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Learn new skills.........close to home!

COMPUTER SKILLS
This workshop series is co-sponsored by the International Falls Area Chamber of Commerce. Workshop fees include a participant manual.
Welcome to the World of Computers  9/15, 9/17, 9/22,9/24 6 — 9 p.m. $99 SS-135 Boelk

This course is for the absolute beginner and for computer users who want to build confidence and skills using Microsoft Windows and
Word, navigating the Internet, and working with e-mail. We’ll start with Windows basics, then move on to using word processing pro-
grams and working with files. The second half of the class will focus on using the Internet, including searching the web, sending and
receiving e-mail and sending & receiving attachments.

NEW! Word 2007 Level I 9/29 & 10/6 6-9p.m. $49 SS-135 Sandbeck
Learn the essentials of Word 2007 and apply your skills to practical office situations. Lessons include: Working with Word Basics;
Creating and Editing Business Letters; Creating a Memorandum and a Press Release; Creating a Simple Report; and Using Mail Merge.
COURSE

NEW! Excel 2007 Level I 10/1 & 10/8 6-9pm. $49 SS-135 Boelk
This course will help you get started building skills in Excel 2007. Lessons include: Exploring Excel 2007; Editing, Viewing, and
Printing Worksheets; Working with Formulas and Functions; Formatting the Contents of Cells; and Changing the Appearance of
Worksheets.

NEW! Word 2007 Level II 10/20 & 10/27 6 -9 p.m. $49 SS-135 Sandbeck
Continue building Word 2007 skills with this Level 2 course. Lessons include: Working with Tables; Creating a Newsletter; Creating
an Employee Policy Manual; Creating a Promotional Brochure; and Creating a Research Paper.

NEW! Excel 2007 Level 11 10/22 & 10/29 6-9p.m. $49 SS-135 Boelk
Continue building Excel 2007 skills in this Level 2 course. Lessons include: Discovering the Magic of Excel Charting; Working with
Large Worksheets; Adding Graphics to Worksheets; Using Templates and Protecting Workbooks; and Managing Multiple-Sheet
Workbooks.

Upgrading to Microsoft Office 2007 11/3,11/10 & 11/17 6 -9 p.m. $69 SS-135 Sandbeck
Microsoft completely redesigned their latest version of Office 2007 from the ground up. No more menus! No more toolbars! This
workshop will offer a training solution for experienced Office 2003 users who need to get up to speed quickly on Office 2007. The
course focuses on what’s new in the software, so that experienced users can quickly get oriented and start being productive using Office
2007. Units include: Getting Started with Office 2007; Upgrading to Word 2007; Upgrading to Excel 2007; Upgrading to Access 2007;
and Upgrading to PowerPoint 2007. A handy “Upgrading Command Reference Chart” is included in the participant manual.

NEW! PowerPoint Level I 12/1 & 12/8 6-9p.m. $49 SS-135 Sandbeck
Learn to create and deliver professional looking presentations in this PowerPoint Basics course. Participants will learn techniques for
designing presentations, and will learn how to add clip art, animation, and sound. The process for inserting charts will also be covered
in this hands-on course.

NEW! Access Level 1 12/3 & 12/10 6 -9 p.m. $49 SS-135 Boelk
Learn to build and manage databases with ease in this hands-on course. Units include: Exploring Access 2007; Using an Access
Database; Building a Database; Managing a Database; and Maintaining and Documenting a Database



SMALL BUSINESS DEVELOPMENT

These courses are co-sponsored by the Small Business Development Center.

How to Start a Business 9/22,10/27,0r 11/24 Noon-1p.m. FREE SC-114 Dougherty
Thinking of starting your own business, but don’t know where to begin? This one-hour introductory workshop will provide an outline
of what it takes to start a business in Minnesota and how the Small Business Development Center (SBDC) can assist throughout the
process. All participants will receive a free copy of “A Guide to Starting a Business in Minnesota”. Choose from one of three sessions
this Fall.

QuickBooks 9/23 8:30 a.m. — 3:30 p.m. $99 SS-134 Dougherty
If you are a new user of QuickBooks or just want to be able to use it better, you are invited to attend this hands-on training. Topics cov-
ered include: tracking sales and expenses, invoicing, bill paying, reconciling accounts and using reports to understand your business
including profitability and sales trends.

NEW! Writing a Business Plan 10/6 1-3pm. $25 H-118 Pontinen

Don’t know how or where to begin writing a business plan? A business plan can help you move ideas from your head to paper in an
organized, clear, convincing manner to keep your focus on the key goals of your business. This workshop will cover the components
needed to write an effective business plan. The instructor, Jennifer Pontinen is a Small Business Development Center (SBDC) Counselor.

NON-PROFIT FUNDRAISING

These workshops are brought to you by Myrna Meadows, Nonprofit Resource Specialist with the Otto Bremer Foundation.

Preparing Successful Grant Applications 10/6 9 a.m. — Noon $20 H-118 Meadows
This workshop focuses on building the grant writing skills of staff and volunteers in nonprofit organizations, schools, religious institu-
tions, and municipalities. Participants will be guided step-by-step through the entire process of developing and writing a grant applica-
tion using the MN Common Grant Application form. Samples of successful grant proposals will be reviewed to demonstrate what makes
a project attractive to a funding agency and how to create a compelling case. Also covered will be finding grant resources that are a good
match for your organization. The objective of this course is to show participants how to produce more competitive proposals and be more
successful in getting grant awards.

NEW! Meetings Really Matter 10727 9 a.m. — Noon $20 H-118 Meadows
Most of the work of nonprofits is done through meetings. Are yours productive? We’ll talk not only about good structure of meetings
but handling personal dynamics and managing communication between meetings. Also covered: board assessments. Are your board
members giving, and getting, the most out of their volunteer efforts?

JOB SEARCH SKILLS
These workshops are brought to you by the professionals from the Minnesota Workforce Center.
Resumes that Get Results 9/30 5-6pm. FREE SC-114 Staff

Build the resume employers want! Learn the most up-to-date techniques used in writing a winning resume. This course will feature
resume writing strategies, a review of different resume formats, and tips on writing an effective cover letter.

Career Explorations 10/4 5-6pm. FREE SC-114 Staff
Learn valuable tools to match your vocational interests to your future career. Career Assessment tools will be utilized, along with up to
date labor market information and helpful websites.

Developing a Professional Career Portfolio 10/21 5 - 6p.m. FREE SC-114 Staff

Employers want proof you are the best candidate to hire. A career portfolio will help prove you have the skills to perform the job. Beat
the competition with this great job search tool!

FITNESS

Register for both Fit for Life and Aerobic Circuit Training and pay just $36 per section.

Fit for Life I M-W-F (9/8 -10/23) 7:30 - 8:30 a.m. $23 GYM Peterson
Fit for Life II M-W-F (11/2 -12/16) 7:30 — 8:30 a.m. $23 GYM Peterson
Fit for Life is a fitness course for adults consisting of activities to develop strength, flexibility, and cardiovascular endurance.
Aerobic Circuit Training I T-Th (9/8 -10/23) 7:30 - 8:30 a.m. $18 SC-115 Peterson
Aerobic Circuit Training II T-Th (11/2 -12/16) 7:30 — 8:30 a.m. $18 SC-115 Peterson

Aerobic Circuit Training is an introduction to the principles and benefits of exercise programs designed to develop endurance, strength,
and flexibility. Participants rotate from one exercise station to another alternating between aerobic and strength training equipment.

www.rrcc.mnscu.edu ¢ 218-285-7722



PROFESSIONAL EDUCATION

Renew or gain professional licensure with these workshops!

ServSafe Refresher 11/3 1-5p.m. $60 H-118 Staff
This four hour workshop meets the requirements for food manager certification renewal required by the Minnesota Department of
Health (MDH). The renewal course provides four hours of continuing education in food safety and sanitation, emerging trends in food
preparation and handling, and a review of how to prevent food borne illnesses. Workshop fee includes materials and certification of
attendance.

ServSafe Certification 11/10 & 11/17 1-5pm. $165 H-118 Staff
This eight hour course prepares participants for the ServSafe exam which meets the requirements for food manager certification in
Minnesota. Exam follows the second class. Workshop fee includes course book, exam, grading and certification of attendance.

Real Estate Pre-Licensure

Earn your real estate license close to home via Interactive Television (ITV) at RRCC! The Minnesota Department of Commerce
requires 90 hours of Pre-Licensure training to become a licensed real estate agent in Minnesota. Theses courses are taught in 3 sec-
tions, 30 hours each, via ITV by instructors at Lake Superior College in Duluth. You must complete the following 90 hours of instruc-
tion and successfully pass the Real Estate Licensure exam to apply for a license with the MN Department of Commerce. Registration
will be through Lake Superior College. Contact Kristen Josephs at 218-733-5924 for more information or to register.

Real Estate 1 Sept. 15, 16, 17, 22, 23, 24 6-9p.m. $310 ITV Messina
Sept. 19 & 26 9 am. — 3:30 p.m.

This intensive course covers the basics of Real Estate principles and practices to prepare participants for the real estate sales State

License Exam. The test is usually taken after Course I at an authorized testing center. Understand the responsibilities of a salesper-

son, including legal issues. Cost includes the book “Principles of Minnesota Real Estate, 4th Ed”.

Real Estate I1 Oct. 6,7, 8, 13, 14, 15 6-9p.m. $269 ITV Truscott
Oct. 10 & 17 9:00 a.m. — 3:30 p.m.

This second course in the Real Estate series continues to explore the business relationship between the salesperson and client.

Practical activities provide applied experiences to gain skills and refine techniques for understanding the various types of agree-

ments and written materials necessary to conduct business between a buyer and seller. Cost includes materials.

Real Estate 111 Oct. 20, 21, 22, 27, 28, 29 6 -9 p.m. $269 ITV Kalligher
Oct. 24 & 31 9 am. — 3:30 p.m.

This third course in the Real Estate Series further explores listing and sales transactions. Practical activity scenarios provide you

with the opportunity to gain skills and refine techniques to accurately complete and present forms. Cost includes materials.

NURSING CONTINUING EDUCATION
These workshops are delivered via Interactive Television (ITV) and provide two (2) CEU'’s.

Challenges in Eldercare 9/17 6:30 — 8:30 p.m. $25 ITV Thonvold/Engen
This workshop will explore ideas of how best to serve and support seniors with behavioral challenges. Specifically, participants will
be able to identify potential causes for Dementia; recognize the effects of aging on behavior; identify specific interventions related to
the person’s physical, psychological, social and environmental needs; and Empathize with the person who is dealing with the changes
that they are enduring. The instructors, Renita Thonvold RNC and Janine K Van Engen RN Sr. have over 50 years of combined expe-
rience working with some of the most challenging mentally ill, elderly and developmentally disabled persons for the State of MN.

New Approaches to Pain Management 10/8 6:30 — 8:30 p.m. $25 ITV Henrickson
This course will review the pathophysiology of pain and current therapies used in the management of pain. Pain therapies will include:
current medications; psychotherapy; holistic therapies; and implantable devices. How to access pain management services will also be
covered. Kathi Henrickson is a nurse practitioner certified in Family Practice and Pain Management. Kathi is currently employed at
Rainy Lake Medical Center — Clinic Campus.

Infection Control:

What Healthcare Personnel Need to Know 11/12 6:30 — 8:30 p.m. $25 ITV Brown
This class will cover standard precautions for infection control. Diseases that are transmitted by direct contact, through the air, and
through the blood will be discussed. The focus of the class will be on the infections, how to control them and the nursing implications.
The class will meet the requirement for infection control continuing education hours for nurses and OSHA.

CUSTOMER SERVICE
This workshop is co-sponsored by the Int’l Falls Area Chamber of Commerce and the RRCC Foundation.
Service Plus 12/1 8 a.m. — Noon $29 H-118 Schumacher

Customer loyalty. It comes from an expectation of excellent service. It’s a belief that even if something goes wrong, your employees
will do everything possible to make it right and to make sure the customer is happy. Is this the relationship you have with your cus-
tomers? This Service Plus® Workshop will teach participants to: handle all types of customer interactions with confidence; provide the
kind of service that keeps customers coming back; respond quickly to customer requests with effective solutions; and understand how
repeat business and referrals drive business performance. This 4-hour workshop consists of self-assessments, videos, engaging activ-
ities, skills practice and fast-paced discussions. Recommended for frontline employees and their supervisors.



Our instructor-facilitated online
courses are informative, fun,
convenient, and highly interactive.
Our instructors are famous for their
ability to create warm and supportive
communities of learners. It's no
wonder that many long-lasting
friendships have formed in our lively

discussion areas.

All courses run for six weeks (with a
two-week grace period at the end).
Courses are project-oriented and
include lessons, quizzes, hands-on
assignments, discussion areas,
supplementary links, and more. You
can complete any course entirely from
your home or office, any time of the
day or night.

How to Get Started:

1. Visit our Online Instruction
Center:
www.ed2go.com/rrcc

2. Click the Courses link, choose
the department and course title
you are interested in and
select the Enroll Now button.
Follow the instructions to enroll
and pay for your course. Here
you will enter your e-mail and
choose a password that will
grant you access to the
Classroom.

3. When your course starts, return
to our Online Instruction Center
and click the Classroom link.
To begin your studies, simply
log in with your e-mail and the
password you selected during
enroliment.

Rainy River Community College Learn More...

e Expert Instructor

Courses are available in the following

subject areas...
Web Page Design
Computer Applications

Web & Computer
Programming

Web Graphics
& Multimedia

Accounting

Business
Administration

Basic Computer
Literacy

Graphic Design

Starting Your Own
Business

Law & Legal Careers

Continuing Education
for Teaching
Professionals

Database Management
& Programming

Digital Photography
& Video

PC Troubleshooting

Grant Writing &
Non-Profit
Management

Health Care
Continuing Education

The Internet

Career Development
Writing & Publishing
Languages

Test Prep

Personal Development
Certification Prep

Personal Finance &
Wealth Building

Health Care, Nutrition
& Fitness

Sales & Marketing
Personal Enrichment

and More!

Convenient, Affordable & Effective —
Courses available when you are

VISIT OUR ONLINE INSTRUCTION CENTER

———  \wWW.ed2go.com/rrcc

e 24-Hour Access
¢ Online Discussion Areas

¢ 6 Weeks of Instruction

New course sessions begin

on the third Wednesday of

each month. Please visit our
Online Instruction Center to see
exact start dates for the courses

that interest you.

Visit our Online Instruction
Center today!

www.ed2go.com/rrcc

or call:

(218) 285-2255

Courses Start as Low as:

$89

Requirements:

All courses require Internet access,
e-mail, the Netscape Navigator, or
the Microsoft Internet Explorer web
browser. Some courses may have
additional requirements. Please visit
our Online Instruction Center for

more information.
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