eratraining

Real world training and development

March Training Programs
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Uncertain about which programs are right for a particular in-
.; [\[] g. dividual or group? Wondering about the details of bringing a

;’ !‘ training program on -site? Please call any member of your
Associationds training depar t-malnt

training@hrxperts.org. We welcome your questions and can
help you select programs or other training interventions to meet your

exact needs.

Ralph Neal, SPHR Vice President, Educational Services
Jerry Yingling, B.S. Ed. Learning & Development Consultant
Susan Sterritt, SPHR Learning & Development Consultant
Brandi Helton Training Coordinator

Lora Blanken Training Assistant

MARCH 2010

Employers Resource Association
1200 Edison Dr.
Cincinnati, OH 45216
Phone: 513.679.4120
Fax: 513.679.4139

-2276

Toll free: 888.237.9554
www.hrxperts.org

Inside this issue:

Microsoft Office Word |
Microsoft Office Excel IV

Employment Law Update and
Review

Leadership Skills for Group
Leaders Il

Microsoft Office PowerPoint |
Microsoft Office PowerPoint Il

Workplace Harassment for
Managers and Supervisors

Diversity Effectiveness
Got Teambuilding?

Human Resource Manage-
ment |

Excellence in Leadership I
Microsoft Office Excel |

Microsoft Office Outlook |

at 513.679.4120

www.hrxperts.org
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The use of this seal is not an endorse-
ment by the HR Certification Institute
of the quality of the program. It
means that this program has met the
HR Certification
be pre -approved for recertification

credit.

Registration Information

How to Register

Advance registration for all
training programs and Executive
Briefings is necessary and should
be made as early as possible to
reserve space. To register by
phone , or for more information
about course content, please call
Brandi at (513) 679 -4120. Or, if

you prefer, simply register by fax
at (513) 679 -4139, or by mail to

our office using the address on

the back of this booklet. Please
print the program name and
starting dat e, and

Institupbfe afd 'pghdhé *number along

with the names of the participants
youbd Ilike to regi
tion is limited to ensure partici-
pants receive proper attention.
Registration by  e-mail is another
option: training@hrxperts.org.
We encourage you to enroll early

to avoid disappointment and to
take advantage of additional
discounts described below, avail-
able only to members.

Member Discounts

Take advantage of these spe-
cial discounts! Members who
register three or more participants
for the same program at least
fourteen (14) calendar days in
advance of the program will
receive a 5% Group Discount.
Members whose payment is
received in our office at least
fourteen days in advance of the
program start date will receive a
5% Earlybird Discount. You can
receive both discounts by paying
for your group so that your remit-
tance is received by the Earlybird
date.

Cancellation Policy

Because definite commitments
must be made to instructors,
program participants, caterers
and others, cancellations for a
training credit or refund will be
accepted if made in writing 48
hours prior to the start of the
program. Please feel free to make
appropriate substitutions at any
time prior to the start of the
progr am. We must
and late cancellations at the full
program price. In the event that
ythe u Assogiadion p Austy eascel a
program, we will notify all partici-
pants promptly and, if prepaid,

s ow rchoice oR a dujl gefupda ar
training credit will be given.

SPHR/PHR/GPHR
Recertification Credits

Employers Resource Associa-
tion is pleased and proud to
announce that many of its pro-
grams have been approved for
credit toward recertification of
your SPHR/PHR/GPHR credential
from SHRM/HRCI. Now is your
opportunity to get recertification
credit and broaden your horizons
as most every program has been
accepted. Classes of interest that
may have not afforded you credit
toward recertification now qualify
for credit. Each individual flyer
will be marked with the appropri-
ate number of recertification
credits.
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Microsoft Microsoft
Office Office
Word © | Excel © IV

This program is designed to This program is designed to

provide participants with a provide participants with an

working knowledge of Microsoft advanced knowledge of Microsoft

Office Word®. Office Excel®.

Learning Objectives Learning Objectives

A Navigate with Word @ 2007 A Develop understanding of

A Create basic documents database querying from

A Develop understanding of within Excel® 2007
basic editing functionality evelop methodologies to Instructor: lyteltup! ’

A Format basic text, para- link and work with multiple Associate Instructors
graphs and tables workbooks

A Format page layouts A Develop methodologies to Location: Employers Resource

import and export data Association - Cincinnati

A Develop understanding of
functions within Excel® 2007
A Introduction to VBA

Who Should Attend? Who Should Attend?

Any professional new to Micro- Any professional looking to build
soft Office Word®. on Microsoft Office Excel® skills.
Dates and Times: Dates and Times:

Tuesday, March 9, 2010 Tuesday, March 9, 2010
8:30am. 1 12:30p.m . 1:00 p.m. 7 5:00 p.m

Member Fee :$175.00 Member Fee:  $175.00

Nonmember Fee 1 $245.00 Nonmember Fee: $245.00




