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In this workplace-centered course, students will learn how to gather
" . information and maintain effective working relationships and
s;::;ll::z: :;Faftf;c:::ﬁ 4 weeks networks, with particular focus on developing communication skills
26 AR (21 B/ B P P and understanding how to best represent an organization’s goals,
Al ( TR/ ) values and culture in daily interactions.
A- KEEH 9:00am - 2:30pm In this workplace-centered course students will learn to efficiently
£EH 9:00am - 12:00pm Organize Personal Work organize their own work schedules, to monitor and obtain feedback
Priorities and Development 4 weeks on work performance, and to maintain required levels of
competence.
Write Basic Documents In this workplace-centered course, students will learn how to plan,
4 weeks draft, review and finalize basic documents.
LASE TA0E A | momernmionte | | et e movior e possedio e
. . weeks
3A27B-4A248-5A238H Management to ensure customer satisfaction.
6 H19 H-7 A 17 B8-8 A 14 H Teambuilding Skills and In this workplace-centered course, students will learn how to be
911 H-10 A 10 H-11 A6 H Innovation 4 weeks effective and proactive members of an innovative team.
12 B 4 H In this workplace-centered course, students will learn how to design
Document Design and and produce various business documents and publications. Students
Production 4 weeks will become familiar with selecting and using a range of functions on
HF+S KL a variety of computer applications.
In this course, students will prepare for finding work in the Canadian
AEd: $150 workplace: Stl.Jdents v(\;ill fﬁ(ius onhdefining t.heir:future goals and ]
ﬂ ﬁ' % c $ 500 Job Search Preparation 2 weeks career asp|rat!ons, e?n wi .earn ow to write effective resu'mes an
cover letters, interview basics, and what employers are looking for.
BEM: $9490 Students will complete the course feeling prepared to find work in
their new field.
9:00 am -12:00pm Class
12:00pm - 1:00pm Lunch No
1:00pm - 2:30pm Class Class
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