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Uncertain about which programs are right for a particular in-

dividual or group? Wondering about the details of bringing a 

training program on -site?  Please contact Jessica in the Asso-

ciationôs training department at 614.538.9410 or via e-mail  

at jcoleman@hrxperts.org.  We welcome your questions and 

can help you select programs or other training interventions to meet your 

exact needs.  

 

Jessica Coleman      Learning and Development Consultant  

Ralph Neal, SPHR     Vice President, Educational Services  

 

July Training Programs  

Inside this issue:  

 www.hrxperts.org  

training@hrxperts.org  



How to Register   

  Advance registration for all 

training programs 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 (888) 237 -9554.  Or, if 

you prefer, simply register by fax  

at (614) 538 -9420, or by mail  to 

our office using the address on 

the back of this booklet. Please 

print the program name and 

starting date, and your companyôs 

name and phone number along 

with the names of the participants 

youôd like to register.  Registra-

tion is limited to ensure partici-

pants receive proper attention.  

 Registration by e- mail  at: 

training@hrxperts.org. We en-

courage you to enroll early to 

avoid disappointment and to take 

advantage of additional discounts 

described below, available 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 bill ñno showsò 

and late cancellations at the full 

program price.  

 In the event that the Associa-

tion must cancel a program, we 

will notify all participants promptly 

and, if prepaid, offer your choice 

of a full refund or training credit.  

 

Microsoft Office Suites  

Purchase a óSuiteô and save. 

Suites are any  four Microsoft 

Office classes for the same  parti-

cipant, paid for prior to the start 

of the first class. The Suite price 

per person is $600.00, resulting in 

a savings of $100.00.  

 

 

 

In - House Microsoft Office 

Training  

 

The ERA/LyteITup computer labs 

are mobile! We can come to you. 

This is the perfect option when 

you have a large number of 

employees to train, when you 

canôt afford to have your employ-

ees off -premise or if you need to 

customize the training.  

 

 

 

 

Registration Information  
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The use of this seal is not an 

endorsement by the HR Cer-

tification Institute of the 

quality of the program. It 

means that this program has 

met the HR Certification In-

stituteôs criteria to be pre-

approved for recertification 

credit.  

 

 

SPHR/PHR/GPHR  

Recertification Credits  

  Employers Resource Associa-

tion is pleased and proud to 

announce that many of our pro-

grams have been approved for 

credit toward recertification of 

your SPHR/PHR/GPHR credential 

from HRCI. Now is your opportu-

nity to get recertification credit 

and broaden your horizons as 

most programs have been ac-

cepted.  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.   

 

Registration Information  
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The use of this seal is not an 

endorsement by the HR Certifi-

cation Institute of the quality of 

the program. It means that this 

program has met the HR Certifi-

cation Instituteôs criteria to be 

pre -approved for recertification 

credit.  

This program is designed 

specifically for the newly pro-

moted supervisor or someone 

who will soon make the transi-

tion.  It is designed to introduce 

supervisors to the dynamic 

nature of their new role and to 

the fundamental skills neces-

sary to be immediately effec-

tive in that role.  

 

Learning Objectives:  

 

Å Distinguish between old and 

new roles, responsibilities 

and relationships  

Å Master key functions and 

duties of supervisors  

Å Identify the difference 

between aggressive and 

assertive behaviors  

Å Develop communication 

skills to effectively influence 

others  

Å Give ongoing feedback and 

recognition  

Å Provide effective coaching 

and conflict management  

Å Manage time and identify 

p r i o r i t i e s  b y  s e t t i ng 

S.M.A.R.T. goals  

Å Develop and implement an 

action plan for future suc-

cess 

 

 

 

 

Who Should Attend ? 

Potential and new supervisors 

preparing for a leadership role 

and those who plan to attend 

Excellence in Leadership I .  

  

Dates and Times:  

Thursdays, August 5, 12, 19 & 

26, 2010  

8:15 a.m. -12:15 p.m.  

  

Instructor:  Jessica Coleman, 

Learning and Development Con-

sultant  

 

Location : Employers Resource 

Association -  Columbus  

 

PHR/SPHR/GPHR  

Recertification Credits: 16  

 

CEUs/CPEs: 1.6/16 manage-

ment  

  

Member Fee : $340.00  

Nonmember Fee : $475.00  

Making the Transition  

to Supervisor  
   

 

This program is de-

signed specifically for 

the newly promoted 

supervisor or some-

one who will soon 

make the transition.  
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The use of this seal is not an 

endorsement by the HR Certifi-

cation Institute of the quality of 

the program. It means that this 

program has met the HR Certifi-

cation Instituteôs criteria to be 

pre -approved for recertification 

credit.  

Discipline and Discharge 

for HR Professionals  
This course takes an in -depth 

look at the legal tests and rules 

that influence judges (arbitrators) 

and juries in deciding whether 

such employer action will be 

endorsed or overturned.  Partici-

pants also delve into the unwrit-

ten rules and assumptions that 

these tribunals follow in reaching 

decisions.  Participants look in 

detail at both what has to occur 

in a discipline and discharge 

investigation to satisfy such 

tribunals that ñdue processò 

occurred and what makes up 

ñThe Seven Steps of Just Causeò 

that get such actions accepted 

rather than rejected.  Finally, we 

will consider or examine what 

types of misconduct cause tribu-

nals particular difficulty in affirm-

ing the employerôs discipline or 

discharge penalty.  

 

Learning Objectives  

 

Å Practice compliance unwritten 

assumptions that judges, 

juries and other decision 

makers expect from an em-

ployer in discipline and dis-

charge matters  

Å Respond accordingly when 

accelerated discipline is more 

appropriate than the use of 

conventional progressive or 

corrective discipline  

Å Use a separation or severance 

agreement effectively when it 

is in the best interest of an 

employer rather than dis-

charge  

Who Should Attend?  

HR Professionals.  Managers 

and supervisors should 

choose Discipline and Dis-

charge for Managers and 

Supervisors.  

  

Dates and Times:  

Tuesday, August 10, 2010  

8:15 a.m. ï 12:15 p.m . 

  

  

Instructor:  Tom Eberwein, J.D., 

SPHR, HR Compliance and Asso-

ciation Counsel  

 

Location:  Employers Resource 

Association -  Cincinnati  

 

PHR/SPHR/GPHR Recertifica-

tion Credits: 4 

 

CEUs/CPEs:  0.4/4 management  

  

Member Fee:  $110.00  

 

Nonmember Fee:  $155.00  
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Microsoft Excel®  2007  

ï Level I  

Learning Objective: After suc-

cessfully completing Excel® 

2007 Level I, the participant will 

be able to:  

 

ü Navigate with Excel® 2007  

ü Create basic spreadsheets  

ü Create basic calculations 

within the spreadsheet envi-

ronment  

ü Understand the basics of 

charting  

Participants:   

All employees and managers 
will benefit from this program.  

 
 
Date:  

Thursday, August 12, 2010  
 

Time: 8:30 a.m. -  12:30 p.m.  
 
CEUs: 0.3  

 
Member Fee: $175.00  

 
Nonmember Fee: $245.00  
 

Instructor: Tim Holman, 
lyteITup!  

PAGE 6  
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Microsoft Word®  2007  

ï Level II  
Participants:   

All employees and managers 
will benefit from this pro-

gram.  
 
 

Date:  
Thursday, August 12, 2010  

 
Time: 1:00 p.m. -  5:00 p.m.  
 

CEUs: 0.3  
 

Member Fee: $175.00  
 
Nonmember Fee: $245.00  

 
Instructor: Tim Holman, 

lyteITup!  

Are you unsure if this class 

level is appropriate for your 

knowledge base? Take our 

assessment located on our 

web page and find out.  

 

 Microsoft Office Assessments  

Learning Objective:  After 

successfully completing Word® 

Level II, the participant will be 

able to:  

 

ü Manage styles and theme 

formats  

ü Manage objects within 

Word® 2007  

ü Format advanced tables  

ü Mange document presenta-

tion within Word® 2007  

ü Develop mail merges  

ü Understand document con-

trol and reviewing  

 

  

http://www.hrxperts.org/training/courses/ms.asp
http://www.hrxperts.org/training/courses/ms.asp


PAGE 8  August 2010 ©ERA Training                                                            Call (614) 538 -9410 to register  

Help your non - exempt level 

group leaders improve their 

ability to get things done through 

others without actual supervisory 

authority. This course will give 

them the tools they need to have 

more success with more people 

more often, by exposing them to 

the most important leadership 

competencies.  

 

Learning Objectives  

 

Å Adopt the qualities of a great 

leader  

Å Change/adjust leadership 

styles to meet the needs of 

team members  

Å Apply motivational techniques  

Å Avoid communication ñgaffesò 

that plague group leaders  

Å Improve skill training tech-

niques to get new employees 

trained better and faster  

Å Improve communication by 

overcoming aggressiveness 

(active and passive) and 

submissiveness  

Å Utilize a six -step coaching 

method for performance 

improvement  

 

 

 

 

 

 

 

 

 

Who Should Attend?  

Current or potential hourly group 

leaders.  

  

Dates and Times:  

Tuesdays, August 17, 24 & 31, 

2010  

8:30 a.m. -  4:00 p.m.  

Lunch is included  

  

  

Instructor:  Jessica Coleman, 

Learning and Development Con-

sultant  

 

Location:  Employers Resource 

Association -  Columbus  

 

PHR/SPHR/GPHR  

Recertification Credits: 21  

 

CEUs/CPEs:  2.1/not available  

  

Member Fee:  $300.00  

 

Nonmember Fee:  $420.00  

Leadership Skills for 

Group Leaders  

 

 

 

 

 

New and Improved 

Format!  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The use of this seal is not an 

endorsement by the HR Certifi-

cation Institute of the quality of 

the program. It means that this 

program has met the HR Certifi-

cation Instituteôs criteria to be 

pre -approved for recertification 

credit.  



Registration Form  
Please reproduce as needed  

 

 

Please reserve _________ spaces for the following program:  
 

 

Program Title:   __________  

 
 

Program Date:   __________  

 
 

Name(s) of Participant(s):  __________  

  
 

 ________________________________________________________________________  

 
 

Company:  ________________________________________________________________________  

 
 

Mailing Address:   __________  

  

  __________  

 

 
Phone Number:   _________________   Authorized by:  __  __________  
 

 

E-mail:         Fax Number:  __________  

 

Please check all that apply:   

    Member       Early Bird Discount (Payment must be received 14 days in advance.)  
 

  Nonmember*     Group Discount (3 or more registered 14 days in advance.)  

CANCELLATION POLICY: Substitutions may be made at any time. No - shows or cancellations 

within 2 full business days will be charged.  

_____ Please invoice     _____ Company check is enclosed  
 

Name on Credit Card:       _______________________ Billing Zip Code: ___________________  

 

Credit Card #:     _______________________________________  Expiration Date :   ______  
 
 

Mail, fax, or e - mail to:  

Employers Resource Association  

921 Chatham Lane, Suite 111  

Columbus, Ohio 43221 -2418  

(614) 538 -9420 (FAX)  

training@hrxperts.org  
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Need more information about a program offered by ERA?  

Would you like to talk to one of our experts in a particular field?  

Hereôs a list of some of our most popular services, and the main contact person for each of them. 

In Cincinnati, please call: 513.679.4120 | In Columbus, please call: 614.538.9410  

                               Cincinnati                    Columbus  

Hotline éééééééééééééééééé.. Dan Chaneyééééééééééééééééé.. Lori Hall  

   Administration and Posters éééé.. April Risenééééé..é.............é..ééé.. April Risen  

   Compensation  Services éééééééé Terry Henleyéééééééééééééééé.é Terry Henley  

   Affirmative Action Plans ééééééé. Carol Reubel éééééééééé.é............. Lori Hall  

   Employee Opinion Survey éééééé.Carol Reubelééééééééé...é...............Lori Hall 

   Customer Satisfaction Surveys éé..Carol Reubelééééééééééé.é............Lori Hall 

   HR On - Site Services ééééééé...é.. Carol Reubeléééééééé...ééé........... Lori Hall  

   Training & Development éé...éé.é. Ralph Neal; Brandi Heltoné..éééééé... Jessica Coleman  

   Compliance Issues ééé.é.éééé..é Tom Eberweinééé.é.éééé................. Tom Eberwein  

   Reference Center ..éééééé.éé...é Dan Chaneyééééé..é....éééééééé.. Lori Hall  

   Roundtables ééé.........................é Dan Chaneyééé.........................é.éé Lori Hall  

   Salary and Benefits Surveys éééé.. Douglas C. Matthewséé........................Douglas C. Matthews 

   Membership Development ééééé.. Dolores Cease; Jim Carterééééé......é. Scott Barrett  

Employers Resource Association  

Cincinnati: 1200 Edison Dr.  

Cincinnati, OH 45216 -2276  

Phone: 513.679.4120 | Fax: 513.679.4139  

 

Columbus: 921 Chatham Lane, Suite 111  

Columbus, OH 43221 -2418  

Phone: 614.538.9410 | Fax: 614.538.9420  

 

Toll free: 888.237.9554  

www.hrxperts.org  

Reserve Your Seat For Training Today!  
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