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College of Extended & International Education

Access

Quality

Innovation

PROGRAMS OF EXTENDED EDUCATION

Extension

Credit and non-credit courses, career certificates,
training and certification programs in a variety of
subject areas designed for academic, profession-
al and personal enrichment.

American Language & Culture Program
Intensive English programs for international
students, business people or new residents who
wish to improve their English language skills.

Extended Education,

Carson, CA 90747

Register by
Toros TOUCHTONE
(310) 243-2000

Education on Campus

Mail to CSU Dominguez Hills,

Stop by the Office of Extended

Center for Training & Development
Custom-designed training programs for business,
industry, government and non-profit organizations
are available through this unique service.

Distance Learning

Programs delivered to homes, schools, community
and work sites using webcasting, cable, video-
conferencing and online computer.

Special Sessions

Credential, certificate and degree programs
offered throughout the year.

EE 1100, 1000 East Victoria Street,

1000 East Victoria Street, Carson, CA.

Cover design by Judith Rieeder. The bull or “toro” is the CSUDH mascot.

Learning in Retirement
Learning in retirement and lifelong learning pro-
grams, lecture series, and networks for seniors.

Open University

Access to regular University classes for those who
have not been admitted to the University.

BY Voice PHONE: You may register
by phone with your VISA, Discover or
MasterCard by calling (310) 243-
3741.

FAX to
Extended Education,
(310) 516-3971

By ToroWeb
http://cs105.csudh.edu

toroweb
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Open University is a program that permits members of the community to
take regular University classes offered on the California State University,

} Dominguez Hills campus without going through the formal admissions EDUCATION a1
process. Essentially, it "opens University" courses to the general public.

ENTERTAINMENT 63

HEALTHCARE 65

Open University can help you update your professional skills or simply allow

you to rediscover the joys of exploring new frontiers of learning. Open

University makes it possible for you to begin or continue your education for QUALITY ASSURANGE 19
any purpose you may have. Open University is for you if you
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Solutions Academy

Rethinking Old Practices...
Adopting New Strategies
The New Face of Business &
Industry

Current economic conditions are changing
the way we do business. Today's turbulent
economy presents new problems requiring
corporate leaders to rethink their business
practices. How can your company adopt new
strategies to continue to respond quickly to
customer demand, maximize output, and
enhance employee performance to achieve
higher results?

Training and education will play a pivotal
role in the future direction of business.
California State University, Dominguez Hills
Extended Education is committed to
providing access to quality instruction and
innovative programs that address the needs
of our business community. As an academic
institution, we have a network of resources
to help you identify solutions to the issues
impacting your business performance. Our
faculty are recognized not only for their
teaching achievements but also for their
knowledge and expertise in their respective
disciplines. As educators and practitioners,
we deliver programs that apply the latest
theories and techniques relevant to today’s
businesses. We can facilitate critical
analysis of your current business
environment and introduce innovative
solutions to the challenges you face.

Let CSUDH College of Extended &
International Education be your solution
center. We invite you to schedule your
free consultation today by contacting
Jerry Alston at (310) 243-3355 or at
jalston@csudh.edu.

Strategic Initiatives Programs

e Skills Foundation for New Managers |

e Performance Management for Experienced
Managers |l

e Mastering Management [l

o Effective Presentations for Professional
Managers

e Linking Business Strategy to Financial
Results

e Finance and Accounting for Non-Financial
Managers

HUMAN RESOURCES

e Human Performance Improvement (HPI)

e Corporate Trainers Development Academy

o Strategic HR Planning

e Succession Management

e Organizational Development and Change
Management

FINANCE

¢ Linking Business Strategy to Financial
Results

e Finance and Accounting for Non-Financial
Managers

HEALTH CARE LEADERSHIP
e Dynamic Leadership for Today's Health
Care Managers

MANUFACTURING AND DISTRIBUTION
e | ean Enterprise Concepts

HOSPITALITY MANAGEMENT

e Performance Analysis in Hospitality
Organizations

e Process and Quality Tools for the
Hospitality Industry

SALES, MARKETING AND CUSTOMER SERVICE

e Creating a Customer-Centered
Organization

e Creating Effective Sales Development
Programs

e Varketing Research and Competitive
Intelligence

LEARN HOW THE SOLUTIONS ACADEMY CAN
SUPPORT YOUR CORPORATE LEARNING
STRATEGY!

A growing number of companies have taken
advantage of the Solutions Academy’s
Corporate Alliance to help them maximize
intellectual assets, improve job performance
and develop employees to take on increased
responsibilities. The College’s multiple
learning models are designed to build upon
the work experiences of corporate employees
to deliver immediate outcomes and bottom-
line results.

The College of Extended and International
Education can deliver flexible corporate
learning requirements on-site, on campus or

‘ on-line with competency training that meets

the organization’s most critical needs.

Through our Solutions Academy, we can help
turn experienced managers into effective
leaders. Experienced managers are too

BUSINESS/ ORGANIZATIONAL TRAINING

BUSINESS AND
ORGANIZATIONAL TRAINING
Solutions Academy ............. 2
Custom Designed Training
and Development ............. 3
Employment Training Panel (ETP) .. 3
Business Communications ....... 4
Extended Education Facilities . . . . . 5

valuable to take out of action for prolonged
training programs. Qur programs can help
seasoned managers in your organization
keep working while they grow in knowledge,
skills and personal effectiveness to achieve
results across your enterprise.

General business and basic functional
courses do not necessarily translate into
effectiveness on the job, but our wide range
of specializations deliver up-to-date skills
and encourage employees to apply
knowledge and behaviors they learn in our
Academy into work-driving results today.

The Solutions Academy will help your
corporation stretch your training and
development budget as it accelerates human
assets development. You can guide your
employees to courses designed to deliver the
management and functional skills that really
matter to your organization, and at the same
time receive a Corporate Alliance group-fee
discount when your shared-learning group
numbers ten or more employee learners.

Choose the solution training component that
best suits your organization’s immediate
needs and get quality training from the
proven leader and workforce development
partner.

For more information:

call Jerry Alston (310) 243-3355,
email jalston@csudh.edu or
visit the web site .
http://www.csudh.edu/extendeded
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SPRING 2005

Custom Designed
Training and
Development

Contract Education delivers California State
University and Extended Education courses to
businesses, industry, government and
nonprofit organizations throughout Southern
California.

Who Should Attend

Programs are designed to meet the unique
needs of your organization and employees.
Program components may include:

e Wireless Telecommunications and
Telecommunications training

¢ |S0 9000

e Six Sigma

¢ Business skills

e Advanced Business skills

e Management skills

e Communication skills

e (rganization development

e Computer training

e (Career & technical writing

o Quality systems certification training

e English as a Second Language

o (ISSP

Special Features

These programs are available on site, on
campus or at other CSUDH locations. For
more information or to schedule a free
consultation, contact Jerry Alston at (310)
243-3355, email: jalston@csudh.edu or write

The Center for Training & Development
Extended Education

CSU Dominguez Hills

1000 East Victoria

Carson, CA 90747

For more information. =~
call Jerry Alston (310) 243-3355,

email jalston@csudheduor
visitthewebsite . _
http//www.csudh.edu/extendeded

BUSINESS/ ORGANIZATIONAL TRAININ
Employment training panel (ETP)
Attention Employers! e

TRAINING

Do your employees possess the knowledge and skills to outperform those of your
competitors?

With today’s rapidly changing global
economy, simply possessing a technical
advantage is not enough to secure a
company's competitive position.

Businesses today need employees that
possess the knowledge and skills necessary e
to effectively apply the latest technology roductiyip, o € ol

and industry practices to their business at Hy s | g”’f'CantIy here
strategies. Tim Fopg 0N Dynamicg »
Extended Education at California State
University, Dominguez Hills understands
business and is committed to helping
businesses achieve their training goals.
Since 1998, we have worked with qualified
employers to implement customized training
programs funded by California’s
Employment Training Panel (ETP). Let us
help you deliver training programs to
improve your company’s performance while
also meeting your bottom line.

What is ETP?

The California Employment Training Panel
(ETP) was founded in 1982 to stimulate the
State’s economy by funding programs to
enable businesses to remain competitive,
productive and profitable. The Panel funds
programs to assist eligible employers train
their workforce. Funding comes from a
small diversion of employer contributions to
unemployment funds into the Employment
Training Fund (ETF). In general, companies
‘engaged in manufacturing or facing out-of-
state competition may qualify. Additional
restrictions may apply.

Begin realizing your ETP benefits today!
Call today to find out how your company
may benefit from this valuable resource.

For more information: v ~
Call Angeli Logan (310) 243-2425,
_Email alogan@csudheduor
Visitusonlineat
 hitp:/fwww.csudh.edu/extendeded
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Business Communications

The Program

This program consists of a series of practical
courses designed for employees to become
confident and effective writers and
communicators. The series builds and
enhances skills in key areas of
communication. Activities include a variety
of in-class and out-of-class assignments to
produce improved communication in the
work place.

What You Will Learn

Students will learn how to determine the
objectives for each writing task; follow
conventional business formats to write
memos, letters, reports, summaries and e-
mails; write effective sentences and
paragraphs; use proper punctuation; use
appropriate diction and tone for verbal
communication; plan and deliver
presentations; determine strategies for
composing various types of letters and
memos, and collaborate on a writing task.

Who Should Attend
Managers, supervisors, administrators,
administrative assistants, and support staff

Special Features

Business Communications courses may be

tailored to fit the needs of your corporation,
public agency or not-for-profit organization.

Certificate Requirements

A Certificate of Completion is awarded upon
successful completion of each course.
Continuing Education Units (CEUs) are
available.

Courses

Successful Communications at Work

Mastering Report and Complex Writing
Situations !

Mastering Oral Presentations

Listening and Communicating as a
Professional

Critical Thinking, Reading and Evaluation In
Business Writing

Costs
Call Jerry Alston at 310-243-3355 for more
information.

Workshops

BUSINESS/ ORGANIZATIONAL TRAINING

Successful Communications at Work
3 CEUs

A 15-week course using a problem solving
approach to writing. Standard and
workplace-specific correspondence, reports,
memos, electronic communications,
collaborative models of writing and the
basics of oral presentations are covered.
The course has been designed as three
separate five-week modules:

e Essential tools for communicating
e The language of business
e (Crafting effective messages

Mastering Report and Complex Writing
Situations
1.5 CEUs

A five-week workshop that builds on the
Successful Communications at Work course.
This course examines typical short and long
reports written by supervisors and
managers.

Mastering Oral Presentations
1.5 CEUs

A five-week workshop that builds on the
Successful Communications at Work course.
This course identifies the occasions for
professional speaking ranging from brief
reports at the workplace to multifaceted oral
presentations for outside audiences using
visual materials.

Listening and Communicating as a
Professional
1.5 CEUs

A five-week workshop that builds on the
Successful Communications at Work course.
This course focuses on several types of
verbal and nonverbal communication
including paralinguistic and kinesthetic
communications as well as communications
in the context of corporate culture and for
international audiences.

Critical Thinking, Reading and
Evaluation in Business Writing
1.5 CEUs

A five-week workshop that builds on the
Successful Communications at Work course.
This course covers the analysis of logic,
purpose organization and tone in business
communication with the goal of improving
critical thinking and evaluation skills in
reading and business writing.

For more information:

 Call (310) 243-3730

Visit the website .
www.csudh.edu/extendeded

Clas;es are also available to the
public. See page 13 for more

information.
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Extended Education Facilities

California State University
Dominguez Hills

Spurred by the explosive growth in its
programs, the Division of Extended
Education has built a complex of buildings
to serve campus and community groups as a
location for new credit and noncredit
instructional programs offered by the
division. The buildings were financed entirely
through revenues generated by the Division
of Extended Education. No state funds were
used.

Design

The complex, designed by the firm of
Dougherty & Dougherty, has garnered an
"Qutstanding Building" award from
American School & University magazine. The
independent functions of Extended Education
are expressed in three buildings. The
registration building reaches out toward the
center of campus and is centrally located as
the primary hub of activity. Next to the
registration building are the classrooms, as
students are able to register and attend
classes all in the same complex. Finally, the
administration building is formally located
at the corner of the site, providing public
access facing north and service access to
the rear. Flexible space allows for the

continued evolution of educational
technology as well as changing educational
needs.

Environmentally responsive design
techniques include natural and high-
efficiency lighting, sunshading, energy-
efficient air-distribution systems and easily
maintained building materials.

The complex is available for classes,
seminars, video conferencing and other
events.

Facilities

e 10 classrooms

e |ecture Hall

o Executive Conference Room

e Warming Kitchen

e Administrative and registration offices

Classroom Features

e 42" Plasma Screen

e CPR with OC3 Internet Access

e VCR/DVD Players

* Video Presenter Camera/Projection
Capability

e Wireless Network

Conference Room Features

e 42" Plasma Screen

© CPR with OC3 Internet Access

e VCR/DVD Players

e Video/Presenter Camera/Projection
Capability

e Video/Audio Conferencing

e Warming kitchen

e Patio

Lecture Hall/Theater Features

e 150" Motorized Projection Screen

e CPR with OC3 Internet Access

e VCR/DVD Players

e Video/Audio Conferencing

 Video/Presenter Camera/Projection
Capability .

e Wireless Network

For more information:

call Teresa Stevens at (310) 243-2012
~or (310) 243-3737

email: tstevens@csudh.edu

for pricing, scheduling and catering

information.
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Degree Programs ‘
Business Administration (MBA) (onling) ............. 7 Online Business Certificates and Courses
Negotiation, Conflict Resolution and Peacebuilding (MA) Administrative Support . | SOUE USROS AL, 18 9
gl SR o e R gt S 90 BudgetantbFihance: . o MECSR SR S 9
Production and Inventory Control (special major) (BA) .. 8 Gonflict and:Gonfrontation f= o0 SRR a L 10
Quality Assurance (MS) (onling) .......c.cooovevnnn. 80 GUstameriSemvice = e nii Bl e B Sl 10
Quality Assurance (BS) (onling) ................... 82 e2BUSINEES Tt 1 ke S e R 10
Quality Assurance w/Measurement Science Option(BS) Human Resource Management .................... 10
RORIE et St Sutica b s i AR Dedio 82 Leadership and Teambuilding ..............oon.. 11
Certificate Programs and Courses Manasement oo s iod e el e 11
BUSHESSICOmMUmeations - viic s 0 i s i3 Matketinefand Sales wopniind st sty U T 11
Construction Project Management Negotiating ............. R e e 10
(Gertificate o Completion (o .o s iy e s sieds 54 14 Paralegal Certificate of Completion ............... 98
Document Imaging Certificate of Completion ......... 15 EresantationiSkills o tie th il v s s S, 10
Environmental/Occupational Health/Safety ‘ Production and Inventory Control Certificate ......... 35
Gerfificateof Gompletion & . o0 daiai it 16 PiichasinmBRtificate s il s 36
Family Child Care Provider Certificate of Completion . . .22 ProjectManagement i s b na st v G 12

Finance and Accounting for Non-Financial Managers . . .23
Human Resource Management

Software Quality Assurance Certificate of Completion . .83
Quality Assurance Service Gertificate of Completion .. .83

Certificatenf Completion .0l die . e 24 Quality Auditing Certificate of Completion ........... 83
Advanced Human Resource Mgmt. Quality Engineering Certificate of Completion ........ 83
Certificate of Completion ...................... 26 Quality Management Certificate of Completion ....... 83
CERRBMBI ISR e e 27 Reliability Engineering Certificate of Completion ..... 83
Linking Business Strategy to Financial Results ....... 29 et R AR S R R 12
Meeting and Event Planning Certificate of Completion . .30 TElies AR Shee SR e S o 38
3 i TGRS e S e e e e 18
e lRE D R TR S S 35
Production and Inventory Control Certificate
(OMIAERETATIRUS) o e b i SRR 35
Public Speaking for Professional Women ............ 33
Project Management Certificate of Completion ...... .. 37
Safety and Security Certificate of Completion ......... 20
Sports Turf Maintenance Certificate .............--- 87

Solutions Academy!

e Finance & Accounting for
Non-Financial Managers...23

e Lean Enterprise.................2/

e Linking Business Strategy
to Financial Results .........29
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Master of Business Administration MBA Online

The Program

The MBA at CSUDH provides a solid
qualification in business management with
courses that are wide-ranging in content,
covering the essential areas of knowledge
and skills required in today's competitive
business environment. The curriculum is
focused on providing students with the tools
for solving business problems and making
decisions within the framework of a strategic
plan. The MBA is designed not only to impart
the knowledge of accounting, economics,
finance, management, and marketing but
also to equip graduates with the foundation
for effective team building, quantitative and
qualitative decision making, and creative
problem solving.

Special Features

The MBA can be completed entirely online
through the MBA Online Program. Courses
feature a high level of interaction between
faculty and students and between students.
Each class combines text materials, lecture
videos, case studies, group interaction
among students, threaded discussions,
interactive netmeetings and video
conferencing.

In 1997, Forbes magazine identified
CSUDH as one of the top 20 Cyber
Universities in the United States,
recognizing its leadership in distance
learning.

The 30 unit MBA curriculum can be
completed online within 15 months through
the CSUDH MBA Online Program. All MBA
courses are three (3) credit units each and
are offered on a twelve (12) week schedule.

The program is offered in four (4) terms or
sessions each year. Students can enroll and
begin studies in any of the four terms.

The curriculum consists of the following
components:

Prerequisite Coursework

Required Core Courses 21 Units

9 Units

Prerequisite coursework covers nine business
core competency areas that provide the
necessary background for advanced
graduate study. Competency areas consist of
the disciplines listed below:

e Financial Accounting

® Marketing

© Business Law

e Economics

e Management

e Operations Research

e Finance

e [nformation Systems

 Business Statistics

Students who hold an undergraduate degree
in business administration, commerce, or a
related field from an accredited institution
may be deemed to have acquired
competency in the core areas if the degree is
not more than ten years old and if the core
courses were completed with a grade of "C"
(or equivalent) or higher.

Electives

Students who hold an undergraduate degree
in a field other than business administration
or a related area will be required to
demonstrate competency in the business
core areas. Competency can be
demonstrated by completing necessary
coursework at an accredited institution prior
to beginning graduate studies at CSUDH or
by completing appropriate bridge courses
offered through the MBA Online Program.

USINESS

The Master of Business
Administration (M.B.A.) Distance
Learning program at California State
University, Dominguez Hills (CSUDH),
has been rated among the top 10
least expensive among major
universities in America according to
a national survey. GetEducated.com,
LLC
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Special Major Bcr of Arts Degree

BUSINESS

A Special Major degree for those who have completed the Production and Inventory Control Certificate Program

The Program

Students who have completed the Production
and Inventory Control program at California
State University, Dominguez Hills, are invited
to apply the credits earned to a bachelor’s
degree program as part of a unique program
entitled Special Major. Through this program,
students can integrate their studies in
Production and Inventory Control with at
least two other disciplines to obtain the
degree. Working with an advisory committee,
participants design a path that best suits
their individual and career objectives.
Working adults and their employers will
appreciate the career-specific approach of
this innovative course of study.

Eligibility Requirements

Formal admittance to the University is not
required for participation in the LAPICS
Certificate program, but is required for
participation in the balance of the Bachelor’s
Degree Program. All students are required to
pay extension tuition for LAPICS courses.
Students desiring to enter the University to
earn a Special Major BA must follow
standard University application procedures
as outlined in the University Catalog

Program Requirements :
The Special Major Bachelor of Arts degree
requires the completion of 124 semester
hours including both lower and upper
division course work. Participating students
must complete all general studies program
requirements (52-59 semester units) and
integrate at least one other discipline
outside of the College of Business and Public
Policy with the LAPICS units to achieve a
total of 24 units of upper division credit to
complete the Special Major. Students must
also complete an acceptable University
minor. Other graduation requirements are
listed in the general University Catalog.

The minimum requirement for the Special
Major is 24 semester units of approved
upper division work. The credit hours earned
while completing the Production and
Inventory Control Certificate serve as the
foundation for the Special Major. The
remaining upper division credit hours, in
consultation with the student’s advisory

committee, should be chosen from at least
one other department outside the School of
Management. Although not limited to these
fields, possible areas of upper division
course work might include:

Labor studies, computer science,
communication, health care/medical
technology, Chicano/a studies, Spanish,
sociology/anthropology, adult education,
applied studies, and public relations
(communications).

Students should remember that proposed
upper division course work may have
prerequisites that must be met prior to
enrolling in class. Please check the
University Catalog for further information.

Residence Requirements

A minimum of 30 semester units (of which
24 must be upper division units) must be
completed in residence at CSU Dominguez
Hills. This does not include the credits
earned as part of the LAPICS certificate
program because credits earned through
extension are not considered residence
credit. Please see the University Catalog for
other residence and transfer credit
requirements.

The Minor

In addition to the Special Major,

participating students are required to

complete a regular academic minor.

Examples of minors that might be of

interest, and the number of units required to

complete each include:

e Accounting (15 units)

e Business Administration (30 units)

e Business Information Systems (15-16
units)

e Communications (12 units)

® Computer science (34 units)

e Health Science (15 units)

e [abor Studies (15 units)

e Chicano/a Studies (18 units)

e Public Administration (15 units)

* Sociology (15 units)

e Spanish (12 - 24 units)

University Requirements
A student working towards the Special Major
LAPICS degree is subject to university-wide

policy relative to admission, scholastic
standards and graduation requirements
(please refer to the University Catalog). A
maximum of 24 semester units through
extension, correspondence and the United
States Armed Forces Institute may be
accepted toward a bachelor's degree. Each
LAPICS course successfully completed counts
as 3 of the 24 acceptable units.

Sample Programs

For complete requirements, please consult
the University Catalog and program advisor.
Additional prerequisite units may be required
in the major and minor.

For further information on the Bachelor of
Arts Special Major degree program or the
LAPICS certificate, please contact David
Heifetz, University Advisement Center, (310)
243-3640. email: dheifetz@csudh.edu

The Advisory Committee

Each Special Major student has a specially-
appointed Faculty advisory Committee. The
committee works with and gives special
attention to the student. In addition to the
LAPICS advisor, each student has faculty
advisors over each area of concentration and
in their minor.

Getting Started

Students should contact the Director of
University Advisement approximately six
months prior to the beginning of the
semester they wish to enter California State
University, Dominguez Hills. The Director will
assist the student in contacting an
appropriate program advisor, who will help
the student apply for admittance, prepare
the required program proposal and assemble
the student’s program advisory committee.
Contact: David Heifetz, University
Advisement Center, California State
University, Dominguez Hills, 1000 East
Victoria Street, Carson, CA 90747, (310)
243-3640. email: dheifetz@csudh.edu

For a listing of Quality Assurance courses
and programs refer to page 79.

8
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Online courses
WEB-BASED PROFESSIONAL DEVELOPMENT

5 courses for only $199!
(When paid in full in advance)

CSUDH presents a unique opportunity to create a personalized
training program specific to your professional needs. Build your own
PROFESSIONAL DEVELOPMENT CERTIFICATE from one of the following
nine options:

1. ADMINISTRATIVE SUPPORT

2. BUDGET AND FINANCE

3. COMMUNICATIONS

4. CUSTOMER SERVICE

5. e-BUSINESS

6. HUMAN RESOURCES

7. LEADERSHIP AND TEAM BUILDING

8. MANAGEMENT

9. MARKETING AND SALES

10. PROJECT MANAGEMENT
11. STRATEGIC PLANNING

These self-paced web-based training courses target essential core
competencies and provide viable options for working professionals.
To build your own certificate, select FIVE courses from any of the
above areas and pay only $199 for the five course package. See the
listings on the following pages for the course registration number for
‘each course. You may register at any time between January 3 and
June 30 for these self-paced courses. They must be completed by
June 30 .
Hundreds of courses are available with the above options.

1. Administrative Support New!

TECHNICAL REQUIREMENTS

o Pentium 133 MHz or higher CPU and sound card

o Windows (95/98/NT/2000/ME)

e Macintosh is not supported

e 16 MB RAM (32 MB recommended)

® 640x480 or greater resolution, 256 colors (at least 800x600, 16-bit
color recommended)

o Web browser: Internet Explorer or Netscape Navigator, version 4.0
or greater

Advance Business Finance

3 05 ; ¢ Introduction to Advanced Finance 35027
The Effective Administrative Support Professional Investment Project Analysis and Selection 35028
Getting Started-Administrative Support 35477 Raising Capital and Financing Decisions 35029
Overview to Effective Business Communications 35448 Managing Working Capital 35030
Using Effective Business Communications 35449 Corporate Restructuring 35031
Administrative Functions 35450 Financial Risk Management 35032
Advancing Your Administrative Career 35451 International Finance 35033
Effective Administrative Support Professional Simulation 35452 Using Financial Statements (Co-Developed with Wharton)
Advance Skills for Administrative Support Professional Principles of Financial Statement 35034
Behavior:Putting Your Best Foot Forward 35453 Components of Financial Statement 35035
Managing Yourself and Those Around You 35454 Analyzing the Income Statement and Balance Sheet 35036
Partnering With Your Boss 35455 The Income Statement and Balance Sheet Connection 35037
Communicating with Power and Confidence 35456 Analyzing Cash Flow 35038

Ratio Analysis for Financial Statements 35039
2. BUDGETING AND FINANCE Credibility and Disclosure in an Annual Report 35040
Business Finance for Managers Analyzing an Annual Report 35041
Introduction to Finance 35021 Practical Budgeting for Managers
Making Budgets Work 35022 The Basics of Budgeting 35042
Cash Management 35024 Building an Operating Budget 35043
Financial Statement and Analysis 35023 Capital Budgeting 35044
Sources of Funding 35025 Managing Budgets Effectively 35045
The Manager’s Performance puide - Business Finance 35026
9
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Online courses

WEB-BASED PROFESSIONAL DEVELOPMENT

Auditing: A Practical Approach

Introduction to Auditing 35046
Introduction to Internal Auditing 35047
Principles of Internal Auditing 35049
Introduction to External Auditing 35050
Principles of External Auditing 35051
3. COMMUNICATIONS

Dealing with Conflict and Confrontation

Understanding Conflict 35052
Contentions Tactics and Conflict Escalation 35053
Resolving Conflict through Problem Solving 35054
The Successful Facilitator

The Role of the Facilitator 35119
Facilitative Fundamentals: Techniques and Tools 35120
Facilitating Work Groups and Meetings 35121
Facilitating Challenging Situations 35122
Facilitative Formats and Tools: Offering Options 35123
The Facilitative Leader 35124
The Successful Facilitator Simulation 35125
Negotiating to Win: Getting the Results You Want

Crafting a Deal 35245
Connect and Communicate 35246
The Negotiation Process 35247
The Dynamics of Interaction 35248
Inclusive Negotiating 35249
When the Going Gets Tough 35250
The Master Negotiator 35251
Negotiating to Win Simulation 35252
Meeting the Presentation Challenge

The Foundations of Presentations 35058
Basic Presentation Structure 35059
Using Presentation Equipment Effectively 35060
Effective Presentation Delivery 35061
Advanced Presentation Skills 35062
Presentation as a Management Tool 35063
4. CUSTOMER SERVICE

Customer Relations Management

The Customer-Driven Organization 35067
Hiring and Retaining Service Professionals 35068
Effective Service Recovery 35069
Serving Your Internal Customers 35070
Beginning Electronic Customer Relationships 35071
Sustaining Excellent Customer Service 35072
Measuring Customer Satisfaction

Discovering What Your Customers Want 35073
Developing Customer Satisfaction Surveys 35074
Customer Satisfaction: Analysis and Implementation 35075
Managing a Customer Service-Oriented Culture

Establishing Your Team's Desired Performance 35076
Coaching in Service Oriented Culture 35077
Exceeding Customer Expectations 35078
Customer Service Strategy 35079
Improving the Process of Service Delivery 35080
Navigating the Change Process Successfully 35081

How to Excel at Customer Service

BUSINESS

Building the Service Foundation: Corporate Culture 35082
Fundamentals of Exceptional Customer Service 35083
The Voice of the Customer 35085
Advancing Your Service Expertise 35145
Customers, Conflict and Confrontation 35086
Overcoming Challenging Service Situations 35087
Instilling Service Excellence: The EXCEL Acronym 35088
Service Stars & Service Teams 35089
Excelling at Customer Service Simulation 35090
Customer Service Simulation 35091
Frontline Call Center Skills

The Call Center Industry 35092
Call Center Communications Skills 35093
Call Center Customer Service 35094
Call Center Telephone Sales 35095
Frontline Call Center Simulation 35096
Inbound Call Center Management

The Call Center Industry 35092
Call Center Communications Skills 35093
Call Center Customer Service 35094
Call Center Telephone Sales 35095
Frontline Call Center Simulation 35096
Professional Telephone Skills

The Inbound Call Center 35097
Inbound Call Center Management Leadership 35098
Inbound Call Center: People Management 35099
Inbound Call Center Technology 35100
Performance Metrics for Inbound Call Center 35101
5. e-BUSINESS

e-Business Foundations

The Fundamentals of e-Business 35102
Approaches to E-Business 35103
e-Business Opportunities 35104
e-Business Design 35105
Building a Successful Web Site 35106
e-Business Solution 35107
e-Business for Customer Relationship Management

Introduction to Customer Relationship Management 35108
Electronic Customer Relationship Management 35109
Data Mining 35110
Profiting from Customer Relationship Management 35111
Profit Networks 35112
e-Commerce

Introduction to Customer Relationship Management 35108
Electronic Customer Relationship Management 35109
Data Mining . 35110
Profiting from Customer Relationship Management 35111
Profit Networks 35112
6. HUMAN RESOURCES

Human Resources Management Essentials

Human Resources Planning and Analysis 35138
Getting the Workforce Your Company Needs 35139
Workforce Compensation 35140
The Climate for Performance 35141

10
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Online courses

WEB-BASED PROFESSIONAL DEVELOPMENT

Management Excellence: Performance-Based Appraisal
Effective Management: Performance-based Appraisal

Designing Successful Performance-based Appraisal
Implementing Performance-based Appraisals
Performance-based Appraisal - An Employee View

Appraising the Performance-Oriented Team

Performance-based Appraisal Simulation

How to Discipline Employees & Correct Performance Problems

Understand and Confront Performance Problems
Setting and Clarifying Standards

Motivate and Recognize Employees

Use Formal Discipline Measures

360-Degree Performance Appraisal

About 360-Degree Performance Appraisals
Elements of a 360 Performance Review
Delivering the 360 Performance Review Feedback
Managing Diversity & Inclusiveness
Workplace Diversity

Culture and Behavior

Organizational Inclusion

Corporate Culture and Diversity

Management Skills for the Diverse Workforce
Communication and Diversity Adoption
Managing Diversity and Inclusiveness Simulation
Hostility and Workplace Aggression
Workplace Aggression: The Scope of the Problem
The Three Stages of Aggressive Behavior
Potential Power Kegs: Identify and Defusing them
How to Make Your Company Safer

Keep Your Company Out of Legal Trouble
Managing a Violent Crisis

Workplace Issue Fundamentals: Workplace Compliance
Workplace Harassment

Diversity in the Workplace

Business Ethics

Family Medical Leave Act (FMLA)

Equal Employment Opportunity (EEO)

Americans with Disabilities Act (ADA)

Rightful Termination

Understanding Healthcare Rights Under HIPAA
E-Mail and Internet Use Policy

Questionable Interviewing Questions
Documenting Discipline

Conflicts of Interest

Drug-free Workplace

Understanding the Fair Labor Standard Act (FLSA)
Record Retention Policy

Recruiting and Retention Strategies for the Tight Lahor Market

35126
35127
35147
35128
35129
35130

35131
35132
35133
35134

35135
35136
35137

35142
35143
35144
35148
35149
35150
35151

35152
35153
35154
35155
35156
35157

35158
35159
35160
35161
35162
35163
35164
35165
35166
35167
35168
35169
35170
35171
35172

Recruiting for the 21st Century: the Market 35173
Recruiting for the 21st Century: Strategies 35174
Recruiting Successfully 35175
Online Recruiting 35176
Facilitating Effective Hiring 35177
Retention 35178
7. LEADERSHIP AND TEAM BUILDING

Going from Management to Leadership

The Mark of a Leader 35179
Communicating a Shared Vision 35180
The Enabling Leader 35181

Removing Performance Barriers 35182
Communicating as a Leader 35183
Coaching for Performance 35184
Leading Through Change 35185
The Leader as a Model 35186
Going from Management to Leadership Simulation 35187
Leading the Workforce Generations
Introduction to Workforce Generations 35188
"Attracting, Developing, and Retaining Generations" 35189
Leading Silent Generation and Baby Boor Workers 35190
Leading Generation X and Next 35191
Making Cross-Generational Team Work 35192
Cross-Generational Workers in the 21st Century 35193
Leading the Workforce Generation Simulation 35227
Making Teams Work: Capitalizing on Conflict
Team Conflict: The Seeds Of Dissent 35327
Analyzing Workplace War Zones 35328
Getting Past Clashes: Valuing Team Diversity 35329
Conquering Conflict Through Communication 35330
The Path to Peace and Harmony 35331
Manager's Performance Guide- Team Conflict Skills 35332
Making Teams Work Simulation 35333
Managing and Leading the Virtual Team
Virtual Team Basics 35334
Virtual Team Communications 35342
Collaboration in Virtual Teams 35351
Virtual Project Management 35352
Virtual Team Leadership 35353
Learning Organizations and The Virtual Team 35354
Managing and Leading Virtual Team 35355
8. MANAGEMENT
Succeeding as a First-Time Manager
Prepare for Your New Management Role 35194
Lead and Develop Your Staff 361939
Communication Skills and Positive Attitude 35196
Essential Skills for Tomorrow’s Manager’s
Competencies for Tomorrow's Managers 35197
Development Tools for Tomorrow's Managers 35198
The Manager as a Coach and Counselor 35199
The Manager as Project Champion 35200
A Manager’s Primer for Ensuring Accountability 35201
Continuous Learning for Tomorrow's Managers 35202
Essential Skills for Tomorrow’s Managers Simulation 35410
Essential People Management Skills Simulation 35203
Managing Others Through Change
Change Leadership 35204
Communication and Reinforcing Change 35205
Overcoming the Challenges of Change 35206
Managing Others Through Change Simulation 35207
How to Overcome Negativity in the Workplace
The Path from Pessimism to Optimism 35208
Proactive Approaches to stop Negativity 35209
Overcoming Organization Negativity 35210
9. MARKETING AND SALES
Sales: A Focus on Solutions
Moving from Product Selling to Solutions Selling 35211
Power Prospecting 35212
Finding the Pain You can Cure 35213
Influencing Your Customer's Decision 35214
11

Register by Phone (310) 243-3741  Register by Fax (310) 516-3971  eereg@csudh.edu ® http://www.csudh.edu/extendeded/

BUSINESS




G 20

Online courses

BUSINESS

WEB-BASED PROFESSIONAL DEVELOPMENT Cost
Presenting Your Solution 35215 5 Course PaCkage $199
Building Relationships for Continuing Success 35216 NDSS 100-01 GRN 35273
Solution-Sell Simulation: from Lead to Trial Period 35217 NDSS 100-02 CRN 35274
The Sales Wheel of Success - Advanced Selling Series
Sales Motivation 35218
Developing Your Full Sales Potential 35219 11. STRATEGIC PLANNING
Advanced Sales Communications Techniques: Part 1 35220 How to Write a Business Case
Advanced Sales Communications Techniques: Part 2 35221 Fundamental Components of a Business Case 35275
Malnta|'nmg Your Customer Base 35222 Developing Target Market Strategy 35276
Expanding Your Customer Base 35223 Understanding Positioning 35082
“Time s Money: Spend it Well" 35224 The Marketing and Sales Plan 35290
Product and Company Knowledge: Key Factors for Success 35225 Pricing for Profitability 35293
Advanced Sales Simulation 35226 Presenting Your Case 35298
Strategic Marketing in Action Strategic Management
E\Le;?yi?;sgzw;?f:;?g ol gg;gg Strateg?c Management- Plannir]g ' 35300
Competitive Factors in Strategic Marketing 35230 Strategic Management- Analysis and Choice 35301
Writing a Marketing Plan: Phase 1 35231 Strategic Management- Corporate Implementation 35302
Writing a Marketing Plan:Creative Strategy 35232 Global Business Strategy
Creating a Marketing Campaign 35233 Business Management and Strategy 35303
Marketing Management 35234 Technology Management and Strategy 35304
Financial Analysis for Successful Marketing 35235 The Fundamentals of Globalization
Strategic Brand Management Globalization and Our Changing World 35305
Introduction to Brand Management 35236 Globalization and Your Company 35306
Building Brand Equity 35237 The Process of Globalizing a Product or Service 35307
Managing the Creative Elements of Brands 35238 Managing a Global Viewpoint 35308
Promoting Your Brand to Customers 35239 Value-Chain Analysis to Create Competitive Advantage
Evaluating Brand Effectiveness 35240 Value-Chain:Structure and Analysis 35309
Manage and Maintain Brand Equity 35241 Cost Advantage via Value-Chain Analysis 35310
Online B_randmg‘Strategy Differentiation Advantage via Value-Chain Analysis 35312
Introdugtlon i Or'tlme Brgndmg W24z Focus Advantage via Value-Chain Analysis 35313
The Online Branding Environment 35243 g
Strategies for Building an Online Brand 35244 Systems Thinking in the 21st Century
What is Systems Thinking? 35314
10. PROJECT MANAGEMENT Building a Healthy System 35316
SRR L : Systems-Thinking Models and Thinking Skills 35319
Participating in a Project Team Systams Archatipes 35321
The Self-Directed Project Team Member 35259 Ry e ¥y e
; e i edesigning Your Organization:Part 1 35323
}T)er:]:] cglfladr::]g?;";u; I;adtéojr:]s kills gggg? Redesigning Your Organization:Part 2 35325
Totbleshoekna for Brofiet Toams 35262 Taking Systems Thinking Into Your Personal Life 35326
The Project Team Star Player 35263 '
Honing Your Leadership Skills 35264
Participating in a Project Team Simulation 35265
Cultivating a High-Performance Team
Building a High-Performance Team 35266
Harnessing Collective Knowledge 35267
Managing a Project with Your Team 35268
Revving Up Your High Performance Project Team 35269
Maintaining Project Team Peak Performance 35270
Fixing Broken Teams 35271
Cultivate a High Performance Project Team Simulation 35272
Professional Project Management
Defining the Project 35253
Essential Project Management Tools 35254
Computer-assisted Project Planning 35255
Building the Project Team 35256
Leading Successful Project Team 35257
Completing the Project 35258
12
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‘ Business Communications

1 The Program The following courses may be offered during
J This program consists of a series of practical l NEW! the summer session, 2005.
courses designed for employees to become
confident and effective writers and Program Mastering Report and Complex Writing [

communicators. The series builds and
enhances skills in key areas of
communication. Activities include a variety
of in-class and out-of-class assignments to
produce improved communication in the
work place.

Successful Communications at Work Situations

Essential Tools 1CEU

Language of Business A four-week workshop that builds on the

Crafting Effective Messages Successful Communications at Work course.
This 12 week program consists of 3 four
week courses using a problem solving
approach to writing. Standard workplace-
specific correspondence, reports, memos,
electronic communications, collaborative
models of writing and the basics of oral
presentations are covered.

This course examines typical short and long
reports written by supervisors and

What You Will Learn managers.

’ Students will learn how to determine the
1
|

Mastering Oral Presentations
1 CEU

A four-week workshop that builds on the
Successful Communications at Work course.

objectives for each writing task; follow
conventional business formats to write
memos, letters, reports, summaries and e-
mails; write effective sentences and
paragraphs; use proper punctuation; use
appropriate diction and tone for verbal

Each course awards 1 CEU.

Essential Tools for Communicating This course identifies the occasions for

communication; plan and deliver Date: Feb 5-26 ?farogertssigtnfr'n;[\f:rtlnlgcr:rt]?;gulttri(f);nc:t:gfora|
presentations; determine strategies for Time: Sat 9am-noon rZsentations S5 OEtSi S e e
composing various types of letters and Meetings: 4 \[;isual atattale g
memos, and collaborate on a writing task. Location: EE1210 3
Fee: $250 P T

Who Should Attend Instructor: ~ TBA L'Ste"'“g and Communicating as a
Managers, supervisors and administrators. Course No.:  COX 951 Sec 01 Professional

1 Reg.No. 27090 1 CEU
Eligibility Requirments A four-week workshop that builds on the
Students must have a command of the The Language of Business Successful Communications at Work course.
English language and a working knowledge ~ Date: Sat. Mar 12-Apr 9 This course focuses on several types of
of English grammar and sentence No class on Mar 26 verbal and nonverbal communication
construction. Time: 9 am-noon including paralinguistic and kinesthetic

‘ Meetings: 4 communications as well as communications

‘ : S in the context of corporate culture and for

! Spe.CIaI Feature; : tocatlon. S international audiences.

( Business Communications modules and ee: $250

| courses may be tailored to fit the needs of gﬁ{g?ﬁg g%/)*( Ao Critical Thinking, Reading and
your-corpora_tmr!, public agency or not-for- Sy & oo Evaluation in Business Writing
profit organization. €g. NO.: 1 CEU

Certificate requirements

Crafting Effective Messages

A four-week workshop that builds on the
Successful Communications at Work course.

e : s Date: Sat. Apr 23-May 7

Con.t;ntl)Jlmg Education Units (CEUs) are Time: 9 am-noon This course covers the analysis of logic,

Auanane: i Meetings: 4 purpose organization and tone in business
o communication with the goal of improving

NEW COURSE. OFFERED BY DEMAND!  Locefon (6 408 citcal thinking and evaluation skils in

Rl L readmg and busmgss wrltjng.

The cost of each course is $250. Course No.: ~ COX 953 Sec 01 For more information: .

There will be an additional cost for materials BoL. s pIs Call Babette Wald at 31"0—243‘-37‘3)0._

and/or textbook(s).

Email bwald@csudh.edu or

Visitthe website
www.csudh.edu/extendeded/
businesscommunications.htm
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Certificate of Completion in Construction Project Management

G 2(

The Program

This course is designed to provide students
with the knowledge and skill sets needed to
successfully manage projects in today’s
construction industry.

What You Will Learn

Students will gain practical knowledge and
skills needed to manage and/or supervise
projects in today’s construction industry.
Students will learn how to successfully plan,
manage and coordinate construction projects
and activities including an understanding of
project budgets, construction law and
construction safety.

Who Should Attend

This innovative and timely program is
designed for construction personnel,
architects, engineers, property owners,
developers and those who wish to develop
and expand their managerial skills in
construction.

. Eligibility Requirements

There are no prerequisites required for the
program. A background in construction
and/or construction management is
desirable.

Special Features

All program instructors are experienced
practitioners in their field of expertise. They
bring practical application of project
management practices to their classes. All
classes are scheduled in the evenings on the
CSUDH campus at the Extended Education

complex to meet the needs of working adults.

Certificate requirements

A Certificate of Completion is awarded upon
successful completion of eight required
courses. Those who do not wish to pursue a
certificate may take individual courses

Courses

Required Courses

Plan Reading ~ CMX 903
Estimating CMX 902
Construction Safety CMX 926
Law for Construction CMX 921
Construction Accounting CMX 904

Financing Real Estate Acquisitions CMX 905
Bidding & Scheduling CMX 925
Field Project Management CMX 920

Program Instructors

Art Robitaille, MS. Licensed Contractor and
Safety Consultant with over 40 years of
experience in the construction industry

J. William Stinde, Ph.D., MBA, CFM, CMA,
General Contractor, Real Estate Broker,
Management Accountant, licensed to
practice before the IRS

Larry Kaltman, Architect and General
Contractor, has over 40 years of experience
in design and building

Mike Gugert, Director of Construction, Irvine
Apartment Communities Inc., The Irvine:
Company; Investment Properties Group with
24 years of Domestic and International
Construction experience

W. John (Jack) Irwin I, PE: Mechanical
Engineer and Building/Construction
Consultant with 30 years experience in
construction, design, management,
construction claims and disputes

SCHEDULED CLASSES

Law for Construction
1.8 CEUs

This course provides an overview of the legal
system: contractor's license law, contract
laws, real estate law, labor law, OSHA,
employment law, litigation and arbitration,
contractor's liability in tort-negligence,
mechanic's liens, plus basic contract
principles and responsibilities.

Date: Jan 11 —Feb 15
Time: Tue 6:30-9:30pm
Meetings: 6

Location: CSUDH EE1209
Fee: $160

Instructor: Art Robhitaille
Course No.: ~ CMX 921 Sec 01
Reg. No.: 25880

BUSINESS

Bidding & Scheduling
1.8 CEUs

This course covers the different bidding
strategies used in the construction industry;
methods of selling or buying out the
construction project, whether from the
owners' or contractors' perspective. Learn to
read, analyze and create your own bar chart
and critical path method schedules. Learn to
monitor and control time, money and other
resources with the schedule. Learn how to
use the schedule to measure the effect of
changes and delays on the project.

Date: Jan 24 — Mar 7

Time: Mon 6:30-9:30pm

Meetings: 6 (No Class Feb 21, Mar 28))
Location: CSUDH EE1209

Fee: $160

Instructor: Jack Irwin

Course No.: CMX 925 Sec 01

Reg. No.: 25877

Field Project Management
1.8 CEUs

Become a successful project manager by
learning the basic principles and
responsibilities of construction project
management and how they relate to the total
construction process. Learn how to identify
and manage the vital components of project
planning, budgeting, and scheduling,
resource allocation, legal requirements and
ethical considerations, construction safety,
and project supervision.

Date: Feb 23 — Mar 30
Time: Wed 6:30-9:30pm
Meetings: 6

Location: CSUDH EE1209
Fee: $160

Instructor: Michael Gugert
Course No.: ~ CMX 920 Sec 01
Reg. No.: 25878

For more information: ,
Call Angeli Logan (310) 243-2425
Email alogan@csudh.eduor
Visit the website :
www.csudh.edu/extension/cmx.htm
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Certificate of Completion in Do
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The Program

Document Imaging refers to the
management of paper documents, records,
and forms by capturing, indexing, archiving,
retrieving, and distributing them
electronically. Document Imaging attempts
to stop (or at least slow down) the growth of
paper and overcome the problems
associated with paper-based document
management systems. Document Imaging
provides easy access to electronic
documents and lowers storage costs.

Document Images are exact digitized
replicas of the original documents.
Document imaging provides companies with
the ability to preserve the integrity of the
original document—all alternations to the
original document leave an electronic
footprint. They are superior to paper
documents because they can be
economically stored, efficiently searched and
browsed, quickly transmitted, and coherently
linked together. The documents can be
remotely retrieved by multiple users and
manipulated using existing information
technology. Moreover, hard copy printouts
can be made for the convenience of the
users.

Businesses continue to seek effective cost
cutting solutions to enhance productivity.
Moving towards a digital paper trail will
allow companies to save time and reduce
costs, enabling employees to respond more
efficiently to customer needs.

‘What You Will Learn

Students will learn how to create, modify and
annotate Portable Document Format (PDF)
files using Adobe Acrobat. Adobe Acrobat is
the leading application adopted as a
standard by many government agencies and
businesses around the world for sharing,
preserving, and viewing files on a variety of
platforms.

Students will gain the knowledge and skills
needed to design, create and use interactive
electronic forms, index and secure PDF files,
create a document collection, prepare files
for prepress as well as optimize and
distribute PDF files.

The curriculum will also cover database
management principles and interface
systems including:

eDatabase Design

eTransaction Management and Concurrency
Control

eDistributed Database Management Systems

e(bject-Oriented Databases

eClient/Server Systems

oThe Data Warehouse

e|nternet Databases

Who Should Attend

Employers in every industry would benefit
from this program, especially healthcare,
logistics, legal and financial services,
manufacturing and a host of other document
intensive industries. Users of all levels from
office support staff, administrators,
engineers, managers to directors will learn
new skills that can be implemented
immediately to begin realizing bottom line
results.

Special Features
Onsite instruction is available.

Eligibility Requirements

Students should be proficient in keyboarding,
have a basic understanding of common
computer software programs used in an
office environment.

Certificate Requirements

Students will receive a Certificate of
Completion upon successful completion of
the course.

g

Course

Required Course

Document Imaging NCDI 100

Program Instructor

D’Sunte Wilson, M.S., President of Okiedo
Educational Technologies. He is a member of
IEEE, a Brown University fellow, and a NASA
fellow. He is also a member of the American
Society of Engineering Education

SCHEDULED CLASS

Document Imaging
Noncredit

The Certificate of Completion in Document
Imaging focuses on document imaging and
management skills. It will cover standards
that measure competency and
professionalism in the document
management industry. Those holding these
critical skills will possess knowledge of
technologies used to plan, design and
specify a document imaging/management
system.

Date: Apr 8 - Apr 22
Time: Fri 9am-4pm
Meetings: )

Location: CSUDH EE1210
Fee: $330

Instructor: D’Sunte Wilson, MS
Course No.. ~ NCDI 100 Sec 01
Reg. No.: 27054

For more information:

ngel Logan (310) 243-2425
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The Program

Designed for Health & Safety officers and
those planning to enter the field, this
program will provide skills and fulfill
requirements necessary to function in a
Health and Safety Department and to
administer health and safety programs in an
industrial setting.

All program instructors experienced
practitioners in their field of expertise.
Courses are offered at convenient times to
meet the needs of working adults.

On-site instruction is available.

Who Should Attend

The program will meet and satisfy ongoing
CEU requirements for safety officers,
registered environmental assessors, certified
safety professionals, certified industrial
hygienists, professional engineers and safety
and industrial nurses. Supervisors, company
owners, top and middle management, loss
control representatives, worker compensation
administrators, risk management personnel,
general managers and superintendents will
also find this program a valuable and
important means of gaining professional
knowledge.

Eligibility Requirements

This program is opened to all students
interested in learning more about
environmental and occupational health &
safety.

Special Features

The Certificate of Completion in
Environmental & Occupational Health &
Safety is endorsed by the National Safety
Council. CSUDH is an MCLE Provider (#3897)
for HEX 946.

Certificate Requirements

A Certificate of Completion is awarded upon
successful completion of six required
courses plus one elective course. Elective
courses are offered to suit the needs of
individuals from various industries. Class
may be taken in any order according to
individual needs. Students not pursuing the
certificate may take individual courses.

16

Courses

Required Courses
Foundations of Safety and Health

Program Administration HEX 981
Recognition and Control of

Workplace Hazards HEX 979
Introduction to Workers’

Compensation HEX 947

Industrial Accident Investigation HEX 946
Introduction to Industrial Hygiene HEX 950
OSHA Law HEX 960
Mold Assessment & Remediation HEX 987

HEX 987 can be substituted for HEX 950.

Elective Courses (Choose One)
Safety and Health for the Construction
Industry Part A HEX 910

Safety and Health for the Construction

Industry Part B HEX 911
Ergonomics HEX 920
Industrial Machine Guarding

HEX 936

Industrial Hygiene Instrumentation

and Sampling HEX 955
Bloodborne Pathogens HEX 956
Basic Adult First Aid and CPR

HEX 966

OSHA Appeals Procedures HEX 978
Introduction to Security ~ HEX 982

Terrorist Violence in the Workplace
HEX 983

Terrorist Acts and Natural
Disasters HEX 988

Security and Loss Prevention
HEX 989

Special Topics HEX 995

Program instructors
Byron Jamerson, BS, RSSP, Vice President,
IASP

Carl Cronin, BS, RSSP, Carl Cronin Co. Safety
Training Services

D.M. “Skip” Clark, RSSP, Manager of Safety
& Industrial Hygiene, Boeing

James L. Unmack, CSP, CIH, PE, Vice
President, Umack Corporation

Jeffrey L. Malek, JD, Malek & Malek

Joanette Alpert, MS, PT, CIE, CPE, Vice
President, of Woodward, Alpert & Assoc.

BUSINESS

Certificate of Completion in Environmental & Occupational Health & Safety

John A. 0'Toole, Ph.D. RSSP, Safety
Consultant, General Safety Services,
Chairman of Advisory Committee.

Joseph M. Kaplan, President, Los Angeles
Chapter, National Safety Council

Linda Hunter, RSSP, Certified Trainer, Zee
Service Company

Michael Nicolas, REA, RSSP, Safety
Consultant, General Safety Services

SCHEDULED CLASSES
Required Courses

OSHA Law
2.0 CEUs

Provides a basic foundation to understand,
analyze and apply federal and CAL OSHA
requirements. The current laws, legislative
and litigation arising out of the development
and application of environmental laws,
dealing with the EPA and RCRA programs
and hazardous waste controls, recent cases,
legislation and defenses for the new civil
and criminal liability cases will be covered.

Date: Jan 19 — Mar 2
Time: Wed 6-9pm
Meetings: 7

Location: CSUDH SAC 1102
Fee: $250

Instructor: Alan Coie, JD
Course No.: ~ HEX 960 Sec 01
Reg. No.: 27069

Introduction to Workers’ Compensation
2.0 CEUs

A comprehensive first-time look at the
Workers’ Compensation system. Emphasis is
placed on both the employer’s and
employee’s rights and responsibilities in
providing/receiving benefits as applicable.
Also, a look at ways to investigate possible
Workers’ Compensation fraud and abuse.

Date: Mar 1 —Apr 19
Time: Tue 6-9pm
(No class 3/29)
Meetings: 7
Location: CSUDH SAC 1102
Fee: $250
Instructor: Michael Nicholas, REA, RSSP
Course No.: ~ HEX 947 Sec 01
Reg. No.: 27085

Register by Phone (310) 243-3741 e Register by Fax (310) 516-3971 eereg@csudh.edu o http://www.csudh.edu/extendeded/
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Certificate of Completlon in Environmental & Uccupatlonal Health & Safety

Industrial Accident Investigation
2.0 CEUs

Provides participants with the foundation
and practical application of current laws
and regulations to identify the sources of
injuries and illnesses in order to reduce them
in the workplace. Legislation and defense
for civil and criminal liability from
collections and identification of accident
evidence will be covered.

Date: Mar 9 — Apr 20

Time: Wed 6:00-9:00pm
Meetings: 7

Location: CSUDH SAC 1102

Fee: $250

Instructor: ~ John 0'Toole, Ph.D., RSSP
Course No.:  HEX 946 Sec 01

Reg. No.: 27117

Elective Course

Special Topics: Job Hazard Analysis
1.5 CEUs

This course provides participants with an
understand of the rational for job hazard
analysis (JHA) including designing an
approach, forms, conducting the analysis,
interpretation of the information, counseling
workers, follow-up procedures and
integrating the process with other manager's
needs.

Date: Jan 18 — Feb 15

Time: Tue 6:00 — 9:00pm
Meetings: 5

Location: CSUDH SAC 1102

Fee: $180

Instructor: F. Carleton Cronin, BS RSSP
Course No.:  HEX 995 Sec 01

Reg. No.: 27070

Also see related program in Safety &
Security on page 20

Terrorist Violence in the Workplace

2.0 CEUs

In the wake of the international terrorist acts

against the United States, it is important to

fully understand the fundamental aspects of

terrorism and violence. The following topics

will be covered:

e Basic Principals of Workplace terrorist
violence assessment and management

e Behavior and Risk indicators/Assessment
and Psychological factors

e Corporate Terrorist Violence Prevention
Plans and Threat Assessment Teams

o Stalking & Domestic Violence in the
Workplace

o Crisis Management & Legal Ramifications
News Media Relations During & After a
Crisis

e Police Response & Security Reaction

Date: Jan 20 — Mar 3

Time: Thu 6:00-9:00pm
Meetings:. 7

Location: CSUDH SAC 1102

Fee: $250

Instructor: Byron Jamerson, RSSP
Course No.:  HEX 983 Sec 01

Reg. No.: 27084

Introduction to Security
2.0 CEUs

This course provides an introduction and
overview of the function of the Security
Department within an organization. Students
will be introduced to the three (3) main
segments of Personnel, Physical and
Information security. Topics include the
history and origin of security, security
surveys, risk analysis and vulnerability
assessments.

Date: Mar 10 — Apr 28

Time: Thu 6-9pm (no class 3/31)
Meetings: 7

Location: CSUDH SAC 1102

Fee: $250

Instructor: Crist Wagner

Course No.: ~ HEX 982A Sec 01

Reg. No.: 27429

Bloodhorne Pathogens
1.5 CEUs

Employees who are trained as first
responders within their workplace need to
understand what bloodborne pathogens are,
how they are transmitted, and how to protect
themselves. Areas covered will be
understanding the hazards of bloodborne
pathogens, exposure control plan and
avoiding potential infection.

BUSINESS

Date: Apr 26 — May 24
Time: Tue 6:00-9:00pm
Meetings: 5

Location: CSUDH SAC 1102
Fee: $180

Instructor: Linda Hunter, RSSP
Course No.: ~ HEX 956 Sec 01
Reg. No.: 27286

Special Topics: Environmental Law

1.5 CEUs

This course provides participants with a
thorough overview of environmental laws as
it pertains to California Code of Regulations,
Title 8. Students will be familiarized with
the applicable codes and regulations
defining the health protection of employees
in the workplace.

Date: Apr 27 — May 25
Time: Wed 6:00-9:00pm
Meetings: D

Location: CSUDH SAC 1102
Fee: $180

Instructor:  Jeffrey Malek, JD
Course No.:  HEX 995 Sec 02
Reg. No.: 27072

For more mfarmatmn

Cai! Augeh Logan (310) 243- 2425
Emall aiegan@csuﬂh eﬁu or

Visit the website
www csudh edu/extensmn/hex htm -
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WESTEC OSHA Training Institute Education Center

Serving Region IX: Arizona, California, Guam, Hawaii, Nevada & The Pacific Trust Territories

About WESTEC

WESTEC is a federally authorized OSHA
Training Institute Education Center serving
Region IX. Courses concentrate on Federal
and State OSHA rules and regulations.
On-site and customized training is available.
Classes can be offered in Spanish.

Location

Classes are held at the CSUDH campus
located at 1000 E. Victoria Street, Carson, CA
90747.

Course Registration
Call 661-763-5161 or toll free
(866) 493-7832.

You can also register online at
www.WESTEC.org.

If you have any questions or would like to
request copies of course outlines and/or a

* catalog, please call (661) 763-5161 or email
osha@westec.org.

Scheduled Classes

500 Trainer Course in O0SHA Standards
for the Construction Industry
2.5 CEUs

Prerequisite: OSHA 510 or equivalent, and 5
years construction safety experience

This course is for those interested in teaching
the 10- and 30-hour construction safety and
health outreach program to their employees
and other interested groups. Special
emphasis is placed on those topics that are
required in the 10- and 30-hour programs as
well as on those that are the most hazardous,
using OSHA standards as a guide. Course
participants are briefed on effective
instructional approaches and the effective
use of visual aids and handouts. This course
allows the student to become a trainer in the
Qutreach Program, conduct both the 10- and
30-hour construction safety and health
course, and to issue cards to participants

verifying course completion.

Session |

Date: Feb 7 — Feb 10

Time: Mon, Tue, Wed 8am-4:30pm
Thu 8am-3:30pm

Meetings: 4

Location: EE1210

Fee: $575

Session Il

Date: May 9 — May 12

Time: Mon, Tue, Wed 8am-4:30pm
Thu 8am-3:30pm

Meetings: 4

Location: CSUDH EE1210

Fee: $575

501 Trainer Course in O0SHA Standards
for General Industry
20 CElS

Prerequisite: O0SHA 511 or equivalent, and 5
years general industry safety experience
This course is for those interested in teaching
the 10- and 30-hour general industry safety
and health outreach program to their
employees and other interested groups.
Special emphasis is placed on those topics
that are required in the 10- and 30-hour
programs as well as on those that are the
most hazardous, using OSHA standards as a
guide. Course participants are briefed on
effective instructional approaches and the

effective use of visual aids and handouts. .
This course allows the student to become a
trainer in the Qutreach Program, conduct both
the 10- and 30-hour general industry course,
and issue cards to participants verifying
course completion.

Session |

Date: Feb 14 — Feb 17

Time: Mon, Tue, Wed 8am-4:30pm
Thu 8am-3:30pm

Meetings: 4

Location: CSUDH EE1210

Fee: $575

Session Il

Date: May 16 — May 19

Time: Mon, Tue, Wed 8am-4:30pm
Thu 8am-3:30pm

Meetings: 4

Location: EE1210

Fee: $575

502 Update for Construction Industry
Outreach Trainers

1.7 CEUs

This course is for those who have completed
#500 Trainer Course in OSHA Standards for
the Construction Industry and who are active
trainers in the outreach program. It provides
an update on such topics as OSHA
construction standards, policies, and
regulations. Required every 4 years.

Session |

Date: Jan 24 — Jan 26

Time: Mon, Tue 8am-4:30pm
Wed 8am-Noon

Meetings: 3

Location: CSUDH EE1210

Fee: $495

Session Il

Date: Apr 25 — Apr 27

Time: Mon, Tue 8am-4:30pm
Wed 8am-Noon

Meetings: 3

Location: CSUDH EE1210

Fee: $495

Register by Phone (310) 243-3741 e Register by Fax (310) 516-3971 e eereg@csudh.edu e http://www.csudh.edu/extendeded/
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WESTEC OSHA Training Inst

itute Education Center

503 Update for General Industry
Outreach Trainers
1.7 CEUs

This course is for those who have completed
course #501 Trainer Course in OSHA
Standards for General Industry and who are
active trainers in the outreach program. It
provides an update on OSHA general industry
standards and OSHA policies. Required
every 4 years.

Session |
Date: Jan 26 — Jan 28
Time: Wed 1pm-5pm

Thu, Fri 8am-4:30pm
Meetings: 3
Location: CSUDH EE1210
Fee: $495
Session Il
Date: Apr 27 — Apr 29
Time: Wed 1pm-5pm

Thu, Fri 8am-4:30pm
Meetings: 3
Location: CSUDH EE1210
Fee: $495

510 OSHA Standards for the
Construction Industry
2.5 CEUs

This course covers state and federal policies,
procedures, and standards, as well as
construction safety and health principles.
Topics include scope and application of
construction standards. Special emphasis is
placed on those areas that are the most
hazardous, using OSHA standards as a
guide. Upon successful course completion,
the student will receive an OSHA
construction safety and health 30-hour
course completion card.

Session |

Date: Mar 1 — Mar 4

Time: Tue, Wed, Thu 8am-4:30pm
Fri 8am-3:30pm

Meetings: 4

Location: CSUDH EE1210

Fee: $575

Session Il

Date: Apr 9 - Apr30

Time: Sat 8am-4:30pm

Meetings: 4

Location: CSUDH EE1217

Fee: $575

511 0SHA Standards for General
Industry
2.5 CEUs

This course for covers state and federal
policies, procedures, and standards, as well
as general industry safety and health
principles. Topics include scope and
application of general industry standards.
Special emphasis is placed on those areas
that are the most hazardous, using OSHA
standards as a guide. Upon successful
course completion, the student will receive
an OSHA general industry safety and health
30-hour course completion card.

Session |

Date: Mar 7 — Mar 10

Time: Mon, Tue, Wed 8am-4:30pm
Thu 8am-3:30pm

Meetings: 4

Location: CSUDH EE1210

Fee: $575

Session Il

Date: May 7 - Jun 4

Time: Sat 8am-4:30pm

Meetings: 4

Location: CSUDH EE1210

Fee: $575

521 0SHA Guide to Industrial Hygiene

2.5 CEUs

BUSINESS

Permissible exposure limits, OSHA health
standards, regulations and procedures,
respiratory protection, engineering controls,
hazard communication, sampling
instrumentation, workplace health program
elements, and other industrial hygiene
topics. Workshops in health hazard
recognition, OSHA health standards, and
safety and health programs.

Upon completion of this course, each
participant will be able to:

o |nterpret requirements of OSHA health

standards.

e Recognize potential health hazards in the

workplace.

e Perform basic health hazard evaluation
using OSHA sampling procedures.

e Recommend acceptable strategies for
controlling hazardous conditions

e Describe the elements of an effective
workplace health protection program.

Session |
Date: Jan3-Jan6
Time: Mon, Tue, Wed 8am-4:30pm
Thu 8am-3:30pm
Meetings: 4
Location: CSUDH EE1210
Fee: $575
For more information:

Call Angeli Logan (310) 243-2425

Email alogan@csudh.edu or
Visit the website _

www.csudh.edu/extendeded
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Certificate of Completion in Safety and Security

THE PROGRAM

This program provides safety and security
personnel with practical, hands-on training
in how to implement and maintain a safe
and secure work environment according to
the Peace Officers Standard of Training
(POST) regulatory requirements.

All program instructors are experienced
practitioners in their field of expertise.

Classes are scheduled in the evenings
and/or weekends to meet the needs of

working adults.

WHAT YOU WILL LEARN

Course materials will provide security
personnel, managers, and supervisors with a
ready reference guide that outlines the
authority and responsibilities of sworn peace
officers and security officers in the following
areas of responsibility:

® Professional Orientation

® Taking Suspects into Custody

e |ntroduction to California Constitutional
Law :

e [awful Detention

e Basic Concepts of Criminal Law

e Major Penal Codes

e [aws of Arrest

e Use of Force

WHO SHOULD ATTEND

Individuals interested in learning how to
implement and maintain a safe and secure
work environment including:

e Security personnel

e Managers

 Supervisors '

e Security Officers who need to fulfill POST
regulatory requirements

ELIGIBILITY REQUIREMENTS

This program is opened to all students
interested in learning more about workplace
safety and security practices.

SPECIAL FEATURES

This program is recognized and approved by
the California Society of Safety & Security
Professional.

CERTIFICATE REQUIREMENTS
A Certificate of Completion is awarded upon

= successful completion of six required

courses and one elective. Students not
pursuing the certificate may take individual
Courses.

COURSES

Required Courses
OSHA Law HEX 960
Industrial Accident Investigation HEX 946
Recognition & Control of Workplace
Hazards HEX 979
Introduction to Security HEX 982
Terrorist Violence in the Workplace HEX 983
Security and Loss Prevention HEX 989

Elective Courses
Safety & Health for the Construction

Industry Part A HEX 910
Safety & Health for the Construction

Industry Part B HEX 911
Ergonomics HEX 920
Industrial Machine Guarding HEX 936
Industrial Hygiene Instrumentation

and Sampling HEX 955
Bloodborne Pathogens HEX 956
OSHA Appeals Procedures HEX 978

Terrorist Acts and Natural Disasters HEX 988
Special Topics Courses HEX 995

PROGRAM INSTRUCTORS

Byron Jamerson, BS, RSSP, Vice President,
IASP

Carl Cronin, BS, RSSP, Carl Cronin Co. Safety
Training Services

D.M. "Skip" Clark, RSSP, Manager of Safety
& Industrial Hygiene, Boeing

James L. Unmack, CSP, CIH, PE, Vice
President, Umack Corporation

Jeffrey L. Malek, JD, Malek & Malek

Joanette Alpert, MS, PT, CIE, CPE, Vice
President of Woodward, Alpert & Assoc.

John A. 0'Toole, Ph.D. RSSP, Safety
Consultant, General Safety Services,
Chairman of Advisory Committee.

Joseph M. Kaplan, President, Los Angeles
Chapter, National Safety Council

Linda Hunter, RSSP, Certified Trainer, Zee
Service Company

Michael Nicolas, REA, RSSP, Safety
Consultant, General Safety Services

SCHEDULED CLASSES
REQUIRED COURSES

OSHA Law
2.0 CEUs

Provides a basic foundation to understand,
analyze and apply federal and CAL OSHA
requirements. The current laws, legislative
and litigation arising out of the development
and application of environmental laws,
dealing with the EPA and RCRA programs
and hazardous waste controls, recent cases,
legislation and defenses for the new civil
and criminal liability cases will be covered.

Date: Jan 19 — Mar 2
Time: Wed 6-9pm
Meetings: 7

Location: CSUDH SAC 1102
Fee: $250

Instructor: Alan Coie, JD
Course No.: ~ HEX 960 Sec 01
Reg. No.: 27069

Terrorist Violence in the Workplace
2.0 CEUs
In the wake of the international terrorist acts
against the United States, it is important to
fully understand the fundamental aspects of
terrorism and violence. The following topics
will be covered:
e Basic Principals of Workplace terrorist
violence assessment and management
 Behavior and Risk indicators/Assessment
and Psychological factors

e Corporate Terrorist Violence Prevention
Plans and Threat Assessment Teams

e Stalking & Domestic Violence in the
Workplace

e (Crisis Management & Legal Ramifications

* News Media Relations During & After a
Crisis

e Police Response & Security Reaction

Date: Jan 20 — Mar 3

Time: Thu 6-9pm

Meetings: 7

Location: CSUDH SAC 1102

Fee: $250

Instructor: Byron Jamerson, RSSP
Course No.: ~ HEX 983 Sec 01

Reg. No.: 27084
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Certificate of Completion in S

Industrial Accident Investigation
2.0 CEUs

Provides participants with the foundation
and practical application of current laws
and regulations to identify the sources of
injuries and illnesses in order to reduce them
in the workplace. Legislation and defense
for civil and criminal liability from
collections and identification of accident
evidence will be covered.

Date: Mar 9 — Apr 20
Time: Wed 6:00-9:00pm
Meetings: 7

Location: CSUDH SAC 1102
Fee: $250

Instructor: John 0'Toole
Course No.: -~ HEX 946 Sec 01
Reg. No.: 27117

Introduction to Security
2.0 CEUs

This course provides an introduction and
overview of the function of the Security
Department within an organization. Students
will be introduced to the three (3) main
segments of Personnel, Physical and
Information security. Topics include the
history and origin of security, security
surveys, risk analysis and vulnerability
assessments.

Date: Mar 10 — Apr 28

Time: Thu 6-9pm (no class 3/31)
Meetings: 7

Location: CSUDH SAC 1102

Test Preparatiun courses ,

The following courses (HEX 925 & 926) may
not be used to satisfy requirements for the
Environmental & Occupational Health &
Safety or the Safety & Security certificate of
completions programs. These courses are
designed to prepare individuals for the
Certified Industrial Hygienist exam offered
by the American Board of Industrial Hygiene.

Instructors ,

James L. Unmack, CSP, CIH, PE, Vice
President, Unmack Corp .
Joseph Kukla, MPH, PE, CtA_, CGP, is regional
manager for CE Health Cal.

Fee: $250

Instructor: Crist Wagner
Course No.: ~ HEX 982A Sec 01
Reg. No.: 27429

Elective Courses

afety and Security

Special Topics: Job Hazard Analysis
1.5 CEUs

This course provides participants with an
understand of the rational for job hazard
analysis (JHA) including designing an
approach, forms, conducting the analysis,
interpretation of the information, counseling
workers, follow-up procedures and
integrating the process with other manager’s
needs.

Date: Jan 18 — Feb 15
Time: Tue 6:00 — 9:00pm
Meetings: 5

Location: CSUDH SAC 1102
Fee: $180

Instructor: F. Carleton Cronin
Course No.:  HEX 995 Se¢ 01
Reg. No.: 27070

Bloodborne Pathogens
1.5 CEUs

Employees who are trained as first
responders within their workplace need to
understand what bloodborne pathogens are,
how they are transmitted, and how to protect
themselves. Areas covered will be
understanding the hazards of bloodborne
pathogens, exposure control plan and

avoiding potential infection.

Date: Apr 26 — May 24

Time: Tue 6:00-9:00pm

Meetings: 5 YR
Location: CSUDH SAC 1102

Fee: $180

Instructor: Linda Hunter

Course No.:  HEX 956 Sec 01

Reg. No.: 27286

Special Topics: Environmental Law
1.5 CEUs

This course provides participants with a
thorough overview of environmental laws as
it pertains to California Code of Regulations,
Title 8. Students will be familiarized with
the applicable codes and regulations
defining the health protection of employees
in the workplace.

Date: Apr 27 — May 25
Time: Wed 6:00-9:00pm
Meetings: 5

Location: CSUDH SAC 1102
Fee: $180

Instructor: Jeffrey Malek
Course No.: ~ HEX 995 Sec 02
Reg. No.: 27072

For more information:

Call Angeli Logan (310) 243-2425
Email alogan@csudh.edu or

Visit the website
www.csudh.edu/estension/safandsec

HEX 926 — Principles of Industrial
Hygiene (Part I)

2.4 CEUs

Review of the principles and concepts of
occupational hygiene. Part | covers the topics that
form the foundation of industrial hygiene,
including chemistry, toxicology, ventilation, and
personal protective equipment Course is designed
for those industrial hygienist who are aspiring to
attain a high level of competency in the field of
industrial hygiene.

Date: Jan 29 — Mar 12

Time: Sat 9:00am-4:00pm

Meetings: 4 (NoMeeting 2/5, 2/19 & 3/5)

Location: FC 8 .

Fee: $250

Instructor: ~ James Unmack & Joseph Kukla
Course No.:  HEX 925 Sec 01

Reg. No.: 27265

HEX 926 — Principles of Industrial
Hygiene (Part I1)

2.4 CEUs .

Part Il covers more advanced topics,
including ionizing and nonionizing radiation,
hearing conservation, industrial processes,
management, and regulatory affairs.

Date: Mar 19 — Apr 30

Time: Sat 9:00am-4:00pm
Meetings: 4 (No Mesting 3/26, 4/9, 4/23)
Location: FC 8

Fee: $250

Instructor: James Unmack & Joseph Kukla
Course No.:  HEX 926 Sec 01

Reg. No.: 27266
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Certificate of Completion in Family Child Care

The Program
This program offers a comprehensive training
for the family childcare provider.

What You Will Learn

Students will learn how to provide high
quality programs for children in their care
and how to professionalize their home
business.

Employment Outlook

Employment of childcare workers is projected
to increase up to 20% through the year 2012.
The number of women of childbearing age
(widely considered to be ages 15 to 44) in the
labor force and the number of children under
five years of age is expected to rise through
2012. Also, the proportion of youngsters
enrolled full or part time in childcare is likely
to continue to increase, spurring demand for
additional workers.

Who Should Attend

Family childcare providers already in
business or individuals interested in starting
their own family childcare business.

Eligibility Requirements
There are no prerequisites required for the
program.

Special Features

Participants will learn through active-hands
on activities, videos and discussions.
Experts in various areas will serve as guest
speakers.

Certificate Requirements

Students who attend all six sessions will
receive a certificate awarding 1.8 Continuing
Education Units (CEU’s). Individuals NOT
pursuing the certificate may attend
individual classes.

Courses

Required Courses
Your Family Childcare Business  TEX 906
Setting Up Your Home Environment TEX 907
Preparing Nutritious Meals and Snacks
TEX 908
Curnculum Observation and Assessment
TEX 909
Working with Parents/Positive Discipline
- TEX 910
. Networking and Professional Development

Costs
The cost for the entire six course program is
$180. Individual courses are $30 each.

Program Instructor

Cathy Tate, BS, Pepperdine University.
Center Director, SAGE Before and After School
Program.

SCHEDULED CLASSES

Your Family Childcare Business
.3 CEUs

This class provides an outline for setting up
a Family Care Home for supervision of up to
14 children in a non-medical care home-like
environment.

Date: Feb 5

Time: Sat 9am-noon
Meetings: 1

Location: Inglewood One Stop

Fee: $30
Course No.:  TEX 906 Sec 01
Reg. No.: 26996

Setting Up Your Home Environment
.3 CEUs

This class provides information on how to
obtain a state license and how to set up your
home according to California Code or
Regulation Title 22 for family and childcare
homes.

Date: Feb 12

Time: Sat 9am-noon
Meetings: 1

Location: Inglewood One Stop

Fee: $30
Course No.: ~ TEX 907 Sec 01
Reg. No.: 26997

Preparing Nutritious Meals and Snacks
.3 CEUs

This class provides information on nutritional
diets for children from newborns to 12 years

old. It also includes guidelines for preparing
food.

Date: Feb 26

Time: Sat 9am-noon
Meetings: 1

Location: Inglewood One Stop
Fee: $30

Course No.: ~ TEX 908 Sec 01
Reg. No.: 26999

BUSINESS

Curriculum, Observation and Assessment
.3 CEUs

This class provides guidelines for appropriate
toys for newborns and children up to 12 years
old and includes setting up an effective
classroom, appropriate curriculum
programming and assessment techniques.

Date: Mar 5

Time: Sat 9am-noon
Meetings: 1

Location: Inglewood One Stop
Fee: $30

Course No.:  TEX 909 Sec 01
Reg. No.: 26998

Working with Parents/Positive
Discipline

.3 CEUs

Students will learn to work together with
parents to help them get involved in every
aspect of childcare.

Date: Mar 12

Time: Sat 9am-noon
Meetings: 1

Location: Inglewood One Stop
Fee: $30

Course No.: ~ TEX 910 Sec 01
Reg. No.: 27000

Networking and Professional Development
.3 CEUs

This class provides students with information
and suggestions on how to get licensed, how
to receive reimbursements for meals and
snacks served and how to deduct expenses
on your tax return.

Date: Mar 19

Time: Sat 9 am-noon
Meetings: Il

Location: Inglewood One Stop
Fee: $30

Course No.: ~ TEX 911 Sec 01
Reg. No.: 27001

All classes are offered at the Inglewood One
Stop Center, 110 S. LaBrea, Inglewood, CA.
No class on Saturday, February 19

Far more mformatwa L

cali Babette Wald €319) 243~3730

mail bwald@csudh.edu or

the website .
udhedu!extensm/famchcar&htm

. TEX 911
22
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Finance and Accounting for Non-financial Managers

An intensive three-day program teaching the
numbers side of business

About This Program

This program is an overview of the
fundamentals of finance and accounting for
non-financial managers. The overriding goal
of the program is to present a number of
"nuts and bolts" financial concepts,
providing managers with useable
information, including basic accounting
principles, budgeting, and fundamental
financial analysis tools. Participants will
learn the language of finance; understand
what accounting principles are generally
accepted, interpret an organization’s
financial statements and annual report;
review budgeting tools; calculate a break-
even scenario; and evaluate returns on
investments. This highly interactive
workshop features case studies, a variety of
planning exercises, and other activities
designed with an action-learning focus.

Who Should Attend

This program is for managers in every
functional area of responsibility who need to
understand and speak the "numbers-side" of
business. Whether one is in engineering,
production, marketing, health care, project
management, or human resources, it is
necessary to understand the common
financial language of business to succeed.

You Will Learn To

e Understand the terminology and processes
used to set financial goals

e Grasp the numbers side of business

e Effectively utilize procedures required for
developing budgets

o Apply key formulas when planning
financial performance

e Practice and learn in a friendly
environment

e Understand both short-term and longer-
term financial planning

e Think and measure in financial terms

Outline

Basic Accounting Principles

e Important accounting concepts

e "T" Accounts

* Typical accounting systems

e Constructing financial statements
e The accounting period

e Three basic accounting principles
e Business and financial management

Financial Statements

e Three basic financial statements
e Balance sheet

e |ncome statement

e (Cash flow statement

Financial Analysis
e |iquidity ratios
e Debt ratios

e Return on investment/profitability ratios

e Time value of cash flows
e Computers and financial statements

Budgeting Principles

e Financial management and budgeting
e An introduction to budgets

e Three uses of budgets

e Budgeting periods

e The budgeting process

e Planning for costs

e Projecting financial targets

Adding Financial Value
e Application exercises

SCHEDULED CLASSES
Section # 1

Finance & Accounting for
Non-Financial Managers

2.1 CEUs

Date: April 5, 6, & 7

Time: Tue-Thu 8:30am - 4:30pm

Meetings: 3 (7 hour days)

Location: TBA

Fee: $750

Instructor: ~ Jeff Prinster, PhD

Course No.:  MGX 917 Sec 01

Reg. No.: 26825

“For more information .
Please contact Jerry Alston at

Jjalston@csudhedy

Public
Speaking
for
Women

page 33
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Certificate of Completion in Human Resource Management

Candidates Explore the Practical Application of Human Resource Tools

The Program

This course provides the knowledge and
practical skills for career enhancement and
job advancement in Human Resource
Management. The focus is on current
business and personnel management
systems to teach how to successfully meet
the challenges encountered in today's
competitive business environments. The
program also meets and exceeds the
requirements for PHR (Professional in
Human Resources) and SPHR (Senior
Professional in Human Resources)
recertification.

What You Will Learn

® How to develop and administer practical
HR systems

® How to measure and benchmark HR
SUuccess

. ® How to avoid costly mistakes when hiring
and dealing with HR issues

® How to develop strategies for reducing
corporate risk and liability through
effective HR practices

Who Should Attend

® Human Resource specialists who need to
expand their knowledge and expertise in
all aspects of HR Management

* Those considering entering the field of
Human Resource Management

* Business owners and executives

® PHR’s and SPHR’s who need to meet
recertification requirements

e Business attorneys -

® Business consultants

* VIBA students

Eligibility Requirements

This course is open to all students interested
in entering or learning more about the
Human Resource field. Students not
pursuing the certificate may take individual
courses. Students may attend classes in any
order according to their needs.

Special Features

All classes are scheduled in the evenings to
meet the needs of working adults. Classes
are offered. at the Franklin Community Center,
850 Inglewood Avenue in Redondo Beach.

Certificate requirements
A Certificate of Completion is awarded upon
successful completion of four required courses.

Courses

Required Courses
Establishing Human Resource

Systems BUX 998
Compensation & Benefits BUX 971
Labor and Employment Law  BUX 982
Communication Dynamics  BUX 980

Advisory Board Members

James D. Vigneau, SPHR, HR Director for
Fishking Processors, Inc.

Kent Perkins, P, President, Allied
Management Resources

Millicent Sanchez, Esq. Shareholder-
Director, Swerdlow Florence Sanchez
Swerdlow & Wimmer

Program Instructor

James D. Vigneau, SPHR, HR Director for
Fishking Processors, Inc.. He is a lecturer
and consultant with over 25 years of
experience in the Human Resource field.

SCHEDULED CLASSES

Establishing Human Resource Systems
2GRl

Find and hire the right candidate. Build
effective internal HR management systems
to meet the personnel needs of the company
and to assist with the management of the
human resource function. Students will take
a “hands-on” approach to building an
effective human resource management
structure to support company operations by
developing effective employment
applications, personnel policies and
procedures as well as completing an
employee handbook.

Date: Jan 19 - Feb 9

Time: Wed 6:30-9:30pm
Meetings: 4 (No Class Mar 30)
Location: Franklin Center 8

Fee: $249

Instructor: James D. Vigneau, SPHR

Course No.: - BUX 998 Sec 01
Reg. No.: 26899

Compensation & Benefits
1.2 CEUs

How do | build an entire compensation
program-for my company? What benefits are
right for my company’s employees and how
do | manage them? This class will develop
the tools needed to accomplish these tasks
through an intensive “hands-on” skills
development approach. Students will build
a compensation plan to be implemented
under the parameters established by law
and corporate policy. Students will also
build benefits tracking and measurements
systems to take back to their workplaces.

Date: Feb 16 - Mar 9

Time: Wed 6:30-9:30pm
Meetings: 4

Location: Franklin Center 8

Fee: $249

Instructor: James D. Vigneau, SPHR.
Course No.: ~ BUX 971 Sec 01

Reg. No.: 26900

| 3 2 2
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Certificate of Completion in Human Resource Management

Labor & Employment Law
1.2 CEUs

Corporate and company success is more and
more dependent on the ability of the
organization to effectively manage
employees in an environment of dramatic
change, increasing legal constraints, and
workplace conflict. This class will examine
the increasingly important role Human
Resources plays in managing the workplace,
and provide you with the tools and
knowledge necessary to develop personnel
systems to effectively address the myriad of
employee/management problems faced in
today's workplace.

Date: Mar 16 - Apr 6
Time: Wed 6:30-9:30pm
Meetings: 4

Location: Franklin Center 8
Fee: $249

Instructor: James D. Vigneau, SPHR
Course No.: ~ BUX 982 Sec 01
Reg. No.: 26901

Business

Communications
page 13

Communications Dynamics
.9 CEUs

Change that “No” to a “Yes” when you meet
resistance. Learn to “speak the other
person’s language” to communicate more
effectively. Avoid the pitfalls of group
communications.- Learn to listen actively.
This highly participative class will provide
you with the tools for better communication
and understanding in the workplace, and in
any other communication situation.

Date: Apr 13 - Apr 27
Time: Wed 6:30-9:30pm
Meetings: 3

Location: Franklin Center 8
Fee: $149

Instructor: James D. Vigneau, SPHR
Course No.: ~ BUX 980 Sec 01
Reg. No.: 26902

Technical
Writing
Online

page 38
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Certificate of Completion in Advanced Human Resource Management

The Program

Rather than focus on a basic understanding
of employment wage and hours, and labor
laws, this program emphasizes detailed
understanding of processes, systems, and
practical “how-to” knowledge for
administering HR programs and moving into
strategic positions on the company
management team.

What You Will Learn

Intended for the seasoned Human Resource
Professional, the Certificate of Completion in
Advanced Human Resource Management is a
series of specific topic areas that focuses on
today’s important HR management issues.

Who Should Attend

o Specialists in the Human Resource field
who need to expand their knowledge and
expertise in all aspects of Human
Resource Management

 Business owners and executives

e Business attorneys

e Business consultants

¢ MBA students

Eligibility Requirements

This course is open to all students interested
in advancing and/or learning more about
Human Resource Management.

Special Features

All classes are scheduled in the evenings to
meet the needs of working professionals.
Classes are offered at the Franklin
Community Center, 850 Inglewood Avenue in
Redondo Beach.

Certificate requirements

A Certificate of Completion is awarded upon
successful completion of the required
course.

Courses

Required Courses
Advanced Human Resources

Conducting Workplace Investigations —
Focuses on proper and effective processes to
conduct discrimination, harassment and
employee malfeasance investigations.

Employee Discipline & Termination —
Examines the systems, methods and
communication techniques necessary to
effectively discipline and terminate an

Advisory Board Members

James D. Vigneau, SPHR, HR Director for
Fishking Processors, Inc.

Kent Perkins, P, President, Allied
Management Resources

Millicent Sanchez, Esq. Shareholder-
Director, Swerdlow Florence Sanchez

Swerdlow & Wimmer employee.

Date: Jan 24 - Mar 21
Program Instructor Time: Mon 6:30-9:30pm
James D. Vigneau, SPHR, HR Director for Meetings: 8
Fishking Processors, Inc. He is a lecturer Location: Franklin Center 8

and consultant with over 25 years of Fee: $498

experience in the Human Resource field. Instructor: ~ James D. Vigneau, SPHR
Course No.: ~ BUX 929 Sec 01

Reg. No.: 26925

SCHEDULED CLASSES

Advanced Human Resources
Management
2.4 CEUs

This course covers the following series of HR
topics:

Analyzing HR — Examines specific models for
establishing benchmarks and measuring
department effectiveness.

Enhancing the Value of HR — Focuses on
specific internal marketing and integration
techniques to develop HR as a strategic
partner in business operations.

Behavioral Interviewing — Work on
developing specific interviewing skills to
identify the right candidate for the job.

Union Organizing in the Workplace — Focuses
on union organizing and effective company
responses to maintaining a union-free
environment

Understanding Workers’ Compensation —
Simplify and clarify the confusion
surrounding Workers’ Compensation
administration. Examine the legal and
practical aspects of developing and
administering company leaves, vacation,
and other company paid-time-off programs.

Ethical Issues in HR Management —
Examines the Seven Questions of Ethics, the
Ten Critical Components of a Successful
Ethics Program, the qualities required for
making ethical decisions and the application

Management BUX 929 of ethics in personnel decision-making. This
: session will examine several challenging
case studies in applying ethical standards
and principles.
. 2
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Lean Enterprise

An intensive two-day program to learn the
fundamentals of implementing "Lean"
Concepts

About This Program

This program has been designed as an
overview of the fundamentals needed to
implement "Lean" principles. The overriding
program goal is to present a number of
practical concepts, tools, and techniques
including: 5 s; JIT; Cycle Reduction; Error
Proofing (Poka Yoke); Total Productive
Maintenance; Visual Management; and,
Process-based Management. Participants
will learn the language as well as review
examples of how these tools have been
successfully implemented in organizations.
This highly interactive workshop features a
variety of activities designed with an action-
learning focus.

Who Should Attend

This program is for managers in every
functional area of responsibility who need to
understand the latest process improvement
tools and techniques. Whether you are in
engineering, production, finance, marketing,
health care, project management, or human
resources, you need to understand the
common language associated with
implementing a lean enterprise.

You Will Learn To

e Understand Lean terminology

* Relate the knowledge of Lean thinking to
other disciplines

e Understand the processes components of a
Lean program

e Effectively utilize Lean tools and
techniques

* Apply Lean concepts and principles in your
organization

Outline

Introduction to Lean

e What is Lean?

e What business and cultural changes need
to be made to become "Lean?"

® Principles of Lean

e Value Stream Mapping

Identify and Elimination of Different Types
of Waste

e Definitions

e Fxamples

e Causes

Lean Tools and Techniques Part |
58S

o JIT

e Cycle Reduction

Lean Tools and Techniques Part Il
® Error Proofing

e Total Productive Maintenance

e Visual Management

e Process-based Management

The Lean Process

The lean process is quite simply, a business
initiative to reduce waste in manufactured
products. The idea is to reduce costs
systematically throughout the product and
production process by means of a series of
engineering reviews.

The key insight is that most costs are
generated when a product is designed. Why?
Because engineers generally specify familiar,
safe materials and processes rather than
inexpensive, efficient ones. Again, why?
Because familiar and safe reduces project
risks: yet safe and familiar increase
financial risks and decrease profit potential.

Engineering team review begins with
assessing materials, processes, and
associated costs. Process adjustments may
be eliminated at this review.

Tooling and machinery costs are estimated
and compared to feasibility reflecting ROI.

Materials, time and form are evaluated for

adjustment or substitution.

1. The 5 S Philosophy focuses on effective
work place or organization and
standardization of work procedures.

Sort is the first S and its focus is on
eliminating unnecessary items from the
workplace environment. Visual
management (see Lean Part II) uses Red
Tagging of unnecessary items and helps
prevent JIC mentality.

Set in Order focuses on efficient storage
methods.The keys here are: What do |
need: where do | locate this/these items;
and how many do | need?

Shine (clean the area) is to manage the
work areas as a clean, clutter-free facility
or location.

Standardize the best practices and
standards within the work area— effective
work expectations.

Sustain the new efforts rather than allow
a return to old, more comfortable ways of
doing work that resist change.

BUSINESS

2. Cycle Reduction is all about cycle time to
completion standards. Generally, this
applies to the benefit of lean
manufacturing from the quality
perspective related to JIT, rework
reduction, associated cost reduction, root
cause analysis, and other defined
improvement processes.

3. JIT is a set of techniques to improve the
ROl of a business by reducing in-process
inventory, and its associated costs. The
process is driven by a series of signals,
known as Kanban, that tell production
processes to make the next part. Kanban
is usually a visual signal that tells of the
presence or absence of the required
part(s) on a shelf.

4. Error Proofing is a quality management
device that relies heavily on mistake
proofing and defects elimination in
production through various and sundry
cause and effect evaluations. These
include inspections, failure analysis, error
judgement, informative inspections, and
source inspection with rapid feedback on
all sources.

5. Total Productive Maintenance (TPM)
consists of methods designed to ensure
that every machine in a production
process is ALWAYS able to perform its
required tasks so that production is
seldom interrupted. These methods are
integrated into all activities related to
maintenance system performance and
planning.
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Lean Enterprise

6. Visual Management is the utilization of
visual clues that reflect feedback on
operations, job performance, goal
accomplishment, expectations and
performance boosting. Visual
management techniques include:

e Visual display boards

e Visual control boards

e Motivating terms for higher performance
e Visual performance measurements

e Standard Work boards

e Color-coding time savers

e Pictorial procedures

e 5S organizing and house keeping.

1. Process-Based Management is a series
of sequences and related tasks and
decisions to create desired outputs that
create value.

Program Instructor
Emil Hazarian

BUSINESS

Section 1

SCHEDULED CLASS

Lean Enterprise

14 Hrs

Date: Feb 8 & 9

Time: 8:30am - 4:30 pm

Meetings: 2 (two 7 hour days)
Location: CSUDH SAC 1104
Fee: $500 ‘
Instructor: Emil Hazarian
Course No.: ~ MGX 910 Sec 01
Reg. No.: 26824

CYBER
SECURITY

"Is your computer and
communications
network vuinerable to
security breechesand

criminal activity?"

Learn what you need to know to
into this exciting field.
(See pg. 44)

(310) 243-3741 or
1-877-GO-HILLS

for information or
visit the website:
www.csudh.edu/extendeded/
email: eereg@csudh.edu

Business

Communications
page 13
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Linking Business Strategy to Financial Results

An applied approach to strategic business Vision, Mission, and Strategy

planning and execution e Understanding the difference between
vision and mission

About This Program e Linking strategy to financial indicators

This interactive program is designed to link  Action Plans p

strategy to financial results. Even though * Utilizing data to drive action planning

financial results represent lagging indicators Understanding the keys to successful

of performance, these results are a clear action planning

indicator of the success of an organization's Measurement and Metrics

strategy and/or its ability to execute. o Leveraging data to evaluate strategy

Examining the links betweenan * Establishing performance indicators and

organization's strategies and its financial metrics

results is the first step in actively managing

its success. In this session participants will Assessing Strategic and Financial

develop a process that links their Performance
organization's vision, mission, and strategy 1 Ifaecllgz ing and monitoring critical success

to logical and realistic actions that produce
measurable results. Consequently, this
session will also include a discussion about
who should be involved in the transition from  SCHEDULED CLASS
generating an organization's vision to Section 1

setting appropriate objectives. This highly ; i
interactive workshop features case studies,  Linking Business Strategy to Financial

e Data driven decision making

planning templates, and other activities Results
designed for an active-learning environment. 1.4 CEUs
Date: Mar 8 & 9
Who Should Attend _ Time: Tue Wed 8:30 am - 4:30 pm
Business professionals, strategic planners, Meetings: 2 (7 hour days)
unit managers and leaders responsible for Location: CSUDH
strategy development and accountable for Fees: $500
the financial results of their business unit Faculty: Jeff Prinster, PhD
should attend this program. This program Course No.:  MGX 916 Sec 01
will also help those who want to gain a Reg. No.: 26821

foundation for linking business strategy to
financial results.

You Will Learn To

* Develop a vision and mission on which
action can be taken

e Link strategy to objective measures

e Trace financial results back to actions and
strategy

* |dentify key personnel to involve in logical
and realistic planning

o Share experiences and knowledge with
other professionals

Outline

Organizational Planning and Execution

* Developing indicators of successful
strategy

e Gaining commitment and ownership to
strategy
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The Program

Meeting and Event Planning is a multi-
billion dollar industry, and corporations are
recognizing the need for meeting planners to
hone their skills and to become more
proficient at what they do. Too much money
is at stake! Associations raise much of their
yearly operating funds from their annual
meeting, and many non-profit organizations
raise a high percentage of their funds from
special events.

There are several associations of Meeting
Professionals with memberships exceeding
25,000 that are dedicated to the education
of meeting and event planners. More and
more colleges and universities are offering
certificate programs as well as degree
programs in Meeting and Event Planning.

What You Will Learn

Participants of this certificate program will
learn about career opportunities, and mingle
with experts in all areas of meeting and
event planning such as convention service
managers, hotel sales managers, audio
visual equipment providers and production
company representatives. Participants will
also work together on a project to be
presented at the completion of the program.

Employment Outlook
What positions might this certificate lead to?
e |Meeting Manager

e Meeting Coordinator

e Event Manager

e Event Coordinator

e Wedding Planner

e Training Director

o Trade Show Manager

e |ncentive Travel Manager
e Corporate Travel Manager
o Marketing Manager

e Public Relations Manager
e Executive Assistant

o Administrative Assistant
e National Sales Manager
e Executive Director

Who Should Attend
e Those whose responsibilities include
coordinating conferences, fairs, weddings,
fundraisers, sport programs, social
functions, or other types of events.
_ e Those individuals considering making.a

career change and seeking a comprehen-
sive introduction to the field of Meeting
and Event Planning

e Those working in related fields such as
entertainment, lighting, audio/visual,
sound, and catering who are looking for
additional knowledge to further their skills
and enhance their competitive edge.

o Those in the hospitality industry who work
with meeting and event planners such as
hotel sales and convention service
managers.

Elegibility Requirements

No prerequisites are required for the
certificate. Some experience in meeting and
event planning is helpful, but not necessary.

Special Features

All courses are taught by industry
professionals, and are experts at what they
do. Our instructors are eager to share their
knowledge, and improve the professionalism
of the industry.

The courses are scheduled for Saturdays for
the convenience of working professionals.

Most classes are offered on the CSUDH
campus located at 1000 East Victoria Street
in Carson. Some classes will be held off-
campus as indicated.

Certificate Requirements

A Certificate of Completion will be awarded
upon the completion of seven required
courses, and one elective. Those who do not
wish to pursue a certificate may take
individual classes. All courses provide
Continuing Education Units (CEUS).

Scheduled Classes

REQuIRED GOURSES
Introduction and Fundamentals of Meeting

Planning MEX90L
Special Event Management .~ MEX 902
Negotiations and Contracts MEX 903
Site Selection and Inspections ~ MEX 904

Marketing and Promotion Financial

Management MEX 905
Food & Beverage Management
Room Set Ups MEX 906

Audio Visual and Technology Today
Elective Course MEX 907

BUSINESS

Certificate of Completion in Meeting and Event Planning

(Offered Alternate Semesters)

Planning Global and Incentive
Meetings

Wedding Planning

MEX 908
MEX 909

Advisory Board Members

Barry A. Berlin, Vice President, Sports and
Entertainment, Wolfgang Puck Catering and
Events

Claudia Brett, CMP, Director, Convention
Center Sales, Los Angeles Convention Center

Mary Lou Cappel, CSUDH
Professor/Coordinator, Recreation & Leisure
Studies/Travel & Tourism, California State
University Dominguez Hills

Linda Hilton, Director of Sales, Hilton Sales
Worldwide

Marjorie Y. Risinger, CMP, Partner,
Rosenberg & Risinger

Charmaine Wilkerson, Co-owner, "And
Here's Lilly"

Program Instructors

Marjorie Y. Risinger, CMP, is a partner in
Rosenberg & Risinger, The Meeting
Professionals. She has been a meeting
planner for 25 years, and an instructor for
Meeting Professionals International, IAEM,
PCMA, HSMAI, and LABTA.

Charmaine Wilkerson owns "And Here's
Lilly", a full event production company
specializing in corporate and social events.
She has been on the management team of
the last three Presidential Inaugurations, the
Opening of the Reagan Library, and the
Oscars and Emmy's Governor's Ball.

Gary Rosenberg, CMP, is a partner in
Rosenberg & Risinger, The Meeting
Professionals and has 20 years of industry

experience. He serves on the Board of

‘Directors of the Southwest & Pacific Chapter
of the Professional Convention Mgmt. Assoc.,
is a past president of the Southern California
Chapter of Meeting Professionals
International.

Carroll Reuben, holds the Certificate in Meeting
Management designation (CMM). She has been a
corporate event director for more than 25 years,
specializing in high technology events and trade
shows. She received the MPI Global Paragon
Award for the Best Meetings in 2000. » » »

a0
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Certificate of Completion in Meeting and Event Planning

Michael Herman has managed audiovisual
departments of the finest hotels in Los
Angeles and Santa Monica.

Marla Harr, CMP, was the winner of MPI's
2000 Global Paragon Award for excellence in
meeting planning. She has over 10 years
experience in wedding consulting, special
events and meeting planning.

Liliana Wilkerson specializes in corporate
fine dining, private and off-site entertaining.
She has managed events for heads of state
and dignitaries, including U.S. Presidents
Bush, Sr. and Reagan, Lady Margaret
Thatcher, Mikhail Gorbachev, and Prince
Andrew, Duke of York.

David W. Finch, CMP is a meeting specialist
for Amgen Inc. in Thousand Oaks, CA. He is
a certified meeting professional (CMP)

SCHEDULED CLASSES

Introduction and Fundamentals of
Meeting Planning
.6 CEUs

This course will answer the following
questions: How can | become a meeting
professional and what are my opportunities?
What types of jobs are available? Should | |
work for myself or someone else? What salary
can | expect to make?

This course will also provide an overview of
the industry, and information regarding
resources, professional organizations, and
career possibilities.

Learn the step-by-step plans to assure that
your meeting fits the needs of the audience,
creates an environment for learning, stays
within budget, and remains on time. This
class will not only explain the process, but
will provide quick tips for success with
identifying goals and objectives, developing
timelines and budgets, and establishing a
meeting design. You will learn to write
specifications for the venue, establish
registration procedures, and manage and
evaluate the event.

Date: Jan 22

Time: 9am—4pm

Meetings: 1

Location: CSUDH EE 1218

Fee: $90

Instructor:  Marjorie Y Risinger, CMP
Course No.:©  MEX 901 Sec 01

Reg. No.: 27037

Special Event Management
.6 CEUs

This course will provide you with tools to
improve the effectiveness of your special
events. Develop your skills as an Event
Manager as you identify the potential
challenges to a successful event and select
appropriate solutions.

You will be provided with essential
information for success for developing
profitable planning strategies, identifying
event goals and objectives, working with
planning committees, and managing
volunteers. You will learn to improve
catering quality while maintaining budgets,
and how to market your event.

Date: Jan 29

Time: 9am-4pm

Meetings: 1

Location: CSUDH EE 1218

Fee: $90

Instructor: Charmaine Wilkerson
Course No.: ~ MEX 902 Sec 01

Reg. No.: 27038

Negotiations and Contracts
.6 CEUs

To obtain the best contract, it is necessary to
learn to negotiate skillfully. This course will
help you identify what is negotiable, and how
to ask for what your client needs.
Specifically, contract clauses and liability
issues will be discussed.

Date: Mar 5

Time: 9am—4pm

Meetings: 1

Location: CSUDH EE 1218

Fee: $90

Instructor: ~ Gary Rosenberg, CMP
Course No.: ~ MEX 903 Sec 01

Reg. No.: 27039

Site Selection and Inspections
.6 CEUs

Choosing the right site for an event or
meeting is an acquired skill. In this course
you will learn how to conduct the site
inspection, which will result in the selection
of a suitable venue. Resources that are
available for selecting sites will be
discussed, as will the steps required to write
the RFP. » » »

Date: Feb 12

Time: 9am-4pm

Meetings: |

Location: (Note: This course will be off
campus.)

Fee: $90

Instructor: G. Rosenberg

Course No.:  MEX 904 Sec 01

Reg. No.: 27040

Marketing and Promotion/Financial

Management

.6 CEUs

This course will teach you the basics of how
to market your event and how to manage
your finances. You will learn to set timelines
for meeting promotion, how to establish the
budget and cash flow, and how to set
registration fees. Types of promotional
materials will be discussed, as well as
important tips for working with designers,
typesetters, and printers.

Date: Feb 26

Time: 9am-4pm

Meetings: |

Location: CSUDH EE 1218

Fee: $90

Instructor: Carroll Reuben, CMM
Course No.: ~ MEX 905 Sec 01

Reg. No.: 27041

Food and Beverage Management/Room
Set Ups

.6 CEUs

Food and beverages are essential to making
an event a success, as is an appropriate
room set up. In this course you will learn to
work with the catering department to
develop exciting and healthy menus, and
how to determine the appropriate set up of a
room. Tips and tricks for staying within the
budget, and the importance of record
keeping will be discussed.

Date: Mar 12

Time: 9am-4pm

Meetings: 1

Location: CSUDH EE 1218

Fee: $90

Instructor: Marjorie Y Risinger, CMP
Course No.: ~ MEX 906 Sec 01

Reg. No.: 27042
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Certificate of Completlon in Meeting and Event Planning

Audio Visual and Technology Today
.6 CEUs

Knowledge of audio visual technology has
become more critical in this age of
computers and electronics. You will learn
about the technology which is available, and
how to use the equipment effectively. Topics
such as teleconferencing, multimedia, and
the planning of successful productions will
be discussed.

Date: Feb 5

Time: 9am-4pm
Meetings: 1

Location: CSUDH EE 1218
Fee: $90

Instructor: Michael Herman
Course No.: ~ MEX 907 Sec 01
Reg. No.: 27044

MEX 908-01 Planning Global and
Incentive Meetings
.6 CEUs
o How to deal with the languages & money issues
e How to find suppliers
e How to make incentive different from a
“typical tour”
This course provides insights into
implications of planning global & incentive
meetings, including: politics, culture,
current affairs, etiquette & protocol;
recognizing differences in language &
communication, legal & financial matters,
culinary choices, shipping & customs, risk
assessment & managing travel; valuing the
benefits of vendor & supplier partnerships; &
accessing available resources through
references and checklists. Understanding or
previous background in basic meeting
planning is preferred.

Instructor

David W. Finch, CMP is a meeting specialist
for Amgen Inc. in Thousand Oaks, CA. He is
a certified meeting professional (CMP) and
has over 15 years of association, non-profit

and corporate experience in the
pharmaceutical, digital telecommunications
and television industries.

Date: Feb 19

Time: Sat 9am-4 pm (1 hour lunch)
Meetings: 1

Location: CSUDH EE 1218

Fee: $90

Instructor: David Finch

Course No.: ~ MEX 908 Sec 01

27319

Reg. No.:

Try one of our 3 hour seminars to expand your knowledge of Meeting & Event Planning!

~ Event Planning for Non- Proflt Organizations
Non-credit

(Note: This course does not count towards
the Meeting and Event Planning Certificate
of Completion)

Are you in development, marketing, a
volunteer or a staff member for a non-profit
organization? This course will describe the
basic elements in coordinating successful
fundraisers. The topics covered include:

e |ogistics

¢ Budget & Goals

o |deas for Fundraisers

e Managing Volunteers

e Food & Beverage Concepts

Event Planning for Non-Profit Organizations
will expand your knowledge of non-profit
organizations in a quick, 3 hour seminar.

Date: Mar 19
Time: * Sat 9am-12pm
Meetings: 1
Location: CSUDH EE 1217
Fee: $50 .
Instructor: ~ Charmaine Wilkerson
Course No.:  NMEP 102 Sec 01
Reg. No.: 27056 '
;)

Basic Dining Etiquette
Non-credit

How to dine & entertain without collapsing
(yourself and your budget)!

(Note: This course does not count towards
the Meeting and Event Planning Certlfrcate
of Completion)

Are you attending company banq
with prospective employers, gnmg
or hosting friends a‘nﬂ:fama h

in Los Angeles the vaiua

"lnstruc’toré '

your furst 1mpressmn can 'be a success. 'Topl ,

Mastering the Art of Dining and Ent&rtammg'ﬂ
will enhance your social and business skills
while giving you the conﬂdence of becoming

"Fork therate .

* Liliana Wilkerson
NEP 101 S 01

Course No.:
27045

Reg. No.:
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California Notary
1-Day Exam
Preparation

Prepare for the California Notary exam with»

ease and confidence. All California
Notaries must pass a comprehensive test
of state Notary laws and procedures. In
addition, all California Notaries appointed
on or after July 1, 2005, must complete a
six-hour Notary training course. This one-
day seminar provides the practical training
you need to sail through the exam and our
program guarantees that you'll pass! The
National Notary Association program will
provide you with all you need to know
about California Notary laws and
procedures. You'll also learn tips and
tricks to help you with your official duties,
and notarize correctly, lawfully and safely.

The fee includes the seminar, program
workbook, a certificate of completion and a
one-year NNA Membership. A Notary exam
is given at the end of the day for which you
may register. You must pay the State
commission fee on the day of the exam.
This fee cannot be paid in advance. The
commission fee is separate from the NNA
seminar fee, and is payable by a separate
check or money order made out to the
Secretary of State. New and renewing
Notaries (applicants applying for the first
time and those currently holding a valid
commission): $40.00; Retaking exam
(applicants with a voucher to retake the
exam): $20.00

Date: Mar 29
Time: Tue 9am-3:30pm
Meetings: 1
Location: EE 1213
Fee: . $159
Date: Tue Apr 19
Time: 9am - 3:30pm
Meetings: :
Location; EE1213
Fee: $159
Check-in begins at 8 am

Notary Exam schedule: 4:30-5:30 pm

To register for this course call National
Notary Association: (800) 876-6872 go
_online: www.NationalNotary.org.

For more information:

Call Babette Wald (310) 243-3730

Email bwald@csudh.edu or Visit the website
- www.csudh.edu/extendeded/notary.htm

BUSINESS

Professional Women
Powerful Voices

The Voice of Experience Workshop — Use Your
Voice to Enhance Your Message BUSINESS

A strong, clear and relaxed voice projects
confidence and encourages your audience to
be attentive and receptive of your message.
Your voice can help to improve your
professional relationships. In this workshop
you will learn how to use your voice to
enhance your message and project the
powerful YOU. Topics include:

e Communicating a capable, positive image
over the telephone or in person

¢ How to use your voice effectively and
comfortably ; .

e Project your voice to increase listener
receptivity to your message

e Speak for hours without throat soreness or
strain

e Create a presence that conveys confidence
and experience

Who Should Attend

This program will benefit individuals who
rely on their voices for their profession. This
includes:

e Administrators

® Teachers

e Attorneys

e Sales people or

 Anyone engaged in public speaking
About the Instructor

Janet Steinberg, MA, CCC Speech
Pathologist. She has over thirty years of
experience providing a full spectrum of
speech pathology services.

SCHEDULED CLASS

The Voice of Experience Workshop
Noncredit

Date: Mar 5

Time: Sat 8:30 am-1:00 pm
Meetings: 1

Location: Franklin Center 8

Fee: $75

Instructor: ~ Janet Steinberg, MA, CCC
Course No.: ~ NHSP 101 Sec 01
Reg. No.: 27110
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Two Certificate Programs in Supply Chain Management:
¢ Production & Inventory Control

¢ Purchasing

Who Should Attend

The Certificate programs are designed for
those who wish to gain a broad education in
the principles of supply chain management.
Those already in this growing field as well as
those anticipating a career change will
benefit from this practical training taught by
leading professionals currently employed in
production and inventory control and/or
purchasing. In addition to providing a
comprehensive introduction to supply chain
management, the coursework is designed to
help students prepare for the APICS CPIM
Certification Exams or ISM (NAPM)
Purchasing CPM Certification Exams.

Costs

The tuition fee for a class taken on the
CSUDH campus is $420. The fee for courses
taken over the Internet is $450 per class.

Books and Materials

Students taking classes on campus should
arrange to purchase textbooks and other
materials directly from the CSUDH Bookstore.
Books for the LAPICS Internet classes must
be ordered through APICS at www.apics.org
or for the Purchasing Internet classes
through ISM at www.ism.ws

Location

Classes meet on the CSUDH campus in
Carson. The classrooms are located in the
Extended Education Building. A parking fee
of $2/day is charged on campus. Students
taking Internet classes do not need to come
to campus.

Employment Opportunities

Production & Inventory Control and
Purchasing Certificate holders find
employment in aerospace, electronics,
military, hospitals, retail, and warehousing.

~ Taking Online Classes from CSUDH

Requirements

Courses are offered three trimesters each
year and provide three (3) units of upper
division degree-applicable academic credit.
Students must complete 5 courses and
achieve an over-all grade point average of
2.5 (C+) or better to receive the certificate.
The certificate must be completed within 3
years once the student has started the
program.

Classes offered via the World Wide Web
provide the same curriculum as those
offered on campus and at local business and
industry sites. Students who feel comfortable
sending e-mail and "surfing the web" are
prepared to participate in CSUDH Online
coursework.

Minimum Computer Requirements

In order to participate, you need an e-mail
account and access to the World Wide Web.
The minimum computer requirements are a
Pentium 2, 32mg RAM, Windows 95, 98 or
NT, 56K modem, Netscape 4.0 or Internet
Explorer 4.0.

For a listing of Quality Assurance
courses and programs refer to page
90.

3
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Production & Inventory Control Certificate Program

In Cooperation with the Los Angeles Chapter, APICS (LAPICS) el
Courses
Basics of Supply Chain Management PIX 319 Nastor Planning of B
Detaled Scheduling/Planning  PX 331~ T piwe : Ss.t"r il 0 Bl pup b
: i ntroduction of Supply Chain nits
Operations Ex_ecutlon/ Control PIX 332 Management Students explore processes to develop sales
Master.PIannmg of Resources  PIX 333 g and operations plans and identify and
Strategic Management of Resources s assess internal and external demand and
PIX 340 Date: Apr5-Jun 28 forecasting requirements. The course focuses
Time: Tue 6-9pm on the importance of producing achievable
SCHEDULED CLASSES Meetings: 13 master schedules consistent with business
: : inny policies, objectives, and resource
Spring 2005 ‘ tg;atuon. gigg“ EE 14 constraints.
- Instructor:  Joan Hall Date: Apr S - Jun 28
Strategic Management of Resources Course No  PIX 319 Sec 01 Time: Tue 6-9pm
3 Units Reg. No.: 35014 Location: CSUDH EE 1210
Date: Tue Jan 4 - Mar 29 _ _ Fee: $450
Location: online & Introduction of Supply Chain Instructor: ~ TBA
Fee: $450 Management Course No.: ~ PIX 333 Sec 01
‘ Instructor:  Joan Hall 3 Units Reg. No.: 35015
‘ Course No.: ~ PIX 340 Sec 41 Date: b
Reg. No.: 25207 L:ct:"tion- gr?ﬁr?e Jjﬂun - Visit us on the Web! www.csudh.edu/lapicsonline
: e Fee: $450
Basu‘cs of Supply Chain Management inshuotir: - - 1e5a Ball
3 Units Course No.:  PIX 319 Sec 41
Date: Tue Jan 4 - Mar 29 Reg. No.: 35016
Location: online &
Fee: $450 Detailed Scheduling & Planning
Instructor: ~ Joan Hall 3 Units
Course No.:  PIX 319 Sec 41 Students focus on the various techniques for
Reg. No.: 25208 material and capacity scheduling. The
course includf_es detailed desgriptions of
Detailed Scheduling and Planning material requirements planning (MRP),
3 Units capacity requirements planning (CRP),
inventory management practices, and
Date: Jan 4 - Mar 29 procurement and supplier planning.
ar:ei:ings I‘ée 6-9pm Date: Apr 5 - Jun 28
3 Location: online &
Location:  CSUDH EE 1206 o G
IF::t:ructor f::: hi Instructor:  Joan Hall
: Course No.: ~ PIX 331 Sec 41
Coufse NO. P'X 331 Sec 01 Reg N0 35020

Reg. No.: 25209

Basics of Supply Chain Management

3 Units
; Date: Jan 4 - Mar 29
f Time: Tue 6-9pm
l Meetings: 13
] Location: ~ CSUDH EE 1210
% Fee: $420

; Instructor:  Joan Hall
Course No.: ~ PIX 319 Sec 01
Reg. No.: 25210
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Purchasing Certificate Program

~ Courses
Purchasing Fundamentals PRX 200
Cost/Price Analysis and Negotiation

l PRX 310
Basics of Supply Chain Management

PIX 319

Public Sector Procurement PRX 330

Advanced Purchasing Concepts PRX 340

SCHEDULED CLASSES
Purchasing Fundamentals

3 Units

Date: Tue Jan 4 - Mar 29
Location: online “&

Fee: $450

Instructor: Frank Putz
Course No.: ~ PRX 200 Sec 41

Reg. No.: 25206

Cost/Price Analysis and Negotiation

3 Units

Date: Tue Jan 4 - Mar 29
Meetings: 13

Location: online &

Fee: $450

Instructor: Frank Putz
Course No.:  PRX 310 Sec 41

Reg. No.: 25205

Basics of Supply Chain Management

3 Units

Date: Jan 4 - Mar 29
Time: Tue 6-9pm
Meetings: 13

Location: CSUDH EE 1210
Fee: $420

Instructor: Joan Hall

Course No.:  PIX 319 Sec 01
Reg.No.. 25210

Basics of Supply Chain Management
3 Units

Date: Tue Jan 4 - Mar 29
Location: online &

Fee: $450

Instructor:  Joan Hall

Course No.: ~ PIX 319 Sec 41
Reg. No.: 25208

Summer Schedule

Introduction Supply Chain Management  Visit us on the Web!

3 Units www.csudh.edu/purchasingonline
Date: Apr 5-Jun 28

Time: Tue 6- 9pm

Location: TBA

Fee: $450

Instructor: Staff

Course No.:  PIX 319 Sec 01

Reg. No.: 35014

Intro. Supply Chain Management

Technical

3 Units

Date: Tue Apr 5-Jun 28

Location: online /& sl K

Fee: $450 r It I n g
Instructor: Joan Hall

Course No.:  PIX 319 Sec 41

Reg. No.: 35016

Online

Purchasing Fundamentals

3 Units page 38
Date: Tue Apr 5-Jun 28

Location: online :

Fee: $450

Instructor: Frank Putz

Course No.: ~ PRX 200 Sec 41

Reg. No.: 35018

Public Sector Procurement

3 Units

Date: Tue Apr 5-Jun 28
Location: online *&

Fee: $450

Instructor: Frank Putz
Course No.:  PRX 330 Sec 41
Reg. No.: 35019
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Project Management Certificate

The Program

Obtain the management skills required to
bring projects in on time and within budget.
The results of successfully completing
coursework in this program will be visible in
your overall job performance, leadership
effectiveness, risk analysis and decision-
making capabilities, and improved
management style.

What You Will Learn

The curriculum is based on an organized
sequence of courses that cover the Project
Management Body of Knowledge (PMBOK),
which serves as the fundamental knowledge
base for project management.

As a result, those who qualify will be better
prepared to sit for the Project Management
Professional Exam. Recognized domestically
and internationally, the PMP Certification
has set a standard for excellence in project
management. Obtaining use of the PMP
designation distinguishes you as an expert
in the profession.

Who Should Attend

Individuals in any discipline who work on
projects in either the public or private sector
will benefit from course work. Those with 3-5
years work experience who are not currently
working in this field will be prepared to pursue
career opportunities specifically in the area of
project management upon completion of the
program.

Program Benefits

e (btain a proven, practical body of project
management knowledge and skills that will
help you avoid making costly mistakes.

e Prepares those qualified to sit for the Project
Management Professional exam. ;

e [ earn techniques for effectively coordinat-ing
and managing all aspects of a project including
team leadership, project risk and financial
analysis, evaluation and control techniques,
project planning and decision-making.

e [Explore the international dimensions of project
management

Certificate Requirements

A certificate is awarded upon successful
completion of five required courses.

After you have completed all requirements,
you may request to receive your official

certificate by completing the Request for
Certificate Form available on the website
and return it to our offices.

Program Instructor
Byung Hong, PhD

*Introduction & Overview of Project Management
PMX 900, is a prerequisite for PMX 901, CMX 902,
CMX 903, CMX 904.

Courses

Introduction & Overview of Project
Management PMX 900

Project Scope & Risk Analysis ~ PMX 903

Project Human and Procurement

Management PMX 901
Project Quality and Communication
Management PMX 902
Project Scope & Risk Analysis PMX 903
Project time and Cost Management  PMX 904
SCHEDULED CLASSES
Introduction & Overview of Project
Management
0.6 CEUs

Students gain an understanding of project
management as a scientific and
professional business function. The course
follows the "Project Management Body of
Knowledge"(PMBOK ). This is the first course
in a five-course certification and will be the
prerequisite for all other classes. The Course
introduces all phases of the PMBOK model
with detailed descriptions of projects, project
life cycles, and project integration.

Date: Jan 20 & Jan 27
Time: Thu 6-9pm
Meetings: %

Location: CSUDH SAC 1104
Fee: $96

Instructor: ~ Byung Hong, PhD
Course No.. ~ PMX 900 Sec 01
Reg. No.: 26830

Project Quality and Communication
Management

Date: Jun2-30

Time: Thu 6-9pm
Meetings: 6

Location: CSUDH SAC 1104
Fee: $240

Instructor: ~ Byung Hong, PhD
Course No.:  PMX 902 Sec
Reg. No.: 35048

Project Human Procurement
Management

1.5 CEUs

Students gain an understanding of the
discipline involved in project scope
management. Also included in this class is a
discussion of project integration and risk
analysis. This class emphasizes
management knowledge areas discussed in
the "Project Management Body of
Knowledge" (PMPOK).

Date: Apr 21 - May 19
Time: Thu 6-9pm
Meetings: 5

Location: CSUDH SAC 1104
Fee: $240

Instructor: Byung Hong, PhD
Course No.: ~ PMX 901 Sec
Reg.No.: ~ 26833

Project Time and Cost Management
1.5 CEUs

Students gain an understanding of how to
ensure the project will satisfy the needs for
which it was undertaken. This class will
focus on generation, collection,
dissemination, storage, and ultimate
disposition of project information. This class
emphasizes the project quality and project
communications management knowledge
areas in the "Project Management Body of
Knowledge" (PMBOK).

Date: Mar 10 - Apr 14
Time: Thu 6-9pm
Meetings: 6

Location: CSUDH SAC 1104
Fee: $240

Instructor: Byung Hong, PhD
Course No.:  PMX 904 Sec
Reg. No.: 26832

Project Management

Date: Feb 3 - Mar 3
Time: Thu 6-9pm
Meetings: 6

Location: CSUDH SAC 1104
Fee: $

Instructor: Byung Hong, PhD
Course No.: ~ PMX 903 Sec
Reg. No.: 26831

Register by Phone (310) 243-3741 e Register by Fax (310) 516-3971 e eereg@csudh.edu ® http://www.csudh.edu/extendeded/




Technical Writing Certificate of Completion

The Program

The Technical Writing Certificate of
Completion Program introduces students to
the many aspects of contemporary technical
writing practices and helps them develop the
skills and confidence to communicate
complex technical concepts simply and
effectively.

What You Will Learn

Technical writing plays an extremely
important role in the business field and high
tech world. With increasing reliance on
sophisticated technology, written technical
instructions have become the primary paths
to understanding complex procedures. Some
of the concepts that students will learn
include how to determine their audience,
purpose and objectives for various
documents; how to follow steps to successful
technical writing; how to write
collaboratively; how to write a procedures
manual; and how to design the most
common types of technical documents.

Who Should Attend

Career opportunities are found in the
financial, industrial, construction,
electronics, automotive, medical, computer,
biomedical, healthcare, agricultural and
petrochemical industries. Many engineers,
scientists and technicians have increased
their effectiveness through improvement of
their technical writi<ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>