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1 Sharing Square

A winner is a person who asks questions and listens to the answers; a
loser never listens. A person can run away from his troubles just as easily

Business and 9
as he can run away from his shadow. -Unknown

Professional Skills

Workshops What I admire in Columbus is not his having discovered a world but his

having gone to search for it on the faith of an opinion. -Unknown

Benefits Seminars

Failures are a normal part of life. They are not disasters. -Unknown

Registration Information Happiness is like perfume: you can’t give it away without getting a little
and Form on yourself. -Unknown

If it is to be, it is up to me. ~Unknown

If you give me a fish, I’ll eat for a day. If you teach me to how to fish, I'll
eat for a lifetime. -Unknown

Improvement begins with ”1.” -Unknown
Knock the T off can’t. You can if you think you can. -Unknown

Temper is what gets most of us into trouble, but pride is what keeps us
there. -Unknown

TOASTMASTERS
AT NJCU

The mission of Toastmasters is to provide a mutually supportive and positive
learning environment in which every member has the opportunity to
develop and practice communication and leadership skills, which in turn
foster self-confidence and personal growth.

The New Jersey City University Toastmasters club meets every

Wednesday from 12 noon to 1 p.m.
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Business and Professional Skills Workshops

Want to Upgra Computer Skills?

Registration is required
1. MICROSOFT OFFICE for all workshops

d) Introduction — February 6, 2007 Tuesday 10 am - 12 noon Electronic Learning Lab P - 103

< Participants will learn how to use the menus, toolbars and how to create a new documents, format
paragraph line spacing, format spacing between paragraphs, create bulleted and numbered list, add
borders to your paragraphs, add shade and patterns etc.

b) Advanced - March 13, 2007 Tuesday 2 pm -4 pm Electronic Learning Lab P — 103

< Participants need to have basic knowledge of MS Word and will lean how to create and modify a table,
how to draw and work with graphics, and how o perform a mail merge.

2. MICROSOFT EXCEL

a) Introduction — February 22, 2007 Thursday 2 pm -4 pm Electronic Learning Lab P - 103

< Participants will learn to understand the Excel Program Screen, use toolbars and create a new workbook,
hide, display and move toolbars, how to edit a workbook, use do/undo, insert/delete columns/rows etfc.

b) Advanced - March 29,2007 Thursday 2 pm — 4 pm Electronic Learning Lab P — 103

< Participants need to have a basic knowledge of Excel and will learn how to set formulas, format values,
merge cells, rotate text, protect a workbook etc.

3. ADVANACED POWERPOINT — April 10, 2007 Tuesday 10 am - 12 noon Electronic Learning Lab P - 103

< Participants will learn how to create a custom design template, add charts and diagrams, add special effects etc.

4. INTEGRATING MICROSOFT OFFICE — April 23, 2007 Tuesday 10 am - 12 noon Electronic Learning Lab P - 103

<  Participants MUST be familiar with MS windows, create, edit and manage files. Have a basic level of experience with
Word, Excel and Power Point. You will learn how to: use Excel address Worksheet and Mail Merge the data in Word
to create labels and form letters; import and export data using Excel and Word; Pivot Tables in Excel to analyze and
chart data; embed an Excel chart into Power Point; create a Microsoft online “Windows Live ID” account, for free
Office Assistance at the desktop and Microsoft Online templates.

Want to A e Yourself?

5. BUSINESS ETIQUETTE — February 15, 2007 Thursday 10 am - 12 noon Professional Building P-200

@  Service With a Smile! An interactive workshop designed to maximize our customer service skills by following the rules
of business etiquette

6. INTERVIEWING TECHNIQUES - March 8, 2007 Thursday 9:30 am — 12:30 pm Professional Building P-200

& PREPARING FOR THE PROMOTIONS OR TRANSFER INTERVIEW: Congratulations. You've gotten through the first step.
Now, it's fime to get ready for the interview. This 3-hour seminar will help you prepare for an interview, learn what
questions to ask, and how to express your accomplishments.

7. ACHIEVING GOALS - April 5, 2007 Thursday 10 am — 12 noon Professional Building P-200

<  Participants will learn how to apply straightforward, practical “success strengthening” thinking strategies and learn
how to use these strategies for achieving goals by taking advantage of “intuitive” opportunities that lead to career
related and personal success.

8. SUPERVISORS TRAINING - April 17,2007 Tuesday 9 am -1 pm Professional Building P-200

< Teaches new managers how to balance co-worker relationships with new management responsibilities.

' Professional Development courses are also available by
the New Jersey Human Resources Development Institute.
The website is: www.webapps.dop.state.nj.us/hrdi/



http://www.webapps.dop.state.nj.us/hrdi/
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Benefits Seminars

ING Financial Advisors Seminar - February 1, 2007 Thursday 12noon - 1:30pm Vodra Hall, Conference Room D

“Asset Allocation/Retirement Readiness/Financial Life Planning” An educational seminar that may help you
determine how to allocate your asset and plan for a better retirement. TO SIGN UP CALL MALA EMERA 732-326-
5613 OR EMAIL MALA.EMERA@US.ING.COM

PERS Retirement Seminar - March 28, 2007 Wednesday 10am - 12noon Vodra Hall, Conference Room B

Learn the guidelines for retiring from the PERS pension plan. A representative from the Social Security
Administration will also speak about how your pension will work with your social security benefits in retirement.

Social Security Administration - March 28, 2007 Wednesday 2pm - 3pm Hepburn Hall, Gothic Lounge

A representative from the Social Security Administration will be available to provide guidance to employees at all
levels of their careers.

TIAA/CREF Personal Financial Counseling Sessions - Let them help you make financial decisions that are right for
you. Schedule an appointment today with a TIAA-CREF consultant who will be available to answer questions about
your financial matters.

They’ll help you:

» Develop long-term strategies

Select your TIAA-CREF options

Find the right allocation mix for you

Develop your own strategy

Learn about TIAA-CREF retirement income flexibility

Dates and Time

Tuesday, January 23, 2007, 8:30am — 5:00pm
Tuesday, February 13, 2007, 8:30am — 5:00pm
Wednesday, February 28, 2007, 8:30am — 5:00pm
Thursday, March 8, 2007, 1:00pm — 4:00pm
Wednesday, March 21, 2007, 9:00am — 4:00pm
Tuesday, April 10, 2007, 1:00pm — 4:00pm
Wednesday, April 25, 2007, 8:30am — 5:00pm
Tuesday, May 8, 2007, 8:30am — 5:00pm
Wednesday, May 23, 2007, 8:30am — 5:00pm
Wednesday, June 13, 2007, 8:30am — 5:00pm
Wednesday, June 27, 2007, 8:30am — 5:00pm

Location
Vodra Hall, Conference Room B (Room D for April 10, 2007)

To schedule an appointment, please visit their website at www.tiaa-cref.org/moc or call (866) 842-2047.



mailto:MALA.EMERA@US.ING.COM
http://www.tiaa-cref.org/moc
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Regqistration Form

Please send all completed forms to Ellen Chan-Kam, Hepburn Hall, Room 105

Course Name

Name | socialsecuityNumber
Department Name Extension

Employee Title

Employee Type

___ Support Staff _ Faculty __ Manager ___ Professional Staff

Course Date

Course Name

Course Date

Course Name

Course Date

Authorization Signature- | release the above employee for the course(s) above.

Signature

Print Name

Employee Signature — | understand that | must attend the above courses for the time schedule. If | am unable to attend |
will provide 48 hours notice.

Print Name

Signature

For all questions and comments please contact:
Ellen Chan-Kam of Human Resources, extension 2335 or email echankam@njcu.edu



