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Welcome!

Dear Colleagues,

The Department of Administrative Services and Co
providing a wide variety of cosdffective training opportunities to Connecticut State employé&éss 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 a familiar with the IrService Training Program or looking at a catalog for the first time, we
welcome your participation and feedback.

Whatés NEW this term?

State InService Training for fall 2009 will address reductions in staffing, leadership chandesipervisory
management. As we are sensitive to the current economic environment and the issues facing the state budge
we believe that these course additions will be helpful to state agencies. NEW courses include LEAN
Government, Achieving the Rightathagement Balanckterpersonal 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! Pleasspevific praegistration
information. New instructors this fall include Elizabeth Flaherty, Kristin Ahearn, Cheryl-Resslon, Rachel
Garron, Chris Amorosindrian Clintonand Anita Baxter.

How do | register?

All registrations are coordinated asdbmitted by agency Training Approval Officers (TAOs) using the online
registration system. See your agencyb6s TAO for d
agency. Dondét know who your TAQ447/6d®2 Pl ease chec

Visit our weksite:
www.commnet.edu/inservice Or, to visit the Community Coll ege
page, check outvyww.commnet.edu

Thank you for your time and interest. We Idokward to seeing you thiall!

Jane Wiliams

Workforce Development Coordinator
Connecticut Community Colleges

Phone: (860) 244614 Fax: (860 2447883
jwilliams@commnet.edu.
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Registration Information

Registration Timeline

Agency Registration DeadliNg.............oooiiiiii i aeens 08/2609
Late REQISIIATION. .. ..eiiiieiiiiiiite ettt ereee e e e e e e e e s s e e e s ener e e e e e e e e e e nnnrneees 09/0309-0910/09
Course confirmations / seat reservations availabli@® tiroughout registradin...................... 09/10/09

Training Approval Officers notify staff of seat reservations
and provide maps & directions éach college............cccceeeiiiiiiiemniiciiiieen. beginning 09/1M9

General Registration & Program Information
Eligibility
« In-Service courses are open to all employees regardleksssification 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 prest position, in order to foster mobility and skill enhancement.

Registration

« Agency seat reservations are submitted by each age
online system. Upon receipt of confirmed seat reservations, TAOsa#ifly 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 uni
policies concerning the pr ogr amnServiboweldsite oricall (860) 2¥481d, y o
or inquire in your Human Resources Department.

« In most cases student namesrasesubmitted with seat requests. Each agency must keep track of which seats are

associated with which staff members or departmentd 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 registratiomvjibdomivals and course
substitutions are not allowed.

« Agerti es Aownod reserved seats and are required to pa

«.Before registering, students must be sure to check
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 caretol attend the correct course section and location as assigdddional fees will be
charged to agencies when a@gistered staff attend courses.




Registration Information

Course Cancellations and Postponements

« We reserve the right to cancel any g®iwith insufficient enrollment, during the initial registration period. Course
status will be communicated to Training Approval Officers at the conclusion ofitla registration period.

« Inclement weather postponements: Students should checklggeasebsite and listen to radio and TV stations for
individual college closings. When in doubt students should call the college in question. Telephone nhumbers and
detailed cancellation information are listed on each map in the map section. Whenackabsbs, students are
expected to attend and no refunds or credits will be given featiendance.

« When courses must be postponed due to inclement weather or unexpected instructor illness, Training Approval
Officers will be notified by the college offieg 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 give
least 48 hours prior to the new course date, credit for a foburse may not be issued. NOTEollegesdo 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 daysBilling will be based upon the number of seats confirmed for each agency.

Prerequisites

« Prerequisites (if any) are in@lad in course descriptions. For computer courses especially, these are very importan
The learning of all participants is adversely affected by those who are unable to keep pace at the required skill lev
We strongly urge you to screen your employfeeprerequisite skills!

Textbooks

« In most cases textbooks are not required. When textbooks are required, a note is included in the course decriptio
and books will be available at an extra cost at the college bookstore.

Certificate Requirements

» To ean 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 muksession programs whenaassary.

« Certificates will be issued at the end of each course. Employees who leave at any point before the instructor ends
program will not be given a certificate.

« CEUs are granted for most-8ervice courses and are included on the certificate opletion. 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 withoutification, and we will not give refunds or allow course substitutions if
substitutions are made.

Reasonablé&ccommodations
e Forinformation regarding disability related accommodations or to request a disability related accommodation,
contact: Jane Willims (Workforce Development Coordinator, Board of Trustees, CT Community College
System, 61 Woodland Street, Hartford, CT 06105, Tel. (860]B44, Fax: (860)244883,E-
mail:jwilliams@commnet.edu) at least four weeks in advance of the course.




For Trainig Approval Officerddow to Submit Agency Registrations

« Sign in online atvww.commnet.edu/inserviagith the password assigned to you by theénvice coordinator.

Search the courses that you would ligeequest seats in and enter the total number of seats for each course. Seat
totals can be modified by using the AMy Requested
appear on the TAO Reservation Report link. All seats resdryeah agency at the end of the reservation period will
be Aownedo by that agency.

« Each agency has the option to request more seats than are available in any course. When the agency does so, th
wi || have what i s cal l e ¢gondtwthd demasdefa theseseatsbhopeniogup hew g e
course sections i f possible. I f your agency is int
jwilliams@commnet.edor crotondo@commnet.edand we will do this.

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

« An Al ndi vi dual-SeNipepTtainlg aPr ogr ams ol ns included in the
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 ofaerequest errors after this date.

« Itis not necessary to submit individual applications or summary pages tesbevice coordinatoiThe only form
required is the Agency Registration Form.

Questions

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

time, energy, and commitmenttohelpg your agencyds staff become mor e

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

to be delivered at your location or on campus. Regulaseatrfees apply. Our collegesn
also customize courses to suit your specific needs. Contact Jane Williams at
jwilllams@commnet.edor (860) 2447614 for additional information.



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

How do | register?
Direct all questions regarding timelines and procedures to your agency Training Approval Officer EB&ID)
agency has unique policies concerning deadlines, eligibility, and the registration process.
Approved registrations will be submitted by your TAO to th&arvice Training Program Coordinator. Upon
receipt of confirmation of seat reservations, T8\l notify staff and direct you to maps & driving directions.
In most cases student names are not submitted with seat requests:S€hddea Coordinator cannot tell you
individually if a seat has been reserved for you!

Attendance & Refund Policies

Bef ore registering students must be sure to check t
attend a course.

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

If for any reason you cmot 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 a@yistered staff attend courses.

Course Postponements

Inclement weather postponements: Check the collegsiteadr 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 att
and no refunds or credits will be given for rattendance.

When courses must be giponed 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 namemtaat 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 import
The learning of all participants is adversaffected 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 w
be available at an extra cost at the college ltooks

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
requirenents for multisession programs when necessary.

. Certificates will be issued at the end of each course. Employees who leave at any point before the instructor ends
program will not be given a certificate.

. CEUs are granted for most-8ervice courses arate 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. IgmadeCEUSs, each college must collect
sufficient student data to track the student on our registration system.




Individual Application for State 18ervice Training Programs

A note to Training Approval Officers:
This applicaton s provi ded for your agencyds inter

Important noteso Applicants:

. Direct all questions regarding timelines and procedures to your agency Training Approval O
Each agency has unique policies concerning deadlines, eligibility, amddistration process.

. Be sure to carefully check the dates and times of the cdarsefichyou are applying, for any
potential conflicts.No seat changes or withdrawals are allowed @g seats have been assigne

. Certificates will be issued at thaeof each cours&mployees 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 #&ehvice 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 Informatio® One Course Per Page

Course Title:

Course Number: Date(s):

Fee:

| meet the prerequisites listed etcourse description: Yes No None Listed

Supervisords Approval
Name:
Title

Signature: Date:

Additional Notes or Information:




Agency Registration Foraae: 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?es NO

Backup Contact Name:
Backup Contact Phone: E-Mail:

Is this person the primary contdot routine correspondence and updates? _ ves 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. Applicatioss lbeufinal when submitted as billing will be

based on the number of registrants approved / seats res&lwadthdrawals or course substitutions are

allowed. Errors in the number of seats requested are the responsibility of the agency and willonctdiect

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




Essential Business Skills

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

Meeting the challenges of a ralyi¢hanging and increasingly diverse world is more important than ever. In this
workshop, nofmanagement employees will focus on enhancing their tolerance and understanding of others whc
different from themselves and others, as well as for executhaasagers and supervisors who are in a position to se
tone and establish policies and procedures. Learn
empower ment A Demonstrate negative i mpact of conf
Required tet: Official material to be provided.

Prerequisite: non€€EUs: 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 BrandeiaGanga

Fee:110

Notes:Bristol Career Center, 430 North Main St. Bristol &d@-4700

Achieving Success Through Goal Setting and Aligning Your Actions

The purpose of the RPMs (Rapid Performance Modules) is to develop and practicetiagement skills. We do not
discuss theoryit is here we apply the concepts. First you will think through your agencies values and align your ¢
and decisions at work. Then this workshop will help you set and achieve realistic goals that make a difference ir
agency and in personal lifgou 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 th
Required text: All materials supplied

PrerequisiteRecommend 7 Habits, but not requir€EUs: 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




Advanced Grant Writing T NEW

The course entitled Advanced Winning Grant Writing Skills will thoroughly review the advanced principles nece
individuals to effectively develop wellritten grant proposals that get funded. This course is designed for thosews
completed the first OWriting Winning Grant Skills

course will include specific instruction on how to write a compelling needs statement, outcome measurements, «
budget and buddgearrative, and cover letter. The course will conclude with an individual, ftangsant exercise whe
writing skills will be put to the test as participants develop a convincing proposal containing the essential elemet
Learning objectives: 1. Studsnwill learn the specific elements that make for a winning proposal. 2. Students will
how to construct a thorough and compelling needs statement. 3. Students will learn how to design outcome me
for their project. 4. Students will learn haavdesign an evaluation process and articulate it in a proposal. 5. Studel
learn how to write a clear and concise budget and budget narrative. 6. Students will learn how to write a winning
letter that connects the project goal with the irgeref the funder.

Required text: None

Prerequisite: Fundamental Grant Writing Skills Requi@dUs: 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, &élotes

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 deatine cooperatively and constructively w

bosses,cwor kers, friends and family members. A Unders
passive aggressive behaviors. A Lear n,praastiveway; thatogeisn
results. A Discover the underlying messages Vyou a
choice. A Learn strategies to i ncr ea satoyayecommuoicains.o

There will be activities anoble-playingopportunities to reinforce and support your skills. (The instructor will provid
safe, comfortable environment).

Required text: None

Prerequisite: None&CEUs: 0.6

Course #, Date(s) Time

IAS30852, 11/06,:90 AM to 4:00 PM
College, Campus & Room:
Asnuntuck, 128

Instructor:Noreen Reilly

Fee:85

Notes:




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

The purpose of the RPMs (Rapid Performance Modules) is to devealgpaatice timemanagement skills. We do not
discuss theory, it is here we apply the concepts. In this workshop, you will identify the link between your job anc
companyos mission and success. You wi | thecempany,thase that
not, and those you are not sure. You can create your own future by visualizing it. You will begin creating or refir
Personal Mission Statement® by defining your personal and professional visions for success.

Required textAll materials are supplied

Prerequisite: 7 Habits any version, location, facilitator, recommended, not re@ikdd: 0.3

Course #, Date(s) Time

GW31053, 10/13, 9:00 AM to 12:00 PM
College, Campus & Room:

Gateway, North Haven, 227
Instructor:Jom 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 ar
signs ofjob burnout that seem inevitable in turbulent economic time&nikegize yourself and become more produci
by eliminating the effects of job stressors. Diagnose and evaluate burnout triggers and develop effective coping
to recognize, overconand prevent them. Restore enthusiasm and energy to your workday by: prioritizing your
responsibilities and goals; developing and utilizing-sefewal technigues to revitalize yourself; determining the
differences between pressure, stress and tensionnaling crisis management as a coping mechanism; differentiat
between the urgent and essential; and utilizing practical techniques to get yourself back on track and help you <
Learning objectives: Upon completion of this workshop, partidgpaiill be able to: 1. Discover technigues to alter,
prevent and alleviate job burnout 2. Determine and establish priorities 3. Become swietided rather than problem
focused 4. Establish a game plan to recognize, overcome and prevent job stradsiire Belaxation exercises and tir
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




Bringing Out the Best in Others When Tempers Are Short and Resources are Tight

Bringing out the best in others is an eirreasing challenge whdempers are short and resources are tight. Get ot
to cooperate with you even when they are at their most challenging. Develop a communication toolkit to recogn
maximize the assets of others while turning differences into cooperation. Lepta somnonsense techniques for dea
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 othersdogpesiutiye
communication techniques; reducing miscommunication; minimizing and resolving problems quickly and effecti
disagreeing without causing arguments and dissension; and distinguishing between beneficial and destructive ¢
techniques. Leaing objectives: Upon completion of this workshop, participants will be able to: 1. Discover and e
interpersonal skills, strengths and challenges 2. Identify and implement strategies to handle interpersonal skills
successfully 3. Effectely adapt communication/conflict management style to different types 4. Understand the
importance of enhancing interpersonal relationships with coworkers and management 5. Develop a specific plal
to effect positive change and overcome obstadtegyahe 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 Centerd30 North Main Street, Bristol Room # posted

10



Building Blocks of Writing Certificate NEW

PART ONE: BUILDI NG BLOCKS OF WRITING Learning Obj
How to quickly identify the main points of the casernart i ve. A How to nutshell c
and prioritize material from multi pl eshateordscsentenceslanc
paragraphs. A -sHoew tpr aicsees st hvehHbwi toraealyze writing by compueereadisg east
grade | evel, passive sentence percentage, word |-e
using the 5Ws and H, moving from tklee 0gemdar alr etad i tn
How to tailor content and technicality | evel to s
effectively, including structur al fl aws, wor di oem
How to avoid jargon and sexist |l anguage. A How to
T WO: EDI TI NG Learning objectives: A How to tighte
precHew.td avoid common writing mistakes. A How t.
How to make sure your personal Achillesd heels do
other®) without creating enemies. PARTHREE: GRAMMAR SCHOOL: GRAMMAR AND PUNCTUATION
REVIEW Learning objectives: A How to eliminate up
simple things. A The i mportance of grammare.ard The
of speech and their most common usages. A The nin
mistakes made with subjeeerb-pronoun agreement, misplaced modifiers, active and passive, parallel constructic
more. A How to correctly use often misused words s
further/farther, etc. A The purposes and common u
made with eachofite maj or punctuation marks. A How to take
skills in just minutes. A How to use a style manu
PROOFREADI NG Learning oppeatevesps Af Hom poofessio
most common proofreading problems. A How to | ook
utilize proofreader marks. A Hww ltdo as etr owp ra apdrea d
A How to find resources and reference mat edayem| s t
proofreading system that really works.

Required text: None

Prerequisite: Noné€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 recommendied 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 comfc
with the writing process. Focus @active vs. passive voice, parallel construction, subject and verb agreement and
Learn to produce clear, concise and accurate materials. A practical grammar review is included. This program i
handson practice and feedback. Learning objective A De a | effectively with wr
points. A Nutshel]l compl ex i nf ofsrhatritomn.orAl SEmplemyt e
Usefivest ep process when wr it icomguterreadingredass, gradd lavel aphsgive senten
percentage, word length, sent enc e-usiregthg 5Wsand & tmoving ffom
the general to the specific, keepbng #Ali ke with |
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 Phobiag§ NEW

Whether oral presentation or luncheon speech, public speaking can strike sheer terror in some of us but there &
methods of overpowering the fearful beast within. Learning Objectives: 1. Partscipididearn to gain confidence ove
what prevents them from becoming effective, dynamic presenters. 2. They will learn it is sometimes a matter of
truth about what frightens us, coming to terms with our phobias, and learning tried andniniguiesscof the trade. The
way we present ourselves in an interview, a boardroom, a meeting room, a networking event or exgroa®irstial
meeting is a reflection of our performance and unfortunately for us sometimes a reflection of our comp#iency in
workplace. When we effectively overcome our fears of speaking in public (after all, we are only representing oul
we essentially put our best foot forward and gain a personal advantage that is ultimately professionally unique.
leaders aralways 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 dbéatgign
airway obstruction to all lay rescuepgrticularly those who are expected to respond to emergencies in the workpl;
This course teaches CPR, the use of the AED and relief of foreign body airway obstruction for adult victims. In €
this course is also designed to teach the infant il module from the Heartsaver CPR course and AED use on
children. Certification will be granted upon course completion.

Required text: none

Prerequisite: non&€EUs: 0.6

Course #, Date(s) Time

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

College, Campus & Ran:

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, resaligented brainstormingessions. Understand the four steps involved in t
critical and creative process. Know how to get at the root cause of underlying problems, dream up innovative id
evaluate options, and determine ways of implementing solutions. Discover techniquesénting and championing
your great ideastobossesandxcor ker s. A Youol | l earn creative str
SCAMPER technique A Buzandéds mind mapping A freeA at
Napoleon technique A De Bonods Six Thinking Hat s,
Required text: None

Prerequisite: None&CEUs: 0.6

Course #, Date(s) Time

IAS30853, 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. Gearéiddo front
professionals in the areas of customer care, this course will help you learn and ppsctind techniques, including fiy

key customer service practices, 20 effective fiscr
customer relations, methods for dealing withtb@job stress, and much more! Learning objecties: L e ar n h
protect your energy |levels and recharge A Di scaove

strategy A fiRecession proofo your thinking A Lear
Required text: None
PrerequisiteNone 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 fo
maintaining, and enhancing positive work relationships. Positively manage adversarial relationships and inaerpe
conflict by creating a collaborative and cooperative work environment. Design and implement proactive measur
create boundaries and limit the effect of negative people, attitudes, and situations. Turn criticism, gripes and col
into positive, corrective action. Concentrate on what is important and what matters by developingdtreisg,
empowering work strategies that enhance productivity and morale. Learning objectives: Upon completion of this
workshop, participants will be able to:Understand the importance of fostering and maintaining positive work
relationships 2. Identify and explore practical methods of counteracting negativity in the workplace 3. Differentia
between negative, seffefeating patterns and positive, seffhancig behaviors 4. Design and implement proactive
measures that limit the effects of negativity 5. Develop a plan of action to enhance the work environment, incree
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 i NEW

This program explores ways to deal effectively with several types of difficitea k e r s . Letbds f a
you work with, work for, or provide service to you just cannot stand. While you may not like them any more atoth
this workshop, you will be | ess stressed and mor e
People Type Inventoryo, participants determine fAw
to alter their avn behavior to more effectively deal with the difficult behavior of others to create a more respectful
wor kpl ace. Participant Learning Outcomes: A ldent

Handling inappropriate workplace beha or . A De-drivencegowk e hsegd Bui |l di ng

tough boss. A Using language to reduce tension an

group activities and a workbook for a back on thergibrence.

Required text: None

Prerequisite: None€CEUs: 0.6

Course #, Date(s) Time

QVv31042, 10/06, 9:00 AM to 4:00 PM
College, Campus & Room:

Quinebaug, QVCC Willimantic Center, 9
Instructor:Andrew DelLaura

Fee:85

Notes:

Dealing with Difficult Customersi NEW

This training program offers information and skills to calm upset customers. Participants will understand why cu
get upset, prevent behaviors that create problems, practice behaviors that calm customers, and understand hov
manager ds actions and attitudes can help prevent o
supplementary instructional materials and practice sessions. Learning Objectives: Upon completion of this cour:
participants will be dle to: 1. Recognize the importance of calming the upset customer; 2. Understand the psych
that governs difficult behavior; 3. Identify elements of an effective personal presentation; 4. Recognize nonverbi
communication that creates problems; 5. Useds that make a positive difference in a tense situation; 6. Deal with
customers over the phone and by email; 7. Learn techniques to help upsekers and other employees; 8. Regain
control during and after the difficult situation; and 9. Lethmnactions and attitudes to take as a manager.

Required text: none

Prerequisite: non€€EUs: 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 Kostrewa

Fee:85

Notes:Bristol Career Center, 430 North Main St. Bristol &3+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 lea
and less stressful traven 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. Dri
defensively includes evaluating potentially haoas situations, anticipating the improper movements of others anc
executing an action plan to correct for other dri
responsibilities you accept ecde nshee n Lyecau nfiinrgs tO brj eeccet
cl asses will i mprove driving skills, reiterate dr
skills aim is to reduce the risk of driving by anticipating dangerous situaticsgteladverse conditions or the mistak
of others. This can be achieved through adherence to a variety of general rules, as well as the understanding of
driving techniques. A Defensive dri vi rya aseptedwhehyouw
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 Mtchell

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
you better edit yourownwok or t he work of others. Learning obj
writing. A Learn how to "deconstruct" then "recon

punctuation mistakes.
Required text: None
PrerequisiteNone 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 imnmmémdayodés Cul

When you speak are you understood or just heard? Are you an active or passive listener? How about those aro
Join in an experiential learning experience that explores communication barriers impacting our daily lives, and ¥
can break ttough 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 |
Through slow, easy, deceptively simple and ingeniously designed movehsrdase done on the floor, the body quic
comes into balance. Due to stress, injury and disability, many of us develop chronically sore, tight muscles and.
Eventually we develop protective, habitual movements to protect these areassbhs learned in these classes will
have a direct effect on every part of the body and the result is fluidfreaimovement and increased coordination a
flexibility.

Required text: No required text.

Prerequisite: No prerequisite, although participahtsuld be able to get up and down to work on the floor on an exe
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 bing a large towel and two small firm pillows. Dress in warm, comfortable clothing that allows mov
Bring a light lunch.
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Excelling in Custome Service Skills (Part 1)

Honing traditional customer services skills means more than learning to dfegispwnally and politely with constituen
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, thandugbwghtful training
and application. Participants in this course will learn the foundations of customer service, relationship building s
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 11): Dealing with Customer Complaints NEW!

Partcipants in this course will learn to deal with the myriad of situations that arise from client dissatisfaction. Cu
Service doesnédét always end with the sale. Trouble
good custmer service. Staying calm, thinking clearly, and solid conflict resolution is the mark of an excellent cus
service professional. Participants should be prepared to take part in role playing, and small group discussions o
scenarios.

Requiral 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

Frankin@vey 6s E fARethinking Stresso E (New) In this 1
that are contagious and diseases of choice. Participants will take a need assessment, learn the meaning of thei
will also calculate theiHumor Quotient. They will also receive lists designed to help balance their work and home
and learn ways to be far more effective without damaging the chance for long and productive relationships. Par
will also learn the meanings ofthefwlivi ng key terms and phrases: | mpr i
AutopsyA AddictionsA Self Tal kA

Required text: All materials are supplied

Prerequisite: NoneCEUs: 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
promoting a new Victim Advocate Prograitis all about getting the word out. Learning Objectives: In this course y
will learn: . Creative avenues to let the public know what you are doing . Social and viral networking . Blogging .
overview of diret marketing . A discussion of event marketing Bring actual examples of your current initiatives fc
discussion

Required text: None

Prerequisite: Noné€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 fiveweek course, students are introduced to accounting fergamental funds. Part | will cover budgetary
accounting, which is required for the General Fund and special revenue funds. This course will also cover acco!
other funds, such as special revenue, capital projects and debt service. Students abldetbasic accounting
functions such as recording revenue, expenditures, budgets and encumbrances. Students are also introduced t
financial reporting through the Comprehensive Annual Financial Report (CAFR). This course is suitable fdinagcc
auditing and financial professionals in State and municipal government.

Required text: Essentials of Accounting for Governmental andad¥d®rofit Organizations, 9th edition. This book will
provided.

Prerequisite: Accounting 1 or equivalent. Télimuld not be your first accounting courseEUs: 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, 9:0
12:00 PM | 11/05, 9:00 AM to 12:00 PM

College, Campus & Ram:

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 Goverental AccountingPart I. In this class, students will learn about
accounting for proprietary funds, fiduciary funds, fixed assets andtéongdebt. Students will continue learning abol
preparing the governmemtide financial statements (ComprehensivenAal Financial Report) in accordance with GA
34. The last two classes will focus on accounting foffaeprofit organizations and governmental auditing.
Required text: Essentials of Accounting for Governmental andad¥d®rofit Organizations, 9th etitin. Provided only
for students of Part I.

Prerequisite: Governmental AccountiRgrt | 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, 9:0
12:00 PM | 12/7, 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 - | (Introd uction)

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

be changed by punctuati on. Learning objectives: A
foralabod how to use cdimipavhatAdremércstl amd are for! AU
maj or punctuation marks. AlLearn the difference be

grammar mistakes. This coursengeinded 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 | was" or "If | were"? And just what is a semicolor
anyway? Business writing can be filled with grammar and punctuati@figitearn how to avoid them and gain a
working knowledge of grammar and punctuation in g@mnis-dayworkshop.

Required text: None

Prerequisite: Noné€CEUs: 0.6

Course #, Date(s) Time

CA31013, 11/17, 9:00 AM to 4:00 PM
College, Campus & Room:

Cagptal, 950 Main St., Hartford, 303
Instructor:Candace Routh

Fee:85

Notes:
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Grammar ReviewT NEW

Strong grammar is at the heart of any style of written communication or verbal conversiationthe informal and
casual to the crucial and perswasiPoor grammar can have a steep price as-welis 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 gre
skills. Learning Objectives: 1. vocabulary buildings8ntence structure 3. Punctuation 4. and other areas to improv
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 & Ram:

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 gefimethose with little grant writing or
administration experience. Topics covered will include terminology, writing a Narrative, Needs Assessment, Goi
Objectives, Methodology, Evaluation, Budgets, Case studies and more.

Required text: None

Preregusite: 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:
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Handling Conflict

Conflict is inevitable, just live long enough! Conflictasstruggle resulting from opposing needs, drives, or internal
external demands. Ités how you handle the conflic
conflict ARecognize how yoandewoturineaonibnstbase.
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 practisetiagement skills. We do not
discuss theory, it ieere we apply the concepts. We all have days when we feel more like fire fighter than anythin
Everyone has to deal with a certain number of cri
management and provide you with soimels to help you deal with emergencies.

Required text: All RPM materials supplied

Prerequisite: 7 Habits Recommended but not mandaté&ys: 0.3

Course #, Date(s) Time

GW31057, 11/10, 9:00 AM to 12:00 PM
College, Campus & Room:

Gateway, North Haen, 227
Instructor:John Vincze

Fee:59

Notes:This is one hafflay 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
|l ate, dondt tmaa, & kebparnordle lowp This warkah®p shows you how to define difficult people a
provides a sixstep intervention model. Workshop participants will learn how to identify common warning signs, ir
working relationships, minimize conflicts, and loubridges between management staff and customers. Participant:
gain insights into the personalities of problem or difficult people that include argumentativestaligywsuper
agreeables, indecisives, unresponsives, and complainers. In adgitbrparticipant will develop an action plan and
folow-up system. Learning objectives: Aldentify the
AUnderstand the discipline process ALearn how to
Required textNone

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 @mmunication Skills

Learn the lingo of communication pros and discover how to confront with care, motivate with positive energy, ar
even the most complicated directionsinandgasynder st and way. Mi sunder stood
how mi sunderstandings occur and strategies for avo
situations, as well as how to develop effective strategies that really work. Bring in your most difficult situationsta
aconcretegamm pl an for handling it. Learning objectives
cooperation AUnderstand the dynamics of hidden ag
strategies for five of your stickiest situatiohdDevel op a Al i braryo of resourc
Required text: None

Prerequisite: Noné€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:
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Interpersonal Communication

This program is strongly recommended for people at all organizational levels. Interpersonal skills form the basis
effective business and personal relationships. Participants discovethdiehavioral/communication style, strengtt
and weaknesses. They also learn how their style contributes to or detracts from achieving their business or per:
and enables them to improve performance. In addition, they will develop skills tiyidlea styles of others, "bridge" t
them and build positive work relationships with them. The skills acquired in this program are critical for those wc
a team or group environment. The foundation of the program is LIFO® (Life Orientationgh@rfaom Stuart Atkins,
Inc., whichhas 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, 98N 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 Wderstanding Othersi NEW

Why do certain people make excellent politicians, leaders, or clergy? Alexadloped interpersonal intelligence play:
substanti al role in such success. An i ndi vrintmesbnals

intelligence allows us to affect them by understanding them. Without this vital factor, we might lose the ability to
socially and in the workplace lose the important opportunity to communicate effectively. It is important fortkeade!
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 |
vital factorfor people in occupations that require interaction with people. Interpersonal Intelligence improves our
to comprehend, analyze and react to a situation and assists us in facilitating a communication wherein conflicts
debates are reduced, irdgetions become easy, people seem approachable, hassles minimize and a healthy and |
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
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Keeping Your Body Safe at Work

Do you experience tension or stress at work or during certeiyaay activities? Then come and learn how the
Alexander Technique can help you! This werishowned technique will teach you how to take care of yourself whil
work or home so that you can prevent aches and pains, and reduce stress. In this elxpesidatiacourse you will
investigate how you use your body, explore the rliady connection and learn skills for improving how you move ¢
feel . Learning Objectives: A Sit at your desk tcom
reduce unnecessary tension in the body A Ways to
Required text: None

Prerequisite: NoneCEUs: 0.6

Course #, Date(s) Time

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

College, Campus & Room:

Tunxis, Bristol Career Center, &dlotes

Instructor:Eric Miller

Fee:85

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

Lean Government-1 t 6 s not aNEW XYy mor on

Can you really do more with less? Can you make an immediate, positive impact on yoprogedses and even, the
bottom line? With Lean, yes you can! Lean concepts have been used by the manufacturing industry for years a:
improve efficiencies and to remain competitive. Lean Government takes the same core principles and appligsut
professional environment while giving you the tools needed to initiate organizational change regardless of job tit
course can help you weather the challenges brought about by early retirements and by these turbulent econom
Course olgctives include: 1. Learning how to examine and improve the efficiency of any of your chosen work pr
and 2. Developing a framework for continuous improvement. This program uses the CT Department of Labor L¢
GovernmeniApproach, whicHocuses onhe involvement and empowerment of line staff. The program consists of
functional teams participating in a series of ¢l a
customer values and needsolBeMapesu Rpecefwi angr om
Supervise simulation of the Lean technique A Anal
reports, paperwork, approval processes, worker actions, information retrieval goaotloonfusing or duplicative forr
using those practices often employed in manufacturing enterprises.

Required text: None

Prerequisite: Noné€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, @mpus & Room:

Manchester, Learning Resource Center, LRC B144
Instructor:Stephen Dombrowski

Fee:299

Notes:
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Learning to Maintain Perspective Amidst WorkplaceCrisis, Chaos or Calamity

Stress, anger, impatience and mistrust can derail produdtivitfastpacedwork environment. If you often find yourse
losing perspective and giving in to emotional outbursts at work this workshop will be helpful to you. Learn how ti
understand how healthy perspectives can help you manage stress. In thismowtdaarn to use perspectives to
simplify situations, relationships and issues, react appropriately to difficult people, and situations and use prope
perspectives to develop creative solutions to seemingly impossible problems. If you lead yoingrineatkample, if
you are part of a team you are a part of a delicate balance; either way perspectives and keeping them in check
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 Stresklore Workplace

Stress is an innovation and performanckekilA recent Harvard Business Journal article has put hard measuremer
formerly fAsoftodo skills, finding that something as
impact team performance. It follows that our managementraathient of stress in the workplace is important to bot
our health and business. This workshop seeks to improve business performance and innovation by freeing up €
creativity otherwise impaired by unchallenged stress. Personal accountabilydioour choices, including what

(sometimes stressful) thoughts we choose on a hab
di stinguish between the three types of ssmptoessdsscriBe d
techniques t examine and evaluate each A disting

i

0
accountability for choices and job perfor manc einae
the fiblame gamed A evaluate thoughts, beliefs, an
objectives A seek activities and personal care ch

difficult 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

NwW30851, 10/19, 9:00 AM to 4:00 PM
College, Campus & Room:
Northwestern CT, LRQ05
Instructor:Mark Petruzzi

Fee:85

Notes:
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Managing Disagreement, Conflict and Confrontation

At the conclusion of this program you wil/ be abl
conflict. A Inengtidged hef soaunmfcleiscta and -dxpestatigns directiye r
influence the conflict in your life. A Describe t
productive technique in resolving conflicts whi | e mi ni mi zing your risk. A
your own style and know when to use each style. A
to conflicts. A Recogni zomawagement strengthsctoseconie moré effectiverin y
managing conflicts. A Accept conflict as inevitab

Required text: None
Prerequisite: None€CEUs: 0.6

Course #, Date(s) Time

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

College, Campus &oom:

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 contrpbwf 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 w
to identify and organize key data plus how to develop a personal a@topleduce the stress brought on by too mu
information. You will also learn ways to bring order to your desk and to make better decisions that will help you
stay organized

Required text: None

Prerequisite: None&CEUs: 0.6

Course #, Date(s) rie

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 ohie RPMs (Rapid Performance Modules) is to develop and practicen@magement skills. We do not

di scuss theory, it is here we apply the concepts.
information (Emai | ) s o wggeddl@vn id the ngireitiae. Blany of us have had your voice mailbox filled t
capacity. I n the second part of this workshop, we

so we donét get bogged dodetails.i n the minutiae or un
Required text: All Materials Supplied
Prerequisite: Recommended but not mandatory, 7 Habits any version, from any location and faCli&r0.3

Course #, Date(s) Time

GW31055, 10/27, 9:00 AM to 12:00 PM
College, Campus & Room:

Gataevay, 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 critichd sken resources are scarce and te:
are lean. Maximize the hours and productivity of your day while maintaining your attitude and ability to cope. Re
valuable hours that you lose each day and recapture a sense of accomplishment. Overcoma andtiatieeasing
challenges by learning to: analyze and assess time patterns; set priorities and delegate; differentiate between tt
and the urgent; become restiitsented; set deadlines; handle multiple deadlines efficiently and effectiviedy; ta
advantage of dead time; create time by ntaksking; develop a plan of action; and eliminate distractions;wiasters
and avoidance behaviors. Learning objectives Upon completion of this workshop, participants will be able to: 1.
time effecive techniques to maximize productivity 2. Explore and develop new ways to implememntaimagement
techniques 3. Become resuitsented by discovering ways to reutilize and invest time more wisely 4. Create time
multi-tasking 5. Develop a proae¢ plan of action to eliminate distractions, tivasters, and avoidance behaviors
Required text: None

Prerequisite: Noné€CEUs: 0.6

Course #, Date(s) Time

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

College, Campus & Room:

Tunxis, Bristol Career Centere8 Notes

Instructor:Anne Peck

Fee:85

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

29



Managing Workplace Conflict:
How to Resolve Conflict with Others Through SekMediation T NEW

Conflict occurs naturally in the worlgdte. Our responses to it are often reactive, emotional, and unproductive, ba:
our unconscious conflict mental map. We can learn to do better, to think strategically about conflict and become
productive conflict solvers. This handa classsombines lecture, video and rgi&ay to teach workers successful cont
management techniques. Learning Objectives All participants will learn how to: 1. Think strategically about conf
react blindly to it; 2. Create a time and place for prastaatonflict dialogue, and 3. Problem solve to reach agreeme
Required text: included

Prerequisite: NoneCEUs: 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 06016336801700

More Productive Work Through Written Communications 1 NEW

During this course attendees will learn how to communicate effectively in wiitatg online and in print. Being clear
staying focused, improving business and achieving results will be stressed. Participants will practice lessons tat
class; receive Htlass critigues; and leave class with a business writing resource Breédnd post testing will help
evaluate results and the need for further training. Learning Objectives: 1. Demonstrate the ability toaitite e
messages, reports and other communications that the receiver will understand; that will move projettds closer
completion; and that will more effectively use the time of both the# sender and receiver. 2. Understand and apg
the six key ingredients to efficient and effective written business communic¢atlarity of message (clarity); focus or
employet benefit); proof for the messagebs position (
honesty (truth); and measurable result (benefit). 3. Demonstrate improved ability to use grammar, spelling and |
remove communicatiobarriers.

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 Cater, 430 North Main Street, Bristol, CT 06010 88344700
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Motivating Change Resistant Employees: Change Strategies That WoikNEW

Change is inevitable but some employees seem to be particularly set in their ways. If you deal regularly witthpe
are resistant, apathetic, negative, or just plain suspicious of anything new, it can make for a particularly frustrati
challenging work environment. However, change is growth, so it is generally a positive circumstance for your cc
but nothirg 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 ¢
they really daandti wan€Chamwmgembs difficult for many
enough to make you want to throw the towel in. 2. Leaders within a transforming company will learn to find way:
effectively manage the change and the resisBorBhey will learn the tricks to creating an effective change strategy
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, 10/079:00 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 06016336881700

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 proc
manner that brings your closer to your goal is invaluable. Join us in this entertaining, experiential and fundamer
inng wor ki ng: Learning objectives: A Exactly whaitwhat

do you want or need? Aimnédbi canybetl psyber e eaf hi igvha
obstacles might hafer your along the way?

Required text: None

Prerequisite: Noné€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 0601633@21700
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Never Let Them See You Swedt NEW

This class will introducenindfulnesstrainingtechniques to help employees maintain inner stability and stay calm ii
midst of a stress ewnt. Participants will learn how staying in the moment helps one to stop multitasking and incre
productivity. Participants will discover how to respond rather than react to stress and be part of the solution, not
problem.

Required text: None

Preregisite: NoneCEUs: 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 Jonefkeardon

Fee:85

Notes:Bristol Career Center, 430 North Main Street, BIiSET 06010 8668144700

Notes, Minutes & Status Reports: Techniques for Professionals

Professionals learn techniques for taking meeting notes and converting them into concise and useful reports or
Consider different approaches to note takorgdifferent situations. Determine how much information to include in t
report or minutes, what format to use, and how best to distribute the report. Come with a real meeting situation
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- |

Todaybs executi ve as sofficetskils the apiltystcasssanse eesporssibilityavihout supervisic
taking the initiative and making decisions. They may play the role of business partner, problem solver; someone

look at a challenge and find a creative solution. Moduleser@dd ni ng obj ecti ves: Writ:
effective business correspondence. ADiscover how
AEmpl oy the K.I1.S.S. rule (Keep itcSmptexandfsi ma
meet the reader's needs. AProofreading tips. How
effective strategies for dealfirnogn twa ttiho re.aexfajorafplokindtec
styles. Telephone Communication Skills: ALearn th
telephone etiquette ADiscover the difference betw
"dif ficult" callers. Managing Multiple Priorities:
your day. ALearn how to deal with assignments fro

without becoming stressed.
Required text: None
Prerequisite: NoneCEUs: 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 Al
4:00 PM

College, Campus & Room:
Capital, 950 Main St., Hartfor@01
Instructor:Margaret DeMarino
Fee:339

Notes:

Office Professional Certificatei Il

Todaybs executive assistant is a true administrat
and productivity. She/he can organiffioes, 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: Sh
For Executive AssistanwbBthAtgeproabasesftitepsashs. d

organize the office. ALearn tips for running effe
ALearn how to appreciate yousreratsisvee.s .A LAe aeran -inbntonwt c
skills. ALearn how to set professional and person
how to manage your nerves. ALearn pltiangormedec¢i viei
four types of | eadership styles. ALearn how to be

develop your insights and ideas.
Required text: None
Prerequisite: Office Professional Certificate 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 Al
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 ¢
ways to reduce stress. sSome nacstcil wi tried sa xiartd lond éA: aA
i magery A physical activity A trigger point massa
your bodyds ability t o c o pdeofwdrktUndestand theismponaace af tawglater &n
humor and how it affects your work performance. Learn ways to erase tension and feel younger, revitalized, ant
joyful. (dress comfortably)

Required text: None

Prerequisite: None&CEUs: 0.6

Course #, Date(s) Time

IAS30855, 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 comgicghand articulated speech,
caused by pronunciation difficulties for intermedibteel ESL speakers and others who may spealstanmdard dialect

of North American English. Learning Object i vawresof rda
American conversational English. A To practice au
patterns of | inking wo rcdrctionBylsoinglbhe inctuded augio GDfsériesiare scripte
suppots.

Required text: Text and CDs provided.
Prerequisite: NoneCEUs: 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 AN
4.:00 PM

College, Campus & Room:

Tunxis, Bistol Career Center, See Notes

Instructor:Regina Berube

Fee:285

Notes:Bristol Career Center, 430 North Main Street, Bristol, CT 0601633864700
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Perfect Pronunciation 2

Goal: To refine the pronunciation of American English for intermediateaduancedevel speakers of English as a
second | anguage. Learning objective: A To use the
phonological elements of English. A To r e challgngingz e
features of North American Engl i sh. -cAredion byascihgithe v e
accompanying audio CD series and text as ongoing resources beyond the program.

Required text: Text and CDs provided.

PrerequisitePerfect Pronunciation 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 AN
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 0601633801700

Performance Under Pressure: Managing Stress in the Workplace

Stress is damaging to the wbking of any work environment. This workshaiil focus on two essential skills require
to perform well under pressure: Perceiving a situation in an optimal way and using the physiological boost asso
stress to one's advantage. Participants will learn proven strategies for dealing eyitimtiper, people, fatigue and
evaluation pressures, and an effective fstep method for optimal energy management. By recognizing signs and
symptoms of stress and practicing and applying learned techniques, participants will be better able to sapdtist
associates, develop selésessment management skills and habits, and learn how to work well under pressure.
Required text: None

Prerequisite: Noné€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:
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Planning for Success and Less Stress

The purpose of the RPMs (Rapid Performance Modules) is to develop and practicetiagement skills. We do not
disauss theory, it is here we apply the concepts. The purpose of this workshop is to realize the POWER of your
a tool to avoid floating paper, execute goals and related tasks, record, and retrieve critical tasks and appointme
have differat experience levels with planners. In this workshop, we will learn to apply some skills to help us real
full potenti al of a Planner. Regardless of whethe

will help you to disceer some new techniques for using your planner. Prerequisite: Recommended but not manc
Habits any version, any location and any facilitator. Participants are to bring their planner with them if they have
Required text: All RPM Materials supptie

Prerequisite: Recommended but not mandatory 7 Habits any version, any location and any facilitator. Participar
bring their planner with them if they have or@EUs: 0.3

Course #, Date(s) Time

GW31056, 11/03, 9:00 AM to 12:00 PM
College, Canpus & Room:

Gateway, North Haven, 227
Instructor:John Vincze

Fee:59

Notes:This is one halay session

Positively Managing an Increasing Workload in a Down Economy

Are you feeling overwhelmed? Learn to focus and work smart by becoming 1@#eted. Empower yourself by
learning to: create success habits; set, adjust, prioritize and achieve goals; overcome procrastinatiatoaht self
distinguish between sheaind longterm goals; and overcome the obstacles along the way. Discover techihigireill
help you prioritize your responsibilities and goals, and restore productivity and enthusiasm to your life. Positivel
increasing workloads by learning: conflitianagement strategies that work; tdamiding methods that enhance
cooperabn and create momentum; and timanagement techniques that decrease stress and up productivity!
Required text: No text required.

Prerequisite: No prerequisit€EUs: 0.6

Course #, Date(s) Time

NW30847, 10/05, 9:00 AM to 4:00 PM
College, Campus & Rim:
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 y
message across, whether you are talkimgonone, or in a staff meeting. Le
strategies to successful communication. Aldentify
others. AStrengthen y o urourselftoimmediateyapmynenwhconpmuracation 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- | (Introduction)

The ability to successfully negotiate with employees, customers and vendors is a key factor in managing your a
department. Successful negotiators spend a considerable amountfafditaaing their skills. This program is design
to provide you with the tools to identify, use and readily adapt to various negotiating styles in order to achieve w
results. Learning objectives :-wokdssalp pmaorea se fafnedc toit vh
organi zationds objectives while providing solutio
with differing objectives and points of view. *Includes planning worksheets used by professionaltoegot
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 Presentationsi NEW

Making a presentation to a small group or large audience does not have to be stressful or dull. Learning Objecti
Create your desired impact through presentations (to sell an idea 2. deliver information 3. educate an audience
purposefuluse of visual aiddjandoutsinteractivity. 4. We also will cover effective use of voice, pace, poise, and o
skills. Class participation will include delivering a fim@nute 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 0601633864700

Project Planning & Management

To meet the needs of todaydés rapidly changing bus
the most effective organizations are focusing on project management to address a variety of issues. This seais
an introduction to the concepts of the Strategic Management Process and a practical approach to working in a t
environment to develop comprehensive project management plans. Particular focus will be towards issue identi
and analysis, includg internal and external factors, as well as developing comprehensive implementation plans.
seminar also addresses using the project plan document as a common communications vehicle throughout the
as well as for managing upward and downweh . Learning objectives: AUnder
mi ssion and | evel of authority. AFunction as an e
the projectds success. chsdomeir Oy alele dmesset, budgetary his s
constraints, technol ogi es, staff, resources) . ADe
i mpl ementation plan. AUnder st and t henakeadpsiment®as neoessar
Required text: None

Prerequisite: Noné€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 Bich

Fee:229

Notes:
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Proofreading

Even computebased 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 thbtoattai i
aspect of an effective office. Learning objective
grammar mistakes. AReview punctuation usage. This
Required text: None

Prerequisite: NoneCEUs: 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

Youbve ¢ga tformatiorg butvwhéreedo youn start? Learn how to create openings that get to the point, orga

|l arge amounts of information, develop a persuasiyvVv
compose professional, eayread reportsad mor e . Learning objectives: Al
reports and proposals. AFind ways to get ideas fo
devel oping a proposal or r epopreport apdpmoposaisl an" . AWor

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:

39



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 productiamrkflow, processes, and proceduresarn how to anticipate problems and
handle them before they become a crisis. Understand how to develop less tangible facets of the work environm
morale, stress, team spirit and cooperation. We will use group discussion, case studies, ingdariclaasginstructor le
presentations, and workplaceaeactments to solve your real life, joddated 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 prov
relaxat on techniques including: A gui de delfhypnasisk rayyt ddg g

rel axati on skifmassagdr eesdutatAon, and more These inno
relaxation within you and enhe@é a sense of overall wdlking. Discover ways to shift your mental focus and refresl
your mind. Use these techniques to bounce back an

in your workplace. This is a holistic approaciweliness. This course will help you feel rejuvenated and be more fc
in your personal and professional life. (Dress comfortably. A mat or 2 towels is recommended.)

Required text: None

Prerequisite: Noné€CEUs: 0.6

Course #, Date(s) Time

IAS30854, /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 demaadithgemanded as the workplace becon
increasingly diverse and as awareness of the negative effects of a workplace that is not respectful grows. This |
focuses on the characteristics of a work environment that values differences. It will covgatheteal, and strategic
aspects of the evolution of diversity, discuss barriers to inclusion including stereotyping and prejudice, and prov
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 Wase Time NEW!

This workshop will help participants turn4am meetings into effective ones. Instead of being chairman of the bol

meeting facilitators wil!/ l earn how to host |ivel
on the right track and to keep them from derailing. This workshop will cover everything from planning meeting s
to developing specialized vocabul aries to help ke

a g e n d aaver iaps teshandle the stickiest meeting situafiosisch as disarming hecklérsvi t h e as e
avoid the top 10 meeting mistakes ADiscover the 5
Required text: None

Prerequisite: Noné€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 EmploymentNEW

This course will enhance emplalility by help you how to understand and thrive in the dynamics of government ci
It will help you gain insight into what you need to become more effective communicators on the job, relate well \
workers, and develop good rapport with supermgstt will encourage you to become a good decisimaker, a more
flexible worker, and a team player. Learning obj e-
making system ALearn how devedlolpy swarek sAlrearurc th cowm
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 Ass
designed specifically for staff members. Participartisl@arn through examples and activities that reflect the situatis
of typical staff personnel. This workshop gives everyone in the organization a common language and framewor!
the companyo6s values and Coveyds 7 HabitsE.

Required text: All Matedls are supplied

Prerequisite: NONECEUSs: 1.2

Course #, Date(s) Time

GW31060, 10/07, 9:00 AM to 4:00 FNI0/14/2009, 9:00AM to 4PM
College, Campus & Room:

Gateway, North Haven, 227

Instructor:John Vincze

Fee:199

Notes:This is a two day worksip 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 Languz
third most used form of communication in the United States. Basic communication skills, gramwvaecadndary, alony
with cultural aspects of the deaf community, will be taught by a certified instructor endorsed through SLIP ( Sigr
Language Instructors Pool ).

Required text: All text books included

Prerequisite: NoneCEUSs: 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 StreetsBi, CT 06010 863144700

Sign Language 2

This is a continuation of the beginnerds course w
interpreting.

Required text: Same text as in Sign Language |. Student has acquisitimmsib#ipy. -Sign of the Times by Edgar
Shrover

Prerequisite: Sign LanguagedEUs: 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 CaraeCenter, See Notes

Instructor:Janice Bernard

Fee:230

Notes:Bristol Career Center, 430 North Main Street, Bristol, CT 0601633881700
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Spanish- On the Job |

This indepth program is for those who are responsible for providing services tstsppeaking individuals and who
may have some limited knowledge of Spanish words and phrases. Students will learn how to communicate mor
effectively through oral and written expression. Extensive vocabulary, use of verb tense, and proper verb camijli
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 cultur
customs. Note: Studengbould plan to take introductory and intermediate level courses at the same college.
Required text: None

Prerequisite: NoneCEUs: 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 1RQA P17, 9:00 AM t
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:(
to 12:00 PM

College, Campus & Room:

Capital, 950 Main St., Hartford, 318

Instructor:Maria Gonzalez

Fee:310

Notes:

Spanish for the Workplace |

The objective of this course is to present realistic situations and specialized vocabulary that workplace professic
to communicate with Spanish speaking employees, clients andréers. Personalized questionasizc Spanish
grammar exercises, refgays, and realitpased activities will provide you with opportunities to practice the basics
Spanish. Topics include introduction to Spanish sounds and the alphabet; greetings and farewells; asking for in
and other polite requests; numbers; dates; days of the week; and months of the year. The class will also cover 1
telephone skills, critical verbs, andcrassi | t ur al communicati on, including
Required text: None

Prerequisite: NoneCEUs: 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 Il

The object of this course is to offer a continuation of Spanish for the Workplace. More time will be spent practici
situations using the key phrases and vocabulary that were presented in the initial course. Persaesilzes] basic
Spanish grammar exercises, rplaying and realitypased activities will provide more opportunities to practice begir
basic Spanish. Topics include refining correct Spanish pronunciation, asking for information and making reques
grammati cal point of Air + a + an infinitiveodo to
express recently completed action. This course will also practice critical verbs andutharsd communication.
Required text: None

Prerequisite: Spanish for the Workplace |, or permission of the instri€Elds: 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 tongtied or unable to answer a question that was thrown at you unexpectedly? Learn how
handle yourself moreffectively in meetings, oren-one conversations or fielding questions during a presentation.
class will give you the practical experience you need to be more spontaneous, quick on your feet, and more suc
handling unexpected situations. T¢wurse will start out at a slow, relaxed pace and then accelerate later in the da
seminar is designed to put you at ease, stretch your skill level and help you gain more confidence.

Required text: None

Prerequisite: Noné€CEUs: 0.6

Course #, Dates) 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 Chaosi NEW

Pressures, demands, worries,ad | i ne s, budget cut s, staff i ssues €
makes a person more able to cope and manage it al
decisions effectively while thinking posigly and proactively. Learning Objectives: In this workshop, learn 1. new
strategies and techniques for effective stress reduction including breathing practices 2. Visualization 3. consciol
communication and mindfulness. You will leave this workshoprigaknewed and ready to bring a new approach tc
your workplace and your team!

Required text: None

Prerequisite: NoneCEUs: 0.6

Course #, Date(s) Time

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

College, Campus & Room:

Tunxis, Bristol Career Center, See ot

Instructor:Alicia Davis

Fee:85

Notes:Bristol Career Center, 430 North Main Street, Bristol, CT 0601633801700
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Supervisory Skills Certificate - |

Supervisory Skills Certificate Program Supervisors will explore ways to create accouyntabjitin for the future, to
improve the condition of the organization, and to manage both internal and external relationships. Course work
What Every Supervisor Should Know This workshop provides participants with practical techniques, sipatagigs
for managing people and information, thereby improving performance. This information is designed to help supe
take charge of the professional growth of their staff and themselves and spells out clear, realistic recommendati
help participants expertly handle the daily problems and challenges they face. Melt Down Your ISMs Are you de
with some people who could benefit from an attitude adjustment? Now you can learn how to refresh and refocu:
negative energies and changethf aces of your associatesdé negative
how to: Teach other to face up to the consequences of negative attitudes Promote the benefits of positive attitu
others change their perspectives and tlgactions to life and work events Communicate positive attitudes with wor
tone and body language Correctly approach and respond to the difficult attitudes of others Solving Problems Cr
Do you wish your employees and team members would cométhifpetter ways to get tasks accomplished, handle |
situations, or work more productively together? Does the responsibility for new ideas fall on only you and do yol
someti mes feel you may be fArunni ng didegpdbwer dd ahadllenge ydul
own and othersé thinking blocks by using techniqu
Workplace This program will help managers develop an understanding of diversity issues, learn the necestary
reduce and eliminate prejudicial attitudes and behaviors among staff, seek common interest during intergroup c
experience a model that uses tools of healing and compassion to reduce prejudice. Participants will also learn t
handle oppessive jokes, comments and slurs as well as discover ways to restate controversial issues and incree
and cooperation. Regaining Controbupervising for Effectiveness In this workshop learn that regaining control is
your grasp. All it reqines is an understanding of what to control, a plan of how to do it, and thibssdiiine necessary
to accomplish the plan. The three aspects of supervisory control reviewed will be time control, stress control ani
control. For each area of coaoltryou 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
motivates others to do their best. Find out why your empioyeel on 6t do t hi ngs, and e\
This workshop identifies the major motivational theories and technigues and how to apply them in everyday woi
situations.

Required text: None

Prerequisite: Noné€CEUs: 3.6

Course #, DateJsTime

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 Al
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

Instrudor: Ralph Braithwaite, Vicki GalloiClark

Fee:449

Notes:
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Taking Minutes

Meetings and more meetings...How does one know wh
said, how to develop a flow, and what kinds of minutestotakear ni ng obj ecti ves: ALe
preparing for meetingsmi Mukeetd'sn hAoLve atron phuwtw tt cog edtelvee
various recording and note taking sHsydumsesisinteAdsdforn p
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 2Marino

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 ex
team dynamics, how individual styles can be appreciated and adapted for team gndwitbw activities can be used 1
develop a deeper sense of cooperation and harmony. You will learn the four characteristics of a group, the majc
categories of functional roles and their characteristic behaviors, and the five stages in the devefgmadigroups.

Learning objectives: AGain a more complete unders
ADevel op a better comprehension of smal/l group co
categories of functional roles and their characteristic behaviors, and the five stages in the development of small
AEnhance their communication skills in nurturing

communication princibes AUnder stand and employ the dynamics
misunderstandings

Required text: None

Prerequisite: Noné€CEUs: 0.6

Course #, Date(s) Time

CA31030, 11/12, 9:00 AM to 4:00 PM
College, Campus & Room:

Capital, B0 Main St., Hartford, 303
Instructor:Margaret DeMarino

Fee:85

Notes:
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The Super Service Toolkit

Superior customer service doesndt happen by chanc
outstanding customer service by deyihg strong communication skills and grooming an upbeat attitude. The Sug
Service Tool kit offers an energetic and effective
better understand how ©Ue. dewYeludpl aml Satilieaundet obl

through even the most difficult situations. Youdl
false expectations, diffuse anger, disarm bullies, and fosterayrgtaimer relationships. This is a great course for
supervisors! You wi |l |l earn how to: A Handle the
the four basic types of customer ¢ UAeofdmakimgtise othar gersamh
defensive in a confrontation A Employ assertive m
dodés and dondts of good telephone et istepmdeddee fadffedihe k
problem solving A Learn effective phrases that ge
customerdés six basic needs A Learn better voice ¢

statement, objection, and questions
Required text: None
Prerequisite: None€CEUs: 0.6

Course #, Date(s) Time

IAS30850, 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
course will help you isolate and correct your trouble spots as you gaidexwsd about your writing and editing skills.

We will focus on eliminating common problems fore
when to use a comma, semicol on, col on, a mmion granmmatical
errors, including improper subjegcte r b agr eement and mi suse of pronou
passive voice ADetermine and correct your individ

Required text: None
Prerequisi: 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 onmom schoolhouse condethis class is designed for project work and individualized instruction.

I nstructor will pPrcecviudesd sadi assofgnimeminhis t hr ough

their own projects in a classroom setting. Each student wiitiwith the instructor several times throughout the day
receive individual feedback. Students can either take current projects into the clinic or work on assignments. Le
objectives: ALearn your writing patselAhsoamadehgwu

and punctuation errors AFind out how to fAkicko yo

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 cour

Thinking on Your Feet:
Developing the Power to Persuade Others to Get What You Need in Lean Times

Have you ever been tongtied or at a loss for words? Have you wished that you replied differently to something 1
caught you offguard? Make even the magtallenging situations winning ones. Learn to get what you need and we
mastering powerful persuasive techniques. Expand your sphere of influence and open up channels of communi
getting your ideas heard and implemented. Createmwirinteradions by learning the art of: what, when and how to
it; communicating clearly and confidently; gaining compliance and consensus; responding versus reacting; deve
tools of persuasion; creating rapport; recognizing and canceling objectiomaakimg) effective proposals rather than
demands. Learning objectives Upon completion of this workshop, participants will be able to: 1. Identify, assess
utilize effective persuasion techniques 2. Express ideas with increased confidence and tlatéy and respond mor
effectively 4. Gain compliance and develop consensus solutions 5. Create and execute an action plan to get ide
and implemented

Required text: None

Prerequisite: Noné€CEUs: 0.6

Course #, Date(s) Time

TX30996, 11/02, 9:0 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 0601633864700
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Time Out!

Many people have difficulty achieving ale performance because there never seems to be enough time to get eve
done. They need to take a Time Out and get control of their time and their lives. This program is based on the €
time management guru, Alan Lakein. Participants wathehow to plan, organize, prioritize and manage their time f
greater productivity and less stress. They will analyze how they currently spend their time, determine what their
wasters are and develop a new approach for efficient use of their tilmgaréogram eliminates the need to purchase .
costly "time management & planning system" that requires you to carry a planning calendar with you everywher
Required text: None

Prerequisite: NoneCEUs: 0.6

Course #, Date(s) Time

TX30995, 10/219:00 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 stajon track" and avoid being derailed by communication "hot spots" in your organization. This
will help you deal with conflict, criticism, anger, and more. It will provide practical pointers angleglimg experience
on such topics as: discoveringdauncovering hidden agendas, understanding the differences in male/female
communications styles, dealing with difficult people, and more. This workshop will help you enhance communic
interpersonal skills with everyone from bosses tavookers toclients to subordinates so that you can handle even tl
toughest situations with grace, diplomacy, and effectiveness. You will learn hotwpfy a deeper understanding of
essentials of excellent communicatiohlandle resistance to change fromveorkers and subordinate<Constructively
give and take criticismBet t er manage Aupod and c¢ o mmu8pothiddereagemdas amc
learn the most effective ways to deal with theApply the keys to artful confrontation that willeate a more open
atmosphere in the workplacsee mp | oy +shelefiit wol uti ono t o advdnderstangthe
dynamics of office politics an diAdplptechmqoes fortthose gl giveiyai
Asil ent rDiscevartwaysto deal with inconsistent communicatddgal with the bully at workitHandle
emotional responses in the workplace, including anger, crying, and unresponsive beRbtiarcourse of effective
action when workplaceiends expect favors.

Required text: None

Prerequisite: Noné€CEUs: 0.6

Course #, Date(s) Time

IAS30848, 10/13, 9:00 AM to 4:00 PM
College, Campus & Room:

AS, Asnuntuck, 128
Instructor:Margaret DeMarino

Fee:85

Notes:

51



Winning Grant Writing Skills

The Course entitled Winning Grant Writing Skills will thoroughly review the principles necessary for individuals t
effectively develop wellvritten grant proposals, research prospective funders and ultimately receive grant award
course willcover topics including: efficient grant research, effective proposal development, cultivating potential ¢
funders, understanding the difference between goals, objectives and outcomes, preparation of the executive su
common writing pitfalls. Paicipants will have the benefit of an online research demonstration that will enable the
learn online grant research methods. Representatives from local foundations will conduct a panel discussion du
second session to address various issla®detogrant making The course will conclude with a harols grant exercist
where writing skills will be put to the test as participants develop a convincing executive summary. Learning Ob,
1. Students will learn the specific reasons to seedtifignthrough grants 2. Students will learn the methods by whict
proposals are submitted 3. Students will learn how to effectively develop the project idea 4. Students will learn t
components of the proposal development process 5. Students wilHeatefinitions of and differences between goa
objectives and outcomes 6. Students will learn how to effectively write an executive summary.

Required text: None

Prerequisite: NoneCEUs: 1.2

Course #, Date(s) Time

TX31022, 10/02, 9:00 AM to 4:00 PMLO/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 -Malils

Writing effective emails is an important wéplace tool. Writing them quickly and efficiently is a great way to impro

your productivity. This workshop will show you ho
becomeaneai | wiz! A Youél | | tecammon emal blunders, aawebds the tophesnailt e
tips!

Required text: None
Prerequisite: None&CEUs: 0.6

Course #, Date(s) Time

IAS30860, 10/14, 9:00 AM to 4:00 PM
College, Campus & Room:

IAS, 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 comfc
with the writing process. Learn how t o ocerdéspontdenta A e
practical grammar and punctuation review is included, with an emphasis on avoiding common mistakes. Learnil
objectives: AlLearn three proven writing technique
"writet'smi nd" and "reader's mind". ALearn how to avoic
"everyday" understanding of punctuation usage. This course is intended for Administrative Support Staff.
Required text: None

Prerequisite: None€CEUs: 06

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:

53



Developing Leadership Skills

Accounting |

In this handson course, you Wlilearn basic concepts and practices of an accountant's role in providing managers
information to assist in their planning, control and decisi@king activities. You will also go through the steps in th
accounting cycle, including building repomsQuickBooks, 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 (grag
vertical and horizontal analysis in Excel. Participants wilplmr/ided a disk and some additional notes during class.
Required text: Included in course fee.

Prerequisite: Basic Windows, keyboard and mouse skills; familiarity with EXCEUs: 3

Course #, Date(s) Time

MA30903, 10/02, 9:00 AM to 4:00 PM | 10/G200 AM to 4:00 AM | 10/16, 9:00 AM to 4:00 AM | 10/23, 9:00 AM t
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 Balancé NEW

Micromanagement is the biggest mistake new supervisors or managers can make. Relinquishing control can be
when you believe no one can do it as well as you but you can micromanage your team to éisemirdgarning
Objectives: 1. Learning to coach and lead your team to success is the way to go. 2. Learn to plant the seeds of
and empower your team to seifategize. 3, Learn to build trust within your team members and allow them to gio
your support. 4. Learn to share successes with your team to create a unilateral focus and understand how that |
important in the process to empower, build confidence, and earn respect by letting go, allowing failure and encc
necessary risks. Achieve the right balance between these skills while maintaining management control and wha
that becomes the key to your supervisory success.

Required text: None

Prerequisite: Noné€CEUs: 0.6

Course #, Date(s) Time

TX30922, 11/04, 9:00 AM td: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 interpersaad skills continue to rank among the top attributes employers seek whether hiring or promoting
personnel. Why? The answer lies in the reality of the 21st century high deragkpdace, whiclrequires inclusion and
teamworkin the face of diverggmeeds and interests. This formula for conflict can only be conquered by employe
have both the intrapersonal and interpersonal skills to interact sensitively analytically and progressively as prob!
solvers in the most challenging situations. Tihieractive 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 proactanshardr
the importance of body language, tone of voice, and word choice on your overall message. Know how to meast
tangible and intangible costs of miscommunication and lack of communication in your department. Develop stra
communicatemore f f ecti vely so you can achieve positive o
ways you send messages without words A questions
anger, put downs,ask defcfrd dtiici e mp rAo wiaryg qwestions |/
proactive words A to read and interpret body | ang
Required text: None

Prerequisite: None&CEUs: 0.6

Course #, Date(s) Time

IAS30864, 10/23, 9:00 AM to 4:00 PM
College, Campus & Room:

IAS, Asnuntuck, 128
Instructor:Noreen Reilly

Fee:85

Notes:
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Covey: 7 Habits Fundamentals

This oneday workshop focuses upon the proven habits that have influenced millions of people around the world
onDr.Stephe R. Cov ey 0-selleh ihe ¥ Habits of Highty £ffective People, the workshop introduces y
the principles of personal and professional effectiveness. The workshop explores the habits that can help partic

t o: A Knowi whehatboveakeven under pressure; A Set
Choose and schedule priorities that get results;
listening skills that yield key infformaton; A I ncorporate the benefits of

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, MO 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 twoday workshp explores the proven habits that can help manage yourself, lead others, and unleash the ¢
your work team. B a s estllem The SHaldtpdh Highly Efective Redpde, theaverikshop offers
handson series of individual and gup activities designed to put the habits into action immediately. Informative an
entertaining videos, stories about successful managers, readings from management experts, and a set of plann
further detail the strategies companies have used andayoadopt to become a makective manager and team leac

The workshop wildl help participants learn to: A D
currentworkr el at ed chall enges; A I dewothiafVehgd-eipuiehlantesfar f
projects, meetings, and presentations; A Sciwmdul e
performance agreements; A Use empathic | iindingébettern g
alternatives; and A Unl eash-rgmewals onal and team pot

Required text: Official Covey materials included in course fee
Prerequisite: NoneCEUs: 1.2

Course #, Date(s) Time

TX30948, 10/21, 9:00 AM to 4:00 PM | 10/Z800 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 ketp cooperative, productive team management or getting administration to listen to ne
Learning to engage others is more than presenting an outline or giving a directive. This workshop guides partici
the art of creating buin. If you are leding 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 understandhtpedoegs
from others6 point of vi eiwthe dygnpedesspandidévelop s inard congplete o
understanding of followup and follow through processes to ensure involvement that will cement your success. Bl
makes for a smooth transition through change, introduction of new ideas, projectt or staf

Required text: N/A

Prerequisite: N/ACEUSs: 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

Understandwat it takes to be a truly great | eader. Weé¢€
inspiration. Discover why your attitude is so vital to your own success. Learn how to successfully develop peopl
draw on their natural desire to belf-motivated. Gain insights for tapping into people to create positive change anc
action. Learn ways to share your vision by painting vivid pictures so people can capture your spirit and moment
Increase your personal effectiveness by using-polit organizational checklist.

Required text: None

Prerequisite: Noné€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 Effectivd NEW

I n todayds economy more i s expected to be accompl
overwhelmed by the ev@ncreasing demands and responsibilitiekeadership. 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 enhe
cohesive work unit to increase performance, productivity, and positive change. Topids iesfablishing authority an
gaining respect; identifying supervisory strengths and challenges; assessing current supervisory skills; determir
motivates the team; promoting and rewarding individual/team competence and growth; and faciliedtng effeeting:
Learning objectives Upon completion of this workshop, participants will be able to: 1. Identify role requirements
responsibilities for effective supervision 2. Implement strategies to create greater team motivation and interactic
Utilize effective processes of communication that prevent misunderstanding 4. Implement a positive style of
reinforcement and corrective feedback 5. Apply learned skillstbejob situations

Required text: None

Prerequisite: NoneCEUs: 1.2

Course #Pate(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 industvide, recognized discipline. It has become a key ingredient to insuring success
time and orbudget projects. You should attend this course if you have or will lead a projeeffiritte, or if you will be
actively participating in a project. You will learn how to determine the scope, characteristics and successdefaag
project; how to gather and document requirements; leadership essentials; what a work breakdows aksdiont; anc
how to schedule, estimate and handle project closure.

Required text: None

Prerequisite: Noné€CEUs: 0.6

Course #, Date(s) Time

MA30951, 10/05, 9:00 AM to 4:00 PM

College, Campus & Room:

Manchester, Learning Resource Center, LR@8B1
Instructor:John Lombardo

Fee:100

Notes:
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Franklin Coveyés E fi7 Habits for Manager

This twoday workshop explores the proven habits that can help manage yourself, lead others, and unleash the
your work team. Based on StephernvGpy 6 s -slEe IHest, fiThe 7 Habits of Higt
offers a hand®n series of individual and group activities designed to put the habits into action immediately. Infor
and entertaining videos, stories about successfuagean, readings from management experts, and a set of plannir
further detail the strategies companies have used and you can adopt to become a more effective manager and
Participants must attend both sessions to benefit from the irgdgtitct of the workshop materials and practice
activities. Workshop materials include a guidebook, audio CD, book of management readings, and diskelith e
Required text: All Materials are supplied

Prerequisite: NONECEUSs: 1.2

Course #, Date(sjime

GW31059, 10/21, 9:00 AM to 4:00 RNI0/28, 9:00AM4:00PM
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 alagi@pplication experience for past

participants of other 7 Habits wor kshops. dgtheprisciples
but by focusing on specific applications of The 7 Habits in the workplace. Participants will learn how to focus on
highl ever age projects they can influence in theand c
contribution they have to offer A Align their ind
Successfully enlist support from others A Apply t

Required text: All Maximizer Mat&ls are supplied... Participants should bring their planners (or planners that the
using)if they have them
Prerequisite: 7 Habits any version, any location, any facilit@igt)s: 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 whatatestiothers 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 mc
theories and techniques and how to apply them in everyday workplace situations. In asllthguarticipant will

develop an action planandafollawp sy st e m. Learning objectives: Alo
|l eaders. ADetermine a preferred |leadership stofl e.
motivation. Aldentify the factors that influence

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., &ftford, 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 c«

classwillhelpyoutobuildnd fl ex your | eadership muscles. You
your own | eadership style ALead with communicatio
behaviors of true | eadsrsafABarecoggeateéeonr dpeer st
wi || |l earn: AHow to be flexible and adaptive with

ongoing process and prepare t anas hwme ttoha ervell eo po fi
teams and keep them following your lead.

Required text: None

Prerequisite: Essentials of Project Management is recommended but not reGtésl.0.6

Course #, Date(s) Time

MA30953, 10/26, 9:00 AM to 4:0BM

College, Campus & Room:

Manchester, Learning Resource Center, LRC B144
Instructor:John Lombardo

Fee:100

Notes:
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Making the Transition to Management

Moving into management is an exciting path, but it can also be riddled with pitfallgrobgimm focuses on the basic
skills needed to make the transition to a supervisory or management role. Areas to be covered include defining
difference between a supervisor and a manager and outlining the responsibilities of a managerial posgiog, inclu
assigning and distributing work, monitoring and controlling performance, and reviewing and evaluating performe
program will also provide overviews of training, leadership, communication, staffing, motivation, and administrat
tasks. Note: Tis is an excellent course for a new supervisor, anyone considering a move into a supervisory role,
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 #, Dee(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:

|l O in I nitiative

1]

Putting the

Many of us, by upbringing, personality, or cultunaye failed to understand the nature of our highly individualized \
Learn how to market yourself as a highly capable individual who adds value to every environment in which you"
Learn strategies to enhance wasth Deteanina whatiyalr coré knewledgd, sk
and abilities are and how they make you-ofre-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 gofugptivard 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 tifilled workshop will help you hop to it with frontline approaches that are highly effective
t oday 6s de nee The wogkshopdargktp 15 key areas and offers strategies, checklists, worksheets a
pl ans for each. Youodll | eave how to do everything
better performance to dealing with diffid t eople to delegating. Dondét |
grindstone and wutilize these savvy shortcuts to e
shortcuts and strategi eWrténpHasy to nd&stand, Easygo MWl & -Telsikédd e
performance goals fo each key task area A Coachi
for dealing with diffi cumakingmedagegeto rA sl ymsptl eermedn t Grnega t
strategies

Required text: None

Prerequisite: None€CEUs: 0.6

p
z
g
r
f

Course #, Date(s) Time

IAS30872, 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
supervi sor s: iABevelbp snocessful strategiesofor communicating with clients, as weilhageople you
supervise, with your col | edgoeseyouraconfidensd I.Q.Hn oxder to takelyigk:
and rise to the chall eiithekoutsidé thet bbxeo cone ukwith ceeatiee sdlutiods te

problems and to promdteayoauhowi sbogi AeMgbuvaeil bnt

as how to inspireigyedurt os thayfefs 0A aNedg oatcicaotnmipodn sh fAqui
Performance Enhancenténjumpstart each day with positive energy, dump emotional baggage, and be positive ¢
proactive in reaching your goals

Required text: None

Prerequisite: None&CEUs: 0.6

Course #, Date(s) Time

IAS30861, 11/24, 9:00 AM to 4:00 PM
College, Campus & Riom:

Asnuntuck, 128

Instructor:Margaret DeMarino

Fee:85

Notes:
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Stephen Coveyds E A7 Habits of Highly Ef

No company, agency or State can succeed until individuals within it succeed. No group can achievévesabjétits
people achieve theirs. Thatds what t he #7-ndkng pebpde
effective so that t hey, in turn, can make their o
Habits of Highly Effective Peopled E Signature Pr
transform thousands of organizations throughout the world by transforming the people they depend on. This cot
taught by a Covexertified instructor.

Required text: All Materials supplied

Prerequisite: NONECEUSs: 1.8

Course #, Date(s) Time

GW31061, 11/04, 9:00 AM to 4:00 FNI1/18/ 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 manager 6s a
Successionplannig contri butes to an organizationés contin
been prepared to fill key vacancies on short notice, that individuals are groomed to assume greater responsibilit
individuals are prepared fexercising increased technical proficiency in their work. Without succession planning,
organization may operate in a crisis mode whenever key workers are unexpectedly absent from critical position:
iliness, retirement, resignation, or terminatibtmmany organizations, the succession plan is focused only on the se
manager s. However, the decision about what groups
decision makers. Indeed, a succession plan may include middle emaregpervisors, technical workers, professione
workers, clerical employees, and even hourly (nonexempt) workers. This program gives participants an opportu
reflect on their own roles in succession planning. It does not assume that the pastidipamtr gani zat i o
succession plans. However, if an organization has established a succession plan, use the procedures and form
program to substitute for the procedures anmstandtheor m
managerds role in succession planning. AClarify t
Aldentify and analyze critical positions requirin
appraisalsofpas and present performance with assessments
grooming highpotential employees for advancement by narrowing developmental gaps between present perforn
future potential.

Required text: None

Prerequsite: NoneCEUSs: 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 Certificate1

This program is deghed to help the experienced supervisor expand his or her skills beyond the basics. In this pr
you wil |l explore team building and how it can pos

performance, and guidelines to practice eth¥ou will also discover the strategic planning process, project manag
and the use of progressive discipline. Program modules include: Team Building More and more organizations a
accomplishing goals and objectives by using teams. But not all teamaffective. This program will help supervisors
assess whether or not teams are the desired direction, identify the current status of their teams, and learn abou
of team development. In addition, participants will learn about the variowsrgdges, how to motivate team performar
how to manage team conflict, and how to coach for improved performance. In addition, each participant will dev

actionplanandafollomp sy st em. Learning obj ect i v epmentaAdthe solesntha
team members play. AlLearn what is needed to be a
Aldentify ways to empower team members. AExamine

defined, coaching is the supportive technique used by the manager/supervisor in supplying guidance to employe
process which requires continuous involvement and action by the manager and generally operates within select
frames. This sessiawill focus on the skills needed to be an effective coach, the steps necessary to have a produ
coaching session, and the process need to have employees improve performance. In addition, each participant
an action plan and a followp systen. Learning objectives: Aldentify a
function. AUnderstand the importance of coaching.

your work environment? It seems more and moramirgtions are dealing with issues of ethics. This session will fo
on ethical issues that managers and employees face today. This program will focus on a practical application of
concepts rather than a philosophical discussion. Participantxpithre numerous ethical quandaries and leave with
answers to a variety of ethical questions. In addition, each participant will develop an action plan andupfsiisiem.
Learning objectives: ADefine busieessAkeehiocsabdENK

| eadership. AExamine cases in business ethics. Pr

Strategic Planning require similar skills. They both require thinking into the future and detgrhomirio accomplish

goals. This session will focus on the differences and similarities between project management strategic plannin
project is done only once, but the skills to manage projects (of all sizes) can be used again and again. Plariliying
falls into three aredsoperational (dayo-day activities), tactical (shoetermi typically less than one year), and strate
(long-term, usually on¢o-five years). Strategic planning may be defined as the set of decisions used to develop ¢
implement plans that provide a superior fit between an organization and its environment so as to achieve organ
goals. 1t is the portion of the total planning pr

environment. Projeahanagement also involves planning. Organizations with one service line generally formulate
strategic plan to address all of the competitive elements they face. Those with more diverse outputs typically ha
different strategic plans for each stratdgirsiness unit (SBU), which is a division with a unique mission, service, m
or competitors. These SBU strategies are best developed as a portfolio, meaning that an effort is made to capit:
how effectively they fit together into a meaningfulald In addition, each participant will develop an action plan an

follow-up syst em. Learning objectives: ADefine a proj
ALearn about the steps in managpngj acproe¢amt . ARea
the success of a project. AUnderstand why an orga
steps and definitions. Aldentify. tRleeazrommoaw ptia fac
model . AUnderstand the strategic success factors.
todaybés | egal environment, you must be addddresdngans h

empl oyee probl em. Itds not good enough to fAbuild
documentation, that you made a sincere effort to help the employee resolve the problem. Progressive discipline
employeeon notice that there is a problem and that something must be done to correct it. When you use progres

di scipline, youdre demonstrating that youdre maki
succeed. In addition, each paigiint will develop an action plan and a follayp system. Learning objectives:

AUnderstand why documentation matters. ALearn the
incidents diary. ALearn hmestng.o conduct an effect.i
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Required text: None
Prerequisite: Supervisory Skills Certificate 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 Al
4:00 PM | 12/18, 9:00 AM to:@0 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 Workforcei NEW!

When early retirements and/or layoffs reduce your workforcettentbmaining employees are expected to meet yol
agency's goals with the same level of effectiveness, how do you make sure nothing falls through the cracks? Hc
successfully complete the workflow? How do you avoid negatively affecting other aa¢aepend on you? Process
mapping can be the answer. In this workshop, you will learn about performance improvement teams and proces
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
map.

Required text: None

Prerequisite: Noné€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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Technology Advancement

Access 2003 1l (Intermediate)

Build on some of the skills learned in Access 2003 Introduction and learn how to create a relatioasé datghics will
included moving and deleting fields; modifying table structure; multiple data types; using hyperlinks in tables; cr
look up lists and input masks; modifying field properties; importing and exporting data; creating and modifyies) q
customizing forms and more.

Required text: None

Prerequisite: Access 2003 Introduction and moderate Windows experiegtss: 0.6

Course #, Date(s) Time

CA30973, 10/15, 9:00 AM to 4:00 PM
College, Campus & Room:

Capital 950 Main St., Hartforé17
Instructor:Gayle Pignone

Fee:90

Notes:

Access 2003 | (Introduction)

Obtain the skills you need to update records in a database and to use Access to create a simple database. You
design tables and queries and to create formsepuits using buiin tools. Learn how to enter and work with table ¢
create databases and tables; create relationships; use forms; filter data; run queries; and work with reports. Not
course provides training for students using either 202002 (XP) Microsoft Office versions.

Required text: None

Prerequisite: Basic Windows, keyboard and mouse sKiEUs: 0.6

Course #, Date(s) Time

MA30884, 10/06, 9:00 AM to 4:00 PM

College, Campus & Room:

Manchester, Learning Resource Center, LBI@1
Instructor:Margaret Gordon

Fee:90

Notes:
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Access 2003 Certificate

Learn database basics and progress to advanced features of Access 2003.Atopiltection to Access 2003
Intermediate Access 206Bdvanced Access 2003

Required textNone

Prerequisite: Moderate Windows experience and keyboarding skills of 25 wpm strongly recomnifidedl1.8

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 | (Introduction)

Obtain the skills you need to update records in a database and to use Access to create a simple database. You
design table and queries and to create forms and reports usingtolbls. Learn how to enter and work with table ¢
create databases and tables; create relationships; use forms; filter data; run queries; and work with reports.
Required text: None

PrerequisiteModerate Windows operating system experier€EUs: 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 | (Introd uction)

Access 2007 is here! Learn basic database concepts, create tables, set data entry rules, and create queries, fol
reports.

Required text: None

Prerequisite: Basic Windows, keyboard and mouse skllEUs: 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 | (Introduction)

Create a simple database using the latest version of Access. Leaimdesign and build a database, manage data i
table, query a database, design forms and generate reports.

Required text: None

Prerequisite: Moderate Windows experien€Us: 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 1l (Intermediate)

Continue your exploration of Access 2007. Learn how to relate tables, use lookup fields, creatashutets, complex
gueries, advanced form design, charts and pivot tables.

Required text: None

Prerequisite: Access Introduction, or permission of the instructor or computer coord®&tds: 0.6

Course #, Date(s) Time

MA30890, 11/24, 9:00 AM to 4:00 PM

College, Campus & Rim:

Manchester, Learning Resource Center, LRC B141
Instructor:Margaret Gordon

Fee:90

Notes:
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Access 2007 Il (Intermediate)

Build on the skills you acquired in Access 2007 Introduction. Learn how to control data entry, join tables, crelate
gueries, improve forms, customize reports and share data.

Required text: None

Prerequisite: Access 2007 (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., Hartfd, 604
Instructor:Debbie Lamont

Fee:90

Notes:

Access 2007: Database Skills for NeRrogrammers

This course teaches novice users how to create-geéilired Access relational database. Students will learn basic
database concepts and progressdivanced database functions. The class will include discussion of database des
concepts; tables; views; sorts; filters; relationships; queries; writing accurate criteria; report design; creatingssub
totals; and creating lookups.

Required textNone

Prerequisite: Basic Windows, keyboard and mouse skilsUs: 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 Centt&(C B141

Instructor:Margaret Gordon

Fee:259

Notes:This course meets for 3 sessions.

69



Adobe Acrobat: Basics

Learn the basic operations of Adobe Acrobat, which allows users to reliably create, combine, and control Adobe
documents for easy, a@e distribution, collaboration, and data collection. You will learn the tools in the Acrobat w
area and apply them to create Adobe PDF files from a variety of sources such as Microsoft-Offiter eveb pages
while maintaining all the original foratting and fonts in newly created PDF files. Acrobat PDF editing techniques
will be discussed.

Required text: Included in course fee.

Prerequisite: Basic Windows, keyboard and mouse skills; word processing experience recom@Eklded.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 Acrobathwiit assistance from a designer. Make your electronic forms loc
like existing paper forms, but better, by creating interactive forms with text fields, check boxedowromenus and
user input. Track your forms, and see when they've been comiteqmatt form information to a spreadsheet.
Required text: Included in course fee.

Prerequisite: Acrobat Basics or consent of instructor or computer coordiQdttls: 0.6

Course #, Date(s) Time

MA30904, 10/29, 9:00 AM to 4:.00 PM

College, Campus & Ran:

Manchester, Learning Resource Center, LRC B141
Instructor:Diana Lemcoff

Fee:135

Notes:
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Adobe Dreamweaver- | (Introduction)

This hand=on course is designed for people with little or no web site design experience, as well as those wedhe
earlier versions of Dreamweaver, Front Page or EXxp
best web site creation and editing program. See how the redesigned interface gives you access to related files,
navigation ad Live View. Have fun exploring the new features that enable easier page layout and previewing, al
how graphics and tables enrich a web page. The class will focus on the many ways to link objects and pages, w
site and to other sites. Not@uestions 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 skiGEUs: 0.6

Course #, Date(s) Time

MA30895, 11/12, 9:00 AM to 4:00N\®P

College, Campus & Room:

Manchester, Learning Resource Center, LRC B141
Instructor:Margaret Gordon

Fee:90

Notes:

Adobe Dreamweaver- Il (Intermediate)

If you know the basics of Dreamweaver, further your skills in this fun and informative bamtiss. Learn how
Cascading Style Sheets (CSS) are easier than ever to create and use! Make your site work for you by building 1
forms. Create a custom template for faster page creation, insert data sets, build Spry navigation bars, anddegrn
uses of PhotoShop smart objects. Note: Questions from users of previous versions of Dreamweaver are welcor
be addressed as time allows.

Required text: None

Prerequisite: Dreamweaver Introduction, or permission of the instructor or coropotdinator. 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 Flashi Introduction

I f y o u 6 Flash, thigfun, hianesn course will teach you how easy it is to create and modify animations in Fl
youdbve used ol der versions of FIl as h, this cour se
demonstrates the new and improvealsoDiscover how the automatic key frames and motion paths have simplifie
movie making. Become a master of 3D rotations on any axis as easy as moving your mouse. Learn the power ¢
motion editor and other tools that will quickly make you into a Ftasfessional! Note: Questions from users of prev
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 €gllsd.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- | (Introduction)

InDesign is Adobe's advanced publishinftware program used for page layout and design. The features of InDes
integrate Adobe Photoshop and Adobe lllustrator. This course will provide an overview of the InDesign workspa
placing and editing text and graphics, and applying precise typagmagitrol. Note: This is not an introduction to the
PC.

Required text: None

Prerequisite: Basic Windows, keyboard and mouse skllgUs: 0.6

Course #, Date(s) Time

MA30891, 11/17, 9:00 AM to 4.00 PM

College, Campus & Room:

Manchester, LearninBesource Center, LRC B141
Instructor:Valerie Scott

Fee:90

Notes:
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ASP.NETT Introduction

This course introduces building dynamic web applications with ASP.NET 3.5 and Visual Basic 2008. It is geare(
students who have some programming epee. 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
By the end of the course the student will be able to build and deploy ahNBERpplication that interfaces with an S(
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 cowdee.

Prerequisite: Basic Windows, keyboard and mouse skills; some programming experience recomi@énded.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 A
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 B18£30) & (LRC B14111/06, 11/13, 11/20)

Be Your Own PC Tech |

Why pay for expensivapgrades when you can learn how to do them yourself? This class covers hardware issue
motherboard to the operating system. Practice RAM, expansion cards and peripheral device installations-ona h:
workshop with real parts. Learn how to dgofe drivers and troubleshoot your Windows operating system. Note: T
class is for the beginner or intermediate PC user.

Required text: None

Prerequisite: Basic Windows and PC hardware knowledggUs: 0.6

Course #, Date(s) Time

MA30893, 10/26, 90 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 Il

This class is for the more advanced PC user and will focus on the operating systemowearrelformat a hard drive,
partition a hard drive and load Windows. Participants will discover how to add new cards such as video, sound
and add new peripherals, including printers and scanners. Learn how to download and install driveirompdikes
manuf a ovebgite.er 0 s

Required text: None

Prerequisite: Be Your Own PC Tech I, or permission of the instructor or computer coord@atds: 0.6

Course #, Date(s) Time

MA30894, 11/02, 9:00 AM to 4.00 PM

College, Campus & Room:

Manchestr, Learning Resource Center, LRC B141
Instructor:Stuart Lipman

Fee:90

Notes:

C# Programmingi Introduction (Online) NEW!

Learn how to create, compile and run C# programs using Visual Studio 2008. Develop an understanding of the
language conaicts, syntax and semantics. Other topics include development of menus, common dialog boxes, |
projects, database and web applications using C#. This course will be delivered completely online in an asynch
mode using WebCT Blackboard. Apprbva by agencyb6s | T administrator r
and network capability for online courses. Free Visual Studio 2008 software is available to students for the cour

Prerequisite: Programming Basics: Foundation for C#, VB.NBVA 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, omé, 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 Matr
bmanning@mcc.commnet.edu.

74



Computer Basics Plug NEW!

Computer Basics Plus is a comprehensive introduction to the Windows operating system, file and folder manage
typing and keyboarding skills, Microsoft Word 2007, and Internet and Email. This is a great course for someone
unfamiliar with computers or who gelf taught and would like to greatly improve their skills. A lot of material is co\
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 #, DateJsTime

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- | (Introduction)

Develop the basic skills required to create and use a spreadsheet with Microsoft Excel. Learn to enter and edit (
formulas; format elements of a worksheet; and insert charts. Topics include working with cells, rooisiisumg;
moving and copying data; formulas; functions; formatting charts; and printing.

Required text: No text required

Prerequisite: Working knowledge of the Windows operating sy<titls: 0.6

Course #, Date(s) Time

QVv30874, 10/20, 9:00 AM to 4:0PM
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:GaylePignone

Fee:90

Notes:
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Excel 2003 Il (Intermediate)

Learn to use additional functions, enter more complex formulas, and apply more advanced formatting to charts.
will include using worksheets; using lists; freezing; hiding rows or colutog&al functions; styles; working with
objects; 3D references; using Excel with the web; and using templates.

Required text: No text required

Prerequisite: Excel 2003 (Introduction) or equivalent experienc@EUs: 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., Htord, 617
Instructor:Gayle Pignone

Fee:90

Notes:

Excel 2003 Il (Advanced)

Learn how to summarize, outline, and apply conditional formatting. Import and export data, and learn to use XV
share, map, and reuse data. Discover how to createaf, and modify PivotTables and PivotCharts to see just the
information you need. Use various worksheet auditing and analysis tools, such as Evaluate Formula, Watch Wi
Solver, and scenarios. Create and remove custom filters, work with shared viksrkirotect workbooks, track and
review changes, and merge and consolidate data from worksheets. Finally, learn to customize the Excel workin
with custom toolbars, menus, and macros.

Required text: None

Prerequisite: Excel 2003 Introduction ancehmediate. Moderate Windows experien@EUs: 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

Learnthe basics of spreadsheets and progress to the advanced features of Excel 2003. Topics: Introduction to |
Intermediate Excel 2003 Advanced Excel 2003

Required text: None

Prerequisite: Moderate Windows experience and keyboarding skills of 25twpmglg recommendedCEUs: 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 environmen
effective spreadsheets that include text andAnApe
formatting to rows, columns, and cells to make data more readable and interesting

Required text: none

Prerequisite: non€€EUs: 0.6

Course #, Date(s) Time

TX30882, 11/19, 9:00 AM to 4:00 PM
College, Campus & Room:

Tunxis, Bristol Career Cé@r, See Notes
Instructor:Jan Gyurko

Fee:90

Notes:

Excel 2007- | (Introduction)

Develop the basic skills required to create and use a spreadsheet with the latest version of Excel. Perform calct
modify and format a worksheet, print worklkomontents and manage large workbooks.

Required text: None

Prerequisite: Basic Windows, typing, and mouse skills are requ@Etlls: 0.6

Course #, Date(s) Time

CA30966, 10/08, 9:00 AM to 4:00 PM
College, Campus & Room:

Capital 950 Main St., Hartfdy 604
Instructor:Gayle Pignone

Fee:90

Notes:
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Excel 2007- | (Introduction)

Learn the exciting new features of Excel 2007: how to enter and edit data, use formulas, work with graphics, sa
workbooks, copy data and formulas, use functions, fownatsheets, print, and create charts.

Required text: None

Prerequisite: Basic Windows, keyboard and mouse sKlEUs: 0.6

Course #, Date(s) Time

MA30906, 10/20, 9:00 AM to 4:00 PM

College, Campus & Room:

Manchester, Learning Resource CenterCLERL42
Instructor:Charles Schwartz

Fee:90

Notes:

Excel 2007- Il (Intermediate)

Continue exploring Excel 2007. Learn how to use, link and manage multiple worksheets and workbooks, create
name ranges, advanced formatting techniques, oattidesubtotals, sorting and filtering, and advanced charting.
Required text: None

Prerequisite: Excel Introduction, or permission of the instructor or computer coordir@zidts: 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-fand factfilled course will teach you how to use the advarfcedtions
t hat youdve only dreamed of wusing. Easy to unders

take your Excel skills to a higher level. Topics include: ranges, linking workbooks, Goal Seek tool, Scenario Mai
formula awliting, 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) Tien

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 ¢la¢uires examined in this workshop. This comprehensiv
on data handling utilities includes data filtering, data forms, sorting, business formulas and functions, subtotals,
and simple macro creation to make this a course no freqgenshow go without. Special topics include functions
using IF and Vertical Lookup in formulas, understanding financial functions and connecting 3D formulas from m
worksheets.

Required text: None

Prerequisite: Excel IntroductiorCEUs: 0.6

Course #, Da{(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 Managementi NEW

Isn't it easier to work when dhe tools you need are right at hand? Same is true with your computer. Learn to cus
windows to work for you! Put what you want in your Start Menu the way you want it. Then, get a better underste
files and where they go by creating documessiag several programs. Practice renaming, moving organizing and f
files in the Documents folder as well as copying files to and from an outside source such as a server or flash dri
course is a must to make your office work easier and leaples

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, 430dxth 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 sor
Excel 20076s most p dingéehis Eourse, youowil knew hovwitb treate and manggé lanks betw
workbooks; apply special and custom number formats; create and manage styles; create an outline, consolidate
utilize the subtotals capability; define and apply range namesarsdfilter using complex criteria; save and publish
worksheets as web pages with hyperlink; create mo
and manage templates.

Required text: Book Included

Prerequisite: Students who hasueccessfully completed the Ribbons, Ribbons, and More and Microsoft Excel 200
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 st
more than just the basics? If the answer is yes, thisaix workshomwill 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 sopt
features. This instructded workshop will provide you with the intermediate features of V20@¥ including, how to
work with styles; work with sections and columns; format tables; print labels and envelopes; use templates; wor
graphics; manage document revisions; and use Web features. This workshop will be presented usiranapprakh.
Come and learn more about the new graphical user interface, Ribbons, to see what great new features the new
has to offer.

Required text: None. Book Included.

Prerequisite: Prerequisite: Students taking this workshop should have somaenbadérlge of Windows and Microsofi
Word 2007 or have completed the basic cour s@EUs GRIi

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 20071 NEW

This is a next step in Excel for those c¢ o msheetworkbdodk:
wor ksheet r an g e sifanalysisand dtatistioht uanl cst iAdong¢h ak |1 denti fyi ng
Convert text into columns, splitting cell content

functions A Named r®nges erleaoclspriviilbtameadRivotdGabl@dsd i t i
Required text: None
Prerequisite: Basic Skills in Excel 20@7EUs: 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 0601633864700

MS Project 2007: Essentials NEW!

Microsoft Office Project 2007 is one of the most frequently used tools in project management. This course exple
to use Project 2007 to build project plans. Students will be introduced to basic project features and functions of |
Project 2007 such as Creating a Task List, Setting up Resources, Assigning Resources to Tasks, Formatting ar
Your Plan, Traking Progress on Tasks etc. With the help of our certified Project Management Professional instri
students will learn step by step the most common tasks in Project 2007 in this one day essentials course. Note:
students are eligible for feeProject 2007 software.

Required text: Included in course fee.

Prerequisite: Windows, typing and mouse skills are requigtlJs: 0.6

Course #, Date(s) Time

MA30915, 10/16, 9:00 AM to 4:00 PM

College, Campus & Room:

Manchester, Learning Resour€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
programming language. The ¢ea provides essential SQL skills of querying the database, the meta data, and cre
database objects. The course also delves into advanced querying and reporting techniques, data warehousing
manipulating large data sets in different tinoaes.

Required text: Included in course fee.

Prerequisite: Familiarity with data processing concepts and techniques; ability to use a graphical user interface
recommendedCEUSs: 3.5

Course #, Date(s) Time
MA30916, 11/06, 8:30 AM to 4:30 PM | MB, 8:30 AM to 4:30 PM | 11/20, 8:30 AM to 4:30 PM | 12/04, 8:30 AM t
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 Bssions. Does nhot meet 11/27.

Outlook 2007 - Introduction

Outlook 2007 is so much more than just email. It is your communication center. Learn how email, calendar, con
tasks, notes, and the To Do bar interact, enabling you to work more efficBisitpver timesaving tips for Outlook, ar
explore the many new features that Outlook 2007 offers.

Required text: None

Prerequisite: Basic Windows, keyboard and mouse sKlEUs: 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- | (Introduction)

PHP & MySQL are popular, opesource techologies that are ideal for quickly developing databdrdeen Web
applications. This intensive, hands course introduces the participants to the basics of PHP, explains how to set
work with a MySQL database, and then demonstrates interactionsdreRiHP and the database. Learn programmir
and database development techniques, build MySQL database driven Web applications with PHP, and apply yc
to sample projects.

Required text: Included in course fee.

Prerequisite: Basic Windows, keybdand mouse skills; knowledge of basic database concepts is recommended.
Programming and HTML experience highly recommend&dEUs: 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 20031 (Introduction)

Create a professionally designed presentation using AutoColtedify the sequence of slides, promote and demott
text, add speaker notes, add charts, use transitions and print. Select several types of preset presentation desigi
art and drawing objects, create and format a table and edit presentations.

Required text: None

Prerequisite: Windows experienc€EEUs: 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/ Introduction

The latest version of PowerPoint 2007 is notable for its newsfaerdly 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 pres
Students will also learn how to create slide transitions, slide animation and about the extensive printing features
program when they create their slideshows.

Required text: None

Prerequisite: Basic Windows, keyboard and mouse skills; word piogesgerience recommende@EUs: 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 forC#, VB.NET, JAVA and XML

A structured approach to program logic and design using fundamental programming concepts. A thorough unde
of logic theory, programming structures, and algorithm design techniques for efficient programming. C#, CH#, V
Java are used to demonstrate these common programming concepts. Note: Registered students are eligible for
Studio 2008 software.

Required text: None

Prerequisite: Basic Windows, keyboard and mouse skilEUs: 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- | (Introducti on)

Learn to create newsletters, brochures, cards, flyers, and more. Learn desktop publishing basics. This class wil
pagelayout commands, working with frames, using graphics, and using templates and wizards.

Required text: None

Prerequisite: Modette Windows experiencéCEUs: 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- | (Introduction)

You can easilgreate distinctive, professional newsletters, brochures, cards, fliers and more. Even if you don't he
design or graphics experience, you will learn desktop publishing basics. This class will cover the essential elem
using Microsoft Publisheincluding pagdayout commands, working with frames, using graphics, templates and w
Required text: None

Prerequisite: Basic Windows, keyboard and mouse sKlEUs: 0.6

Course #, Date(s) Time

MA30925, 10/15, 9:00 AM to 4.00 PM

College, Carpus & Room:

Manchester, Learning Resource Center, LRC B141
Instructor:Diana Lemcoff

Fee:90

Notes:
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