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Enhance Employability with 

 Computer & Office Skills Program

(2 - 11 Week Quarters)

Course Description:  a unique, educational program that empowers adults with disabilities to meet educational, vocational and life skill competence through computer learning experiences and small computer classes.  Students receive computer skills training to meet their community employment occupational/vocational goals. 

Quarter I Classes: Introduction to Computer Basics, Introduction to Keyboarding/Data Entry, Beginning Microsoft Word 2003, Manual Office Skills. 

Quarter II Classes: Computer Office Basics, Pre-Employment Skills, MS 2003 Advanced Word & Excel, The Portfolio & Job Development.

· Small class size - 8 students

· Formal instruction with hands-on activities8
· Adapted curriculum 

· Assistive technology support 

· Individualized assistance
	Course Fees:  

Program Fee
$ 1250.00 / Per Quarter

Book Fee
         $     75.00 / Per Class
Materials Fee
$     35.00 / Per Class 


	Course Prerequisites: 
· 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:

(11 Week Quarter:  Mon – Thu, 9:00 am – 3:00 pm)

	November 30, 2009 
	First Quarter: January 4, 2010 – March 18, 2010 

Second Quarter:  April 4, 2010 – June 17, 2010

	June 10, 2010
	First Quarter: July 6, 2010 – September 9, 2010

Second Quarter: September 27, 2010 – December 9, 2010


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

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