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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
program. We must
and late cancellations at the full
program price. In the event that
ythe u Assogiadion p Musty eascel a
program, we will notify all partici-
pants promptly and, if prepaid,

s tow 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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The Role of the Human
Resource Assistant

This class explores the supporting
role of the HR Assistant in the
delivery of HR services to the or-
ganization. Participants are provided
an overview of pertinent federal and
state employment laws and their
administration. The program in-
cludes guidance on employment
records, posting and retention
issues, as well as other key HR
areas that generally fall within the
domain of the Assistant. Partici-
pants learn how to convey good
employee relations, handle ques-
tions from management and em-
ployees and safeguard and maintain
confidentiality.
Learning Objectives
A 1dentify specific record  -keeping
and posting requirements
A Introduction to applicable federal
and state employment laws: Title
VIl, EPA, ADEA, ADA, FLSA,
FMLA and others
A Discuss the limitations on em-
ployment at -will and other
concepts
A Develop the skills to support the
entire hiring process: evaluating
resumes and applications, con-
ducting screening interviews,
administering pre
tests, etc.
A Identify ways to improve new

-employment

hire orientation

Who Should Attend?

Anyone assisting with or involved in
the administration of HR tasks.

Dates and Times:
Tuesday, August 3, 2010
9:00 a.m. 1 3:30 p.m
Lunch is included

Instructor: Susan Sterritt, SPHR,
Learning and Development Consult-
ant
Location:  Employers Resource

Association - Cincinnati

CEUs/CPEs: 0.6/not available
Member Fee:  $155.00
Nonmember Fee: $215.00
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Essentials of Selling: A
Complete Process

This valuable workshop is de-
signed for both the new sales
professional as well as the more
experienced sales representative
who either has had no formal
training or who has identifiable
opportunities for improvement.
It covers the entire sales process,
from how to be more organized
to acquiring those critical refer-
rals and everything in between.

Learning Objectives

A Organize your planner, desk,
briefcase, car and office

A Gain critical time management
skills

A Use the sales funnel to drive
your prospecting activities

A Master prospecting activities
such as telemarketing and cold
calling

A Discuss the sales process from
the initial meeting to the
needs analysis, and uncover-
ing the &6painbd

A Overcome common objectives

A Identify over 30 sources of
potential prospects

A Improve your ratios from
prospecting, appointment
setting, presentations and
sales

Who Should Attend?

Newly appointed sales reps and
any rep not achieving the desired
level of success.

Dates and Times:

Wednesdays, August 4, 11, 18, &
25,2010

8:15am. T 12:15p.m

Instructor: Jerry Yingling, B.S.
Ed., Learning and Development

Consultant

Location:  Employers Resource
Association - Cincinnati

CEUs/CPEs: 1.6/not available

Member Fee:  $340.00

Nonmember Fee: $475.00



Coaching Skills for

Managers and Supervisors

%
Approved Provier
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Plitication

The use of this seal is not an
endorsement by the HR Certi-
fication Institute of the qual-
ity of the program. It means
that this program has met
the HR Certification
criteria to be pre -approved

for recertification credit.

This program helps supervisors
and managers to more capably
coach their employees into en-
hanced performance on the job.
It will the business
helping employees
realize the need to improve their

reinforce
value of

own performance or to change
their behaviors in the workplace.
As a result of lively practice in
this session, leaders will be better
able to use performance coaching
as a method of helping their
employees grow and develop
greater responsibility for their
choices, actions and productivity.

Learning Objectives

A Utilize coaching to
performance

A Identify main
ployees do not perform as
expected

A Master six steps of coaching

improve

reasons em-

for performance delivery
A Gain
time
A Live
performance/behavioral

fibhnwy at an

practice of common
issues

A Develop sound documentation
practices

A Preview effective communica-

Dns giqnI sukilles (ggring coaching

Who Should Attend?

Team leaders, supervisors, man-
agers and executives. This class
is not for EL series partici-

pants.

Dates and Times:
Tuesday, August 10, 2010
9:00a.m. T 3:30 p.m
Lunch is included

Instructor: Ralph Neal, SPHR,
Vice President, Educational Ser-

vices

Location:
Association

Employers Resource
- Cincinnati

PHR/SPHR/GPHR

Recertification Credits: 55

CEUs/CPEs: 0.6/6 management

Member Fee: $155.00

mportant

Nonmember Fee: $215.00



August 2010 ©ERA Training

Microsoft
Office
Word © |

This program is designed to pro-

vide participants with a working

knowledge of Microsoft Office
Word®.

Learning Objectives

A Navigate with Word ® 2007

A Create basic documents

A Develop understanding of
basic editing functionality

A Format basic text, para-

graphs and tables

A Format page layouts

Who Should Attend?

Any professional new to Micro-
soft Office Word®.

Dates and Times:
Tuesday, August 10, 2010
8:30am. 1 12:30 p.m

Member Fee: $175.00

Nonmember Fee: $245.00

Microsoft
Office
Excel © 1lI

This program is designed to pro-
vide participants with an ad-
vanced level of knowledge of
Microsoft Office Excel®.

Learning Objectives

A Understand Excel®
6databased functi
A Understand collaboration
functionality
A Develop ability to analyze
data using pivot tables
A Develop ability to create
pivot charts
A Understand Objects

Who Should Attend?

Any professional who wishes to
add to their knowledge of Micro-
soft Office Excel®.

Dates and Times:
Tuesday, August 10, 2010
1:.00 p.m. T 5:00 p.m

Member Fee : $175.00

Nonmember Fee : $245.00
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Instructor: lyteltup! ,
Associate Instructors
Resource

Location: Employers

Association - Cincinnati



