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Personality plays a vital role in all aspects of our lives,
especially communication.

Communication is reflected

through many means—

words and tone, body language
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Learn how to use

communication styles to your benefit. Participants
complete an assessment to discover their own style
and tips on how to work with other personality types.
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All classes will be held at Lake Region State College Jungle Escape — Team BUIldIng

Classes are on a first-come, first —served basis. & % May 25, 2010 ¢ ¢ 9a.m. to 12 noon
Forward Devils Lake member: Complimentary
¢ Businesses are limited to 3 participants per C t T 1N Non-member fee: $35 ($61 value)
computer class and 5 per for other classes om pu er iraini ng . ’
Would you survive if your plane went down in a jungle?
How would you perform in a team situation if your life
depended on it? In Jungle Escape, you learn about the
three types of teams (fragmented, divergent, and cohesive) and their characteristics:
climate, involvement, leadership, goal setting, problem solving, decision making,
conflict management, communication, and task satisfaction. Learn to be a Survivor!

@

Registration fee is due one week prior to class date

Lake Region State College
Devils Lake, ND

¢ No refunds within 5 days of class date

For information or to register call TrainND ;
701-662-1578 or 800-443-1313 ext. 1578 : <

or online at

www.Irsc.edu/workforce Presented by Crace Kurtz received her BA in Cindy Brown attended Valley City
E-mail: michelle.faine@Irsc.edu Business Marketing from Mercyhust College in State University earning a double

: . " 1N . e Univrsty earning a dou
H o Pennsylvania. She went on to major in Business Administration
Non-members, please remit payment to B/ J ¢ receive her Masters from Suffolk and Business Education with a
- : University in Massachusetts in minor in Human Resources. In
TrainND : Higher Education. Her 2009, Brown received her Master’s
1801 College Drive N : / professional experience includes Degree in Educational Leadership

Devils Lake. ND 58301 . 10 years in the Education field. through NDSU.
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Meet Your Instructors




What's New in

MS Office 2007*

June 8, 2010 ¢ ¢ 9to 11:30 a.m.
Forward Devils Lake member: Complimentary
Non-member fee: $35 ($60 value)

An overview of the new features of MS Office ‘07.
Review the ribbon which replaces the menus found
in previous versions. Commands are grouped within
tabs that are organized by task, making it a more
visual way to locate the features you need.
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Intermediate MS Excel 2007*

July 13, 15 & 20, 2010 ¢ ¢ #0 a.m. to 12 noon
Forward Devils Lake member: Complimentary
Non-member fee: $45 ($83 value)

Enhance worksheets by modifying and formatting
graphs and charts. Learn how to analyze data
using PivotTables and Pivot Charts. Enhance visual
appeal using themes and graphic objects. Learn
advanced formulas and how to create

and manipulate comments.

September

Resolving Conflict at Work:

Improving Workplace Relationships

September 9, 2010 ¢ ¢ &a.m. to 12 noon
Forward Devils Lake member: Complimentary
Non-member fee: $35 ($58 value)
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Have you ever felt like you need to have an
umpire settle problems between you and a co-
worker? You are not alone!
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° *Must have good basic knowledge of MS Office '03 *This is a six hour course. Must have good Thank you! Cindy was : . This sefnlnar. teaches you to recognlze.the network /A
° basic knowledge of MS Excel 07. : great — very comfortable Do of relationships at work and your role in them.
° < > , * o Learnhow to positively manage business ‘
) < > . classroom atmosphere.” & ¢ . . . .
° : : o relationships and avoid unnecessary conflict. :
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° Basic MS Excel 2007 ° . Intermediate MS Word 2007* : + Effective conflict resolution steps and tips help you deal with :
: June 15,17 & '22/ 2010 ¢ ¢ B0 a.m. tf) 12 noon , : July 22, 27 & 29, 2010 ¢ + #0 a.m. to 12 noon . ¢ differences of opinions and difficult situations. .
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Participants work in an Excel spreadsheet by entering © . °
. and seﬁ)ecting data. Learn correpct Excel term%nology, ’ . : ]Ic_earn tofcrea;s e?nd custo;nize tablgs, :tilize style E OCtOber eececccccccccsecccscscsesnee
° . N « features for efficiency, and customize document .

how to delete, insert, and modify cells, rows, and ° o fea Y :
e columns. Discover how to create, copy, and edit e : elements. Learn how merging documents saves : o Generations in the Workplace
® formulas, as well as how to format cell contents and : : valuable time. See the benefit to using set tabs, . . October 12, 2010 ¢ ¢ 8:30 a.m. to 12 noon
. workshe(;ts ° ¢ headers and footers. O e, e Forward Devils Lake member: Complimentary

' o . i . : Non-member fee: $30 ($50 Value)
. *“This is a six hour course . * *This is a six hour course. Must have good basic knowledge ¢ . Greatjob Grace! Helped me :
: [ ] ° ’ o . - i 1 .
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Intermediate MS PowerPoint 2007*

August 3, 5 & 10, 2010 ¢ ¢ B0 a.m. to 12 noon
Forward Devils Lake member: Complimentary
Non-Member fee: $45 ($83 Value)

The instructor identifies the four distinct generations found in the

workplace today. You will learn the characteristics (attitudes,

P00000000000000000000000 00000 behaviors, expectation, habits and motivational buttons) of

Includes using templates or custom design,
creating diagrams, and adding special effects,
such as animation and sound.

each generation, and examine the stereotypes associated

Designed for participants that already know with each. Learning how to communicate with the four

PowerPoint basics, but want to enhance their
presentations. Give your presentation the WOW factor!

different generations will help eliminate major confrontations
*This is a six hour course. Must have good basic

and misunderstandings in the workplace.
knowledge of MS PowerPoint ‘07.
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