Unfold Your Potential…

Newman Consulting Services, LLC

Career Education Business Program©

Deaf Services Program

1019 Waimanu Street Suite 207

Honolulu, Hawaii  96814

Phone: (808) 596-0200

Fax: (808) 596-0206
I.  INTRODUCTION

Welcome to the Career Education Business Program©.  We provide a career-based learning program that is designed to prepare students for the workforce and enhance their skills.  Our mission is to connect students to career success and opportunity by providing affordable training and support services in a safe environment and in an atmosphere of respect, trust, understanding and communication.  

The 244-hour Career Education Business Program© consists of 124 hours of instruction and 120 hours of internship.
Who We Are.  Founded in 1984, Newman Consulting Services, LLC is a Hawaii-based business management consulting company. The Career Education Business Program© was developed to provide an educational environment for individuals to enhance their skills through fostering and accelerating their intellectual, social and cultural development.  Our instructors are experienced and knowledgeable in their fields. 

What We Do.  We are available to assist students with their professional career goals.  Our educational and training program gives individuals the opportunity to develop skills and knowledge for their personal and professional benefit.  Services available include academic advising, admissions, registration and financing.  We offer small classes and personal attention from our instructors to ensure that each student receives a high level of learning and development.  Our faculty take pride in teaching and presenting a personal approach.  

Who We Serve.  We are currently serving the communities of Hawaii.  The Career Education Business Program© is suitable to serve and provide skills to diverse groups of job seekers. 

II.  ENROLLMENT, PROGRAM SCHEDULES & REGISTRATION DEADLINES

Enrollment is continuous throughout the year.  Day classes are offered.  Enrollment is limited to 5 new students per session.  Students can repeat a session or individual classes at no charge once they have completed the program.
      Program Schedules. 

Days:             Monday – Friday
          

Time:   1:00 p.m. – 5:00 p.m.

             A detailed schedule is available upon registration.
2011
	CLASS DATES
	INTERNSHIP
	REGISTRATION DATE

	March 21 – April 4
	May 9 – June 13
	March 16

	May 16 – June 29
	July 5 – August 8
	May 11

	July 11 – August 23
	August 29 – October 3
	July 6

	September 5 – October 19
	October 24 – November 28
	August 31

	October 3 – November 18
	November 21 – January 13, 2012
	September 26


III.  ELIGIBILITY & PREREQUISITES

Eligibility.  Criteria used to determine applicant eligibility include:
A positive attitude
A desire to learn
A desire to obtain skilled employment
High level of reliability and dependability

Prerequisites.   See Program Descriptions for co/prerequisite for each course.  All students are required to complete a Basic Skills pre-test and a Self-Assessment / Evaluation Questionnaire.   Applicants are not required to have a High School diploma or GED.  
We are committed to an ideology that each individual is a unique and diverse person and that society will benefit to the extent that each individual is able to add to the societal pool of talent and competence if given the opportunity to develop personal skills and knowledge.
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DEAF SERVICES PROGRAM OUTLINE

	MODULE
	MODULE TITLE
	HOURS

	1
	Attitude in the Work Place
	4

	2
	Customer Service
	4

	3
	Keyboarding 
	4

	4
	Keyboarding 
	4

	5
	Keyboarding 
	4

	6
	Keyboarding 
	4

	7
	Administrative Office Procedures
	4

	8
	Administrative Office Procedures
	4

	9
	Microsoft Word 
	4

	10
	Microsoft Word 
	4

	11
	Microsoft Word 
	4

	12
	Microsoft Word
	4

	13
	Time Management
	4

	14
	Microsoft Excel 
	4

	15
	Microsoft Excel 
	4

	16
	Microsoft Excel 
	4

	17
	Microsoft Excel 
	4

	18
	Business Communications
	4

	19
	Office Systems Accounting 
	4

	20
	Office Systems Accounting 
	4

	21
	Office Systems Accounting 
	4

	22
	Microsoft PowerPoint 
	4

	23
	Microsoft PowerPoint 
	4

	24
	Microsoft PowerPoint 
	4

	25
	Microsoft PowerPoint 
	4

	26
	Team Building
	4

	27
	Microsoft Publisher 
	4

	28
	Microsoft Publisher 
	4

	29
	Microsoft Publisher 
	4

	30
	Microsoft Publisher 
	4

	31
	Decision Making and Problem Solving
	4

	32
	Business Vocational Internship
	120
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PROGRAM DESCRIPTION

Administrative Office Procedures

This course develops basic office procedures such as organization and information resources, employment and career advancement opportunities, composing correspondence and supervisory techniques.  Development of a job getting resume and improvement of job interview techniques are also covered.

Entry Level Skills:  Self-Assessment and Evaluation Completion
Attitude in the Work Place

This course is designed to provide the student with skills to effectively maintain a positive attitude within the workplace.  The student will be introduced to the concepts of how attitudes are communicated, the three types of attitudes and how to adjust one’s attitude.

Entry Level Skills:  None

Business Communications

This course develops effective oral and written business communication skills to create successful human relations.  Communication skills are taught in the four language areas: listening, reading, writing, and speaking.  Studies include grammar, proofreading, editing, and business communication composition.  The course challenges students to understand and reconcile ethical dilemmas involving business communications, and provides the opportunity to expand their knowledge of business terminologies, practices and concepts.

Entry Level Skills:  Self-Assessment and Evaluation Completion
Business Vocational Internship

This course offers students the opportunity to gain on-the-job experience by applying the knowledge and skills they learned in the Career Education Business.

Entry Level Skills:  Career Education Business Program Modules Completion
Customer Service

This course is designed to enrich students with the knowledge to recognize the importance of exceptional customer service in a customer-focused environment both internally and externally.  Topics will include verbal and nonverbal communication, listening skills, developing a positive attitude, handling complaints and sales skills.

Entry Level Skills:  None

Decision Making and Problem Solving

This course is designed to introduce a student to decision making and problem solving.  Emphasis will be placed on decision making and problem solving techniques.

Entry Level Skills:  None

Keyboarding I, II, III

The major objectives are to develop touch control of the keyboard and proper keyboarding techniques, build basic speed and accuracy skills and provide practice in applying those basic skills to the formatting of letters, tables, reports, memorandums, forms and other kinds of business correspondence.  Emphasis is placed on proper typing techniques.  Keyboarding I, II and III also develop motor coordination, memory, thinking and problem-solving skills.  Keyboarding III is designed to develop those skills associated with office computer keyboarding which are typical of the high-level office employee.

Entry Level Skills:  None
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Microsoft Excel I, II, III
This course focuses on best practices for managing, analyzing and presenting data in Excel, blending introductory and advanced techniques in a format driven by business needs.  Students learn basic principles, data entry presentation techniques, table formatting and charts.  Excel common functions will be covered, including Excel data management and statistical analysis.

Entry Level Skills:  Self-Assessment and Evaluation Completion
Microsoft PowerPoint I, II, III, IV
Students develop skills to create multimedia presentation using PowerPoint software.  Instant text-based presentations, slide design and layout, tables and charts, animation effects, building complex slides, creating handouts, templates and the slide master will be covered.

Entry Level Skills:  Self-Assessment and Evaluation Completion
Microsoft Publisher I, II, III
Students develop skills to create multimedia presentation using Publisher software.  Desktop publishing functions and features will be used to create brochures, business cards, flyers and other business formats.
Entry Level Skills:  Self-Assessment and Evaluation Completion
Microsoft Word I, II, III

Students will learn to process, edit and format text and paragraphs; to use headers, footers, sections, styles, templates, and writing tools; and to print and manage files.  In addition, students will learn to use advanced formatting features, graphics, mail merge and tables.

Entry Level Skills:  Self-Assessment and Evaluation Completion
Office Systems Accounting I, II, III

This course is designed to provide financial and other information essential to the efficient conduct of the activities of any organization.  Instruction and practice is provided in the fundamentals of accounting.  Selected topics include accounts payable and receivable, cash control systems, worksheets, financial statements, adjusting and closing entries, purchases and cash payments, sales and cash receipts, and payroll.  Activities are recorded manually and in an accounting software program.

Entry Level Skills:  Self-Assessment and Evaluation Completion
Team Building

This course is designed to provide the student with an understanding of how teams work together, common challenges encountered and how to solve them.  Students will be introduced to team building in the workplace.

Entry Level Skills:  None

Time Management

This course is designed to introduce the student to basic time management principles and specific tools that will assist in utilizing maximum use of time.  Students will also be taught how to implement time management techniques in their workplace that can positively impact the entire organization.

Entry Level Skills:  None
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DEAF SERVICES CLASS SCHEDULE
	2011
	1:00p.m. – 5:00 p.m.
	MODULE

	October 3
	Module 1
	Attitude in the Work Place

	October 4
	Module 2
	Customer Service

	October 5
	Module 3
	Keyboarding 

	October 6
	Module 4
	Keyboarding 

	October 7
	Module 5
	Keyboarding

	
	
	

	October 10
	Columbus Day - Holiday
	Columbus Day - Holiday

	October 11
	Module 6
	Keyboarding 

	October 12
	Module 7
	Administrative Office Procedures

	October 13
	Module 8
	Administrative Office Procedures

	October 14
	Module 9
	Microsoft Word 

	
	
	

	October 17
	Module 10
	Microsoft Word

	October 18
	Module 11
	Microsoft Word 

	October 19
	Module 12
	Microsoft Word 

	October 20
	Module 13
	Time Management

	October 21
	Module 14
	Microsoft Excel 

	
	
	

	October 24
	Module 15
	Microsoft Excel 

	October 25
	Module 16
	Microsoft Excel 

	October 26
	Module 17
	Microsoft Excel

	October 27
	Module 18
	Business Communications

	October 28
	Module 19
	Office Systems Accounting 

	
	
	

	October 31
	Module 20
	Office Systems Accounting 

	November 1
	Module 21
	Office Systems Accounting 

	November 2
	Module 22
	Microsoft PowerPoint 

	November 3
	Module 23
	Microsoft PowerPoint

	November 4
	Module 24
	Microsoft PowerPoint

	
	
	

	November 7
	Module 25
	Microsoft PowerPoint 

	November 8
	Module 26
	Team Building

	November 9
	Module 27
	Microsoft Publisher 

	November 10
	Module 28
	Microsoft Publisher 

	November 11
	Veteran’s Day - Holiday
	Veteran’s Day - Holiday

	
	
	

	November 14
	Module 29
	Microsoft Publisher

	November 15
	Module 30
	Microsoft Publisher 

	November 16
	Module 31
	Decision Making and Problem Solving

	November 17
	Administrative Operations
	Administrative Operations

	November 18
	Administrative Operations
	Administrative Operations

	
	
	

	November 21 – January 13, 2012  
	Module 32
	Business Vocational Internship

	
	
	

	January 21, 2012
	Graduation – Presentation of Certificates of Completion

10:00 a.m. – 11:00 a.m.


