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Computer and business skill training 
courses that last four to eight weeks 

 

2008 Job Training  

Course Catalog  
 

Get in, get trained, and get 
out into the workforce with 
skills to get a better job! 
 



Customer Service Representative  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Upcoming Dates:  
Sept 11th ς Oct 31st 
Oct 20th ς Dec 4th  
 
Course Duration: 5 weeks  
Class Hours: 70 
Course Cost: $2499 

Program Prerequisites: Student should be familiar and 
comfortable with using Microsoft Windows and a 
mouse.  These skills are covered in our Basic Computers 
course and our Intro to XP course.  (add $149 if these 
courses need to be added) 
 
Computer Requirements: This program 
comes with a new DELL laptop that 
students will keep after the course is over.  
Students who have a suitable practice computer at 
home may opt to take this course without the laptop 
for a $500 discount.  Allow two weeks for laptop 
delivery after course  registration is complete. 

   
 
   

Computer Skills  Business Soft Skills 

1 The Internet  1 Customer Service 

2 Word Level 1  2 Business Grammar 

3 Excel Level 1  3 Business Writing 

4 Outlook Level 1    

5 Outlook Level 2    

6 Access Level 1    

7 Windows File Management    

8 Typing    

Course Description:  This course 
prepares the student for any entry 
level customer service position.  
Student will learn computer 
essentials (including typing) that will 
be required in most any customer 
service position.  Student will also 
have three soft skills classes 
important in the service industry.  
Classes can be added or removed 
from this course to customize 
experience for student.      


