Upcoming Training Opportunities for PS&T Staff
The University at Albany’s Office of Human Resources Management provides and coordinates employee development opportunities.  Listed below are upcoming training courses offered by the PS&T Unit.  If you or someone on your staff would like to attend any of these programs, please call Lynne Shultis at (518) 437-4700.

	WORKSHOPS

	COURSE NAME
	AUDIENCE/ GOALS
	DATES
	LOCATION

	Interpersonal Communication Skills
	This workshop examines interpersonal skills that are used in the workplace.  Participants will learn how to manage relationships with their supervisor and peers, and how to improve listening skills to enhance the positive flow of information.  The role of communication in effectively delegating work assignments, strengthening staff morale, improving face-to-face communication, and handling difficult situations in the workplace will also be addressed.
	May 17, 2012
9:00 am – 4:00 pm

Registration deadline:

5/10/2012
	The College of Saint Rose

Albany, NY

	Professional Writing:  Composition
	This workshop provides an overview of essential writing skills that include developing and organizing ideas, choosing a focus for writing, and using appropriate language for the audience.  Participants will focus on writing skills within the context of the larger writing process, approaching a writing task from pre-writing through revisions.  Writing tone, style, and technique will also be addressed.
	May 25, 2012

9:00 am – 4:00 pm

Registration deadline:  

5/18/2012
	Schenectady County Community College

Schenectady, NY

	Professional Writing:  Reports
	This workshop focuses on the role of business reports, how to structure and organize a report, and the purpose and design of status and progress reports.  Participants will learn the proper construction and utilization of business charts, graphs, tables, and graphics.
	June 1, 2012

9:00 am – 4:00 pm

Registration deadline:

5/25/2012
	Schenectady County Community College

Schenectady, NY

	How to Prepare a Witness for a Deposition
	This workshop discusses how to best prepare witnesses for depositions, how to prepare them to defend that deposition once on the stand, and also to discuss the ethical considerations of witness preparation for depositions.  Upon successful completion of this workshop, six (6) Continuing Legal Education (CLEs) credits will be awarded.
	June 29, 2012

9:00 am – 4:00 pm

Registration deadline:

6/22/2012
	Albany Law School

Albany, NY


Employees can now register for these workshops through the State Learning Management System (SLMS), the state’s new online learning management system:

http://www.goer.ny.gov/Training_Development/SLMS/index.cfm. 
This link will take you to the SLMS  welcome page. If you do not have a username and password, please follow these instructions:
1. Go to the website:  www.suny.edu
2. Roll your mouse over the “faculty and staff” button at the top of the screen

3. Click on “SUNY Secure Sign On” from the menu that drops down

4. Select “Albany” as the campus.

5. Enter your NetID and password.  These are the same as what you would use to login to MyUAlbany.

6. Click on the login button

7. Click on “eBusiness Services”

8. Click on “SLMS Statewide Learning Management System”

9. Click “update My Account”

For those enrolling in college courses and would like some help with tuition costs, be sure to check out the Tuition Voucher program at www.goer.state.ny.us/train -- select PST and Tuition.  

