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Business Communications

Communicating clearly and effectively is an essential skill to
success in the business world. The following series of classes 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 5/1-5/1
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 to 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 5/5-5/19
J sessions T.7-9 pm.

Assertiveness Skills

This course will focus on assisting individuals in increasing your self-confi-

dence, self-esteem, 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 conrol. We will
practice asserfive techniques that can help you in any situation. .6 CEU

Cost: $45 Blackwood Location
CEMGT 011-51 5/28 - 6/4
2 sessions R, 6:30-9:30 p.m.

Make the Connection

Business is all about relationships and being a

better listener helps you establish better relation-

ships. Of all the skills of leadership, listening is one of

the most valuable and one of the least understood. This program is
a practical approach fo obtain, develop, and strengthen communica-
tion skills that can be used by anyone in business or any social envi-
ronment. Each skill will be introduced and individuals will have time
to practice it with an opportunity at the end of the course to inte-
grate the individual communications skills with one another. Specific
points covered will be closing the interpersonal gap; developing lis:
tening skills such as paraphrasing, perception check, and productive
questions; sensitivity in listening; unintended messages; dealing with
ariticism and use of negativity; and rapport building techniues.

Cost: $85 Cherry Hill Location
(E.MGT 080-41 5/28 —6/18
4 sessions R, 6:30-9:30 p.m.
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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, defermine stress-prone personalities, and explore
coping techniques. .6 CEU

Cost: 545 Blackwood Location
CE.MGT 008-51 5/4-5/1
2 sessions M, 6:30-9:30 p.m.

The Climate of Change

(hange 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 5/6-5/13
2 sessions W, 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
CE.MGT 002-51 6/11-6/18

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 1o 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 will
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: 545 Blackwood Location
CE.MGT 017-51 5/26 —6/9
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 o 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,
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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
C(EMGT 025-51 6/16 - 6/30
3 sessions T, 6:30-9:30 p.m.

The Pathway to Leadership

Are you preparing for a promotion into management or have you just
entered into a new posifion 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
info 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, time manage-
ment fips, planning and organizing, and performance assessment
practices. .6 CEU

Cost: $45 Blackwood Location
C(E.MGT 062-51 5/20 - 5/27
2 sessions W, 6:30-9:30 p.m.

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 to 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 fo 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 6/23-6/30
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 lear understanding of the law will minimize employ-
ment discrimination and maximize equal employment opportunity.
Topics of discussion will include ADA; discrimination and harassment;
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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 6/18 - 6/25
2 sessions R, 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, Juck 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 leaders;
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 6/24-17/15
4 sessions W, 6:30-9 p.m.
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