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GENERAL INFORMATION

MISSION

The Operation ABLE of Michigan mission is to provide market responsive programs to meet the employment needs of mature individuals along their career paths, to promote lifelong learning among individuals, businesses and government and to assist the employer community in developing a competent workforce.

OWNER

Operation ABLE is a non-profit organization, governed by a Board of Directors.
Chair of the Board:  Marilyn Graham.  
ADMINSTRATIVE AND INSTRUCTIONAL STAFF

Mary McDougall, Ph.D., L.P.C., NWDP – Executive Director; Instructor in Customer Service, Employability and Office Procedures

Customer Services Staff

· Phil Floyd, B.A. – Career Center Coordinator, Instructor, Employability

· Daryl Hawkins, B.A. – Computer Instructor

· Michael Kelliher, B.A. – Instructor (Computer Applications, Business Communications, Office Procedures)

· Jeffery McNealey, B.A. – Business Development Specialist

· Nancy O’Malley, B.A.– Career/Employment Center Coordinator, Instructor (Computer Applications, Business Communications, Office Procedures)

· Justine Smith, M.A. – Employment Counselor

CALENDAR

The school is open on Monday through Friday with the following exceptions:

Fourth of July, Labor Day, Thanksgiving and the day after, Christmas Eve and Christmas Day, News Year’s Eve and New Year’s Day, Martin Luther King Day, and Memorial Day.

For inclement weather, classes will be cancelled when Wayne State University is closed for weather conditions. When classes are cancelled for power outages or inclement weather, they will be rescheduled.

ENROLLMENT

The school has an open enrollment policy with start dates approximately every nine weeks.  

Start Dates for Spring, 2010

March 15, 2010 

April 6, 2010

April 20, 2010 (Tentative)

May 4, 2010 (Tentative)

PREREQUISITE REQUIREMENTS

Minimum of fourth grade reading and math levels

Other requirements from funding sources for free training

CREDIT FOR PREVIOUS TRAINING
Students may test out of Microsoft Word and Excel (QWIZ and practical application tests).  Credit will be given toward certificate. There is no adjustment in tuition.

CLASS SCHEDULE
Classes are held Monday through Friday from 9:00 a.m. to 12 noon and from 1:00 p.m. to 4:00 p.m.  A detailed schedule will be provided on the first day of class.

GRADING

Grading is a pass/fail system.  Passing requires completion of computerized and other tests and completion of course assignments.  Students may continue to work toward passing courses beyond the completion of classroom attendance.

TUITION

The tuition for the 240-hour certificate programs is $3,500.  The tuition includes all the equipment and materials needed by the students.  There are no program fees.  If an individual student is paying tuition, 1/2 is due before class begins and the remainder is due at the completion of 4 weeks of training.  Individual modules from the certificate program curriculum are available at $98 per day.

TUITION REFUND POLICY

All tuition paid by the applicant will be refunded if the applicant is rejected by the school before enrollment.  All tuition paid by the applicant shall be refunded if requested within three business days after signing a contract with the school.  All refunds shall be returned within 30 days.  

STUDENT ATTENDANCE AND BEHAVIOR POLICIES

Students are encouraged to attend every class.  However, an 80% attendance rate is required for completion.  There are make-up options for students.  

Students can be dismissed from the program or denied future training for any of the following reasons: falsifying of records on enrollment applications or other official paperwork, disruptive behavior, coming to agency with or under the influence of alcohol or drugs, bringing a weapon of any kind to the agency premises, harassment or threatening violence to staff or other students, refusing to provide employment information to agency representative.

PLACEMENT ASSISTANCE

The school works with students to achieve placement for up to one year following the completion of class. 

DESCRIPTION OF FACILITIES

Our training site has two large classroom equipped with 18 up-to-date computers with large monitors.  Projectors allow the computer instruction to be visible to all students.   There is also a career center with computers and job search materials. There are conference rooms for non-computer classes.

PROGRAM GOALS, PERFORMANCE OBJECTIVES, AND REQUIREMENTS FOR GRADUATION

Operation ABLE offers three certificate programs:


Office Professional I


Office Professional II


Computer Savvy Manager
See each program syllabi for goals, performance objectives and requirements for completion (pp 5-22)

OFFICE PROFESSIONAL I CURRICULUM/SYLLABUS

Course Description
This course will prepare participants for employment in an office setting in entry level clerical or customer service positions.  The course will include an introduction/review and skill building of keyboarding, an introduction to computers, basic and intermediate applications of word processing, application of basic spreadsheets, business communications, office procedures, customer service principles and employability skills. This 240-hour course will meet five days a week for six hours per day for 8 weeks. Upon meeting the course objectives and completing a minimum of 192 hours of class time, participants will receive a certificate of completion of Operation ABLE’s Office Professional Program I with the designation of 240 Contact Hours.  Students, who are not employed at the end of formal class time, are expected to spend a minimum of 60 hours of job search in the Operation ABLE Career Center.

Program Goal

To provide the student with basic computer skills, office procedure/business communications knowledge, and customer service ability in order to qualify for an entry-level office or customer service position.

Performance Objectives 
· Type accurately at 15 - 20 wpm or 10 wpm over baseline score

· Demonstrate correct procedures for turning computer on and off, naming and saving files and locating information

· Produce a memo and letter in correct format with no errors using Microsoft Word

· Take telephone messages accurately

· Demonstrate the ability to give clear directions on the telephone

· Demonstrate the ability to use appropriate approaches in dealing with challenging customers in simulated scenarios

· Use fax, copier, calculator and multi-line telephones with no assistance

· Demonstrate accurate filing skills (alpha and numeric)

· Enter and edit data in a spreadsheet; perform simple calculations

· Create simple charts in Microsoft Excel

· Create a merged document

· Pass the beginning level of Microsoft Word and Excel and the intermediate level of Word on QWIZ, a computer-based testing system

· Make basic PowerPoint presentation

· Enter, retrieve, and edit information from an Access database

· Demonstrate effective job search techniques

· Develop a career resilience plan reflecting steps for assuring job retention and continuous learning.

Note:  Because the course is designed so that content learned in one unit will be reinforced and practiced in other units, the objectives are not separated by unit.

Office Professional I (continued)

Unit One

Introductory Unit (18 Hours)

This unit will get participants off to a sound start in pursuing an office position.  Baseline skills for office settings will be measured as a means of documenting learning.  Strategies for enhancing keyboarding that will be used throughout the program will be introduced.  Discussion on the ways adults learn and techniques for maximizing one’s learning approaches will be presented.  The core information on getting started with computers and windows will be presented and demonstrated.  This module includes testing (Reading and Math; typing; and grammar and spelling).  Discussion, lecture, demonstration, hands-on practice and interactive activities are the teaching methods used in this module.  A learning plan will be developed for each student considering base-line skills and learning style.

· Welcome and introductions; tour

· Course overview

· Preliminary testing: baseline typing, grammar, spelling, reading, math and data entry

· Overview on learning strategies (Accent on Learning)

· Introduction to keyboarding, computers and Windows

· Introduction to Skills Bank and Mavis

Unit Two

Customer Service (21 Hours)

This unit will focus on telephone techniques, verbal and non-verbal communication skills for working with the public and problem solving for specific situations.  A focus on customer service for both external and internal customers will be presented.  This unit will use lecture, demonstrations and return demonstrations, role playing, audio and video taping of simulated customer service scenarios and other interactive methods activities with guidance from an instructor.

· Customer service  an overview

· Telephone communication techniques

· Greeting the public; verbal and non-verbal communication

· Managing stress in a customer service role

· Team work for effective customer service

· Problem solving with challenging customers or situations

· Customer service as a sales/marketing tool

· Skill Building in grammar/spelling and articulation

Office Professional I (continued)

Unit Three

Word Processing I (36 Hours)

This unit will introduce the most common techniques for word processing using Microsoft Word.  Each 6-hour day of this module will include three hours of structured class and three hours of self-paced practice time to complete work-context assignments related to the structured presentation.  The structured presentations will make use of a large screen projector so that students can observe what the instructor is doing while they practice on their own computer.  Typing drills will be a regular part of the self-paced sessions to move students toward their word-per-minute goal. Students will be given practice packets to complete with guidance during the self-paced portion of this module.

· Creating and editing basic documents

· Naming, saving and retrieving documents

· Exploring standard and formatting toolbars and ruler

· Use of help feature, spell check, grammar check, and thesaurus

· Formatting techniques

· Headers, footers, margins and tabs

· Tables

· Envelopes

· Continuation of keyboarding practice

Unit Four

Business Communications (24 Hours)

This unit will provide the students with a foundation for writing business correspondence (memos, letters and simple reports).  Both format and content will be stressed during this module.  Review of punctuation and grammar will be included.  Students will be instructed in the use of copiers, faxes, and calculators.  Half of each day will be spent in lecture and demonstration/return demonstration and the other half will be self-paced with work-context assignments related to the structured presentation.  Students will be encouraged to use a part of each day to continue typing and basic skill building through Mavis (typing program) and Skills Bank.

· Memo formats

· Business letters

· Fax cover sheets

· Using templates for business correspondence

· Grammar review

· Spelling review

· Basics of punctuation

· Proof-reading techniques

· Continuation of keyboarding drills

· Work-place context assignments

Office Professional I (continued)

Unit Five

Word Processing II (18 Hours)

In this unit more complex word processing features will be introduced, demonstrated and practiced.  It will include three hours per day of structured presentation with demonstration and return demonstrations and three hours per day of self-paced practice time to complete work-context assignments related to the structured presentation.  Typing drills will be a regular part of the self-paced sessions to move students toward their word-per-minute goal.

· Creating and editing columns

· Adding clip art to documents

· Developing merged documents, including labels

· Editing templates

· Developing simple macros

Unit Six

Introduction to Excel (36 Hours)

This unit will introduce the students to spreadsheets with special emphasis on Microsoft Excel applications.  It will include three hours per day of structured presentation and three hours of self-paced practice time to complete work-context assignments related to the structured content.  Typing drills will be a regular part of the self-paced sessions to move students to their word-per-minute goal.

· Uses of spreadsheets

· Creating, naming, saving, editing and printing worksheets

· Formatting with Excel

· Review of basic math functions

· Creating formulas for common calculations

· Sorting and filtering data

· Creating and editing charts

Unit Seven

Employability Skills (39 Hours)

This unit will assist the participants in developing the skills needed to conduct a productive job search and to make a successful transition to the workforce.  It will include lecture, demonstrations, computer-based activities, videos, discussion, role-playing, and videotaped interview sessions.  This unit will be presented for one day (6 hours) each week beginning with week two.  Half of each session will be structured and the other half will involve independent work toward job attainment.  Guidance for resume development and interview practice (with and without videotaping) will be done during the independent part of the sessions.

Office Professional I (continued)

· Career resilience, the foundation for continuous employability

· Goal setting and planning strategies for job search

· seq level0 \h \r0 

seq level1 \h \r0 

seq level2 \h \r0 

seq level3 \h \r0 

seq level4 \h \r0 

seq level5 \h \r0 

seq level6 \h \r0 

seq level7 \h \r0 Developing job search tools  resume, reference list, business cards, portfolio, and telephone scripts

· The Internet as a job search tool (with hands-on practice)

· Benchmarking and other strategies for exploring the labor market

· Cold calling exercises and other job search techniques

· Interviewing strategies

· Planning for successful transition to the workforce

· On-site employee interviews

· Guided job search opportunities

· Strategies for successful transition to the workplace

Unit Eight

Office Procedures (12 Hours)

This unit will focus on developing skill with common office procedures and equipment.  Demonstration and return demonstration with practical assignments and post-testing  will be included.

· Principles and rules of filing

· Electronic filing using Windows

· Using  and trouble shooting simple and intermediate functions of copiers

· Correct procedures for faxing

· Math 

· Typing 

Unit Nine

PowerPoint (18 hours)
· Creating a basic presentation with PowerPoint

· Appropriate use of special effects

· Hand-out options with PowerPoint

· Group and individual presentations

Unit Ten

Access (18 Hours)

In this unit students will learn how to use Microsoft Access for database development and management.  The morning session of each day of Access will be structured.  The second half o the day will be used to work on self-paced assignment related to the structured presentation.

· Purpose of a database

· Formatting and editing an Access database worksheet

· Query function for extracting information

· Creating reports with Access

Office Professional I (continued)

Completion Requirements

To obtain a certificate in Office Professional I, a student must meet the following:

· Achieve typing of 15 -20 wpm or 10 wpm over baseline test on a one-minute and 3-minute typing test

· Reach a minimum score of 76% for the basic and intermediate level of Microsoft Word on QWIZ (a computerized testing program)

· Demonstrate the ability to produce correctly formatted letters and memos using Microsoft Word with no typos, spelling errors or grammatical errors.

· Reach a minimum score of 76% on the basic level of Excel on QWIZ (a computerized testing program

· Demonstrate the ability to format and enter data in a spreadsheet using Excel

· Complete required assignments for Employability Module including a resume, scannable resume, reference list, correctly completed application, and career resilience plan for transition

· Demonstrate effective interviewing skill in role play setting

· Send and receive e-mail message

· Show ability to find company information on the internet

· Demonstrate ability to correctly take a telephone message and handle an irate customer

· Complete customer service test with score of 76% or higher

· Demonstrate ability to use copier, fax and binder

· Demonstrate ability to file in alpha and numeric order

· Attend a minimum of 192 clock hours (make-up classes can be arranged)

· Make a presentation with PowerPoint (group or individual)

· Demonstrate ability to enter, retrieve and edit an access database

OFFICE PROFESSIONAL II CURRICULUM/SYLLABUS

Course Description
This course will prepare participants for employment in an office setting in intermediate or advanced level clerical or customer service positions.  It is designed for individuals who have some office or customer service experience, some keyboarding skills but limited computer skills.  The course will include a review and skill building of keyboarding, an introduction to computers, basic and intermediate applications of word processing, application of basic spreadsheets, applications of PowerPoint for presentations, applications of Access as a database, customer service principles and employability skills. This 240-hour course will meet five days a week for six hours per day for 8 weeks.  Upon meeting the course objectives and completing a minimum of 192 hours of class time, participants will receive a certificate of completion of Operation ABLE’s Office Professional Program II with the designation of 240 Contact Hours. Students, who are not employed at the end of formal class time, are expected to spend a minimum of 60 hours of job search in the Operation ABLE Career Center.

Program Goal

To prepare graduates for an intermediate positions in an office or customer service setting, requiring intermediate level Microsoft Office applications, an ability to apply customer service principles, and demonstrated skill in office procedures and business communications.

Performance Objectives 
· Type accurately at 35 - 40 wpm or 10 wpm over baseline score

· Demonstrate correct procedures for turning computer on and off, naming and saving files and locating information

· Produce a memo and letter in correct format with no errors using Microsoft Word

· Take telephone messages accurately

· Demonstrate the ability to give clear directions on the telephone

· Demonstrate the ability to use appropriate approaches in dealing with challenging customers in simulated scenarios

· Use fax, copier, calculator and multi-line telephones with no assistance

· Demonstrate accurate filing skills (alpha and numeric)

· Enter and edit data in a spreadsheet; perform simple calculations

· Create simple charts in Microsoft Excel

· Create a merged document

· Pass the beginning level of Microsoft Word and Excel and the intermediate level of Word on QWIZ, a computer-based testing system

· Create a PowerPoint presentation with related handouts on a topic of student’s choice

· Create an Access Database; enter and edit information from an access database;  retrieve information from an Access database using the Query function

· Demonstrate effective job search techniques

· Develop a career resilience plan reflecting steps for assuring job retention and continuous learning.

Office Professional II (continued)

Note:  Because the course is designed so that content learned in one unit will be reinforced and practiced in other units, the objectives are not separated by unit.

Unit One

Introductory Unit (18 Hours)

This unit will get participants off to a sound start in pursuing an office position.  Baseline skills for office settings will be measured as a means of documenting learning.  Strategies for enhancing keyboarding that will be used throughout the program will be introduced.  Discussion on the ways adults learn and techniques for maximizing one’s learning approaches will be presented.  The core information on getting started with computers and windows will be presented and demonstrated.  This module includes testing  (Reading and Math; typing; and grammar and spelling with Differentiated Aptitude Test).  Discussion, lecture, demonstration, hands-on practice and interactive activities are the teaching methods used in this module.  A learning plan will be developed for each student considering base-line skills and learning style.

· Welcome and introductions; tour

· Course overview

· Preliminary testing: baseline typing, grammar, spelling, reading, math, and data entry

· Overview on learning strategies (Accent on Learning)

· Introduction to keyboarding, computers and Windows

· Introduction to Skills Bank and Mavis

Unit Two

Customer Service (21 Hours)

This unit will focus on telephone techniques, verbal and non-verbal communication skills for working with the public and problem solving for specific situations.  A focus on customer service for both external and internal customers will be presented.  This unit will use lecture, demonstrations and return demonstrations, role playing, audio and video taping of simulated customer service scenarios and other interactive methods activities with guidance from an instructor.

· Customer service  an overview

· Telephone communication techniques

· Greeting the public; verbal and non-verbal communication

· Managing stress in a customer service role

· Teamwork for effective customer service

· Problem solving with challenging customers or situations

· Customer service as a sales/marketing tool

· Skill Building in grammar/spelling and articulation

Office Professional II (continued)

Unit Three

Word Processing I (36 Hours)

This unit will introduce the most common techniques for word processing using Microsoft Word.  Each 6-hour day of this module will include three hours of structured class and three hours of self-paced practice time to complete work-context assignments related to the structured presentation.  The structured presentations will make use of a large screen projector so that students can observe what the instructor is doing while they practice on their own computer.  Typing drills will be a regular part of the self-paced sessions to move students toward their word-per-minute goal. Students will be given practice packets to complete with guidance during the self-paced portion of this module.

· Creating and editing basic documents

· Naming, saving and retrieving documents

· Exploring standard and formatting tool bars and ruler

· Use of help feature, spell check, grammar check, and thesaurus

· Formatting techniques

· Headers, footers, margins and tabs

· Tables

· Envelopes

· Continuation of keyboarding practice

Unit Four

Business Communications (24 Hours)

This unit will provide the students with a foundation for writing business correspondence (memos, letters and simple reports).  Both format and content will be stressed during this module.  Review of punctuation and grammar will be included.  Students will be instructed in the use of copiers, faxes, and calculators.  Half of each day will be spent in lecture and demonstration/return demonstration and the other half will be self-paced with work-context assignments related to the structured presentation.  Students will be encouraged to use a part of each day to continue typing and basic skill building through Mavis (typing program) and Skills Bank.

· Memo formats

· Business letters

· Fax cover sheets

· Using templates for business correspondence

· Grammar review

· Spelling review

· Basics of punctuation

· Proof-reading techniques

· Continuation of keyboarding drills

· Work-place context assignments

Office Professional II (continued)

Unit Five

PowerPoint (18 Hours)

This unit will provide the students with a foundation for developing presentations using Microsoft PowerPoint. 

· Purpose of Presentation software

· Auto wizard for simple presentations

· Creating a basic presentation

· Formatting text

· Adding animation and special effects

· Creating support materials

· Presentation tips 

· Student presentations

Unit Six

Word Processing II (18 Hours)

In this unit more complex word processing features will be introduced, demonstrated and practiced.  It will include three hours per day of structured presentation with demonstration and return demonstrations and three hours per day of self-paced practice time to complete work-context assignments related to the structured presentation.  Typing drills will be a regular part of the self-paced sessions to move students toward their word-per-minute goal.

· Creating and editing columns

· Adding clip art to documents

· Developing merged documents, including labels

· Editing templates

· Developing simple macros

Unit Seven

Introduction to Excel (36 Hours)

This unit will introduce the students to spreadsheets with special emphasis on Microsoft Excel applications.  It will include three hours per day of structured presentation and three hours of self-paced practice time to complete work-context assignments related to the structured content.  Typing drills will be a regular part of the self-paced sessions to move students to their word-per-minute goal.

· Uses of spreadsheets

· Creating, naming, saving, editing and printing worksheets

· Formatting with Excel

· Review of basic math functions

· Creating formulas for common calculations

· Sorting and filtering data

· Creating and editing charts

Office Professional II (continued)

Unit Eight

Employability Skills (39 Hours)

This unit will assist the participants in developing the skills needed to conduct a productive job search and to make a successful transition to the workforce.  It will include lecture, demonstrations, computer-based activities, videos, discussion, role-playing, and videotaped interview sessions.  This unit will be presented for one day (6 hours) each week beginning with week two.  Half of each session will be structured and the other half will involve independent work toward job attainment.  Guidance for resume development and interview practice (with and without videotaping) will be done during the independent part of the sessions.

· Career resilience, the foundation for continuous employability

· Goal setting and planning strategies for job search

· seq level0 \h \r0 

seq level1 \h \r0 

seq level2 \h \r0 

seq level3 \h \r0 

seq level4 \h \r0 

seq level5 \h \r0 

seq level6 \h \r0 

seq level7 \h \r0 Developing job search tools  resume, reference list, business cards, portfolio, and telephone scripts

· The Internet as a job search tool (with hands-on practice)

· Benchmarking and other strategies for exploring the labor market

· Cold calling exercises and other job search techniques

· Interviewing strategies

· Planning for successful transition to the workforce

· On-site employee interviews

· Guided job search opportunities

· Strategies for successful transition to the workplace

Unit Nine

Access (18 Hours)

In this unit students will learn how to use Microsoft Access for database development and management.  The morning session of each day of Access will be structured.  The second half of the day will be used to work on self-paced assignments related to the structured presentation.

· Purpose of a database

· Formatting and editing an Access database worksheet

· Query function for extracting information

· Creating reports with Access

Office Professional II (continued)

Unit Ten

Office Procedures (12 Hours)

This unit will focus on developing skill with common office procedures and equipment.  Demonstration and return demonstration with practical assignments and post-testing  will be included.

· Principles and rules of filing

· Electronic filing using Windows

· Using and trouble shooting simple and intermediate functions of copiers

· Correct procedures for faxing

· Math 

· Typing

Completion Requirements

To obtain a certificate in Office Professional II, a student must meet the following:

· Achieve typing of 35-40 wpm or 10 wpm over baseline test on a one-minute and 3-minute typing test

· Reach a minimum score of 76% for the basic and intermediate level of Microsoft Word on QWIZ (a computerized testing program)

· Demonstrate the ability to produce correctly formatted letters and memos using Microsoft Word with no “typos”, spelling errors or grammatical errors.

· Reach a minimum score of 76% on the basic level of Excel on QWIZ (a computerized testing program

· Demonstrate ability to use copier, fax and binder

· Demonstrate ability to file in alpha and numeric order

· Demonstrate the ability to format and enter data in a spreadsheet using Excel

· Complete required assignments for Employability Module including a resume, scannable resume, reference list, correctly completed application, and career resilience plan for transition

· Demonstrate effective interviewing skill in role play setting

· Send and receive e-mail message

· Show ability to find company information on the internet

· Demonstrate ability to correctly take a telephone message and handle an irate customer

· Create a PowerPoint presentation and related handouts

· Create an Access Database

· Prepare a report based on information in an Access database

· Complete customer service test with score of 76% or higher

· Attend a minimum of 192 clock hours (make-up classes can be arranged)

COMPUTER SAVVY MANAGER/PROFESSIONAL CURRICULUM/SYLLABUS

Course Description
This course will prepare participants to re-enter management positions requiring a knowledge of computers.  It is designed for individuals who have some management or professional experience but limited computer skills.  The course will include a review and skill building of  an introduction to computers, basic and intermediate applications of word processing, application of basic spreadsheets, applications of PowerPoint for presentations, applications of Access as a database, customer service principles and employability skills and information related to application of software to management issues.  This 240-hour course will meet five days a week for six hours per day for 8 weeks. Upon meeting the course objectives and completing a minimum of 192 hours of class time, participants will receive a certificate of completion of Operation ABLE’s Computer Savvy Manager with the designation of 240 Contact Hours.

Program Goal

To prepare students to apply basic and intermediate computer skills in carrying out the responsibilities of a management or professional role.

Performance Objectives 
· Demonstrate correct procedures for turning computer on and off, naming and saving files and locating information

· Produce a memo and letter in correct format with no errors using Microsoft Word

· Take telephone messages accurately

· Demonstrate the ability to give clear directions on the telephone

· Demonstrate the ability to use appropriate approaches in dealing with challenging customers in simulated scenarios

· Enter and edit data in a spreadsheet; perform simple calculations

· Create simple charts in Microsoft Excel

· Create a merged document

· Pass the beginning level of Microsoft Word and Excel and the intermediate level of Word on QWIZ, a computer-based testing system

· Create a PowerPoint presentation with related handouts on a topic of related to management

· Create an Access Database; enter and edit information from an access database;  retrieve information from an Access database using the Query function

· Demonstrate effective job search techniques

· Develop a career resilience plan reflecting steps for assuring job retention and continuous learning.

· Discuss issues relevant to management in today’s world of work with an emphasis on issues caused by and/or helped by computers

· Deliver a presentation on a management issue related to computers

Computer Savvy Manager/Professional (Continued)

Note:  Because the course is designed so that content learned in one unit will be reinforced and practiced in other units, the objectives are not separated by unit.

Unit One

Introductory Unit (18 Hours)

This unit will get participants off to a sound start in pursuing an office position.  Baseline skills for office settings will be measured as a means of documenting learning.  Strategies for enhancing keyboarding that will be used throughout the program will be introduced.  Discussion on the ways adults learn and techniques for maximizing one’s learning approaches will be presented.  The core information on getting started with computers and windows will be presented and demonstrated.  This module includes testing (Reading and Math; typing; and grammar and spelling). Discussion, lecture, demonstration, hands-on practice and interactive activities are the teaching methods used in this module.  A learning plan will be developed for each student considering base-line skills and learning style.

· Welcome and introductions; tour

· Course overview

· Preliminary testing: baseline typing, grammar, spelling, reading, math and data entry

· Overview on learning strategies (Accent on Learning)

· Introduction to keyboarding, computers and windows

· Introduction to Skills Bank and Mavis

Unit Two

Customer Service (21 Hours)

This unit will focus on telephone techniques, verbal and non-verbal communication skills for working with the public and problem solving for specific situations.  A focus on customer service for both external and internal customers will be presented.  This unit will use lecture, demonstrations and return demonstrations, role playing, audio and video taping of simulated customer service scenarios and other interactive methods activities with guidance from an instructor.

· Customer service  an overview

· Telephone communication techniques

· Greeting the public; verbal and non-verbal communication

· Managing stress in a customer service role

· Teamwork for effective customer service

· Problem solving with challenging customers or situations

· Customer service as a sales/marketing tool

· Skill Building in grammar/spelling and articulation

Computer Savvy Manager/Professional (Continued)

Unit Three

Word Processing I (36 Hours)

This unit will introduce the most common techniques for word processing using Microsoft Word.  Each 6-hour day of this module will include three hours of structured class and three hours of self-paced practice time to complete work-context assignments related to the structured presentation.  The structured presentations will make use of a large screen projector so that students can observe what the instructor is doing while they practice on their own computer.  Typing drills will be a regular part of the self-paced sessions to move students toward their word-per-minute goal. Students will be given practice packets to complete with guidance during the self-paced portion of this module.

· Creating and editing basic documents

· Naming, saving and retrieving documents

· Exploring standard and formatting tool bars and ruler

· Use of help feature, spell check, grammar check, and thesaurus

· Formatting techniques

· Headers, footers, margins and tabs

· Tables

· Envelopes

· Continuation of keyboarding practice

Unit Four

PowerPoint (18 Hours)

This unit will provide the students with a foundation for developing presentations using Microsoft PowerPoint. 

· Purpose of Presentation software

· Auto wizard for simple presentations

· Creating a basic presentation

· Formatting text

· Adding animation and special effects

· Creating support materials

· Presentation tips 

· Student presentations

Unit Five

Word Processing II (18 Hours)

In this unit more complex word processing features will be introduced, demonstrated and practiced.  It will include three hours per day of structured presentation with demonstration and return demonstrations and three hours per day of self-paced practice time to complete work-context assignments related to the structured presentation.  Typing drills will be a regular part of the self-paced sessions to move students toward their word-per-minute goal.

Computer Savvy Manager/Professional (Continued)

· Creating and editing columns

· Adding clip art to documents

· Developing merged documents, including labels

· Editing templates

· Developing simple macros

Unit Six

Business Communications (24 Hours)

This unit will provide the students with a foundation for writing business correspondence (memos, letters and simple reports).  Both format and content will be stressed during this module.  Review of punctuation and grammar will be included.  Students will be instructed in the use of copiers, faxes, and calculators.  Half of each day will be spent in lecture and demonstration/return demonstration and the other half will be self-paced with work-context assignments related to the structured presentation.  Students will be encouraged to use a part of each day to continue typing and basic skill building through Mavis (typing program) and Skills Bank.

· Memo formats

· Business letters

· Fax cover sheets

· Using templates for business correspondence

· Grammar review

· Spelling review

· Basics of punctuation

· Proof-reading techniques

· Continuation of keyboarding drills

· Work-place context assignments

Unit Seven

Introduction to Excel (36 Hours)

This unit will introduce the students to spreadsheets with special emphasis on Microsoft Excel applications.  It will include three hours per day of structured presentation and three hours of self-paced practice time to complete work-context assignments related to the structured content.  Typing drills will be a regular part of the self-paced sessions to move students to their word-per-minute goal.

· Uses of spreadsheets

· Creating, naming, saving, editing and printing worksheets

· Formatting with Excel

· Review of basic math functions

· Creating formulas for common calculations

· Sorting and filtering data

· Creating and editing charts

Computer Savvy Manager/Professional (Continued)

Unit Eight

Employability Skills (39 Hours)

This unit will assist the participants in developing the skills needed to conduct a productive job search and to make a successful transition to the workforce.  It will include lecture, demonstrations, computer-based activities, videos, discussion, role-playing, and videotaped interview sessions.  This unit will be presented for one day (6 hours) each week beginning with week two.  Half of each session will be structured and the other half will involve independent work toward job attainment.  Guidance for resume development and interview practice (with and without videotaping) will be done during the independent part of the sessions.

· Career resilience, the foundation for continuous employability

· Goal setting and planning strategies for job search

· seq level0 \h \r0 

seq level1 \h \r0 

seq level2 \h \r0 

seq level3 \h \r0 

seq level4 \h \r0 

seq level5 \h \r0 

seq level6 \h \r0 

seq level7 \h \r0 Developing job search tools  resume, reference list, business cards, portfolio, and telephone scripts

· The Internet as a job search tool (with hands-on practice)

· Benchmarking and other strategies for exploring the labor market

· Cold calling exercises and other job search techniques

· Interviewing strategies

· Planning for successful transition to the workforce

· On-site employee interviews

· Guided job search opportunities

· Strategies for successful transition to the workplace

Unit Nine

Access (18 Hours)

In this unit students will learn how to use Microsoft Access for database development and management.  The morning session of each day of Access will be structured.  The second half of the day will be used to work on self-paced assignments related to the structured presentation.

· Purpose of a database

· Formatting and editing an Access database worksheet

· Query function for extracting information

· Creating reports with Access

Unit Ten

Management Issues (12 Hours)

In this unit, management issues in today’s business world are explored with an emphasis on the way that computers impact the problem and or the ways that managers can use computers in dealing with the issues

· Management Issue exploration

· Application of computer technology to management issues

· Research on topics of choice

· Class presentations 

Computer Savvy Manager/Professional (Continued)

Completion Requirements

To obtain a certificate in Computer Savvy Management, a student must meet the following:

· Reach a minimum score of 76% for the basic and intermediate level of Microsoft Word on QWIZ (a computerized testing program)

· Demonstrate the ability to produce correctly formatted letters and memos using Microsoft Word with no typos, spelling errors or grammatical errors.

· Reach a minimum score of 76% on the basic and intermediate level of Excel on QWIZ (a computerized testing program

· Demonstrate the ability to format and enter data in a spreadsheet using Excel

· Complete required assignments for Employability Module including a resume, scannable resume, reference list, correctly completed application, and career resilience plan for transition

· Demonstrate effective interviewing skill in role play setting

· Send and receive e-mail message

· Show ability to find company information on the internet

· Demonstrate ability to correctly take a telephone message handle an irate customer

· Create a PowerPoint presentation and related handouts

· Create an Access Database

· Prepare a report based on information in an Access database

· Complete customer service test with score of 76% or higher

· Attend at least 2 management seminars and make a class presentation on related topic

· Attend a minimum of 192 clock hours (make-up classes can be arranged)
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