Upcoming Spring 2012 CSEA Training Opportunities
The University at Albany’s Office of Human Resources Management provides and coordinates employee development opportunities.  Listed below are upcoming training courses.  More complete course descriptions are at:  http://www.nyscseapartnership.org/website/sfs2010_11/index.cfm. 
If you or your staff has questions about these materials, please contact Lynne Shultis at (518) 437-4702.
	COURSE NAME
	AUDIENCE/ GOALS
	DATES
	LOCATION

	INDIVIDUAL DEVELOPMENT

	College Credit:  Alternative Approaches and Ways to Save Money
	This course covers non-traditional ways for employees to obtain college credit that could save them time and money. Participants will:

Learn how to access distance learning and online courses

Consider using credit-by-examination programs to obtain college credits

Learn how to use external degree and other non-traditional college programs
	March 21, 2012
9:00 am – 12:15 pm
	PDP Training Center
Corporate Woods

Albany, NY

	INTERPERSONAL COMMUNICATION

	Conflict Resolution Skills:  How to Be Your Own Mediator
	This course empowers employees to handle the challenges of today’s workplace. Participants learn to use a simple yet powerful communication tool – “self-mediation” – to manage the differences that impair teamwork, quality of performance, decision making, and cooperation at work and at home.
	February 27, 2012

9:00 am – 4:30 pm
	Workers’ Comp Board

100 Broadway
Menands

	Workplace Social Skills
	Participants will apply a variety of assessment tools and practice skills using fun, easy, and interactive exercises to gain personal insights about how to build effective workplace relationships. This course examines a variety of social skills used when interacting with others in the workplace.
	March 20, 2012

9:00 am – 4:30 pm
	Workers’ Comp Board

100 Broadway

Menands

	LANGUAGE SKILLS

	Focus on Pronunciation

6-day course
	This course is for employees who would like to develop their American English pronunciation. Participants will learn and observe how sounds are made and how to present useful information using the appropriate intonation. They will practice global features of clear speaking such as: speaking slowly, speaking loudly enough, paying attention to the end of words, and using their voices to speak expressively.
	Jan 25, Feb 1, 8, 15, 22 & 29, 2012

9:00 am – 4:30 pm
	Taxation and Finance

Schenectady

	SKILLED TRADES

	Plumbing Basics
	This course introduces the fundamentals of plumbing and pipe fitting practices and describes how basic plumbing systems function. Participants will: 

Identify types of pipes and their fittings

Use plumbing tools and equipment

Describe the basic components of water and drainage systems

Demonstrate effective troubleshooting skills on plumbing systems like toilets and faucets
	Feb 1, 2012

9:00 am – 4:30 pm
	Harriman State Office Campus

Albany, NY

	Electricity Basics
	This course introduces participants to the basic principles of electric theory and how to apply these concepts to the connections and operation of electrical equipment. Participants will: 

Learn how electricity is produced and distributed

Differentiate between AC and DC

Identify types of electricians' materials and tools

Terminate and splice wire
	May 17, 2012
9:00 am – 4:30 pm
	SUNY Plattsburgh
Plattsburgh, NY

	Carpentry Advanced
	This course is for employees who have already taken Carpentry Basics or have some familiarity with basic carpentry. It presents participants with the more advanced terminology and practices used in the carpentry trade. Participants will: 

Learn how to frame walls, floors, roofs, and stairs 

Identify wood siding types and their installation 

Learn how to install windows, door units, and drywall 

Explain project estimation principles 
	June 12 & 13, 2012

9:00 am – 4:30 pm
	Grafton Lakes State Park

Grafton, NY

	MATH SKILLS

	Math for Health Care Workers
	This course is designed for employees who are currently, or who anticipate, working in a health care related field. Participants will be exposed to basic mathematical functions, ratios, metrics, metric conversions, and problem solving.
	May 16, 2012
9:00 am – 4:30 pm
	Capital District DDSO

500 Balltown Road 
Building 3 Training Center
Schenectady

	WORK MANAGEMENT

	Take Control of Your Time
	This course helps employees take control of their work day and complete assignments on time. Participants will: 

Learn the basic principles of time management

Apply basic time-management techniques to work more productively

Identify time wasters such as negative attitudes, procrastination, and changing priorities 

Develop a plan for efficient and effective use of time
	March 6, 2012

9:00 am – 12:15  pm
	Workers’ Comp Board

100 Broadway

Menands

	Taming Your Tasks
	This course helps employees take control of their work day and complete assignments on time. Participants will: 

Learn the basic principles of time management

Apply basic time-management techniques to work more productively

Identify time wasters such as negative attitudes, procrastination, and changing priorities 

Develop a plan for efficient and effective use of time
	March 6, 2012

1:15 pm – 4:30 pm
	Workers’ Comp Board

100 Broadway

Menands

	Effective Problem Solving

2-day course
	Employees will learn skills to improve their ability to systematically reason through problems, generate and evaluate viable alternatives, make defensible determinations, and formulate workable implementation plans. The course emphasizes applying basic problem solving concepts and techniques to typical problems encountered in the workplace.
	May 17 & 18, 2012

9:00 am – 4:30 pm
	Saratoga Spa State Park

Saratoga Springs

	WRITTEN COMMUNICATION

	Writing for Clarity


	This course addresses the three stages of the writing process: planning, writing, and revising. Participants will: 

Use various techniques to plan and organize their writing

Write clear, concise, and interesting sentences

Write coherent, well-constructed, and focused paragraphs 

Revise documents for logic, clarity, and correctness
	April 26, 2012

9:00 am – 12:15 pm
	PDP Training Center

Corporate Woods

Albany



	Organizing Your Writing
	This course helps participants improve the organization of their writing. Participants will recognize the importance of organizing their thoughts before they begin to write and keeping their readers in mind. Participants will: 

Focus their writing directly on the topic

Use appropriate tone for the audience and subject matter

Employ writing techniques such as outlining and bulleting

Improve editing skills 
	April 26, 2012

1:15 pm – 4:30 pm
	PDP Training Center

Corporate Woods

Albany



	WEBINARS

	College Credit:  Alternative Approaches and Ways to Save Money
	This course covers non-traditional ways for employees to obtain college credit that could save them time and money. Participants will:

Learn how to access distance learning and online courses

Consider using credit-by-examination programs to obtain college credits

Learn how to use external degree and other non-traditional college programs
	Jan 25, 2012
1:00 pm – 2:00 pm
OR

April 26, 2012

2:00 pm – 3:00 pm
	Individual Development

	Dealing with Stress
	This course helps employees recognize and manage the stress of work assignments and the anxiety of juggling work and life demands. Participants learn about the mind-body connection to stress and gain knowledge about ways to reduce stress, thus improving their work and personal lives.
	Feb 6, 2012
10:00 am – 11:00 am
OR

Mar 12, 2012

3:00 pm – 4:00 pm
	Individual Development

	Managing Finances
	This course helps employees improve their money management skills and reduce the stress created by financial difficulties. Employees learn to set goals and make plans to reach them, spend less than they earn, save for retirement, use credit wisely, and take advantage of the many tax-saving programs New York State offers.
	Feb 14, 2012
10:00 am – 11:00 am

OR

April 11, 2012

12:00 pm – 1:00 pm
	Individual Development

	Using Credit Wisely
	This webinar helps employees use personal credit wisely. Participants can learn what good credit is, how to access and read their personal credit report, learn what makes up a credit score, how to repair their credit and avoid credit repair scams, and access the top three credit reporting agencies.
	Feb 28, 2012

10:00 am – 11:00 am

OR

April 25, 2012

2:00 pm – 3:00 pm
	Individual Development

	Study Skills
	This webinar helps employees learn strategies to be successful when taking college or other courses. Effective time-management techniques, note-taking methods, and strategies for successful test taking will be discussed.
	Mar 6, 2012

10:00 am – 11:00 am

OR

May 15, 2012

12:00 pm – 1:00 pm


	Individual Development

	Using the Tuition Benefits Program
	Interested in returning to school to work on a degree but are not sure how to pay for it? Interested in taking courses to become eligible for a Civil Service examination or to improve skills for your current job? This webinar provides information and advice about using the Partnership's Tuition Benefits Program to help pay for courses. Participants will: 

Determine their eligibility for tuition benefits

Identify the different types of benefits available

Learn how to apply for and use their benefits

Determine the types of courses covered

Determine benefit coverage limits

Learn how to cancel a benefit, change courses and schools, and drop a course
	Apr 24, 2012

10:00 am – 11:00 am

OR

June 12, 2012

1:00 pm – 2:00 pm
	Individual Development

	Electronic Etiquette
	This course introduces the rules-of-the-road for popular forms of electronic business communication. It will identify proper business practices when using devices such as email, voice mail, call waiting, and faxes.
	May 23, 2012

10:00 am – 11:00 am
	Interpersonal Communication

	Introduction to Green Technology
	This webinar provides a general overview of green technology and related projects underway in New York State. It identifies the opportunities and benefits of incorporating wind, thermal, and solar energy into work and personal environments. The factors that drive the need for green technology and the fiscal and environmental benefits of adopting green business practices will also be covered.
	June 6, 2012

10:00 am – 11:00 am
	Trades

	Take Control of Your Time
	This course helps employees take control of their work day and complete assignments on time.
	June 14, 2012

12:00 pm – 1:00 pm
	Work Management


*NYS/CSEA Partnership courses are designed for CSEA-represented employees.  M/C Clerical and secretarial staff may attend if space permits.

In addition to the courses listed above, the University at Albany participates with NYS/CSEA Partnership to offer several hundred courses on-line.  For further information, please call (518) 437-4700 or visit the website at www.nyscseapartnership.org.  
A Reminder:  CSEA’s has a Tuition Benefits Program and eligible employees can apply for two (2) tuition benefits.  To find out more about the CSEA Tuition Benefits Program, visit this website:  www.nyscseapartnership.org.

