The Super 

Service Toolkit offers an energetic and effective approach to servicing both the internal and the external customer. Youôll 

better understand how to develop an ñattitude of gratitude.ò Youôll also learn tools, techniques, and scripts to guide you 

through even the most difficult situations. Youôll build a portfolio of perfect phrases and wise words to help you avoid 

false expectations, diffuse anger, disarm bullies, and foster great customer relationships. This is a great course for 

supervisors! You will learn how to: Å Handle the ten top ñsticky situationsò Å Apply proven communication basics Å Adopt 

the four basic types of customer questions and when, where, and how to apply them Å Avoid making the other person 

defensive in a confrontation Å Employ assertive management strategies Å Deal with a customerôs anger Å Understand the 

doôs and donôts of good telephone etiquette Å Make optimum use of questions Å Learn a six-step procedure for effective 

problem solving Å Learn effective phrases that get results Å Avoid phrases that trigger confrontation Å Understand the 

customerôs six basic needs Å Learn better voice control Å Develop better listening skills Å Realize the difference between a 

statement, objection, and questions  

Required text: None 

Prerequisite: None  CEUs: 0.6 

Course #, Date(s) Time  

AS30850, 12/15, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Asnuntuck, 128 

Instructor: Margaret DeMarino 

Fee: 85 

Notes:  

The Thrills of  Drills: Putting Punctuation and Grammar into Practice NEW!  

In a nurturing setting, you will learn how to put punctuation and grammar essentials into everyday, practical use. This 

course will help you isolate and correct your trouble spots as you gain confidence about your writing and editing skills. 

We will focus on eliminating common problems forever. Come take a day to get it right! Learning objectives. ÅLearn 

when to use a comma, semicolon, colon, and other major marks ÅDiscover how to avoid the most common grammatical 

errors, including improper subject-verb agreement and misuse of pronouns ÅUnderstand the difference between active and 

passive voice ÅDetermine and correct your individual grammar and punctuation ñhotspotsò  

Required text: None 

Prerequisite: None  CEUs: 0.6 

Course #, Date(s) Time  

CA31029, 12/14, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Capital, 950 Main St., Hartford, 303 

Instructor: Margaret DeMarino 

Fee: 85 

Notes:  
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The Writing Clinic  

Based on a one-room schoolhouse concept, this class is designed for project work and individualized instruction. 

Instructor will provide a series of ñmini-lecturesò and assignments throughout the workshop, and students will work on 

their own projects in a classroom setting. Each student will meet with the instructor several times throughout the day to 

receive individual feedback. Students can either take current projects into the clinic or work on assignments. Learning 

objectives: ÅLearn your writing patterns and how to make customized improvements ÅIsolate your most common grammar 

and punctuation errors ÅFind out how to ñkickò your writing to the next level ÅGain insight on how to write more quickly 

and effectively  

Required text: None 

Prerequisite: None  CEUs: 0.6 

Course #, Date(s) Time  

CA31031, 11/19, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Capital 950 Main St., Hartford, 301 

Instructor: Margaret DeMarino 

Fee: 85 

Notes: This class is highly recommended for those who are taking the Building Blocks of Writing Certificate course 

Thinking on Your Feet:  

Developing the Power to Persuade Others to Get What You Need in Lean Times 

Have you ever been tongue-tied or at a loss for words? Have you wished that you replied differently to something that 

caught you off-guard? Make even the most challenging situations winning ones. Learn to get what you need and want by 

mastering powerful persuasive techniques. Expand your sphere of influence and open up channels of communication by 

getting your ideas heard and implemented. Create win-win interactions by learning the art of: what, when and how to say 

it; communicating clearly and confidently; gaining compliance and consensus; responding versus reacting; developing the 

tools of persuasion; creating rapport; recognizing and canceling objections; and making effective proposals rather than 

demands. Learning objectives Upon completion of this workshop, participants will be able to: 1. Identify, assess, and 

utilize effective persuasion techniques 2. Express ideas with increased confidence and clarity 3. Listen and respond more 

effectively 4. Gain compliance and develop consensus solutions 5. Create and execute an action plan to get ideas heard 

and implemented  

Required text: None 

Prerequisite: None  CEUs: 0.6 

Course #, Date(s) Time  

TX30996, 11/02, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Tunxis, Bristol Career Center, See Notes 

Instructor: Anne Peck 

Fee: 85 

Notes: Bristol Career Center, 430 North Main Street, Bristol, CT 06010 860-314-4700 
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Time Out! 

Many people have difficulty achieving peak performance because there never seems to be enough time to get everything 

done. They need to take a Time Out and get control of their time and their lives. This program is based on the expertise of 

time management guru, Alan Lakein. Participants will learn how to plan, organize, prioritize and manage their time for 

greater productivity and less stress. They will analyze how they currently spend their time, determine what their time 

wasters are and develop a new approach for efficient use of their time. This program eliminates the need to purchase a 

costly "time management & planning system" that requires you to carry a planning calendar with you everywhere you go. 

Required text: None 

Prerequisite: None  CEUs: 0.6 

Course #, Date(s) Time  

TX30995, 10/21, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Tunxis, Bristol Career Center, See Notes 

Instructor: Larry Lindquist 

Fee: 85 

Notes: Bristol Career Center, 430 North Main Street, Bristol Room # posted 

When Communication Gets Tough 

Discover how to stay "on track" and avoid being derailed by communication "hot spots" in your organization. This course 

will help you deal with conflict, criticism, anger, and more. It will provide practical pointers and role-playing experience 

on such topics as: discovering and uncovering hidden agendas, understanding the differences in male/female 

communications styles, dealing with difficult people, and more. This workshop will help you enhance communication and 

interpersonal skills with everyone from bosses to co-workers to clients to subordinates so that you can handle even the 

toughest situations with grace, diplomacy, and effectiveness. You will learn how to: Apply a deeper understanding of the 

essentials of excellent communication. Handle resistance to change from co-workers and subordinates. Constructively 

give and take criticism. Better manage ñupò and communicate more effectively with bosses. Spot hidden agendas and 

learn the most effective ways to deal with them. Apply the keys to artful confrontation that will create a more open 

atmosphere in the workplace. Employ the ñtwo-sided solutionò to advance your workplace objectives. Understand the 

dynamics of office politics and how not to get ñstrangledò by the grapevine. Apply techniques for those who give you the 

ñsilent treatment.ò Discover ways to deal with inconsistent communicators. Deal with the bully at work. Handle 

emotional responses in the workplace, including anger, crying, and unresponsive behavior. Plot a course of effective 

action when workplace friends expect favors.  

Required text: None 

Prerequisite: None  CEUs: 0.6 

Course #, Date(s) Time  

AS30848, 10/13, 9:00 AM to 4:00 PM 

College, Campus & Room:  

AS, Asnuntuck, 128 

Instructor: Margaret DeMarino 

Fee: 85 

Notes:  
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Winning Grant Writing  Skills 

The Course entitled Winning Grant Writing Skills will thoroughly review the principles necessary for individuals to 

effectively develop well-written grant proposals, research prospective funders and ultimately receive grant awards. The 

course will cover topics including: efficient grant research, effective proposal development, cultivating potential grant 

funders, understanding the difference between goals, objectives and outcomes, preparation of the executive summary and 

common writing pitfalls. Participants will have the benefit of an online research demonstration that will enable them to 

learn online grant research methods. Representatives from local foundations will conduct a panel discussion during the 

second session to address various issues related to grant making. The course will conclude with a hands-on grant exercise 

where writing skills will be put to the test as participants develop a convincing executive summary. Learning Objectives: 

1. Students will learn the specific reasons to seek funding through grants 2. Students will learn the methods by which 

proposals are submitted 3. Students will learn how to effectively develop the project idea 4. Students will learn the six 

components of the proposal development process 5. Students will learn the definitions of and differences between goals, 

objectives and outcomes 6. Students will learn how to effectively write an executive summary. 

Required text: None 

Prerequisite: None  CEUs: 1.2 

Course #, Date(s) Time  

TX31022, 10/02, 9:00 AM to 4:00 PM | 10/09, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Tunxis, Tunxis Community College, TBA 

Instructor: Scot Scala 

Fee: 170 

Notes: Class will be held on main campus in Farmington 

Writing Effective E -Mails 

Writing effective e-mails is an important workplace tool. Writing them quickly and efficiently is a great way to improve 

your productivity. This workshop will show you how. Å It will give you the tips, techniques, and pointers you need to 

become an e-mail wiz! Å Youôll learn how to avoid the ten most common e-mail blunders, as well as the top ten e-mail 

tips!  

Required text: None 

Prerequisite: None  CEUs: 0.6 

Course #, Date(s) Time  

AS30860, 10/14, 9:00 AM to 4:00 PM 

College, Campus & Room:  

AS, Asnuntuck, 128 

Instructor: Margaret DeMarino 

Fee: 85 

Notes:  
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Writing for Business 

This program is designed to reacquaint you with the basics of writing and grammar, while increasing your comfort level 

with the writing process. Learn how to eliminate writerôs block and create simple and effective correspondence. A 

practical grammar and punctuation review is included, with an emphasis on avoiding common mistakes. Learning 

objectives: ÅLearn three proven writing techniques to help you through any writer's block. ÅLearn the difference between 

"writer's mind" and "reader's mind". ÅLearn how to avoid the top ten common grammar mistakes. ÅGain a practical, 

"everyday" understanding of punctuation usage. This course is intended for Administrative Support Staff. 

Required text: None 

Prerequisite: None  CEUs: 0.6 

Course #, Date(s) Time  

CA31018, 11/23, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Capital 950 Main St., Hartford, 301 

Instructor: Margaret DeMarino 

Fee: 85 

Notes:  
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Accounting I 

In this hands-on course, you will learn basic concepts and practices of an accountant's role in providing managers with 

information to assist in their planning, control and decision-making activities. You will also go through the steps in the 

accounting cycle, including building reports in QuickBooks, Excel, and PowerPoint. You will be able to use a "real 

world" general ledger, spreadsheet, and presentation software. In addition, you will learn how to do charts (graphs) and 

vertical and horizontal analysis in Excel. Participants will be provided a disk and some additional notes during class. 

Required text: Included in course fee. 

Prerequisite: Basic Windows, keyboard and mouse skills; familiarity with Excel.   CEUs: 3 

Course #, Date(s) Time  

MA30903, 10/02, 9:00 AM to 4:00 PM | 10/09, 9:00 AM to 4:00 AM | 10/16, 9:00 AM to 4:00 AM | 10/23, 9:00 AM to 

4:00 AM | 10/30, 9:00 AM to 4:00 AM 

College, Campus & Room:  

Manchester, Learning Resource Center, LRC B141 

Instructor: John Kelly 

Fee: 295 

Notes: This course meets for 5 sessions.  

Achieving the Right Management Balance ï NEW 

Micromanagement is the biggest mistake new supervisors or managers can make. Relinquishing control can be difficult 

when you believe no one can do it as well as you but you can micromanage your team to discouragement. Learning 

Objectives: 1. Learning to coach and lead your team to success is the way to go. 2. Learn to plant the seeds of your vision 

and empower your team to self-strategize. 3, Learn to build trust within your team members and allow them to grow with 

your support. 4. Learn to share successes with your team to create a unilateral focus and understand how that becomes 

important in the process to empower, build confidence, and earn respect by letting go, allowing failure and encouraging 

necessary risk. 5. Achieve the right balance between these skills while maintaining management control and what how 

that becomes the key to your supervisory success.  

Required text: None 

Prerequisite: None  CEUs: 0.6 

Course #, Date(s) Time  

TX30922, 11/04, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Tunxis, Bristol Career Center, See Notes 

Instructor: Lisa Crofton 

Fee: 85 

Notes: Bristol Career Center, 430 North Main Street, Bristol Room # posted 
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Communicating Effectively in Tough Situations 

Strong interpersonal skills continue to rank among the top attributes employers seek whether hiring or promoting their key 

personnel. Why? The answer lies in the reality of the 21st century high demand workplace, which requires inclusion and 

teamwork in the face of divergent needs and interests. This formula for conflict can only be conquered by employees who 

have both the intrapersonal and interpersonal skills to interact sensitively analytically and progressively as problem 

solvers in the most challenging situations. This interactive workshop will focus on specific concepts and strategies 

designed to assess and develop high powered, effective communication skills. 

Required text: None 

Prerequisite: None  CEUs: 0.6 

Course #, Date(s) Time  

TR30869, 11/06, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Three Rivers, Three Rivers, B120 

Instructor: Louise Summa 

Fee: 85 

Notes:  

Communication Strategies - For Leaders 

Discover the six keys of successful communication. Learn how speak more clearly, concise, and proactively. Understand 

the importance of body language, tone of voice, and word choice on your overall message. Know how to measure the 

tangible and intangible costs of miscommunication and lack of communication in your department. Develop strategies to 

communicate more effectively so you can achieve positive outcomes. Learning Objectives: Participants will learn: Å 16 

ways you send messages without words Å questions to ask about your communication style Å power phrases to handle 

anger, put downs, and criticism Å ways to ask effective probing questions Å how to choose powerful, positive, and 

proactive words Å to read and interpret body language and tone of voice  

Required text: None 

Prerequisite: None  CEUs: 0.6 

Course #, Date(s) Time  

AS30864, 10/23, 9:00 AM to 4:00 PM 

College, Campus & Room:  

AS, Asnuntuck, 128 

Instructor: Noreen Reilly 

Fee: 85 

Notes:  
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Covey: 7 Habits Fundamentals 

This one-day workshop focuses upon the proven habits that have influenced millions of people around the world. Based 

on Dr. Stephen R. Coveyôs business best-seller, The 7 Habits of Highly Effective People, the workshop introduces you to 

the principles of personal and professional effectiveness. The workshop explores the habits that can help participants learn 

to: Å Know when to take initiative, even under pressure; Å Set meaningful personal and realistic professional goals; Å 

Choose and schedule priorities that get results; Å Adopt an attitude that opens doors to dealing with others; Å Practice 

listening skills that yield key information; Å Incorporate the benefits of working with diverse teams; and Å Make time for 

personal and professional renewal  

Required text: Official Covey materials included in course fee 

Prerequisite: None  CEUs: 0.6 

Course #, Date(s) Time  

TX30946, 10/07, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Tunxis, Bristol Career Center, See Notes 

Instructor: Waldemar Kostrzewa 

Fee: 259 

Notes: Bristol Career Center, 430 North Main Street, Bristol Room # posted 

Covey: 7th Habit for Managers 

This two-day workshop explores the proven habits that can help manage yourself, lead others, and unleash the potential of 

your work team. Based on Stephen Coveyôs best-seller, The 7 Habits of Highly Effective People, the workshop offers a 

hands-on series of individual and group activities designed to put the habits into action immediately. Informative and 

entertaining videos, stories about successful managers, readings from management experts, and a set of planning tools 

further detail the strategies companies have used and you can adopt to become a more-effective manager and team leader. 

The workshop will help participants learn to: Å Deal with the two classic mistakes managers make; Å Act upon their 

current work-related challenges; Å Identify hidden resources to address their challenges; Å Use five-minute planners for 

projects, meetings, and presentations; Å Schedule their tasks and relate them to important goals; Å Make win-win 

performance agreements; Å Use empathic listening and feedback skills; Å Seek out differences when finding better 

alternatives; and Å Unleash personal and team potential through self-renewal.  

Required text: Official Covey materials included in course fee 

Prerequisite: None  CEUs: 1.2 

Course #, Date(s) Time  

TX30948, 10/21, 9:00 AM to 4:00 PM | 10/28, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Tunxis, Bristol Career Center, See Notes 

Instructor: Waldemar Kostrzewa 

Fee: 335 

Notes: Bristol Career Center, 430 North Main Street, Bristol Room # posted 
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Creating Buy-In 

Selling your vision is the key to cooperative, productive team management or getting administration to listen to new ideas. 

Learning to engage others is more than presenting an outline or giving a directive. This workshop guides participants in 

the art of creating buy-in. If you are leading a team or directing a department this workshop is for you. Personal 

enthusiasm and attitude affect your role in the buy in process. Participants will learn to understand the buy-in process 

from othersô point of view, develop the skills to communicate in the buy-in process, and develop a more complete 

understanding of follow-up and follow through processes to ensure involvement that will cement your success. Buy-in 

makes for a smooth transition through change, introduction of new ideas, projects or staff.  

Required text: N/A 

Prerequisite: N/A  CEUs: 0.7 

Course #, Date(s) Time  

MX31049, 09/18, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Middlesex, Middletown, TBA 

Instructor: Lisa Crofton 

Fee: 85 

Notes:  

Developing the Leader Within 

Understand what it takes to be a truly great leader. Weôll explore ways to lead with vision, integrity, courage and 

inspiration. Discover why your attitude is so vital to your own success. Learn how to successfully develop people and 

draw on their natural desire to be self-motivated. Gain insights for tapping into people to create positive change and 

action. Learn ways to share your vision by painting vivid pictures so people can capture your spirit and momentum. 

Increase your personal effectiveness by using a 10-point organizational checklist. 

Required text: None 

Prerequisite: None  CEUs: 0.6 

Course #, Date(s) Time  

MA30991, 10/30, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Manchester, Learning Resource Center, LRC B144 

Instructor: Noreen Reilly 

Fee: 85 

Notes:  
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Discover What Every Supervisor Must Know to Be More Effective ï NEW 

In todayôs economy more is expected to be accomplished with a shrinking workforce and leaner resources. Avoid being 

overwhelmed by the ever-increasing demands and responsibilities of leadership. Discover tips and tactics to empower 

your teams to accomplish their work while creating time for you to do your own. Learn how to develop and enhance a 

cohesive work unit to increase performance, productivity, and positive change. Topics include establishing authority and 

gaining respect; identifying supervisory strengths and challenges; assessing current supervisory skills; determining what 

motivates the team; promoting and rewarding individual/team competence and growth; and facilitating effective meetings. 

Learning objectives Upon completion of this workshop, participants will be able to: 1. Identify role requirements and 

responsibilities for effective supervision 2. Implement strategies to create greater team motivation and interaction 3. 

Utilize effective processes of communication that prevent misunderstanding 4. Implement a positive style of 

reinforcement and corrective feedback 5. Apply learned skills to on-the-job situations  

Required text: None 

Prerequisite: None  CEUs: 1.2 

Course #, Date(s) Time  

TX30965, 10/26, 9:00 AM to 4:00 PM | 10/27, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Tunxis, Bristol Career Center, See Notes 

Instructor: Anne Peck 

Fee: 170 

Notes: Bristol Career Center, 430 North Main Street, Bristol Room # posted 

Essentials of Project Management 

Project management is an industry-wide, recognized discipline. It has become a key ingredient to insuring successful, on-

time and on-budget projects. You should attend this course if you have or will lead a project in the future, or if you will be 

actively participating in a project. You will learn how to determine the scope, characteristics and success of a well-defined 

project; how to gather and document requirements; leadership essentials; what a work breakdown session is all about; and 

how to schedule, estimate and handle project closure. 

Required text: None 

Prerequisite: None  CEUs: 0.6 

Course #, Date(s) Time  

MA30951, 10/05, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Manchester, Learning Resource Center, LRC B144 

Instructor: John Lombardo 

Fee: 100 

Notes:  
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Franklin Coveyôs È ñ7 Habits for Managersò Ê 

This two-day workshop explores the proven habits that can help manage yourself, lead others, and unleash the potential of 

your work team. Based on Stephen Coveyôs È best-seller, ñThe 7 Habits of Highly Effective People,ò Ê the workshop 

offers a hands-on series of individual and group activities designed to put the habits into action immediately. Informative 

and entertaining videos, stories about successful managers, readings from management experts, and a set of planning tools 

further detail the strategies companies have used and you can adopt to become a more effective manager and team leader. 

Participants must attend both sessions to benefit from the integrated effect of the workshop materials and practice 

activities. Workshop materials include a guidebook, audio CD, book of management readings, and disk with e-Tools.  

Required text: All Materials are supplied 

Prerequisite: NONE  CEUs: 1.2 

Course #, Date(s) Time  

GW31059, 10/21, 9:00 AM to 4:00 PM//10/28, 9:00AM-4:00PM 

College, Campus & Room:  

Gateway North Haven, 227 

Instructor: John Vincze 

Fee: 286 

Notes: This is a two (2) Day workshop ; 10/21 and 10/28 

Franklin Covey® Maximizer® Workshop:  

Maximize Your Seven Habits Training Investment! 

The Seven Habits of Highly Effective People ® Maximizer Workshop is a one-day application experience for past 

participants of other 7 Habits workshops. It is an ideal ñrefresherò or renewal course by not only reviewing the principles, 

but by focusing on specific applications of The 7 Habits in the workplace. Participants will learn how to focus on the 

high-leverage projects they can influence in their current role by learning to: Å Identify the unique talents, skills, and 

contribution they have to offer Å Align their individual work with their organizationôs Wildly Important Goals Å 

Successfully enlist support from others Å Apply the best of their talents and skills to their work role  

Required text: All Maximizer Materials are supplied... Participants should bring their planners (or planners that they are 

using)if they have them 

Prerequisite: 7 Habits any version, any location, any facilitator  CEUs: 0.06 

Course #, Date(s) Time  

GW31062, 11/24, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Gateway, North Haven, 227 

Instructor: John Vincze 

Fee: 109 

Notes: This is a one Day intensive workshop for 7 Habits graduates 
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Leadership and Motivation 

What great leaders have in common? They know how to identify what motivates others to do their best. Find out why 

your employees don't do things, and even more importantly, why they do. This workshop identifies the major motivational 

theories and techniques and how to apply them in everyday workplace situations. In addition, each participant will 

develop an action plan and a follow-up system. Learning objectives: ÅIdentify the traits, motives, and characteristics of 

leaders. ÅDetermine a preferred leadership style. ÅLearn about different leadership styles. ÅExplore the concepts of 

motivation. ÅIdentify the factors that influence morale. ÅLearn how to improve morale.  

Required text: None 

Prerequisite: None  CEUs: 0.6 

Course #, Date(s) Time  

CA31002, 10/21, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Capital, 950 Main St., Hartford, 303 

Instructor: Ralph Braithwaite 

Fee: 85 

Notes:  

Leadership in Project Management - NEW! 

Whether you aspire to being a leader, or have had leadership thrust upon you as a project leader, teacher, or coach, this 

class will help you to build and flex your leadership muscles. You will: ÅSee opportunity amid change and crisis ÅDevelop 

your own leadership style ÅLead with communication, encouragement, and promotion ÅRecognize the ten telltale 

behaviors of true leaders ÅEarn greater respect, success, and recognition ÅUnderstand your own leadership potential You 

will learn: ÅHow to be flexible and adaptive without compromising your principles ÅHow to understand leadership as an 

ongoing process and prepare to assume the role of leader ÅWhat vision is and how to develop it ÅHow to create winning 

teams and keep them following your lead. 

Required text: None 

Prerequisite: Essentials of Project Management is recommended but not required.  CEUs: 0.6 

Course #, Date(s) Time  

MA30953, 10/26, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Manchester, Learning Resource Center, LRC B144 

Instructor: John Lombardo 

Fee: 100 

Notes:  



 
61 

 

 

 

 

 

 

Making the Transition to Management 

Moving into management is an exciting path, but it can also be riddled with pitfalls. This program focuses on the basic 

skills needed to make the transition to a supervisory or management role. Areas to be covered include defining the 

difference between a supervisor and a manager and outlining the responsibilities of a managerial position, including 

assigning and distributing work, monitoring and controlling performance, and reviewing and evaluating performance. The 

program will also provide overviews of training, leadership, communication, staffing, motivation, and administrative 

tasks. Note: This is an excellent course for a new supervisor, anyone considering a move into a supervisory role, or 

someone who wants to have a better understanding of the role of a supervisor or manager.  

Required text: None 

Prerequisite: None  CEUs: 0.6 

Course #, Date(s) Time  

MA30957, 10/08, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Manchester, Learning Resource Center, LRC B144 

Instructor: Ralph Braithwaite 

Fee: 85 

Notes:  

Putting the ñIò in Initiative 

Many of us, by upbringing, personality, or culture, have failed to understand the nature of our highly individualized value. 

Learn how to market yourself as a highly capable individual who adds value to every environment in which you work. 

Learn strategies to enhance your own and othersô perceptions of your worth. Determine what your core knowledge, skills, 

and abilities are and how they make you one-of-a-kind. Combine them with your values and passions to form your 

marketing package. Even folks with good solid jobs need to learn how to see yourself as worthy of upward mobility and 

joy in your work. Come willing to be courageous, creative, and committed to your future.  

Required text: None 

Prerequisite: None  CEUs: 0.6 

Course #, Date(s) Time  

TR30866, 09/11, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Three Rivers, Three Rivers, B120 

Instructor: Kathleen O'Beirne 

Fee: 85 

Notes:  
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Shortcuts for Supervisors 

No time to waste? This tip-filled workshop will help you hop to it with frontline approaches that are highly effective in 

todayôs demanding workplace. The workshop targets 15 key areas and offers strategies, checklists, worksheets and action 

plans for each. Youôll leave how to do everything from giving better performance appraisals to coaching employees for 

better performance to dealing with difficult people to delegating. Donôt let the grind get you down; put your noise to the 

grindstone and utilize these savvy shortcuts to eliminate stress and increase your personal productivity! Youôll learn 

shortcuts and strategies for: Å Setting SWEET (Sensible, Written, Easy to Understand, Easy to Measure, Task-related) 

performance goals for each key task area Å Coaching people for maximum performance Å Developing specific strategies 

for dealing with difficult people Å Implementing a decision-making and delegation system Å Creating project management 

strategies  

Required text: None 

Prerequisite: None  CEUs: 0.6 

Course #, Date(s) Time  

AS30872, 12/16, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Asnuntuck, 128 

Instructor: Margaret DeMarino 

Fee: 85 

Notes:  

So, You're a New Supervisor 

This workshop is packed with tips, techniques, advice and inspiration for supervisors. It reveals the six habits of super 

supervisors: Å Communication ï develop successful strategies for communicating with clients, as well as with people you 

supervise, with your colleagues, and with your boss Å Confidence ï increase your confidence I.Q. in order to take risks 

and rise to the challenges of the workplace Å Creativity ï think outside the box to come up with creative solutions to 

problems and to promote your vision Å Motivation ï learn how to give yourself the proverbial ñkick in the pants,ò as well 

as how to inspire your staff Å Negotiation ï get to ñyesò and accomplish ñquick and cleanò deals Å Attitude and 

Performance Enhancement ï jumpstart each day with positive energy, dump emotional baggage, and be positive and 

proactive in reaching your goals  

Required text: None 

Prerequisite: None  CEUs: 0.6 

Course #, Date(s) Time  

AS30861, 11/24, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Asnuntuck, 128 

Instructor: Margaret DeMarino 

Fee: 85 

Notes:  
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Stephen Coveyôs È ñ7 Habits of Highly Effective Peopleò Ê Signature Program 

No company, agency or State can succeed until individuals within it succeed. No group can achieve its objectives until its 

people achieve theirs. Thatôs what the ñ7 Habits of Highly Effective Peopleò Ê workshop is all about - making people 

effective so that they, in turn, can make their organizations effective. The principles taught in the Stephen Coveyôs È ñ7 

Habits of Highly Effective Peopleò Ê Signature Program are brought to life in this powerful workshop. It has helped 

transform thousands of organizations throughout the world by transforming the people they depend on. This course is 

taught by a Covey-certified instructor.  

Required text: All Materials supplied 

Prerequisite: NONE  CEUs: 1.8 

Course #, Date(s) Time  

GW31061, 11/04, 9:00 AM to 4:00 PM//11/18/ 9:00AM to 4:00PM//11/25, 9:00AM to 4:00PM 

College, Campus & Room:  

Gateway, North Haven, 227 

Instructor: John Vincze 

Fee: 319 

Notes: This is a three session workshop 11/04 and 11/18 and 11/25 

Succession Planning 

This program is intended to improve a managerôs ability to contribute to an organizationôs succession planning process. 

Succession planning contributes to an organizationôs continued survival and success by ensuring that replacements have 

been prepared to fill key vacancies on short notice, that individuals are groomed to assume greater responsibility, and that 

individuals are prepared for exercising increased technical proficiency in their work. Without succession planning, an 

organization may operate in a crisis mode whenever key workers are unexpectedly absent from critical positions due to 

illness, retirement, resignation, or termination. In many organizations, the succession plan is focused only on the senior 

managers. However, the decision about what groups to include in the succession plan rests with the organizationôs 

decision makers. Indeed, a succession plan may include middle managers, supervisors, technical workers, professional 

workers, clerical employees, and even hourly (nonexempt) workers. This program gives participants an opportunity to 

reflect on their own roles in succession planning. It does not assume that the participantsô organizations have established 

succession plans. However, if an organization has established a succession plan, use the procedures and forms from that 

program to substitute for the procedures and forms provided in this program. Training objectives: ÅUnderstand the 

managerôs role in succession planning. ÅClarify the importance of an organizationôs succession planning program. 

ÅIdentify and analyze critical positions requiring backups on a temporary or permanent basis. ÅCompare individual 

appraisals of past and present performance with assessments of future individual potential. ÅExamine methods of 

grooming high-potential employees for advancement by narrowing developmental gaps between present performance and 

future potential.  

Required text: None 

Prerequisite: None  CEUs: 0.6 

Course #, Date(s) Time  

CA30964, 10/07, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Capital, 950 Main St., Hartford, 303 

Instructor: Ralph Braithwaite 

Fee: 85 

Notes:  
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Supervisory Skills Certificate ï II  

This program is designed to help the experienced supervisor expand his or her skills beyond the basics. In this program 

you will explore team building and how it can positively impact your organizationôs goals, coaching to improve 

performance, and guidelines to practice ethics. You will also discover the strategic planning process, project management, 

and the use of progressive discipline. Program modules include: Team Building More and more organizations are 

accomplishing goals and objectives by using teams. But not all teams are effective. This program will help supervisors 

assess whether or not teams are the desired direction, identify the current status of their teams, and learn about the stages 

of team development. In addition, participants will learn about the various team roles, how to motivate team performance, 

how to manage team conflict, and how to coach for improved performance. In addition, each participant will develop an 

action plan and a follow-up system. Learning objectives: ÅLearn about the stages of team development and the roles that 

team members play. ÅLearn what is needed to be a good team member. ÅUnderstand how to manage the teamôs process. 

ÅIdentify ways to empower team members. ÅExamine the realities of each participantôs organization. Coaching Broadly 

defined, coaching is the supportive technique used by the manager/supervisor in supplying guidance to employees. It is a 

process which requires continuous involvement and action by the manager and generally operates within selected time 

frames. This session will focus on the skills needed to be an effective coach, the steps necessary to have a productive 

coaching session, and the process need to have employees improve performance. In addition, each participant will develop 

an action plan and a follow-up system. Learning objectives: ÅIdentify applied coaching techniques. ÅExamine the coaching 

function. ÅUnderstand the importance of coaching. ÅLearn how to conduct a coaching session. Ethics Are ethics an issue in 

your work environment? It seems more and more organizations are dealing with issues of ethics. This session will focus 

on ethical issues that managers and employees face today. This program will focus on a practical application of ethical 

concepts rather than a philosophical discussion. Participants will explore numerous ethical quandaries and leave with 

answers to a variety of ethical questions. In addition, each participant will develop an action plan and a follow-up system. 

Learning objectives: ÅDefine business ethics. ÅExamine familiar ethical quandaries. ÅLearn about the challenges of ethical 

leadership. ÅExamine cases in business ethics. Project Management and Strategic Planning Project Management and 

Strategic Planning require similar skills. They both require thinking into the future and determining how to accomplish 

goals. This session will focus on the differences and similarities between project management strategic planning. A 

project is done only once, but the skills to manage projects (of all sizes) can be used again and again. Planning typically 

falls into three areas ï operational (day-to-day activities), tactical (short-term ï typically less than one year), and strategic 

(long-term, usually one-to-five years). Strategic planning may be defined as the set of decisions used to develop and 

implement plans that provide a superior fit between an organization and its environment so as to achieve organizational 

goals. It is the portion of the total planning process most concerned with the competitive feature of an organizationôs 

environment. Project management also involves planning. Organizations with one service line generally formulate one 

strategic plan to address all of the competitive elements they face. Those with more diverse outputs typically have 

different strategic plans for each strategic business unit (SBU), which is a division with a unique mission, service, market, 

or competitors. These SBU strategies are best developed as a portfolio, meaning that an effort is made to capitalize on 

how effectively they fit together into a meaningful whole. In addition, each participant will develop an action plan and a 

follow-up system. Learning objectives: ÅDefine a project and project management. ÅIdentify the causes of project failure. 

ÅLearn about the steps in managing a project. ÅLearn how to manage a project team. ÅLearn how to control and evaluation 

the success of a project. ÅUnderstand why an organization should develop a plan for the future. ÅLearn the key planning 

steps and definitions. ÅIdentify the common pitfalls in formal strategic planning. ÅLearn how to construct a strategic 

model. ÅUnderstand the strategic success factors. ÅExamine the three key planning questions. Progressive Discipline In 

todayôs legal environment, you must be able to show that you took a rational, systematic approach to addressing an 

employee problem. Itôs not good enough to ñbuild a file on an employee.ò You must demonstrate, with credible 

documentation, that you made a sincere effort to help the employee resolve the problem. Progressive discipline places the 

employee on notice that there is a problem and that something must be done to correct it. When you use progressive 

discipline, youôre demonstrating that youôre making a reasonable effort to create an opportunity for the employee to 

succeed. In addition, each participant will develop an action plan and a follow-up system. Learning objectives: 

ÅUnderstand why documentation matters. ÅLearn the proper steps to take in progressive discipline. ÅLearn about the 

incidents diary. ÅLearn how to conduct an effective discipline meeting.  
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Required text: None 

Prerequisite: Supervisory Skills Certificate - I  CEUs: 3 

Course #, Date(s) Time  

CA31011, 11/13, 9:00 AM to 4:00 PM | 11/20, 9:00 AM to 4:00 PM | 12/04, 9:00 AM to 4:00 PM | 12/11, 9:00 AM to 

4:00 PM | 12/18, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Capital 950 Main St., Hartford, 303 

Instructor: Ralph Braithwaite 

Fee: 379 

Notes: No class 11/27/09 

Working Effectively with a Reduced Workforce ï NEW! 

When early retirements and/or layoffs reduce your workforce, and the remaining employees are expected to meet your 

agency's goals with the same level of effectiveness, how do you make sure nothing falls through the cracks? How do you 

successfully complete the workflow? How do you avoid negatively affecting other areas that depend on you? Process 

mapping can be the answer. In this workshop, you will learn about performance improvement teams and process mapping 

tools that can help you avoid those breakdowns before they occur. During the workshop, you will participate on 

performance improvement teams and map actual processes. You may bring a process from your agency for the group to 

map. 

Required text: None 

Prerequisite: None  CEUs: 0.6 

Course #, Date(s) Time  

MA30999, 10/15, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Manchester, Learning Resource Center, LRC B144 

Instructor: Anita Baxter 

Fee: 85 

Notes:  
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Access 2003 - II (Intermediate)  

Build on some of the skills learned in Access 2003 Introduction and learn how to create a relational database. Topics will 

included moving and deleting fields; modifying table structure; multiple data types; using hyperlinks in tables; creating 

look up lists and input masks; modifying field properties; importing and exporting data; creating and modifying queries; 

customizing forms and more. 

Required text: None 

Prerequisite: Access 2003 Introduction and moderate Windows experience.  CEUs: 0.6 

Course #, Date(s) Time  

CA30973, 10/15, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Capital 950 Main St., Hartford, 617 

Instructor: Gayle Pignone 

Fee: 90 

Notes:  

Access 2003 - I (Introduction)  

Obtain the skills you need to update records in a database and to use Access to create a simple database. You will learn to 

design tables and queries and to create forms and reports using built-in tools. Learn how to enter and work with table data; 

create databases and tables; create relationships; use forms; filter data; run queries; and work with reports. Note: This 

course provides training for students using either 2003 or 2002 (XP) Microsoft Office versions.  

Required text: None 

Prerequisite: Basic Windows, keyboard and mouse skills.  CEUs: 0.6 

Course #, Date(s) Time  

MA30884, 10/06, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Manchester, Learning Resource Center, LRC B141 

Instructor: Margaret Gordon 

Fee: 90 

Notes:  
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Access 2003 - Certificate 

Learn database basics and progress to advanced features of Access 2003. Topics: -Introduction to Access 2003 -

Intermediate Access 2003 -Advanced Access 2003  

Required text: None 

Prerequisite: Moderate Windows experience and keyboarding skills of 25 wpm strongly recommended.  CEUs: 1.8 

Course #, Date(s) Time  

CA30997, 10/20, 9:00 AM to 4:00 PM | 11/17, 9:00 AM to 4:00 PM | 11/03, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Capital, 950 Main St., Hartford, 617 

Instructor: Gayle Pignone 

Fee: 259 

Notes:  

Access 2003 ï I (Introduction)  

Obtain the skills you need to update records in a database and to use Access to create a simple database. You will learn to 

design tables and queries and to create forms and reports using built-in tools. Learn how to enter and work with table data; 

create databases and tables; create relationships; use forms; filter data; run queries; and work with reports. 

Required text: None 

Prerequisite: Moderate Windows operating system experience.  CEUs: 0.6 

Course #, Date(s) Time  

CA30952, 10/02, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Capital, 950 Main St., Hartford, 617 

Instructor: Debbie Lamont 

Fee: 90 

Notes:  

Access 2007 - I (Introd uction) 

Access 2007 is here! Learn basic database concepts, create tables, set data entry rules, and create queries, forms and 

reports.  

Required text: None 

Prerequisite: Basic Windows, keyboard and mouse skills.   CEUs: 0.6 

Course #, Date(s) Time  

MA30885, 11/17, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Manchester, Learning Resource Center, LRC B142 

Instructor: Margaret Gordon 

Fee: 90 

Notes:  
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Access 2007 - I (Introduction)  

Create a simple database using the latest version of Access. Learn how to design and build a database, manage data in a 

table, query a database, design forms and generate reports. 

Required text: None 

Prerequisite: Moderate Windows experience.  CEUs: 0.6 

Course #, Date(s) Time  

CA30963, 10/07, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Capital 950 Main St., Hartford, 604 

Instructor: Frank Wood 

Fee: 90 

Notes:  

Access 2007 - II (Intermediate)  

Continue your exploration of Access 2007. Learn how to relate tables, use lookup fields, create sub-datasheets, complex 

queries, advanced form design, charts and pivot tables. 

Required text: None 

Prerequisite: Access Introduction, or permission of the instructor or computer coordinator.  CEUs: 0.6 

Course #, Date(s) Time  

MA30890, 11/24, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Manchester, Learning Resource Center, LRC B141 

Instructor: Margaret Gordon 

Fee: 90 

Notes:  
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Access 2007 - II (Intermediate)  

Build on the skills you acquired in Access 2007 Introduction. Learn how to control data entry, join tables, create flexible 

queries, improve forms, customize reports and share data. 

Required text: None 

Prerequisite: Access 2007 - I (Introduction)  CEUs: 0.6 

Course #, Date(s) Time  

CA31006, 10/29, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Capital 950 Main St., Hartford, 604 

Instructor: Debbie Lamont 

Fee: 90 

Notes:  

Access 2007: Database Skills for Non-Programmers 

This course teaches novice users how to create a full-featured Access relational database. Students will learn basic 

database concepts and progress to advanced database functions. The class will include discussion of database design 

concepts; tables; views; sorts; filters; relationships; queries; writing accurate criteria; report design; creating subtotals and 

totals; and creating lookups.  

Required text: None 

Prerequisite: Basic Windows, keyboard and mouse skills.  CEUs: 1.8 

Course #, Date(s) Time  

MA30887, 12/01, 9:00 AM to 4:00 PM | 12/08, 9:00 AM to 4:00 PM | 12/15, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Manchester, Learning Resource Center, LRC B141 

Instructor: Margaret Gordon 

Fee: 259 

Notes: This course meets for 3 sessions. 
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Adobe Acrobat: Basics 

Learn the basic operations of Adobe Acrobat, which allows users to reliably create, combine, and control Adobe PDF 

documents for easy, secure distribution, collaboration, and data collection. You will learn the tools in the Acrobat work 

area and apply them to create Adobe PDF files from a variety of sources such as Microsoft Office, e-mail or web pages 

while maintaining all the original formatting and fonts in newly created PDF files. Acrobat PDF editing techniques also 

will be discussed.  

Required text: Included in course fee.  

Prerequisite: Basic Windows, keyboard and mouse skills; word processing experience recommended.  CEUs: 0.6 

Course #, Date(s) Time  

MA30889, 10/22, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Manchester, Learning Resource Center, LRC B141 

Instructor: Diana Lemcoff 

Fee: 150 

Notes:  

Adobe Acrobat: Forms - NEW! 

Easily create electronic forms in Adobe Acrobat without assistance from a designer. Make your electronic forms look just 

like existing paper forms, but better, by creating interactive forms with text fields, check boxes, drop-down menus and 

user input. Track your forms, and see when they've been completed. Export form information to a spreadsheet. 

Required text: Included in course fee. 

Prerequisite: Acrobat Basics or consent of instructor or computer coordinator.  CEUs: 0.6 

Course #, Date(s) Time  

MA30904, 10/29, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Manchester, Learning Resource Center, LRC B141 

Instructor: Diana Lemcoff 

Fee: 135 

Notes:  
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Adobe Dreamweaver - I (Introduction)  

This hands-on course is designed for people with little or no web site design experience, as well as those who have used 

earlier versions of Dreamweaver, FrontPage or Expression Web. Dreamweaver CS4 is the latest version of the worldôs 

best web site creation and editing program. See how the redesigned interface gives you access to related files, easier code 

navigation and Live View. Have fun exploring the new features that enable easier page layout and previewing, and learn 

how graphics and tables enrich a web page. The class will focus on the many ways to link objects and pages, within the 

site and to other sites. Note: Questions from users of previous versions of Dreamweaver are welcome and will be 

addressed as time allows.  

Required text: None 

Prerequisite: Basic Windows, Word and Internet skills.   CEUs: 0.6 

Course #, Date(s) Time  

MA30895, 11/12, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Manchester, Learning Resource Center, LRC B141 

Instructor: Margaret Gordon 

Fee: 90 

Notes:  

Adobe Dreamweaver - II (Intermediate)  

If you know the basics of Dreamweaver, further your skills in this fun and informative hands on class. Learn how 

Cascading Style Sheets (CSS) are easier than ever to create and use! Make your site work for you by building feedback 

forms. Create a custom template for faster page creation, insert data sets, build Spry navigation bars, and learn the many 

uses of PhotoShop smart objects. Note: Questions from users of previous versions of Dreamweaver are welcome and will 

be addressed as time allows. 

Required text: None 

Prerequisite: Dreamweaver Introduction, or permission of the instructor or computer coordinator.   CEUs: 0.6 

Course #, Date(s) Time  

MA30896, 11/19, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Manchester, Learning Resource Center, LRC B141 

Instructor: Margaret Gordon 

Fee: 90 

Notes:  
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Adobe Flash ï Introduction  

 

If youôre new to Flash, this fun, hands-on course will teach you how easy it is to create and modify animations in Flash. If 

youôve used older versions of Flash, this course will impress you with how much the interface has changed and 

demonstrates the new and improved tools. Discover how the automatic key frames and motion paths have simplified 

movie making. Become a master of 3D rotations on any axis as easy as moving your mouse. Learn the power of the 

motion editor and other tools that will quickly make you into a Flash professional! Note: Questions from users of previous 

versions of Flash are welcome and will be addressed as time allows. 

Required text: None 

Prerequisite: Basic Windows, keyboard and mouse skills; some web or graphics experience required.  CEUs: 0.6 

Course #, Date(s) Time  

MA30905, 12/03, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Manchester, Learning Resource Center, LRC B141 

Instructor: Margaret Gordon 

Fee: 90 

Notes:  

Adobe InDesign - I (Introduction)  

InDesign is Adobe's advanced publishing software program used for page layout and design. The features of InDesign 

integrate Adobe Photoshop and Adobe Illustrator. This course will provide an overview of the InDesign workspace, 

placing and editing text and graphics, and applying precise typographic control. Note: This is not an introduction to the 

PC.  

Required text: None 

Prerequisite: Basic Windows, keyboard and mouse skills.   CEUs: 0.6 

Course #, Date(s) Time  

MA30891, 11/17, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Manchester, Learning Resource Center, LRC B141 

Instructor: Valerie Scott 

Fee: 90 

Notes:  
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ASP.NET ï Introduction  

This course introduces building dynamic web applications with ASP.NET 3.5 and Visual Basic 2008. It is geared toward 

students who have some programming experience. The course begins with the .NET programming model and an 

introduction to Visual Basic 2008. The ASP.NET component covers web controls, state management, and error handling. 

By the end of the course the student will be able to build and deploy an ASP.NET application that interfaces with an SQL 

Server database. Fundamental database concepts will be covered along with an introduction to ADO.NET. Note: 

Registered students are eligible for free Visual Studio 2008 software. 

Required text: Included in course fee. 

Prerequisite: Basic Windows, keyboard and mouse skills; some programming experience recommended.   CEUs: 2.4 

Course #, Date(s) Time  

MA30892, 10/30, 9:00 AM to 4:00 PM | 11/06, 9:00 AM to 4:00 PM | 11/13, 9:00 AM to 4:00 PM | 11/20, 9:00 AM to 

4:00 PM 

College, Campus & Room:  

Manchester, Learning Resource Center, LRC B142 

Instructor: Steven Moore 

Fee: 445 

Notes: This course meets for 4 sessions. (LRC B142-10/30) & (LRC B141-11/06, 11/13, 11/20) 

Be Your Own PC Tech I  

Why pay for expensive upgrades when you can learn how to do them yourself? This class covers hardware issues from the 

motherboard to the operating system. Practice RAM, expansion cards and peripheral device installations in a hands-on 

workshop with real parts. Learn how to configure drivers and troubleshoot your Windows operating system. Note: This 

class is for the beginner or intermediate PC user.  

Required text: None 

Prerequisite: Basic Windows and PC hardware knowledge.   CEUs: 0.6 

Course #, Date(s) Time  

MA30893, 10/26, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Manchester, Learning Resource Center, LRC B141 

Instructor: Stuart Lipman 

Fee: 90 

Notes:  
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Be Your Own PC Tech II 

This class is for the more advanced PC user and will focus on the operating system. Learn how to reformat a hard drive, 

partition a hard drive and load Windows. Participants will discover how to add new cards such as video, sound or modem, 

and add new peripherals, including printers and scanners. Learn how to download and install driver updates from the 

manufacturerôs website.  

Required text: None 

Prerequisite: Be Your Own PC Tech I, or permission of the instructor or computer coordinator.  CEUs: 0.6 

Course #, Date(s) Time  

MA30894, 11/02, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Manchester, Learning Resource Center, LRC B141 

Instructor: Stuart Lipman 

Fee: 90 

Notes:  

C# Programming ï Introduction (Online) NEW!  

 

Learn how to create, compile and run C# programs using Visual Studio 2008. Develop an understanding of the C# 

language constructs, syntax and semantics. Other topics include development of menus, common dialog boxes, multiform 

projects, database and web applications using C#. This course will be delivered completely online in an asynchronous 

mode using WebCT Blackboard. Approval by agencyôs IT administrator required for determination of student computer 

and network capability for online courses. Free Visual Studio 2008 software is available to students for the course. 

 

Prerequisite: Programming Basics: Foundation for C#, VB.NET, JAVA and XML or prior programming experience. 

  CEUs: 1.8 

Course #, Date(s) Time  

MA31077, 10/19, 12:01 AM to 11:59 PM 

College, Campus & Room:  

Manchester, Online, Online 

Instructor: Catherine Seaver 

Fee: 390 

Notes:  Six (6) weeks of lessons, online, anytime day or night. Start date 10/19/09, end date 11/30/09. If you have 

questions regarding Free Visual Studio 2008 software or online course requirements, please contact Bruce Manning at 

bmanning@mcc.commnet.edu. 
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Computer Basics Plus ï NEW! 

Computer Basics Plus is a comprehensive introduction to the Windows operating system, file and folder management, 

typing and keyboarding skills, Microsoft Word 2007, and Internet and Email. This is a great course for someone 

unfamiliar with computers or who is self taught and would like to greatly improve their skills. A lot of material is covered 

in this 2 day class with the objective of making students more confident using today's technology 

Required text: None 

Prerequisite: None  CEUs: 1.2 

Course #, Date(s) Time  

TX30939, 12/10, 9:00 AM to 4:00 PM | 12/17, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Tunxis, Bristol Career Center, See Notes 

Instructor: Jan Gyurko 

Fee: 210 

Notes: Bristol Career Center, 430 North Main Street, Bristol Room # posted 

Excel 2003 - I (Introduction)  

Develop the basic skills required to create and use a spreadsheet with Microsoft Excel. Learn to enter and edit data; create 

formulas; format elements of a worksheet; and insert charts. Topics include working with cells, rows and columns; 

moving and copying data; formulas; functions; formatting charts; and printing.  

Required text: No text required 

Prerequisite: Working knowledge of the Windows operating system  CEUs: 0.6 

Course #, Date(s) Time  

QV30874, 10/20, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Quinebaug, QVCC Willimantic Center, 9 

Instructor: Debbie Lamont 

Fee: 90 

Notes:  

Course #, Date(s) Time  

CA31039, 10/06, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Capital 950 Main St., Hartford, 617 

Instructor: Gayle Pignone 

Fee: 90 

Notes:  
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Excel 2003 - II (Intermediate)  

Learn to use additional functions, enter more complex formulas, and apply more advanced formatting to charts. Topics 

will include using worksheets; using lists; freezing; hiding rows or columns; logical functions; styles; working with 

objects; 3D references; using Excel with the web; and using templates.  

Required text: No text required 

Prerequisite: Excel 2003 - I (Introduction) or equivalent experience  CEUs: 0.6 

Course #, Date(s) Time  

QV30875, 10/27, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Quinebaug, QVCC Willimantic Center, 9 

Instructor: Debbie Lamont 

Fee: 90 

Notes:  

Course #, Date(s) Time  

CA31041, 10/22, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Capital, 950 Main St., Hartford, 617 

Instructor: Gayle Pignone 

Fee: 90 

Notes:  

Excel 2003 - III (Advanced)  

Learn how to summarize, outline, and apply conditional formatting. Import and export data, and learn to use XML to 

share, map, and reuse data. Discover how to create, format, and modify PivotTables and PivotCharts to see just the 

information you need. Use various worksheet auditing and analysis tools, such as Evaluate Formula, Watch Window, 

Solver, and scenarios. Create and remove custom filters, work with shared workbooks, protect workbooks, track and 

review changes, and merge and consolidate data from worksheets. Finally, learn to customize the Excel working screen 

with custom toolbars, menus, and macros. 

Required text: None 

Prerequisite: Excel 2003 Introduction and Intermediate. Moderate Windows experience.  CEUs: 0.6 

Course #, Date(s) Time  

CA31019, 11/12, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Capital, 950 Main St., Hartford, 617 

Instructor: Debbie Lamont 

Fee: 90 

Notes:  
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Excel 2003 Certificate 

Learn the basics of spreadsheets and progress to the advanced features of Excel 2003. Topics: Introduction to Excel 2003 

Intermediate Excel 2003 Advanced Excel 2003  

Required text: None 

Prerequisite: Moderate Windows experience and keyboarding skills of 25 wpm strongly recommended.  CEUs: 1.8 

Course #, Date(s) Time  

CA31016, 10/14, 9:00 AM to 4:00 PM | 10/28, 9:00 AM to 4:00 PM | 11/18, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Capital 950 Main St., Hartford, 617 

Instructor: Frank Wood 

Fee: 90 

Notes: No class 11/11/2009 

Excel 2007 

Get comfortable with the new Office 07 environment in Microsoft Excel. Use the new features to: Å Create simple, 

effective spreadsheets that include text and numeric data Å Use formulas and functions to perform calculations Å Apply 

formatting to rows, columns, and cells to make data more readable and interesting  

Required text: none 

Prerequisite: none  CEUs: 0.6 

Course #, Date(s) Time  

TX30882, 11/19, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Tunxis, Bristol Career Center, See Notes 

Instructor: Jan Gyurko 

Fee: 90 

Notes:  

Excel 2007 - I (Introduction)  

Develop the basic skills required to create and use a spreadsheet with the latest version of Excel. Perform calculations, 

modify and format a worksheet, print workbook contents and manage large workbooks. 

Required text: None 

Prerequisite: Basic Windows, typing, and mouse skills are required.  CEUs: 0.6 

Course #, Date(s) Time  

CA30966, 10/08, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Capital 950 Main St., Hartford, 604 

Instructor: Gayle Pignone 

Fee: 90 

Notes:  
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Excel 2007 - I (Introduction)  

Learn the exciting new features of Excel 2007: how to enter and edit data, use formulas, work with graphics, save 

workbooks, copy data and formulas, use functions, format worksheets, print, and create charts.  

Required text: None 

Prerequisite: Basic Windows, keyboard and mouse skills.  CEUs: 0.6 

Course #, Date(s) Time  

MA30906, 10/20, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Manchester, Learning Resource Center, LRC B142 

Instructor: Charles Schwartz 

Fee: 90 

Notes:  

Excel 2007 - II (Intermediate)  

Continue exploring Excel 2007. Learn how to use, link and manage multiple worksheets and workbooks, create cell and 

name ranges, advanced formatting techniques, outline and subtotals, sorting and filtering, and advanced charting.  

Required text: None 

Prerequisite: Excel Introduction, or permission of the instructor or computer coordinator.   CEUs: 0.6 

Course #, Date(s) Time  

MA30907, 10/27, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Manchester, Learning Resource Center, LRC B142 

Instructor: Charles Schwartz 

Fee: 90 

Notes:  

Excel 2007: Advanced Topics 

Are you ready to dig deeper into Excel? This fun- and fact-filled course will teach you how to use the advanced functions 

that youôve only dreamed of using. Easy to understand methods and practical examples will give you the confidence to 

take your Excel skills to a higher level. Topics include: ranges, linking workbooks, Goal Seek tool, Scenario Manager, 

formula auditing, advanced filters, grouping, outlines, HLookUP, pivot tables, and pivot charts. 

Required text: None 

Prerequisite: Excel Intermediate, equivalent experience, or permission of the instructor or computer coordinator.   

CEUs: 0.6 

Course #, Date(s) Time  

MA30908, 11/10, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Manchester, Learning Resource Center, LRC B141 

Instructor: Margaret Gordon 

Fee: 90 

Notes:  
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Excel 2007: Data and Functions 

Be sure that you are tapping the full power of Excel with the features examined in this workshop. This comprehensive unit 

on data handling utilities includes data filtering, data forms, sorting, business formulas and functions, subtotals, auditing, 

and simple macro creation to make this a course no frequent-user should go without. Special topics include functions 

using IF and Vertical Lookup in formulas, understanding financial functions and connecting 3D formulas from multiple 

worksheets. 

Required text: None 

Prerequisite: Excel Introduction.  CEUs: 0.6 

Course #, Date(s) Time  

MA30923, 11/03, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Manchester, Learning Resource Center, LRC B142 

Instructor: Charles Schwartz 

Fee: 90 

Notes:  

Fine-tuning Windows + File & Folder Management ï NEW 

Isn't it easier to work when all the tools you need are right at hand? Same is true with your computer. Learn to customize 

windows to work for you! Put what you want in your Start Menu the way you want it. Then, get a better understanding of 

files and where they go by creating documents using several programs. Practice renaming, moving organizing and finding 

files in the Documents folder as well as copying files to and from an outside source such as a server or flash drive. This 

course is a must to make your office work easier and less complex 

Required text: None 

Prerequisite: None  CEUs: 0.6 

Course #, Date(s) Time  

TX30969, 10/01, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Tunxis, Bristol Career Center, See Notes 

Instructor: Jan Gyurko 

Fee: 110 

Notes: Bristol Career Center, 430 North Main Street, Bristol Room # posted 
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Intermediate Ribbons and Microsoft Excel 2007 

Take your basic Excel skills to the next level, while working faster and more productively, by learning to use some of 

Excel 2007ôs most powerful tools. After completing this course, you will know how to create and manage links between 

workbooks; apply special and custom number formats; create and manage styles; create an outline, consolidate data and 

utilize the subtotals capability; define and apply range names; sort and filter using complex criteria; save and publish 

worksheets as web pages with hyperlink; create more complex charts; use Excelôs powerful auditing features; and create 

and manage templates. 

Required text: Book Included 

Prerequisite: Students who have successfully completed the Ribbons, Ribbons, and More and Microsoft Excel 2007 or 

equivalent.   CEUs: 0.6 

Course #, Date(s) Time  

TR30877, 09/24, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Three Rivers, Three Rivers, B116 

Instructor: Kim O'Connor 

Fee: 126 

Notes:  

Intermediate Ribbons and Microsoft Word 2007 

Have you recently acquired Microsoft Word 2007 and have taught yourself some of the basic applications but still need to 

more than just the basics? If the answer is yes, this six-hour workshop will help. This course was designed for the 

Microsoft Word 2007 user who has some basic knowledge of the software but would like to learn the more sophisticated 

features. This instructor-led workshop will provide you with the intermediate features of Word 2007 including, how to 

work with styles; work with sections and columns; format tables; print labels and envelopes; use templates; work with 

graphics; manage document revisions; and use Web features. This workshop will be presented using a hands-on approach. 

Come and learn more about the new graphical user interface, Ribbons, to see what great new features the newest version 

has to offer.  

Required text: None. Book Included. 

Prerequisite: Prerequisite: Students taking this workshop should have some basic knowledge of Windows and Microsoft 

Word 2007 or have completed the basic course, ñRibbons, Ribbons and More and Microsoft Word 2007.ò  CEUs: 0.6 

Course #, Date(s) Time  

TR30857, 10/02, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Three Rivers, B116 

Instructor: Betti Gladue 

Fee: 126 

Notes:  
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More Excel 2007 ï NEW 

This is a next step in Excel for those comfortable with the basics. Learning Objectives: Å Using multiple-sheet workbooks, 

worksheet ranges, grand totals Å What-if analysis and statistical functions Å Identifying and correcting errors in formulas Å 

Convert text into columns, splitting cell contents into multiple cells, use the TRIM function Å Making decisions with 

functions Å Named ranges, lookup values and 3-D references Å Macros, conditional functions and Pivot Tables 

Required text: None 

Prerequisite: Basic Skills in Excel 2007  CEUs: 0.6 

Course #, Date(s) Time  

TX30967, 12/18, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Tunxis, Bristol Career Center, See Notes 

Instructor: Jan Gyurko 

Fee: 110 

Notes: Bristol Career Center, 430 North Main Street, Bristol, CT 06010 860-314-4700 

MS Project 2007: Essentials - NEW!  

Microsoft Office Project 2007 is one of the most frequently used tools in project management. This course explains how 

to use Project 2007 to build project plans. Students will be introduced to basic project features and functions of Microsoft 

Project 2007 such as Creating a Task List, Setting up Resources, Assigning Resources to Tasks, Formatting and Printing 

Your Plan, Tracking Progress on Tasks etc. With the help of our certified Project Management Professional instructor, 

students will learn step by step the most common tasks in Project 2007 in this one day essentials course. Note: Registered 

students are eligible for free Project 2007 software.  

Required text: Included in course fee. 

Prerequisite: Windows, typing and mouse skills are required.  CEUs: 0.6 

Course #, Date(s) Time  

MA30915, 10/16, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Manchester, Learning Resource Center, LRC B142 

Instructor: Willy Isaac, Ph.D. 

Fee: 120 

Notes:  
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Oracle Database 10g: Introduction to SQL 

This course introduces you to Oracle Database 10g technology, relational database concepts, and the powerful SQL 

programming language. The course provides essential SQL skills of querying the database, the meta data, and creating 

database objects. The course also delves into advanced querying and reporting techniques, data warehousing concepts and 

manipulating large data sets in different time zones.  

Required text: Included in course fee. 

Prerequisite: Familiarity with data processing concepts and techniques; ability to use a graphical user interface (GUI) 

recommended.  CEUs: 3.5 

Course #, Date(s) Time  

MA30916, 11/06, 8:30 AM to 4:30 PM | 11/13, 8:30 AM to 4:30 PM | 11/20, 8:30 AM to 4:30 PM | 12/04, 8:30 AM to 

4:30 PM | 12/11, 8:30 AM to 4:30 PM 

College, Campus & Room:  

Manchester, Learning Resource Center, LRC B142 

Instructor: Charles Schwartz 

Fee: 1200 

Notes: This course meets for 5 sessions. Does not meet 11/27. 

Outlook 2007 - Introduction  

Outlook 2007 is so much more than just email. It is your communication center. Learn how email, calendar, contacts, 

tasks, notes, and the To Do bar interact, enabling you to work more efficiently. Discover time-saving tips for Outlook, and 

explore the many new features that Outlook 2007 offers. 

Required text: None 

Prerequisite: Basic Windows, keyboard and mouse skills.  CEUs: 0.6 

Course #, Date(s) Time  

MA30917, 10/01, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Manchester, Learning Resource Center, LRC B141 

Instructor: Margaret Gordon 

Fee: 90 

Notes:  
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PHP & MySQL Introduction:  

How to Create Web Forms and Capture Information - I (Introduction)  

PHP & MySQL are popular, open-source technologies that are ideal for quickly developing database-driven Web 

applications. This intensive, hands-on course introduces the participants to the basics of PHP, explains how to set up and 

work with a MySQL database, and then demonstrates interactions between PHP and the database. Learn programming 

and database development techniques, build MySQL database driven Web applications with PHP, and apply your learning 

to sample projects.  

Required text: Included in course fee. 

Prerequisite: Basic Windows, keyboard and mouse skills; knowledge of basic database concepts is recommended. 

Programming and HTML experience highly recommended.   CEUs: 1.8 

Course #, Date(s) Time  

MA30918, 11/05, 9:00 AM to 4:00 PM | 11/12, 9:00 AM to 4:00 PM | 11/19, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Manchester, Learning Resource Center, LRC B142 

Instructor: Charles Schwartz 

Fee: 330 

Notes: This course meets for 3 sessions. 

PowerPoint 2003 -I (Introduction)  

Create a professionally designed presentation using AutoContent. Modify the sequence of slides, promote and demote 

text, add speaker notes, add charts, use transitions and print. Select several types of preset presentation designs, add clip 

art and drawing objects, create and format a table and edit presentations.  

Required text: None 

Prerequisite: Windows experience.  CEUs: 0.6 

Course #, Date(s) Time  

CA30938, 10/01, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Capital 950 Main St., Hartford, 617 

Instructor: Gayle Pignone 

Fee: 90 

Notes:  
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PowerPoint 2007 ï Introduction 

The latest version of PowerPoint 2007 is notable for its new, user-friendly ribbon interface and powerful new features. 

Students will learn how to enter and format text, and add bullets, numbers, audio, clip art and video to their presentations. 

Students will also learn how to create slide transitions, slide animation and about the extensive printing features of the 

program when they create their slideshows. 

Required text: None 

Prerequisite: Basic Windows, keyboard and mouse skills; word processing experience recommended.  CEUs: 0.6 

Course #, Date(s) Time  

MA30919, 11/05, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Manchester, Learning Resource Center, LRC B141 

Instructor: Diana Lemcoff 

Fee: 90 

Notes:  

Programming Basics: Foundation for C#, VB.NET, JAVA and XML  

A structured approach to program logic and design using fundamental programming concepts. A thorough understanding 

of logic theory, programming structures, and algorithm design techniques for efficient programming. C#, C++, VB, and 

Java are used to demonstrate these common programming concepts. Note: Registered students are eligible for free Visual 

Studio 2008 software.  

Required text: None 

Prerequisite: Basic Windows, keyboard and mouse skills.  CEUs: 1.2 

Course #, Date(s) Time  

MA30920, 10/01, 9:00 AM to 4:00 PM | 10/08, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Manchester, Learning Resource Center, LRC B142 

Instructor: Charles Schwartz 

Fee: 190 

Notes: This course meets for 2 sessions. 
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Publisher 2003 - I (Introducti on) 

Learn to create newsletters, brochures, cards, flyers, and more. Learn desktop publishing basics. This class will cover 

page-layout commands, working with frames, using graphics, and using templates and wizards.  

Required text: None 

Prerequisite: Moderate Windows experience.  CEUs: 0.6 

Course #, Date(s) Time  

CA31024, 12/02, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Capital 950 Main St., Hartford, 604 

Instructor: Debbie Lamont 

Fee: 99 

Notes:  

Publisher 2007 - I (Introduction)  

You can easily create distinctive, professional newsletters, brochures, cards, fliers and more. Even if you don't have any 

design or graphics experience, you will learn desktop publishing basics. This class will cover the essential elements of 

using Microsoft Publisher, including page-layout commands, working with frames, using graphics, templates and wizards.  

Required text: None 

Prerequisite: Basic Windows, keyboard and mouse skills.  CEUs: 0.6 

Course #, Date(s) Time  

MA30925, 10/15, 9:00 AM to 4:00 PM 

College, Campus & Room:  

Manchester, Learning Resource Center, LRC B141 

Instructor: Diana Lemcoff 

Fee: 90 

Notes:  




