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Enhance Employability with Job Development/Using 

Basic Office Technology
 (8 Week Program)

Course Description:  Using various technologies, students will learn goal setting, resume development, writing cover letters, practice filling out applications, effective interviewing techniques in mock interviews; interview follow-up strategies, online job hunting resources and strategies.  

· Small class size - 8 students

· Formal instruction with hands-on activities

· Adapted curriculum 

· Assistive technology support

· Individualized assistance 

	Course Fees:  

Program Fee


$640.00

Materials Fee
  
          $  35.00

Testing out of Essential 

Computer Skills Program      $100.00
	Course Prerequisites: 
· Completion of/or testing out of 4 week Essential Computer Skills Program 
· Minimum 6th Grade Reading Level and Comprehension
· Must be physically able to use the keyboard and mouse either manually or with the use of Adaptive/ Assistive Technology



	Registration Deadline For Guaranteed Enrollment
	
	Course Start Dates for 2010:

(8 Week Course  Mon – Thu 3:15 pm - 4:15 pm)

	January 11, 2010
	
	February 1, 2010

	July 12, 2010
	
	August 2, 2010

	
	
	

	
	
	


Submit Application/Referral Form to Bridgette Hightower, Director/Workforce Success

Fax or Mail or Email (bhightower@redwoodnky.org)


71 Orphanage Road  • Ft. Mitchell • Kentucky • 41017 •phone: (859) 331-0880 • fax: (859) 331-6177 • www.redwoodnky.org

Computer Learning Center








