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Complete Training Solutions for Business
Results

At the Professional Development Center, we will customize a training plan that
matches the needs of your individual business. Since 1984, we have been
working with organizations such as Kawasaki Rail Car and Regeneron
Pharmaceuticals to provide everything from leadership development to computer
training. Whatever size your business, the PDC will work with you to create a
training program that is high in quality and fits your budget.

Programs can be held onsite at your location or at our facilities in the Gateway
Center at the College’s Valhalla Campus.

Contact us at pdc@sunywcc.edu, or call us at 914-606-6598. You can also visit
our Web site at www.sunywcc.edu/pdc.
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What Our Clients Say About Us

“Westchester Community College's Professional Development Center was a great
training resource for our employees. The instructor came on site and instructed an ESL
course. The instructor tailored the course to our business needs. At the end of the
session, our employees were confident with their English skills, which they can apply to
their job.”

Tom Arthur

President — Stew Leonard’s

“The training was customized for our business culture and customer service initiatives,
enabling the learning points to be immediately transferable to the workplace. The
instructors incorporated common sense concepts into the business environment. The
learning was expedited through the instructors’ subject matter expertise, high level of
enthusiasm, multi-sensory teaching techniques, stimulating training methodologies,
interactive role plays, and group exercises. I highly recommend the Professional
Development Center for the development and delivery of educational programs.”
Paulette Argrette

Assistant Vice President

Hudson Valley Bank

“My organization has used the Professional Development Center in offering
management training and development courses in performance management, goal
setting and other areas of performance development. ... we received very positive
feedback from participants in these programs.”

Art McCombs, MA, SPHR

Vice President, Human Resources, Westchester Medical Center

"I have had the pleasure of working with The Professional Development Center on a
couple of projects that have benefited the associates of Dolce International working at
The IBM Learning Center. Their educational trainers were professional, extremely well
prepared and the delivery and execution was exactly as described.”

David Leftwich

General Manager - IBM Learning Center

“My company wanted to invest in staff training but our vision was bigger than our
budget. The Professional Development Center worked with us every step of the way to
learn about our goals and custom tailor a workforce education plan that met our exact
needs. They took our success personally, delivered outstanding results and exceeded
our expectations. Their team of expert coaches and trainers are top notch and the
program they created for us was well received by my staff.”

Chris Furey

Former CEO and President

Another 9

“We now do a better job listening to our customers. So many of us in the

small business world need to know more about key areas which can immediately
improve our businesses and our careers. But we’re not sure how to go about

doing this. The Professional Development Center knows just how to incorporate
relevant, cost-effective business training into busy lives.”

Adam Stark

President

Stark Business Solutions
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Business Communication Suite

Now more than ever, how the employees of your organization
communicate with each other and with customers and investors is crucial
to the success of your business. Whether it’s a presentation to a
prospect or an email to a co-worker, you want to be sure that the way
people in your organization communicate represents the mission and
your goals.

The PDC’s Business Communication Suite is geared to giving your
organization the tools necessary to communicate on all platforms. When
your employees learn to communicate more effectively, your business
wins.

o Oral Presentation Skills
« Writing Effective Reports
o Writing Effective Emails
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Organizational Effectiveness Suite

Strong organizations are ones where teams work together towards
innovative solutions and supervisors treat their subordinates with
respect. These are the organizations that show consistent growth and
have higher retention rates.

The Professional Development Center has provided effective training on
supervisory skills and team building to Westchester’s most successful
businesses to help them achieve excellent results.

o Supervisory Skills for New e Team Building Workshops
Managers o DiSC Personality Assessments

« Skills for Middle Managers o Cultural Diversity

e Senior Leadership
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Compliance Suite

Human resource compliance is important for all members of your staff as
well as your organization. It provides a safe environment for employees
and will help your organization avoid entanglement in legal disputes.*

The Professional Development Center works with a team of employment
attorneys and human resource professionals to create compliance
programs that are relevant to your business. We have worked with
government organizations, local municipalities, and private enterprises.

o Sexual Harassment Prevention
« Workplace Violence Prevention
e Hiring and Termination Practices

* Disclaimer

This training and the statements in it are not legal advice and should not be con-
strued as such. There can be no guarantee that employees participating in the
training will avoid legal action.



WESTCHESTER COMMUNITY COLLEGE
THE PROFESSIONAL DEVELOPMENT CENTER
WWW.SUNYWCC.EDU/PDC

Workplace Languages

\ N

The American workforce is becoming increasingly diverse. Many of your
employees may not speak English as their native language. At the same
time, you or your employees may be working with partners and clients in
foreign countries and may need to communicate in their languages.

The Professional Development Center can provide on-site language
classes for your employees. Our instructors will conduct on-site
evaluations prior to the class and organize the employees into
appropriate levels.

o English « French
o [Italian e Spanish
e German

e Portuguese
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Microsoft Office Suite

Your employees can get more out of the computer resources you give
them if they really understand how to use the applications to their fullest.
Our hands-on classes will unlock the power of your software applications
for your organization.

We can help you determine the right level of training with a simple self-
assessment tool that your employees can complete in just a few minutes.

Our Microsoft Office Applications courses can be taught using either Office
2007 or Office 2010. We can also help you with training to ease the
transition from one version to the next.
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Online Training Programs

Too busy to go to class? Learn at your own pace on your own schedule with
our variety of online courses. Opportunities range from short-term classes to
certificate length programs.

Pick up new skills quickly with our with Education to Go classes. Each
instructor-led class offers 12 lessons over six weeks in categories such as
accounting, sales, management, computer applications, writing skills and
business planning. Over 150 courses are available each month. Tuition for
each course is very affordable. See full details at www.ed2go.com/sunywcc.

Our Career Certificates with Gatlin Education Services provide in-depth
training for building your skills or achieving professional credentials. These
web-based, highly interactive courses are led by expert instructors and
include all necessary texts and materials. Just a few of our courses are:

» Microsoft Certified Systems Engineer « Payroll Practice and Management

(MCSE) « Purchasing Management
o« CompTIA A+ « Six Sigma Black Belt
« Administrative Professional with « Mediation and Dispute Resolution
Microsoft Office Specialist « Human Resource for HealthCare
» Corporate Governance and Ethics Professionals

« Management for IT Professionals « Records Management


http://www.ed2go.com/sunywcc
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Project Management

Our Online Project Management Master's Certificate with
Cheetah Learning provides the knowledge, skills, and tools that are
essential for the successful project manager. Designed for managers
in all fields and professions including IT, Marketing, Sales, Operations
and Engineering, the PM Master's Certificate deals with the entire
Project Management Body of Knowledge (PMBOK) as recognized by
the Project Management Institute. You'll do activities and create an
action plan that relates to your day-to-day professional pursuits so
that your learning is relevant. You'll interact with other students and
your instructor, who is a certified Project Management Professional.

We offer a broad variety of other online and in-person project
management classes with Cheetah, including an intensive preparation
for the PMP certification exam.

Cost per course varies.

For more information call 914 606-7904 or email PDC@sunywcc.edu
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Stew Leonard’s and PDC

Partnering for Success
TT——

In any business, especially one as bustling as Stew Leonard’s in Yonkers,
communication is key. To improve the English language skills of
Spanish-speaking employees at the store, the Human Resources
Coordinator looked to Westchester Community College.

“We had a number of employees who needed the opportunity to improve
their language skills,” she says. "Some of them have direct contact with
customers while others do not. Our employees were excited about the
possibility of improving their knowledge of English so they can advance
within the company.”

During the spring and summer of 2007, sixteen employees attended
onsite English as a Second Language classes twice a week. The
Professional Development Center tailored a program to their needs to
provide an affordable program with a personable, professional instructor
who could teach their employees relevant phrases and concepts in
English.

"Westchester Community College's Professional Development Center was
a great training resource for our employees,” says Tom Arthur, Store
President, “The instructor came on site and instructed an ESL course.
The instructor tailored the course to our business needs. At the end of
the session, our employees were confident with their English skills, which
they can apply to their job."
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Programs and Fees

Listed below are some of our most popular offerings. Additional topics can be designed
for your employees.

Length of Program Corporate Rate Non-profit Rate
Half Day (classes up to 5 hours) $1500.00 $1200.00
Full Day (classes up to 8 hours) $2500.00 $2000.00

Call us for fees for multi-day classes. Prices subject to change.

Course Title Hours Materials Price

Business Communication

Oral Presentation Skills 4 NA

Writing Effective Reports and 6 NA

Documents

Writing Effective Emails 2 NA
Leadership

Supervisory Skills for New 10 $20 per person

Managers

Skills for Middle Managers 10 $20 per person

Senior Leadership 10 $20 per person
Compliance

All compliance programs 2 $10 per person

Workplace Language

All workplace language programs 50 $50 per person

Team Skills

Team Building Workshops 4 $10 per person
Cultural Diversity 3 $10 per person
Workshops

DiSC Personality Assessments for (4 $10 per person
Teams

Goal Setting—Creating a Strategy |5 $10 per person

for Your Team
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Programs and Fees

Course Title Hours Materials
Price

Microsoft Office Suite

MS Word Basics; 6 $17-$25 per
MS Excel Basics; person
MS PowerPoint Basics

Managing Data in Excel 4 N/A
Using Excel Formulas and Functions |4 N/A
Representing data with Excel Charts |4 N/A
Managing Large Datasets with Excel |4 N/A
Pivot Tables

Managing Complex Documents in 4 N/A
Word

Word Custom Mailings 4 N/A
Creating Brochures, Flyers and 4 N/A

Newsletters in Word

Outlook eMail Basics 3 $17-25 per
person

Outlook Beyond eMail 3 $17-25 per
person

QuickBooks 12 $17-$25 per
person

MS Project 12 $17-$25 per
person




