You know ahout
our degrees...

Now learn about our 71 job training programs
Quality Training — Thousands $$$ Less

Microsoft Office Specialist Medical Coding & Billing
IT Certifications Pharmacy Technician
Computer Technician Specialist ~ Microsoft

Comp TIA Certified Nurses Aide
Multi-Skilled Technician Medical Office Specialist
Real Estate Sales & Appraising  Cisco

Payroll Professional ...and many more

Free Job Training Info Sessions

Every Tuesday 6 p.m.
William G. Rohrer Center, Route 70, Cherry Hill

CAMDEN Continuing Education

856.874.6004 or
C O U N TY ca m8d5e6n. 307 .ia4u9/ig
COLLEGE ccrrjfo'le@.@wmy
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Registration

-

NON-CREDIT CONTINUING EDUCATION REGISTRATION
Don’t forget to confirm your schedule by dialing (856) 374-4923!

The classes included in this publication are for students
18 years of age or older. Specialized dlasses for chil-
dren are listed in the College for Kids & Teens section
which begins on page 71. When registering, please
provide an accurate daytime phone number at which
you can be reached or where a message can be left in
the event of a class cancellation.

ONLINE
Online registration is available at
www.camdencc.edu/ce

REGISTRATION
You may register for Continuing Education courses through
any of the following:

WALK-IN

Stop info the Continuing Education office Monday through
Friday from 8:30 a.m. — 4:30 p.m. Call for additional
selected evening hours. The Blackwood office is located in
the CIM Building, Room 207. The Rohrer Center in Cherry
Hillis located at the comer of Rt. 70 and Springdale
Road. Payment can be made with check, money order,
Visa, MasterCard, or Discover. Cash payments are not
accepted.

MAIL-IN
Use the registration form on the following page. Payment
for mail registration may be in the form of check, Visa,
Discover or MasterCard. Mail completed form and payment
to:

Camden County College

Continuing Education

(IM Building, Room 207

P. 0. Box 200, College Drive

Blackwood, NJ 08012

FAX-IN
(FOR CREDIT CARD PAYMENT ONLY)
Complete the registration form and fax to us with your

credit card information. Our fax number is
(856) 374-4861.

CLASS CONFIRMATION

A confirmation letter will not be sent upon
receipt of your registration. If you prefer, however,
you may call us at (856) 874-6004 or (856) 374-4955 to
confirm that your registration has been received.

TUITION AND FEES

Tuition and fees for Continuing Education courses are listed
with the course descriptions. Tuition is the same for In-County
and Qut-of-County residents. Organizations with three or more
people enrolled in the some class may qualify for a 10 per-
cent discount; please call for details.

REFUND/CANCELLATION POLICY

You will receive a 100% refund if you withdraw five or more
days before the first class starts. You will receive a 50%
refund if you withdraw four days or less before the class
starts. The 50% refund will be issued through the first day of
class. After the first day of class, there is no refund. To obtain
a refund, please call our office at (856) 874-6004 or (856)
374-4955 1o receive a “Request for Refund” form.
Specialized refund policies may apply o courses. See course
description for details. The college reserves the right to cancel
a course when registrations are less than the minimum
required. Tuition and fees are refunded in full if the course is
cancelled by the college. The college also reserves the right to
change the time, location, and/or instructor.

SENIOR CITIZEN REGISTRATION

Senior Citizens 65 years of age or older may enroll in non-
credit courses at a 50% discount on course cost on a space
available basis. You must register for classes no earlier than 5
business days before the course is scheduled to begin. Some
programs may not qualify for the discount; please see the
individual program descriptions.

PARKING POLICY
No parking permit is necessary; however, you must park in
white-lined, student spaces only.

(continued on page 5)

Camden County College is an equal opportunity/affirmative action institution.

2 Camden County College — Spring 2009 Non-Credit Course Guide — www.camdencc.edu/ce



CAMDENR CONTINUING EDUCATION REGISTRATION FORM

Mail form to: Camden County College

Attn: Continving Education

P.0. Box 200, Blackwood, NJ 08012
Telephone: (856) 874-6004 or (856) 374-4955
Did you know you an Fax: (856) 374-4861

register online ot

www comdence 00 !

Student's Social Security Number: - - Spring 2009
Title: QMr. OMs. QMrs. Q Other:
Legal Name:

Last First Middle

Name used in previous attendance if different from above:

Home Address:

Number Street

City State Zip County
Telephone: Home: - - Business:

E-Mail Address:

‘Information concerning age, gender and ethnic background is required for

federal reporting. It does not affect admission to Camden County College.

Ethnicity* Date of Birth’ / /
[ Asian American/Asian/Pacific Islander Month Day Year
[ Black/African American/African . . A .
[ Hispanic/Latino/Chicano/Spanish What is your intent in e;1rollmg at
[ Native American/American Indian/Alaska Native Camden County College?
 White/Caucasian/European 0 To develop/enhance job skills
(3 Personal interest/enrichment
Gender' 1 Male 1 Female Q Other
D tart End tart
Course Number Course Title .ays S.a .n Sta CoST
(circle) Time | Time Date
CE. MTWRFSU
(E. MTWRFSU
(E. MTWRFSU
(E. MTWRFSU
(E MTWRFSU
(E. MTWRFSU
(E MTWRFSU
TOTAL DUE (see payment info on back) ===~

Continuing Education Classes  Call Us for More Information: 856-874-6004 or 856-374-4955
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CONTINUING EDUCATION REGISTRATION FORM

Continved from other side

If the student is under the age of 18, please complete the following information:

Parent’s Name:

Address:

Number Street

City State Zip

Social Security Number: = -

Telephone: Home: - - Business:

E-Mail Address:

Payment Information Didyou knoy

U can

register oning ot
.camdenrc.edu/ce?

TOTAL DUE:
(from registration form on other side)

Check one: 1 Check (2 Third Party (documentation must be attached)
@ Vise® @ MosterCard® 2 Discover® (All information below must be complete in order fo process your credit card.)

Amount $

Enter Account #

Cardholder Name
NUMBER & STREET

Billing Address

ary STATE 7P

Expiration Date / / (W2 Code |:||:| |:| (3+digit number on the back of your credit card,

next to the last four digits of your credit card number)

Cardholder Signature

Student’s Signature: Date:

NOTE: Registration is not complete until payment is made in full.
Mail this form with check or credit card authorization, or fax with credit card authorization to:
Camden County College
Department of Continuing Education FAX: (856) 374-4861
CIM Building
P.O. Box 200
Blackwood, NJ 08012

3RD PARTY FINANCING AVAILABLE!

CALL 856-874-6004 FOR MORE INFORMATION.
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INCLEMENT WEATHER/
EMERGENCY CLOSING

When bad weather or an emergency necessitates cancelling
classes, Camden County College will inform faculty, staff, and
students of the closing through announcements on Radio
Station KYW 1060 AM. Please listen for the school closing
numbers on the early morning broadcasts on KYW. If the
weather gets progressively worse during the day, listen again
at midday and late afternoon for updates on closings. If the
closing number is announced, classes will be cancelled at all
Camden County College sites.

Closing Numbers:
559 — Cancellation of day classes
2559 — Cancellation of evening classes

LIFETIME LEARNING TAX CREDIT

As a Continuing Education student, you may be eligible for

the lifetime learning tax credit. For 2009, this tax credit is

generally equal to 20% of the first $5,000 of qualified

fuition expenses. You, or your parents, are eligible if:

1. You are not enrolled in a “sports, game, or hobby” course
unless it is required for your degree;

2. You, or your parents, paid tuition after January 1, 2008;

3. You have not been convicted of a felony offense for the
possession or distribution of a controlled substance; and

4. You or your parents’ modified adjusted gross income is
below $50,000 for single taxpayers or $100,000 for
married taxpayers filing jointly. For further details, please
consult your tax advisor or an IRS publication.

Registration

CONTINUING EDUCATION UNITS (CEU)
The CEU recognizes persons continuing their education and
keeping up to date in the latest technology in their fields.
One CEU is awarded for every ten hours of instruction. CEU
may be awarded for academic credit courses which meet the
CEU writeria; however, individual participants will not receive
hoth CEU and academic credit.

CLASS LOCATIONS

Closses are held at both the Blackwood campus as well as
the Cherry Hill Center. Please note that the Cherry Hill Center
consists of both the Rohrer Center and the Heritage Square
Center. Please consult the individual course description for the
particular location.

Building Abbreviation Codes:
Blackwood Campus

(IM  =Gabriel E. Danch CIM Center

TRU =Truman Hall

LN =Lincoln Hall

TAFT =Taft Hall

William G. Rohrer Center in Cherry Hill
ROH =William G. Rohrer Center

HER  =Heritage Square, Rt. 70, Cherry Hill

DAY ABBREVIATIONS
M=Monday, T=Tuesday, W=Wednesday, R=Thursday,
F=Friday, S=Saturday, U=Sunday

TIMING IS IMPORTANT —

REGISTER EARLY!

Many courses fill quickly and some courses do have size limits
attached fo them. Also, courses do cancel if the enrollment is
not sufficient. Your registration may be the one that makes
the class carry so please take advantage of early registration.

Cherry Hill

Want to explore
a new career path?

Attend our info session,
at 6 p.m. every Tuesday night!

William G. Rohrer Center
Rte. 70 and Springdale Rd.

Continuing Education Classes « Call Us for More Information: 856-874-6004 or 856-374-4955 5



Camden County College
Technology Career Tracks

g Camden County College has established one of the largest and longest

running Technology Academies in New Jersey, with experienced
instructors and a proven track record of success. We look forward to
helping you find your new career in the IT Industry.

The Technology Industry requires trained professionals with a strong foundation of skills to
fill the vast positions being offered today. Camden County College has designed several
Technology Career Tracks to propel students and working professionals into a specific field
of their choice.

The TCT’s will allow students to receive internationally recognized certifications

and/or build a portfolio designed to demonstrate skills to prospective employ-

ers. Each TCT has been comprehensively developed to provide the neces-

sary skills to compete in today’s Technology Sector. Prices listed below are L
for bundled programs. Individual classes are priced slightly higher. Job

placement assistance and options for financing are available.

Technology Support Specialist (TTS)

The TTS Technology Career Track is designed to give someone with little or no
@ computer experience entry level training. The skills learned in this track will
provide students the ability to “get their foot in the door.” Proficiencies gained
; will be used in any hands-on technical specialty. You will also build a com-
plete computer (included in price) which is yours to keep. This Career Track is
great for those students who enjoy hands-on adtivities.

COURSES INCLUDED CERTIFICATIONS

* BYOC (build your own computer) * A+, Net+, MCP, MCDST
 CompTIA A+ and Net+
* Microsoft Desktop Support Technician

Prerequisite: None, but preferred would be basic computer navigation
and comprehension of basic terms (See Computer Fundamentals).

Cost: $4,500 Hours: 250

Computer Fundamentals
For those students who have no computer experience we recommend the
Computer Fundamentals course for general preparation or just as a refresher. Only
24 hours long, it can be taken in addition to any of the Career Tracks. Some of the topics cov-
ered will include:
* Keyboarding
* Introduction to the PC .
* Microsoft XP/Vista fundamentals and navigation
* Internet/Email Basics

. © CALL
* Troubleshooting the PC (856) 874-6004
FOR MORE INFO
Cost: $449 Hours: 30
\, S
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Online Certificate
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Certified Wedding Planner

The Certified Wedding Planning Program is perfect for the individual
looking to get started as a professional wedding planner right away.
This comprehensive program covers everything an aspiring wedding
planner needs to know to get starfed in the business, from contracts
to efiquette, flowers, music, day of services, marketing, business
practices, trade secrets and industry specific applications. Whether
you plan on working parttime, planning only a few weddings a
year, or a fullime career, this program will provide all the tools nec-
essary o work as a professional wedding planner or start your wed-
ding planning business. The assignments are geared fowards starting
a business in the industry. Therefore, most assignments are tools
that will be ufilized in your business such as contracts, business
packages, profiling templates for new clients and tools for designing
a signature wedding such as fabric boards, design displays and pre-
sentation tools. Textbooks include templates and many examples for
you fo utilize in order to develop your own, such as confracts and
service packages. There are also over 50 documents in the on-ine
library you can download as templates for your bridal clients.

This program covers many areas, such as Budgefing, Project
Management, Vendors & Contracts, Wedding Etiquette, Wedding
Customs and Traditions from over 15 different cultures worldwide,
Wedding Gown Styles & Veils including the seasons fop designers
and videos of the most recent Truck (Fashion) Shows, Wedding
Event Planning, Writing your Business Plan, Signature Wedding
Design, Invitations, Public Relations, Wedding Music Selections,
Sales & Marketing, Pre and Post Wedding Parties, How to expand
your business, Relationship Education as well as Production and
Operations Management.

Some typical tasks for a Certified Wedding Planner (CWP) include:

1. Receiving, making and documenting telephone calls to clients
and vendors.

2. Scheduling appointments with vendors for clients.
3. Helping a client to unveil her personal style or wedding day
vision.

. Designing inspiration boards for new client meetings.

. Assist a client with her wedding gown/affire selection.

. Budget Tracking and project planning.

. Site visits with clients for venue selection.

. Troubleshooting and solution solving.

. Managing and delegating fask as well as fracking progress.

10. Collecting payments and performing collection activities.

O 0 ~N O~ U

Wedding planners are in demand as more and more sophisticated
brides discover they can not be the bride and the wedding planner
on the day of their wedding. Many professional planners run their
own company while many others work for wedding businesses
offering wedding planning services. For course details, visit
www.gatlineducation.com/camdencc.

Cost: $1,395 CE.ONL 449

Programs

T : '--i.'-"'.-glﬁ'*- e
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Multimedia Design

Certificate

Looking to launch your career in multimedia art

and design? This nationally recognized Multimedia

Design Certificate program equips you with fundamental

technical and conceptual skills for this challenging interdisciplinary
environment. As a student, you'll gain proficiency in the core tools
for interactive development: Adobe Photoshop, Flash, and After
Effects, and leam to shoot digital video and edit it in Avid or Final
Cut Express. You'll lean how to create images, animations, infer-
faces, and motion graphics for Web-based mulfimedia. Hands-on pro-
jects focus on essential skills and provide experience in working in a
broad range of media. Class assignments include digital image
retouching and compositing, Flash animations and interfaces, script-
ed and documentary video-making, color and typography studies,
Flash site development, and motion graphics. For course details,
visit www.gatlineducation.com.

Cost: $3,195 CE.ONL 458

A variety of other certificate programs
are also offered through our partner-
ship with Gatlin Education. Please visit

www.gatlineducation.com/camdencc
for more details. Call us at (856) 374-
4955 for registration information.

TIMING IS
IMPORTANT -
REGISTER EARLY!

Many courses fill quickly and some
courses do have size limits attached
to them. Also, courses do cancel if
the enrollment is not sufficient. Your
registrafion may be the one that
makes the class carry so please take
advantage of early registration.
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BUSINESS AND MANAGEMENT COURSES

Start Your Own Consulfing Practice
Accounting Fundamentals

Accounting Fundamentals Il

Learn to Buy and Sell on eBay
Effective Business Writing

High Speed Project Management
Principles of Sales Management
Understanding the Human Resources Function
Becoming a Grant Writing Consultant
Introduction to Nonprofit Management
Writing Effective Grant Proposals
Administrative Assistant Fundamentals
Fundamentals of Supervision & Management
Customer Service Fundamentals
Project Management Fundomentals
Project Management Applications
Mastery of Business Fundamentals
Mastery of Business Applications
Purchasing Fundamentals

Purchasing Applications

Six Sigma: Total Quality Fundamentals
Six Sigma: Total Quality Applications
Professional Sales Skills

Effective Selling

Manufacturing Fundamentals
Manufacturing Applications

Start & Operate Your Own Home-based Business

Real Estate Law

HEALTH CARE COURSES AND
Certificate in Gerontology

Medical Terminology

Introduction to Natural Health and Hedling
Certificate in Pain Assessment Management
Certificate in Perinatal Issues

Human Anatomy & Physiology

Legal Nurse Consulfing

Continuing Education Classes « Call Us for More Information: 856-874-6004 or 856-374-4955
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Please see the online course section
in this brochure for registration
information and visit the Web site
for course requirements.

PERSONAL ENRICHMENT COURSES -

$85 (EONL245  WRITING, TEST PREP
$85  (CE.ONL259  Writeriffic: Creativity Training for Writers $85  CE.ONL230
$85  CE.ONL397  Keys to Effective Communication $85  CE.ONL 337
$85 CE.ONL280  Beginner's Guide to Getting Published $85  CE.ONL 338
$85 CE.ONL281  Speed Spanish $85  CE.ONL 231
$85 CEONL282  Ato 7 Grantwriting $85  CE.ONL 233
$85 (CE.ONL283  The Craft of Magazine Writing $85 CE.ONL 234
$85 CE.ONL284  Wiite Like a Pro $85  CE.ONL 297
$85 (CE.ONL30T  Grammar Refresher $85  (CE.ONL313
$85 (CE.ONL323  Genealogy Basics $85  CE.ONL 235
$85 CEONL324  Travel Writing $85  CE.ONL 236
$85 (CE.ONL302  Discover Digital Photography $85  CE.ONL 243
$85 (E.ONL303  Pleasures of Poefry $85  CE.ONL 262
$85 (CE.ONL325  Fundomentals of Technical Wriing $85  CE.ONL 264
$85 (CE.ONL326  Merrill Ream Speed Reading $85  (CE.ONL278
$85 CE.ONL327 Intro. To Stock Options $85  CE.ONL 340
$85 (CE.ONL331  Resume Wriing Workshop $85  CE.ONL 300
$85 (E.ONL332  GRE Test Prep.-Part | (Verbal & Analytical) $99  CE.ONL 238
$85 (CE.ONL351  GRE Test PrepPart Il (Quantitative) S99 CE.ONL 239
$85 CE.ONL352  GMAT Preparation S99 CE.ONL 242
$85 (CE.ONL353  GED Preparation $85  CE.ONL 261
$85 CE.ONL354  Prep for GED Language Arts, Witing Test $85  CE.ONL 398
$85 CE.ONL364  Prep for GED Math $85  CE.ONL 399
$85 CE.ONL365  LSAT Preparation — Part | S99 CE.ONL317
$85 CEONL370  LSAT Preparation — Part Il $99  CEONL318
$85  CEONL371 Research Methods for Writers $85  CE.ONL 355
$85 CLONL 396 Introduction to Journaling $85  CE.ONL 363
85 CE.ONL 1% Beginning Writers Workshop $85  CE.ONL417
: Speed Spanish |l $85  CE.ONL410
PROGRAMS Secrefs of Better Photography $85  CE.ONL 344

5196 (EONL31?  TEACHER EDUCATION
585 CEONL333 Using the Internet in the Classroom $85  CE.ONL374
985 CE.ONL 367 Solving Classroom Discipline Problems $85  CE.ONL 375
5179 CEONL368  The Creative Classroom $85  CE.ONL 390
S119  CEONL369  Ready, Set, Read $85  CE.ONL 391
$85 (CE.ONL395  Integrating Technology in the Classroon $85 (CE.ONL416
$85 (CE.ONL427  Teaching Science: Grades 4-6 $85 CE.ONL428
Differentiated Instruction in the Classroom $85  CE.ONL 429

CE.ONL 452
CE.ONL 451
(E.ONL 450

Working Successfully with Learning Disabled Students $85
Teaching Math: Grades 4-6 $85
(reating the Inclusive Classroom: Strategies for Success $85
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Business Communications

Communicating clearly and effectively is an essential skill to
success in the business world. The following series of dlasses are
designed to develop this skill.

Effective Business Writing

Learn how to write more effective letters, memos, and e-mail mes-
sages that will enhance the delivery of your message. Participants will
learn how to organize their thoughts to construct clear, precise mes-
sages; refresh their grammar and punctuation; and proofread accurate-
ly. Emphasis will be placed on tone and inflection and projecting a
posifive and professional image in all your communications. .9 CEU

Cost: $65 Blackwood Location
CE.MGT 020-51 1/22-12/5
3 sessions R, 6:30-9:30 p.m.

Communications and Presentations
This seminar will assist participants in learning how to stand up and
deliver presentations that convey ideas with confidence and passion,
inform with pizzazz, and motivate others fo take action. Learn pre-
sentation basics, connecting with your audience, and correct ufiliza-
fion of visual aids in your delivery. Specific topics will include how to
organize your thoughts, using movement, gestures, and facial
expressions in presentations, using your voice to project, pace, and
pause, and how to grab and keep the audience’s attention. .6 CEU

Cost: $45 Blackwood Location
CE.MGT 024-51 1/20-2/3
3 sessions T.7-9 p.m.

Assertiveness Skills

This course will focus on assisting individuals in increasing your self-<confi-
dence, setfesteem, credibility, and composure. Emphasis will be placed
on the techniques utilized to best express yourself, make a strong
impact on people, manage your time, and remain in control. We will
practice assertive techniques that can help you in any situation. .6 CEU

Cost: $45 Blackwood Location
CEMGT 011-51 2/12-2/19
2 sessions R, 6:30-9:30 p.m.

Business & Management

T - LT

Corz/lict Resolution
and Management

In today’s high paced business environment, change, stress, and
conflict occur daily as our economic dimate experiences challenges
and often fimes sethacks. This series of classes is designed to help
you understand and manage these factors we all face each day.

Managing Stress and Emotions
in the Workplace

This course is designed for those wishing to manage stress and pre-
vent burnout. This seminar will teach you how to respond appropri-
ately to daily pressures and how o take charge of stressful situations
50 you can perform at your best. Parficipants will lear fo recognize
the signs of siress, determine stress-prone personalities, and explore
coping techniques. .6 CEU

Cost: $45 Blackwood Location
CE.MGT 008-51 1/26 - 2/2
2 sessions M, 6:30-9:30 p.m.

The Climate of Change

(Change is commonplace in today’s businesses and organizations.
How you react fo it can have a major impact on your career success
and your emotional wellbeing. During this seminar, we will deter-
mine how to make change work for you and your company; how
attitude is essential in change; why change happens and why it is
actually important; and how we can develop ourselves to deal with
the stress that change often brings.

Cost: $45 Blackwood Location
CE.MGT 071-51 2/9-12/16
2 sessions M, 7-9 p.m.

From Conflict to Collaboration

This seminar will focus on assisting individuals in gaining control, con-
fidence, and composure in even the most highly charged situations.
Participants will lean about the different types and causes of conflict
that occur in the workplace and at home. Discussion of the most
common responses fo conflict will help each participant uncover their
preferred style of managing conflict. Discover how you can de-fuse
and diffuse conflict o create a more positive and productive work-

place. .6 CEU

Cost: $45 Blackwood Location
CEMGT 002-51 2/26 - 3/5

2 sessions R, 6:30-9:30 p.m.

DAY ABBREVIATIONS
M=Monday, T=Tuesday, W=Wednesday, R=Thursday,
F=Friday, S=Saturday, U=Sunday
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Leadership SKills

Today's leaders must be multi-dimensional, self-mofivated, and
well-prepared to adapt at a moment's notice. This series of class-
es is designed to help you develop leadership skills in the areas
of delegation, teamwork, and organizational planning.

Organization and Delegation
Organizing your work and proper delegation of authority have long
been recognized as important leadership skills. This seminar wil
focus on both areas and emphasize specific topics such as how to
plan and organize your work and subsequently having employees
plan and organize their work and delegation techniques that get
results.

Cost: $45 Blackwood Location
(E.MGT 017-51 2/24-3/10
3 sessions T.79 pm.

Working as a Team

In the ever rapidly changing industry of today, the mark of a success-
ful manager is one who not only can manage efficiently but also
establish a team approach within the workplace. This seminar is
designed to prepare those in leadership roles to meet the demanding
challenges of leading and motivating a diverse work group. Emphasis
will be placed on communication skills, delegating work effectively,
and creating a positive work environment through team cooperation
and respect. In addition, participants will focus on the critical skill
development of establishing a vision, plan, and motivation structure
to maximize employees” skills. .9 CEU

Cost: $69 Blackwood Location
CE.MGT 025-51 317-3/31
3 sessions T, 6:30-9:30 p.m.

Notary Public Training Program

Business & Management

The Pathway to Leadership

Are you preparing for a promotion into management or have you just
entered info a new position as a manager? This seminar will assist
emerging leaders into the transition from employee to supervisor.
The focus of this program is to help new supervisors identify and
face the many challenges that they will encounter during their shift
into the new role of manager. Specific topics will include defining the
supervisor's role, negotiation and networking, inferpersonal and
human relations skills, team member environment, fime manage-
ment tips, planning and organizing, and performance assessment
practices. .6 CEU

Cost: 545 Blackwood Location
CE.MGT 062-51 3/12-3/19
2 sessions R, 6:30-9:30 p.m.

INTERESTED IN
JOINING OUR

TEAM OF QUALIFIED
INSTRUCTORS?

The Division of Continuing Education is always looking
for qualified instructors that can present new courses or
seminars in the area of Professional Growth or
Community Services. If you have a special skill you
would like us to consider, please send your résumé and
course proposal fo:

Sheri Porreca

Division of Continuing Education
Camden County College

P0. Box 200

(ollege Drive

Blackwood, NJ 08012

There is a growing need for Notaries Public in many professions including paralegal, financial,

real esfate, business, and legal professions. This class will educate you on how to obtain your

notary commission for the State of New Jersey. In addition, you will acquire skills and fools o com-

plete your state assigned job duties as described by the New Jersey Department of Revenue. We will explore
what a notary can do; what liability a notary faces; and how to earn money from notary services. Students
who successfully complete the training will receive a certificate of completion. This course meets the standards

of the New Jersey Notary Association.

Cost: 69 Blackwood Campus
(E.BUS 014-51 3/25
1 session W, 6-10 p.m.

Continuing Education Classes « Call Us for More Information: 856-874-6004 or 856-374-4955 33
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VISIONPOINT: Training...with a passion

VisionPoint training programs are used by organizations throughout North America and in 20 countries around the world.
VisionPoint programs jumpstart learning, build practical skills, increase productivity, and inspire performance. People who experi-
ence VisionPoint training take away fresh insights, inspired ideas and practical skills they can apply immediately to make a dif-
ference in their organization. Camden County College is proud fo offer the following programs developed by VisionPoint.

How to Get Along, Get Noticed, and
Get Ahead - Worksmarts

Success isn't just about the job you do — it's also about how you do
it. Communicating effectively, working well with others, staying posi-
tive and flexible in the face of change — these are essentials for
helping new employees become productive as quickly as possible.
This course will instruct you in understanding the “unspoken fruth”
that attitude and personal behavior are vital to long-term success;
how to cope with change more effectively; learn to set goals and
communicate those effectively; and promate proactive behaviors to
get ahead. .6 CEU

Cost: $45 Blackwood Location
CE.MGT 075-51 4/71-4/14
2 sessions T, 6:30-9:30 p.m.

It's the Law — The Legal Side

of Management

Managers today are expected to do more than just supervise daily
work activity. They are also legally obligated to understand and
enforce company employment policies and procedures to reduce the
chance of discrimination and lawsuits. This program uses a variety
of workplace scenarios fo illustrate that taking critical precautions
and having a dlear understanding of the law will minimize employ-
ment discrimination and maximize equal employment opportunity.
Topics of discussion will include ADA; discrimination and harassment;

progressive discipline and termination; workplace violence; workplace
privacy; substance abuse; and the Family Medical Leave Act. .6 CEU

Cost: $45 Blackwood Location
CE.MGT 076-51 4/ - 4/28
2 sessions T, 6:30-9:30 p.m.

The Extraordinary Leader -
Going from Good to Great

What separates an average leader from an extraordinary leader? The
Extraordinary Leader is designed to help leaders shift their way
of thinking about leadership from the conven-

tional idea that leaders are born to the fact
that anyone can be a great leader. Two of
the most preeminent thought-eaders on
leadership development, Jack Zenger and
Joseph Folkman, collected solid, quantitative
data from an extensive scientific analysis of
over 25,000 realworld leaders. Topics of
discussion will include the five key insights
about leadership; the 16 competencies of high performing laaders;
and how to apply strengths and behaviors that demonstrate leader-
ship effectiveness in workplace situations. 1.0 CEU

Cost: $69 Blackwood Location
CE.MGT 077-51 3/4-3/25
4 sessions W, 6:30-9 p.m.

AMERICAN MANAGEMENT ASSOCIATION (AMA)

Jumpstart your management career with Certificate Programs

Camden County College, in cooperation with the American Management Association, s pleased fo announce the offering of
unique management certificate programs designed to assist individuals in leaming state-ofthe-art management skills. These
programs are designed to help you become more effective in your current position or o prepare you for advancement into
another position. These courses are nationally recognized for their merit and comprehensiveness. AMA textbooks are ufilized
for all of the courses to provide a solid foundation in the subject matter. A selection of AMA courses are offered each semester

toward the completion of certificates.

What Will | Gain from the Certificate in Programs?

© Preparation for career and,/or career advancement

© Skill development o assist in managing day to day work situations

© Insight from instructors with practical experience and AMA text-
books

o A network of fellow professionals

o Obtain a Cerificate after completion of only six courses

Certificate in

Customer Satisfaction Management
Course Listing

Core Courses (Required):

Kegping Customers for Life

Managing the Customer Satisfaction Process

Delivering Knock Your Socks Off Service

Elective Courses (Choose three):
Communication Skills for Managers
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Management Certificate Programs
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How to be an Effective Facilitator

Fair, Square, and Legal: A Manager’s Guide to Safe Hiring,
Managing, and Firing

Coaching for Top Performance

Presentation Success: How fo Plan, Prepare, and Deliver Effective
Presentations

Certificate in Management Program

Course Listing

Core Courses (Required):

Communication Skills for Managers

Fair, Square, and Legal: A Manager’s Guide to Safe Hiring,
Managing, and Firing

Finance and Accounting for Non-Financial Managers

Leadership Skills for Managers

Elective Courses (Choose two):

A Manager’s Guide to Human Behavior

How to Manage Conflict in the Organization
Coaching for Top Performance

Delegating for Business Success

Managing and Achieving Organizational Goals
Fundamentals of Human Resources

What Managers Do

How to be an Effective Facilitator

Certificate in

Human Resource Management

Course Listing

Core Courses (Required):

Fundamentals of Human Resources

Fair, Square, and Legal: A Manager’s Guide to Safe Hiring,
Managing, and Firing

Communication Skills for Managers

Electives (Choose three):

Managing and Achieving Organizational Goals

Coaching for Top Performance

Successful Inferviewing: Techniques for Hiring, Coaching and
Performance Management Meetings

How to Be an Effective Facilitator

Presentation Success

Certificate in
Finance and Accounting

Management

Course Listing

Core Courses (Required):

Finance and Accounting for Non-Financial Managers
How to Read and Interpret Financial Statements

Elective Courses (Choose four):

How to Prepare a Financial Forecast

Planning Cash Flow

Fundamentals of Statistical Process Control

Intermediate Finance and Accounting for Non-Finance Managers
A Manager’s Guide to Financial Analysis
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Certificate in Business

Communications Management

Course Listing

Core Courses (Required):

Communication Skills for Managers

How to Sharpen Your Business Whiting Skills

Presentation Success: How fo Plan, Prepare, and Deliver Effective
Presentations

Elective Courses (Choose three):
Interpersonal Communication Skills in the Workplace
How to Write Dynamic Business Proposals

How to be an Effective Facilitator

Successful Inferviewing

Certificate in

Marketing Management

Course Listing

Core Courses (Required):

Fundamentals of Marketing

How to Write @ Marketing Plan

Competitive Strategies

Presentation Success: How to Plan, Prepare and Deliver Effective
Presentations

Elective Courses (Choose two):
Successful Product Management

How to Write a Successful Promotional Copy
How to Price Your Product and Services
(reating a Winning Marketing Campaign
Certificate in Supervision
Course Listing

Core Courses (Required):

First Line Supervision

First Level Leadership

Elective Courses (Choose four):

Coaching for Top Performance

Fair, Square, and Legal

Delegating for Business Success

Communication Skills for Managers

Presentation Success

Finance and Accounting for Non-financial Managers
Managing and Achieving Organizational Goals
What Managers Do

Certificate in Strategic Leadership
Course Listing

Core Courses (Required):

Coaching for Top Performance

First-Level Leadership

Managing and Achieving Organizational Goals

Elective Courses (Choose three):

Finance and Accounting for Nonfinancial Managers
How to Be an Fffective Facilitator

Fundamentals of Marketing

Leadership Skills for Managers
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AMA Semester Offerings

- ST a

Delegating for
Business Success

This course will focus on ways to utilize delegation

more effectively so you will have more time to

manage. You will lean how to create a positive climate for
delegating by fostering a spirit of cooperation and trust. In addifion,
you will learn how to give employees the authority and responsibili
ty they need fo get the job done, how to avoid common mistakes
of delegation, and how to identify which types of tasks and respon-
sibilities should be delegated and which ones should not. 1.5 CEU
Cost: $195 (fuition $112; AMA textbook $83)

Cherry Hill, Rohrer Center
CEMGT 035-41

5 sessions

1/26 - 2/23
M, 6:30-9:30 p.m.

Successful Interviewing:
Techniques for Hiring,
Coaching, and Performance
Management Meetings

Whether you are a general manager or a human resources manager,

the fact is that you do some interviewing (formally or informally)
virtually every day. This course will help you sharpen such skills as
open-ended questioning, active listening, and reading body lan-
guage. You will learn how to apply these techniques fo 12 types of

business interviews, from hiring and coaching fo assessment and ter-
mination. You will focus on topics such as building rapport with infer-

viewees, ensuring legal compliance, using competency-based ques-
tions for effective interviews, and how to coach, counsel, discipline,
and evaluate performance more effectively. 1.5 CEU

Cost: $195 (tuition $112; AMA textbook $83)

Cherry Hill, Rohrer Center
CE.MGT 037-41

5 sessions

3/2-3/30
M, 6:30-9:30 p.m.

Fundamentals of

Human Resources

This course focuses on how to establish an effective

human resources plan customized to your particular

organizational needs. You will learn how to recruit, select, inferview,
and hire more qualified employees in full compliance with federal

and state laws. In addition, you will leam how to perform job analy-
ses and prepare job descriptions that lay the groundwork for evaluat-

ing and hiring employees, develop costeffective yet compefitive
compensation and henefits programs, and training and mofivation
techniques for all workers. 1.5 CEU

Cost: $195 (tuition $112; AMA textbook $83)

Cherry Hill, Rohrer Center

CE.MGT 030-41 1/21-2/18

5 sessions W, 6:30-9:30 p.m.
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Fair Square and Legal:

A Manager’s Guide to

Safe Hiring, Managing,

and Firing

This course provides you with a knowledge of the ways the lows
governing equal opportunity and employee rights protect not only
employees but you, the manager, as well. You will leam how to
identify potential employment law violations before they happen,
investigate a harassment complaint, and recognize a “hostile work
environment.” In addition, you will lean how to write safe job
advertisements and descriptions, conduct safe hiring inferviews and
performance appraisals, and develop an effective sexual harassment
policy. After completing this course, you will have a firm understand-
ing of the key aspects of employment low to manage sofely and
avoid legal liability.

Cost: $195 (fuition $112; AMA texthook $83)

Cherry Hill Location, Rohrer Center

CE.MGT 029-41 2/25 - 3/25

5 sessions W, 6:30-9:30 p.m.

Intermediate Finance and
Accounting for

Nonfinancial Managers
Prerequisite: Finance and Accounting for Nonfinancial

Managers

This course will assist students on building on existing financial and
accounting skills to make informed managerial decisions ufilizing a
financial perspective. Specific topics will include establishing redlistic
bottom-line goals; using cost accounting methods to optimize profit
planning and strategic planning; apply financial knowledge to new
plans, products, or projects; recognizing the importance of budgets
and their relationship to goals on all organizational levels; and
preparing on-farget sales, production, and cash budgets. 1.5 CEU
Cost: $195 (fuition $112; AMA fexthook $83)

Cherry Hill Location, Rohrer Center

CE.MGT 055-41 41-4/29

5 sessions W, 6:30-9:30 p.m.
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First-Line Supervision

This course will provide you with the essentials to
achieve and maintain supervisory success in the
workplace. You will learn how to make a successful
transition from staff to supervisor; develop your own leadership
style; establish a positive, motivational work environment; give
effective feedback to improve employee performance; and how fo
build a top-performing team. In addition, you will learn how to
improve your listening and communication skills, the effective uses
of voicemail and e-mail, and how to resolve workplace conflicts, and
manage change. 1.5 CEU

Cost: $195 (tuition $112; AMA textbook $83)

Blackwood Location
CE.MGT 070-51

5 sessions

2/5-3/5
R, 6:30-9:30 p.m.
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