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@ 301 Interpersonal Skills

“This course introduces students to behavior styles~—that is, our manner in approaching people. Students will learn about four common styles of
behavior that can hinder or promote respect for others.

302 Employment Basics
“This course helps students become aware of employer expectations for cooperation, teamwork, accountabiity and professionalism.

303 Communication Skills

“This course concentrates on Communication Skls to improve listening, asking questions, getting involvement, and getting agreement to act. The,
lass introduces a model for communicating with impact.

304 Conflict Resolution
In this course students learn to practice kil or interacting constructivel vith team members no matter what confict arises.

305 Teamwork

‘This course teaches basics of Teamwork. Students willlear the key ingredients for being 2 valued team member. They wil also gain skils to run
effective team mestings, using roles and tools to ensure productve mestings that get everyone engaged in the process.

306 Productivity
“This course provides tps for improving personal Productiity and managing temptations that intefere vith mesting goals and work expectations.

307 Flexibility and Adaptability
“This course explores the importance of Flexibilty and Adaptabilty in today's work environment where goals and priories can change frequently in
response to outside pressures and demands.

@ 308 Dependability and Reliability

In Dependabilty and Reliabilty, students will learn how employers need people who not only show up for work on time every day, but also produce
high qualtty work and follow company poliy to perform each task.

309 Planning and Organizing
“This course emphasizs the importance of Planning and Organizing to set and achieve goals.

310 Initiative
In this course we explore the pover of Initiaive and why people must demonstrate intiative at work. Particpants lea how lack of nitiative can
hurttheir job performance and siow team progress.




