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http://www.hctx.net/training/
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Harris County Human Resources & Risk Management
Guide to Employee Training Classes

Distance Learning

Selected HR & RM training classes on various topics are available by Distance Learning to
Harris County managers, supervisors and employees. Dates/times/locations and registration
announcements will be available in the quarterly training flyers and through email
announcements. Contact (713) 755-7058 for more information.

REGISTRATION IS OPEN for September 2009 — February 2010

The website address for registration is http://www.hctx.net/training/ . Employees who do not have
access to the online system should contact their supervisor for help in accessing the online
registration system. Supervisors may contact the registrar of the appropriate department for
additional help. As always, if an employee cannot attend, please contact our office to cancel or
schedule a substitute. Supervisors will be notified of those employees who registered but did not
attend or did not cancel.

NOTE: Al HR & RM training classes in the training flyer schedule offer topics and materials that
can be covered fully during the time period allotted.

CLASSROOM ETIQUETTE: Turn off cell phones and pagers or put them on vibrate. Employees are
asked to limit cell phone calls and sidebar conversations to break periods while attending classes.
Instructors reserve the right to ask non-cooperative employees to leave class to avoid further
disruption and distractions to other attendees. In the event that an employee is asked to leave, HR &
RM Training will notify the employee’s supervisor.

NOTE: Class room doors are closed 5 minutes after the class is scheduled to begin. Once the door
is closed, late arrivals may not enter, but should leave the area and notify their supervisor and ask
permission to re-schedule at another time and date.

COMPLIANCE WITH ADA: Harris County offers reasonable accommodation for persons attending
classes as required by the ADA. Please call HR & RM at 713-755-4396 a minimum of two weeks prior
to the event date if you require accommaodation.
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Management Training

WHO SHOULD ATTEND: Newly promoted managers, supervisors or team leaders who need to
learn compliance with employment law or the essentials of supervision or those managers,
supervisors and team leaders who want new skills or want to sharpen already acquired skills.

* This class is available to Managers and Supervisors Only.

Course Day Date | Time Location | Hours

* Mind Stretchers - Critical Thinking
Skills for Every Day Life
* Legal Issues Regarding Workplace
Diversity
* Situational Leadership: Adapting
Your Leadership Style to Your H# !
Employees’ Needs
* Preventing Sexual Harassment in the
Workplace
* Building and Maintaining Personal
Credibility
* The FLSA: An Overview of the Wage
and Hour Laws
* How to Defend a TWC
Unemployment Claim

* Effective Goal Setting "# ) *

%

* Performance Evaluations that
Motivate ’

* Interviewing 101 ’

* Performance Management: + %
Conducting Successful $ ’ .
Conversations

* Assertiveness in Action $ ’

* Behavioral Interviewing ’ !

* Creating Lawful and Positive
Employment Documents
* Situational Leadership: Adapting
Your Leadership Style to Your $ - # ) !
Employees’ Needs

* Leading & Managing $ - # ) .

%

* Electronic Media and Records - #
Retention
* Preventing Sexual Harassment in the
Workplace
* Mind Stretchers: Critical Thinking
Skills for Every Day Life ) )
* Performance Evaluations that
Motivate
* Performance Management:
Conducting Successful $ %
Conversations
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Professional Development Training

WHO SHOULD ATTEND: Employees who have their supervisor’s approval to attend class to
acquire new skills or sharpen already acquired skills to improve on the job performance.

These classes are open to all employees with supervisory approval.
Course Day | Date | Time Location | Hours

Becoming an Effective Team Player

Invest in Your Debt )
(Failsafe Financial Planning) $ -/
Webinar

Adapting to Change .

Preventing Sexual Harassment in the
Workplace !

Peer Today, Boss Tomorrow

Staying Cool: Defusing Hostile
Behavior

Dealing with Difficult People

Projecting Professionalism ) _ *2

Write Right: Effective Business $ o I
Writing )

Increasing Personal Effectiveness $ "# !

Minutes Matter "H

A Simple Approach to Building oy
Wealth

Workplace Diversity H# !

Preventing Sexual Harassment in the “
# !
Workplace

Interpersonal Awareness "

Getting to the Root of the Problem # !

Influencing Positive Change H# !

Invest in Your Debt oy ) .
(Failsafe Financial Planning) ;

Planning: Eight Steps to Get Results H# )

Time Management & Personal % oy 01
Productivity - *3

Identity Theft $ +, !

Invest in Your Debt )
(Failsafe Financial Planning) +, $ -/
Webinar
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Spend Smart

Financial Success: Make TIME Work
for You

Projecting Professionalism

Peer Today, Boss Tomorrow

Developing Effective Conflict
Resolution Skills

Values & Human Behavior

Telephone Skills for Busy
Professionals

Customer Service Excellence

Invest in Your Debt
(Failsafe Financial Planning)
Webinar

Notary Public Training & Certification

40 Hours: Invest in Yourself

On-the-Job Accountability: Making a
Difference

Building and Maintaining Personal
Credibility

Taxable, Tax-Deferred, or Tax Free

Write Right: Effective Business
Writing

Minutes Matter

Assertiveness in Action

Invest in Your Debt
(Failsafe Financial Planning)
Webinar

Wellness Training

Course

Day

Date

Time

Location

Hours

Start! Heart Walk Harris County Team
Captain Training

2 *

* %

EAP Seminar: Working Parent - How
to Achieve Balance

Aetna Seminar: Navigating Your Way
to Personal Health

WellBaby Lunch & Learn: Lactation

L I I B

Aetna Seminar: Navigating Your Way
to Personal Health

EAP Seminar: Stress Management,
Parts1&2

"
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Wellness Lecture Series: $ oy | )
Women'’s Health
Flu Shots at the Employee Health Fair H# ) * 0
Aetna Seminar; Navigating Your Way +, *
to Personal Health
EAP Seminar: Releasing Stress +,
Through Relaxation
WellBaby Lunch & Learn: Infant & $ +,
Child Safety
Distance Learning Training
Course Day Date | Time Location Hours
EAP Seminar: Working Parents — How % ) **4 3#
to Achieve Balance
5 6 111
EAP Seminar: Working Parents — How 0 705 1
. $ ) % #/
to Achieve Balance
5 6 11
i#5 |
EAP Seminar: Working Parents — How $ ) $ 8
to Achieve Balance
5 6 1
o BLE"
WellBaby Lunch & Learn: Lactation $ * % #/
5 6 11
i#5
WellBaby Lunch & Learn: Lactation $ * $ 8
5 6 11
EAP Seminar: Stress Management, g ) **4 3#
Parts 1 &2 5 6 111
EAP Seminar: Stress Management, oy ) $ — -
Parts1 &2 5 6 11
i#5 |
EAP Seminar: Stress Management, g ) $ 8
Parts 1 & 2 !
5 6 1
Wellness Le'cture Series: $ oy . ) **4 3#
Women'’s Health 5 6 111
Wellness Lecture Series: “ ) $ o #
Women’s Health $ ol :
omen’s Healt 5 ST
Wellness Lecture Series: “ ) 0 51
$ # ! % #/
Women'’s Health
5 6 11
i#5 |
Wellness Lecture Series: % g . ) $ 8
Women'’s Health )
5 6 11
7 8/25/2009



Workplace Diversity # % |
5 6 !
4 # "
Workplace Diversity " ** 3
5 6 1
$ JH T
Workplace Diversity "# >
5 6 1
o BLE"
Workplace Diversity " % #/
5 6 1
i#5
Workplace Diversity # $ 8
5 6 !
Preventing Sexual Harassment in the "y $ " 0
Workplace 5 T
Preventing Sexual Harassment in the oy **4 3#
Workplace 5 ST
Preventing Sexual Harassment in the "y 0 7023 #1/ .
Workplace 5 6 11
i#5
Preventing Sexual Harassment in the o $ 8
Workplace
5 6 1
4 # "
Identity Theft +, ** 3
5 6 1
$ bl # "
Identity Theft +, ** "
5 6 1
o B1E"
Identity Theft +, % #/
5 6 1
i#5
Identity Theft ¥, $ 8
5 6 1
EAP Seminar: Releasing Stress + **4 3#
through Relaxation 5 T
o . $ M
EAP Seminar: Releasing Stress + —
through Relaxation 5 ST
i#5
EAP Seminar: Releasing Stress + $ 8
through Relaxation
5 6 !
WellBaby Lunch & Learn: Infant & + **4 3#
Child Safety 5 ST
WellBaby Lunch & Learn: Infant & + 0 70/? #1/ .
Child Safety 5 T
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#5 |
WellBaby Lunch & Learn: Infant & % +, $ 8
Child Safety !
5 6 11 1
$ 1
Taxable, Tax-Deferred, or Tax Free . % !
5 6 I
4 ¢ -
Taxable, Tax-Deferred, or Tax Free . ** 3
5 6 111
0 B1LE"
Taxable, Tax-Deferred, or Tax Free % #/
5 6 11

HeartSaver AED Certification

Course Day | Date | Time Location
HeartSaver AED Certification o * O
HeartSaver AED Certification o * 0
HeartSaver AED Certification o * 0
HeartSaver AED Certification o * O

Collaborative Training

(COLLABORATIVE TRAINING WITH OTHER COUNTY DEPARTMENTS
Course Day | Date | Time Location | Hours
* Conflict Resolution in the Workplace ) $ 8
* Employment Law for Supervisors H# ) $ 8
Creating an Environment Where People ) B e
Can Grow 0 2
5# 3l
* Human Dynamics * $ 8
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Employee Assistance Program

Contact Harris County Human Resources & Risk Management Benefits Section at
713-755-4827 to schedule an EAP Orientation Program for your department. A
minimum of 15 people and a minimum of 2 hours is needed to host an on-site
orientation program. Departments are encouraged to open their EAP Orientation
Programs to other Harris County employees in their immediate area.

To Access the Aetna EAP Website:
www.AethaEAP.com

***N EW***
1-866-849-8229

Confidential assistance is available 24 hours a day, 7 days a week at Aetna EAP
program. This is a service provided as part of your benefits to you and any member
of your household at no additional cost. You can turn to the EAP for help with
anything that interferes with your job or personal life. Among other things, your EAP
can help you with:

Stress Management Family or parenting issues
Substance Abuse/misuse Work/life balance

Burnout Marital/relationship problems
Child and elder care Anxiety

Depression Anger Management

Legal concerns Financial issues

Coping with Change Self-esteem

Call 1-866-849-8229 to learn about Financial and Legal Counseling Services

For additional information, contact Sarah Acosta at 713-755-4827.
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New Employee Orientation
8:30 AM — 12:30 PM

** Please note: New Employee Orientation is now held on the 3"
Wednesday of each month.

Date Location
September 16, 2009 * 0
October 21, 2009 * 0
November 18, 2009 * 0
December 16, 2009 * 0
January 20, 2010 * 0
February 17, 2010 * 0

Open to all new employees. Learn about your health care, payroll, retirement benefits, your rights
and responsibilities as an employee, training programs and other Harris County services. It is not
necessary to register for this class; an email or telephone call is needed to confirm your attendance.

Upcoming Retirement Seminars

Date Location Address

November 5, 2009 6 2 i( 46  H# 3 ° /-,
5 6 Il

Employees may register for a Retirement Seminar upon receipt of an invitation for a specific
seminar.

Contact 713-755-4843 for further information.
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The Training Library

Check out workbooks, CD ROM training programs, and DVDs on a variety of work
related subjects and study at your own pace. The library is open for use by all

Harris County Departments and employees. Material can be checked out for two
weeks at a time. For more information, please call HR & RM at (713) 755-7058 or
email Wyn.Bumgardner@ms.hctx.net.

CD/DVD Offerings:
Accelerated Learning Techniques (DVD)
Crunch Time (DVD)
Delegating and Supervising (DVD)
Double Your Productivity, Double Your Time Off (DVD)
Doubling Your Productivity (DVD)
How to Deliver a Winning Presentation (DVD)
How to Master Your Time (DVD)
How to Talk — Secrets of Great Communication (DVD)
It’s About Respect (DVD & pamphlet)
Leadership: the Critical Difference (DVD)
Open Government Training Resources (DVD)
Open Meetings Act (DVD)
Personal Time Management (DVD)
Public Information Act (DVD)
The Life Planning Process (text)
The Miracle of Self-Discipline (DVD)
The Power of Clarity (DVD)
The Psychology of Achievement (DVD)
The Science of Positive Focus (DVD)
The Science of Self- Confidence (DVD)
The Ultimate Goals Program (DVD)
Time Management for Results (DVD)
Unlock Your Potential (DVD)
Village of 100, 3" Edition (DVD)
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Communication

Business Performance (text & CD)
Effective Meeting Skills (text)

Giving and Receiving Feedback (text)
Personal Counseling (text)

The Continuously Improving Self (text)
Thinking on Your Feet (text)

Winning at Human Relations (text)

Compliance Training (Managers/Supervisors ONLY)

A Concise Guide to Successful Employment Practices (text)
Basic Employee Law for Managers/Supervisors (text)

HR How To: Discipline (text)

HR How To: Harassment Prevention (text)

HR How To: Performance Management (text)

HR How To: Recruiting and Hiring (text)

Employee Development

Balancing Home & Career (text)
Concentration (text)

Create Your Own Future (text)

Influence — The Formula for Success (text)
Managing Anger (text)

Managing Stress for Mental Fitness (text)
Overcoming Anxiety (text)

Preventing Workplace Violence (text)

Stress that Motivates (text)

Successful Lifelong Learning (text)

The Continuously Improving Self (text)

Time Power (text)

TQM: 50 Ways to Make It Work for You (text)
Understanding Organizational Change (text)

Essential Office Skills

50 One-Minute Tips to Better Communication (text)
Giving and Receiving Feedback (text)

Office Management (text)

Professionalism in the Office (text)

The Business of Listening (text)

Working Together (text)

Leadership

Behavior Based Interviewing (text)
Learning to Lead (text)
Office Politics (text)
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Management

Achieving Consensus (text)

Effective Performance Appraisals (text)
Handling Difficult People (text)

Managing Disagreement Constructively (text)
Managing Performance (text & CD)
Managing Upwards (text)

Preventing Workplace Violence (text)
Retaining Employees (text)

Supervision (Managers/Supervisors ONLY)

Dynamics of Diversity (text)
Effective Recruiting Strategies (text)
Excellence in Supervision (text)
Quiality Interviewing (text)
Successful Negotiation (text)

The Fifty-Minute Supervisor (text)
The New Supervisor (text)

Train the Trainer

Writing

To arrange to borrow the titles above, please contact 713-755-7058 or email

50 One-Minute Tips for Trainers (text)
Delivering Effective Training Sessions (text)
Effective Presentation Skills (text)

Sales Training Basics (text)

Technical Presentation Skills (text)

Training Managers to Train (text)

Training Methods that Work (text)

Better Business Writing (text)
Clear Writing (text)

Fat Free Writing (text)

Powerful Proofreading Skills (text)

Technical Writing in the Corporate World (text)

Writing Effective Emails (text)
Writing Fitness
Writing that Sells (text)

Wyn.Bumgardner@ms.hctx.net.
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Description of September 2009 — February 2010
Offerings

Classes that have an asterisk * are open to managers/supervisors only

To register for classes given by PHES call 713-439-6009 or email amilan@hcphes.org

NOTE: All topics and presenters are confirmed at the time of printing
and are subject to change or cancellation without notice.

40 Hours: Invest in Yourself
(Instructor: Amy Castro)
( , # k ! 6 9 1/ 114 /
1 ( ; (# 2 #, ( # #1 , 1/
6 # # 1 T , | ; t,  Limit: 40.
This class is recommended for: all employees with supervisory approval.

A Simple Approach to Building Wealth
(Instructor: Oscar Gutierrez)
; # 16 ¢ ! # i # # # < Lo«
N )] i (, (# , i, # (1 1 ,
l # (4  Limit: 40.
This class is recommended for: all employees with supervisory approval.

Adapting to Change NEW!

(Instructor: Amy Castro)
# 14 / /7 # , 1 ## %, 2 1d
( ( # # 1 = > # (., i# [ ( #

, # # # # Limit: 40.

This class is recommended for: all employees with supervisory approval.

Aetna Seminar: Navigating Your Way to Better Health
(Instructor: Sarah Acosta)

- /1 Lo/ # 2" b T 1/ # ?2% | i/ # o, # (, 1
# S , # it 22 +
1 , i i ! 18 #
l ( ( 2 +, 1 # i 5 | g(@ 7
-# @ I5 # 2 ;15 1 @ Limit: 12.
This class is recommended for: all employees with supervisory approval.
* Assertiveness in Action NEW!
(Instructor: Tawnya Mitchell)
0] A , 1é / ( , ,
, , O A , 1é ! ( # B ((# 1 1 ( 1l
o # (i Limit: 25.

This class is recommended for: Managers/Supervisors
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Assertiveness in Action
(Instructor: Tawnya Mitchell)

: # 14 / ( ’ )
, , # 14 ! ( # B ( ((# 4 (
oL (i Limit: 25.
This class is recommended for: all employees with supervisory approval.
Becoming an Effective Team Player NEW!
(Instructor: Amy Castro)
# 1 (O R R 4 , 21 ( 5>
=0 4> # ( 1/ 1 | # |
, b/ ( #Hoo(t # 14 1 l # #,
# # # (i # # ( #/ 1 1
, Limit: 40.
This class is recommended for: all employees with supervisory approval.
* Behavioral Interviewing NEW!
(Instructor: Amy Castro)
0 A , ! 14 , 6 # , 1 E :
oo, LUl # (., L ,1 1 ((#,
1 1 , 1 0] A , 14 #+# # , i , 1B
# 1 6 < # . < 1 : /1 1
1 # , 1B Limit: 40 Managers/Supervisors
This class is recommended for: Managers/Supervisors
* Building and Maintaining Personal Credibility NEW!
(Instructor: Amy Castro)
0 A , 164 # /i l L# l # !
1 1 1 L # P11 1 0] A , 14 ¢ ( # bt
# ! (# l /1 (# D 1
# k e >/ Lo / (« # 1 i
i # o # i - > ## 1/

Limit: 40 Managers/Supervisors
This class is recommended for: Managers/Supervisors

Building and Maintaining Personal Credibility NEW!
(Instructor: Amy Castro)
# 1t # /i ( | L# | # | 1
1 I # i1 i 2 1d & ! (# !
/U (# # 1l 1 # Eo# i
0= >/ b / ( # 1 1 !
# : > # # 1/ Limit: 40.

This class is recommended for: all employees with supervisory approval.

* Conflict Resolution in the Workplace

EInstructor: Charlie Cunningham)

$/i# # (# i F L, l, ¢0 A , 1id # B I

#o(# , , ( # # i 1 54 5 - 5
# H /0 Limited.

This class is recommended for: Managers/Supervisors
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Creating an Environment Where People Can Grow
(Instructor: Monty Hudspeth)

# 14 #, o N 1 #
# C # 16 ¢ ( ## 1=" # = > 4 1
(b4 1 #, # # 1 .1/, & 1 #711 /
# # U 1 =" 5 * 5 # H /0 Limited.

This class is recommended for: all employees with supervisory approval.

* Creating Lawful & Positive Employment Documents
(Instructor: Jay Aldis)

0 A , 1l i# (¢ EIETANT!
, | ( 1 # 1 ( 1 /(# 2 A , 1i#, Lol
(71 # L i # i ##  Limit: 40
Managers/Supervisors

This class is recommended for: Managers/Supervisors

Customer Service Excellence
Elnstructor: Deedee Ostfeld)

# 14 i : ( ,# 64 # (1 : #o# # 0 (
#1711 / # # 9 | bo(# i/

o # L i # 1U# / # #
# #  Limit: 30.

This class is recommended for: all employees with supervisory approval.

Dealing with Difficult People
(Instructor: Amy Castro)
: # 14 ( # ((# ( A B A | 7
, L # B (#, 1 #1 ((# 1 b2k #, /U # k
(#7 7 # i #1 ((# 1 1 1 1 # (# | # B
« # ( i Limit: 40.
This class is recommended for: all employees with supervisory approval.

Developing Effective Conflict Resolution Skills
Elnstructor: Walt Natemeyer)

# 14 64¢ # P11 # (i# b =B 1S ># (i# |
/i Limit: 40.
This class is recommended for: all employees with supervisory approval.
EAP Seminar: Releasing Stress through Relaxation NEW!
(Instructor: Aetna EAP Representative)
5## # | # b (6 L# (# 1/ ki,
1/ 16 # 16 6 # (#,14 # #, #
1 ((# 19 ( ( 6 # B |
# B , #HoL6 Limit: 40.
This class is recommended for: all employees with supervisory approval.
EAP Seminar: Stress Management, Parts 1 & 2 NEW!
(Instructor: Aetna EAP Representative)
( # 14 ( 1 6 1 = (A 1 b1
( ( 6 i L 6 # i # i
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A 14 ( (1 /(1 14

6 | (1 14 #  ,1 1 # 1 9 9 ((#,
#  Limit: 40.
This class is recommended for: all employees with supervisory approval.
EAP Seminar: Working Parents-How to Achieve Balance NEW!
(Instructor: Aetna EAP Representative)
: # | #o(l (4 1/ i "H,
#oo# 1 k #o# 6 # B
# B # I # Limit: 40.

This class is recommended for: all employees with supervisory approval.

* Effective Goal Setting
EInstructors: Richard Lewis and Joanne Ford-Robertson)

; #, A , 1h(# (#, 1 ( 9 , b L 8
1 i i # ( # ( #oo| 0 A , 1l
# , ( # (1 /A # 6 # Limit: 40 Managers/Supervisors

This class is recommended for: Managers/Supervisors

* Electronic Media and Records Retention
(Instructors: Marva Gay and Paul Scott)

0] A , 1h ¢ 5 - 0 i# (t# # B
H # 1t 1 # # #0007 1 ( 6 8
2% , ° 2 i # ik 1 , 1 5 " b 1
1 (t# # B H 5 -
I# # 1i # 5 " # 1 t# Limit: 40 Managers/Supervisors

This class is recommended for: Managers/Supervisors

* Employment Law for Supervisors
EInstructor: Eileen Begle & Charlie Cunningham)

0 A , 18 & , 1 %082 i# I & B 2-2 (
# # 1 # # # # i 1 54 5 -
5 # H /0O Limited.

This class is recommended for: Managers/Supervisors

Financial Success: Make TIME Work for You
(Instructor: Oscar Gutierrez)
; # 1i# 1 ( # o LT ,
Lo- ( # #B #1001
( 1 (¢ , , / # 1 ( Limit: 40.
This class is recommended for: all employees with supervisory approval.

Getting to the Root of the Problem
EInstructor: Margaret Johnson)
# 14 6 Lot 1 # #
# ( l 2l # 1t ## i t, # B
LUl /# # N T O 2 i Limit: 40.
This class is recommended for: all employees with supervisory approval.
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HeartSaver AED Certification
Elnstructor: Barry Ponder)

5 .t (# # ## B (1" ( 24- 16 |
{ A . (# /7 2 # | ( # 1
, # /i #iE L 24- 2 # # ( #
& & # L/ 252" ( ,,l # 1 #, L#1) #9
(( : # /i 24— #/ (# [/ & 1
& # l # 1 24— Limit; 40.

This class is recommended for: all employees with supervisory approval.

* How to Defend a TWC Unemployment Claim

EInstructor: Jay Aldis)

0 A . Ll (1 / $ # $-
, 1 Limit: 40 Managers/Supervisors

This class is recommended for: Managers/Supervisors

* Human Dynamics
Elnstructor: Dawn Blackmar)

0 A . L # ((#, #, 9
# 19 ( # b # # U 1 54 5 " 5 #
H /0 Limited.

This class is recommended for: Managers/Supervisors

Identity Theft
EInstructor: Lennon Evans)

2 | | # 1 # | , 1
b L #, 1 #

# Limit: 40.

This class is recommended for: all employees with supervisory approval.

Increasing Personal Effectiveness
Elnstructor: Margaret Johnson)

14 # , L/ ( #, |
# i ( #, #, , 1 (i | [/ ## , b 1AM
i 2 14 & | 1 |o# 1 Lo( ((#, 1/
(#,14 Limit: 40.
This class is recommended for: all employees with supervisory approval.
Influencing Positive Change
Elnstructor: Margaret Johnson)
; I # 14 l ( ## , i , #
i, i i t # # - #, # (@ #
# 19 ( # i 1 i 1 /4 ( # , # 1/

, Limit: 40.
This class is recommended for: all employees with supervisory approval.
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Interpersonal Awareness NEW!
(Instructor: Amy Castro)
# 14 | | # 9 PO # # (1 1
I 2 1t # #1 1 = > !
# %, 1 # ! 1 1 ((# 1

Limit: 40.
This class is recommended for: all employees with supervisory approval.

¥ Interviewing 101
(Instructor: Amy Castro)
0] A , 1 , 1 # # 1 , 1
8 # 0 (#, , 1 /i , # (& 1 (
, 1 B Limit: 40 Managers/Supervisors
This class is recommended for: Managers/Supervisors

Invest in Your Debt (Failsafe Financial Planning)
(Instructor: Tom Watson)
# 14t , | ! Lt 1 6 1 (i

/ (1) A 1 , 1
[ 1 l #1 # (62, <
¢ #, 1 ., 1 K 1 #(# B L (i Limit: 40.

This class is recommended for: all employees with supervisory approval.

Invest in Your Debt (Failsafe Financial Planning) Webinar NEW!
(Instructor: Tom Watson)
Note: This class will be offered in a webinar format. Participants will take this live course on their office computers--you will
be able to see and interact with the instructor. Workbooks will be provided prior to the session.
# 1h¢ , l l bt 1 6y 1 (&l

/ (1) Lo# 1 , 1
. 1 & #01 # (62, <
< #, 1 ., 1 K 1 #(# B & (i( Limit: 20.

This class is recommended for: all employees with supervisory approval.

* Leading and Managing
EInstructor: Richard Lewis and Joanne Ford-Robertson)

0] A , 1i( # , b 1 1 9 - , b
/U , b , 1/
k l (#, # # # | 46 ¢ 9 L#
I 1 P # , # # 1 6" ((# 5
- 5 # H /0O Limit: 20 Managers/Supervisors

This class is recommended for: Managers/Supervisors

* Legal Issues Regarding Workplace Diversity

(Instructor: Jay Aldis)

0 A , 1 14 (& & 1 /70# 6 k #
k #1 k 1 1 L1 Limit: 40

Managers/Supervisors

This class is recommended for: Managers/Supervisors
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* Mind Stretchers - Critical Thinking Skills for Every Day Life
Elnstructor: Margaret Johnson)

0 A , 1l i ( # #10 / # # £
# / 4, / # { ,
# (#, # #t /1 2 ol | # 1 /6 # © Limit: 40
Managers/Supervisors

This class is recommended for: Managers/Supervisors

Minutes Matter
(Instructor: Tawnya Mitchell)

# B # 2 1id k (#,14 / /
( # B # o i # 14, | Lo i
(#, # B 1 /i# Limit 25
This class is recommended for: all employees with supervisory approval.

Notary Public Training and Certification
(Instructor: Jack Sticklen, State Notary Commission)

8 | # ( # # # o/ B # # (7
1 1 L+ e (# 111 ( N T P #
( & i 14 #, 5 " 5 # H /0
( # L # O + o
b #, 5 " 5 # H /0
# # ( 1 14/ BN AVARE
B R T N (R SV R { 1
-2 1 # Lt
A # 3 /L EB (1 ¥ 1 , I
- (LY EB (& 1 i# 1 # N
& C, b1 #oo 1 # L) ( #
#

NOTE: LIMIT: 20 PEOPLE. ONLY INDIVIDUALS DESIGNATED AS A NOTARY BY THEIR RESPECTIVE
DEPARTMENTS MAY REGISTER. PARTICIPANTS CONFIRMED FOR THIS CLASS MUST BRING PAYMENT TO THE
NOTARY CLASS, FOR SUPPLIES TO BE PURCHASED DURING THE SEMINAR.

This class is recommended for: individuals designated as a notary by their respective departments may register
with supervisory approval.

On-the-Job Accountability: Making a Difference
(Instructor: Julie Perea)
# 14 # 1 ( , # 0 (# U # T
I # 1 L2 # 148 24# i N ! ( #
#(t # i # , £, 7 7. Limit: 30.
This class is recommended for: all employees with supervisory approval.

Peer Today, Boss Tomorrow
Elnstructor: Margaret Johnson)
# 18 1 ( ( b , ( (#,4 |
1 # 14 1 ( ! 1
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1 1 2 16 , # # /i 6 , b
1 i1 # I Limit: 40.
This class is recommended for: all employees with supervisory approval.

* Performance Evaluations that Motivate
(Instructor: Deedee Ostfeld)
0] A , 14 # 9 # ( (#, ( # #
; ( #d (1 ( # o, , # 0 A , 1é 4
k 1 # # # 0,1 #Hot# # ( , ,

! Limit: 30 Managers/Supervisors
This class is recommended for: Managers/Supervisors

* Performance Management: Conducting Successful Conversations
(Instructor: Deedee Ostfeld)
(Preferred if already taken “Performance Evaluations that Motivate”)

0] A , 14 | # # lé # Eo#o(b | # #

# 14 #4 /U # U 1i (# %, # ( #/
0 A , 1ut , 1 # oo ) ( #
# o, Limit: 20 Managers/Supervisors

This class is recommended for: Managers/Supervisors

Planning: Eight Steps to Get Results
(Instructor: Julie Perea)
# 1kt | / 1 I # , #(# /0
## 2 # b# (& ((# # 1 ( it
( # | (( Limit: 30.
This class is recommended for: all employees with supervisory approval.

* Preventing Sexual Harassment in the Workplace
EInstructor: Jay Aldis)
D #, , # i, , 1 1 , k
# , & , ,
( , Limit: 40 Managers/Supervisors
This class is recommended for: Managers/Supervisors

Preventing Sexual Harassment in the Workplace
(Instructor: Jay Aldis)
$ #, , H i, # 1V , b
# . by , , - ( , L1
( , Limit: 40.
This class is recommended for: all employees with supervisory approval.

Projecting Professionalism
EInstructor: Tawnya Mitchell)

# 14 # 1 (i # ( l i
# # B #o(( D #o
# L# ( # B , l / /i 8
#(# . l & #06  # 1
6 # ( # Limit: 25.

This class is recommended for: all employees with supervisory approval.
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* Situational Leadership: Adapting Your Leadership Style to Your Employees’ Needs
(Instructor: Deedee Ostfeld)

; A , 1ét # # , & 0 3 # 1¢ 1
, # 1 # k # ( # ,
# i # v, i # 14 ## 1l

1# # , ,  Limit: 20 Managers/Supervisors

This class is recommended for: Managers/Supervisors

Spend Smart
(Instructor: Tom Watson)

8 1, 1K i1 B B L (U # i1 T K
t 8 , 1 , # # # ! Lo# #
1 / ( #1 # P16, 1 ¢ Limit: 40.
This class is recommended for: all employees with supervisory approval.
Start! Heart Walk Harris County Team Captain Training NEW!
(Instructor: Ashly Alberto, American Heart Association)
. #7110 / ( # = > > i (## 1 2
5 " P"D # b # 65 $
+, 162 # - C # ! / -
b , Limit: 45.

This class is recommended for: all employees with supervisory approval.

Staying Cool: Defusing Hostile Behavior
(Instructor: Julie Perea)

: # H Hl (# , , # #
# # 1dd 1 # l # # 1 8 1
# 9 1, # # 1 01 # B Limit: 30.

This class is recommended for: all employees with supervisory approval.

Taxable, Tax-Deferred, or Tax Free
(Instructor: Oscar Gutierrez)
; # 14 . . 1 (0, b L o# 6 ( (G
# ( # #, i #o| ( # i
Limit: 40.
This class is recommended for all employees with supervisory approval.

* The FLSA: An Overview of the Wage and Hour Laws

EInstructor: Jay Aldis)

0 A . Ll # (1 L1 # L1 (0 - (8 ,
l Limit: 40 Managers/Supervisors

This class is recommended for: Managers/Supervisors

Telephone Skills for Busy Professionals
(Instructor: Amy Castro)

# 1/ 1l # B / ( l |

#/ # ( # U { "
L1/ 1 Q 1/ ( i # Po1
( { o, I L1
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# o, 18 , B #/l i 1
# 1é #4 4 | # U L # # , Limit: 40.
This class is recommended for: all employees with supervisory approval.

Time Management & Personal Productivity
(Instructor: Amy Castro)

# 14 # 1 ( #(# # B | / | #, [/l |
9 1/ ¢# 1 4 1/ b # #((#,1 # 14 &
# 1 ( #( (#, | ( | / 1 /
1 Limit: 40.

This class is recommended for: all employees with supervisory approval.

Values and Human Behavior
(Instructor: Walt Natemeyer)

# 14 # ( 1R <L ,
I -0 0 f , $ P 2 :% P $ $ <1k ,1 (

# o [ 6 # v H, #H o6 1R |
<L ((# , i (0 R 4 |

6 #  Limit: 40.
This class is recommended for: all employees with supervisory approval.

WellBaby Lunch & Learn: Infant & Child Safety NEW!
(Instructor: Aetna EAP Representative)
" 1 L0 ( ?8/ b1 , = >
( (&( #Hoo#, b (| # 1 #
B # 4 ( ( , 1 ( # #

Please note that this class is B.Y.O.L. (bring your own lunch). Limit: 40.
This class is recommended for: all employees with supervisory approval.

WellBaby Lunch & Learn: Lactation NEW!
(Instructor: Maxim Health Systems Representative)
+ 1 6 # ( , B L # #oo o1d , » 1
( ( # # # k # # B (
# # R # i ( 1/

Please note that this class is B.Y.O.L. (bring your own lunch). Limit: 40.
This class is recommended for: all employees with supervisory approval.

Wellness Lecture Series: Women'’s Health NEW!
(Instructor: Life Time Fitness & MD Anderson Cancer Center Representative)
#oo1h#, k # (1 # # k #{
, # # B # Limit: 40.

This class is recommended for: all employees with supervisory approval.

Workplace Diversity
Elnstructor: Jay Aldis)
# 1 16 (& 4 1 /i# 6 | # i
#1 | 10 1 b1 Limit: 40.
This class is recommended for: all employees with supervisory approval.
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Write Right: Effective Business Writing
(Instructor: Amy Castro)

$ . (U (18 #¢ # L, B #/ 1 (
& #er (0 . & 6 , Bl +
( # #woo 7 # B#L  # # |
# 140 1/ # B 14 ( (1 -
L1E 6/ #o#wo, # = (> #o(1
1 9 ( # B 1 # # s
# 1 (6 # Limit; 40.

This class is recommended for: all employees with supervisory approval.
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Harris County Information Technology Center

IFAS/Microsoft 2007 Training Schedule

September — November 2009
(NOTE: Beginning March 1, 2009, the ITC will discontinue Office 2003 training classes.)

Computer Basics

Course Begin Date/ | Begin Time/
End Date End Time
BASIC KEYBOARDING WoA) b A)
BASIC MICROCOMPUTERS Yoh) A A)
BASIC KEYBOARDING A) A )
BASIC MICROCOMPUTERS LAY b b)) )
BASIC KEYBOARDING LAY k) )
BASIC MICROCOMPUTERS LAY b )
Microsoft Internet
Course Begin Date/ Begin Time/
End Date End Time
wicRosoFT wreRNer | * ) H ) | )
FUNDAMENTAL N
MICROSOFT INTERNET
Microsoft Lab
Course Begin Date/ Begin Time/
End Date End Time
MICROSOFT LAB A*) AR )
26
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Microsoft Windows

Course Begin Date/ Begin Time/
End Date End Time
FUNDAMENTAL Ly i)
MICROSOFT WINDOWS
FUNDAMENTAL
MICROSOFT WINDOWS P )
IFAS Training
Course Begin Date/ Begin Time/
End Date End Time
IFAS 7i PURCHASE
REQUISITIONS HoR) R E)
EMPLOYEE MAINTENANCE YoA) b)) 2
o
IFAS 101 Y E) b))
DAILY TIME ENTRY YY) 1)
FIXED ASSETS YoA) b 4)
BUDGET TRANSFER Y E) b))
CASH RECEIPTING Y)Y b))
IFAS 101 D)
EMPLOYEE MAINTENANCE LY ) 2
o
IFAS 7i PURCHASE
REQUISITIONS PE) R )
DAILY TIME ENTRY D)
IFAS 7i PURCHASE
REQUISITIONS LD D
BUDGET TRANSFER D)
EMPLOYEE MAINTENANCE WONED) 2
o
IFAS 101 )
DAILY TIME ENTRY D) )
FIXED ASSETS D)
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Harris County Information Technology Center
Microsoft 2007 Training Schedule

September - November, 2009

Training covers the entire Microsoft Office 2007 Suite with the exception of Access, as well as custom
training solutions. Lab time for one-on-one assistance is also provided. For Questions, please call

713-755-5652.

Microsoft Excel

Course Begin Date/ Begin Time/
End Date End Time
FUNDAMENTAL
MICROSOFT EXCEL VLD IS )
FUNDAMENTAL
MICROSOFT EXCEL Woh) b b)) )
INTERMEDIATE
MICROSOFT EXCEL k) hh) )
FUNDAMENTAL
* 1
MICROSOFT EXCEL DR D
FUNDAMENTAL
MICROSOFT EXCEL AR) A )
INTERMEDIATE T h
MICROSOFT EXCEL
ADVANCED
MICROSOFT EXCEL AA)  RR)
FUNDAMENTAL N
MICROSOFT EXCEL ) AR )
INTERMEDIATE
MICROSOFT EXCEL AR) A b))
FUNDAMENTAL PR
MICROSOFT EXCEL
Microsoft Outlook
Course Begin Date/ Begin Time/
End Date End Time
FUNDAMENTAL T b
MICROSOFT OUTLOOK
FUNDAMENTAL
MICROSOFT OUTLOOK DD )
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Microsoft PowerPoint

Course Begin Date/ Begin Time/
End Date End Time
FUNDAMENTAL N
MICROSOFT POWERPOINT
FUNDAMENTAL Ly )
MICROSOFT POWERPOINT
Microsoft Publisher
Course Begin Date/ Begin Time/
End Date End Time
FUNDAMENTAL
MICROSOFT PUBLISHER LAY M) )
FUNDAMENTAL
MICROSOFT PUBLISHER SLDEDLY
Microsoft Word
Course Begin Date/ Begin Time/
End Date End Time
FUNDAMENTAL
MICROSOFT WORD W) Db ) )
FUNDAMENTAL ‘) 41
MICROSOFT WORD
FUNDAMENTAL
MICROSOFT WORD JED B )
INTERMEDIATE L1y a1
MICROSOFT WORD
ADVANCED
MICROSOFT WORD SLDEDLY )
FUNDAMENTAL LY )
MICROSOFT WORD
INTERMEDIATE
MICROSOFT WORD LD LY )
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Harris County Auditor’s Office Training

Budget Process

Course Day | Date | Time Location
Policies, Procedures, and Stakeholders in oy
Various Phases of Harris County Budget
Policies, Procedures, and Stakeholders in oy
Various Phases of Harris County Budget
Employee Maintenance
Course Day | Date | Time Location
$ "
Employee Maintenance Process Training 2
"
Fixed Assets & Inventory Control
Course Day | Date | Time Location
Policies, Procedures, and Players Involved +
with IFAS-FA
Fund Accounting and ACS
Course Day | Date | Time Location
Fund Accounting and ACS: oy
Fund Accounting & IFAS ACS
Fund Accounting and ACS: +
Fund Accounting & IFAS ACS
Grants Management Process
Course Day | Date | Time Location
Life Cycle of a Harris County Grant $ +
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Internal Controls Training

Course Day | Date | Time Location
Internal Controls Training - Phase | of +,
ICTAP

Description of Auditor’s Office Offerings

Budget Process: Policies, Procedures, and Stakeholders in Various Phases of Harris County Budgets

5 " 0] B 03 0 2 0 ""((# #o1#
" it H # ( B : (5 "
3 ( , # ,
1, 6 L #/
Employee Maintenance Process
; I # b/ 4 | 0] # # O
1 19 %2 # /" 5 40 ; 14# # /(7
" # : # 1d
- # : 1# # | ( 5 " 1
Fixed Assets Process Training: Policies, Procedures, and Players Involved with [FAS-FA
: I # 1 / %o 2 # T |
# , # | ; " # 1ht 1 19 w2 #
%2D D- ; 1# # /(T / " H#
# - 2 F((# #oo1#
- , (%6 2 , | (/ |
- # : 14 # ! , b0 1 PooT |
| | I
% #1 (1 " C( #1¢ E%2 %6 2 O { E%2 72
5 " - # Lo, # # (%6 2
Fund Accounting and ACS: Fund Accounting & IFAS ACS
, , » 1 ( E( #t %2 2 " #  B2°
- # 1 B 1S8H.8™ O
b(E®--
-( B #/ (¢
Grants Management Process Training: Life Cycle of a Harris County Grant
, Lo# L/ S 0) # o
W ## (5 " : " # 1é4 1 19 02 # 1 SO
1 # # /(T / T H
2 F((# S " # (O JH , | #oo 1 # 14U
- # : 14 # | W ## (5 " S
, ! (/ |
% #1 ( 1% S 0] O { E%2 7SOl # 1 #
5 " S

31
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Internal Controls Training — Phase | of ICTAP
( Lo ( ( et
E= 20 (( i 2 S (2 #oo1 1
- # I# |
% #1{ (
; ( ( 19 # B #
, ( / " b2 E* 201 /
- f ## / (( 1

o
T+
T+

Auditor’s Office Online Training

$ , L # #H 4 # | ( W2 7 i #
18 b, CH# L1 , l #0
#l

32
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Harris County Human Resources & Risk Management

*3'! Quarter 2009 — 2010 Schedule

Activity Date(s) Location (if applicable)
August
(5 $¥5 " h*
" W * O
65 S/ 0#/1((4, i
0 / "
September
+ "1 4 # 0 ) o
42 $/ 5 1 )
24, 31 # 1
2 +, P $ 1))
I5 & W *
Well3 8 # H8 8 # W A *
!
N $u - 0 ) *
* O
$ 209 [ - N o
2 + , P $ A
I5 & W *
October
+ 13 "o 21 AT Ton
0]
42 0 A )
H W 1
0 A )
(by appointment) "L 3 i
NEW! b T
$U 8¢ $ T )
51 W !
0 ) ) 20 0
(by appointment) LT 3
NEW! b T
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4 | 0t ) )
NEW! * (1
4 W A !
NEW! 8 O # "
)) °
4 1w A
NEW! 2 6 11 # 5 1
4 1w A
NEW! 2 6 17* - 1 -
4 1w A
NEW! 2 60 01
8
4 1w A
NEW! 2 6 *7 $U LU
4 1w ) )
NEW! 2 6 1Y) Sl /1
4 1w ) o* 20 0
NEW! 2 61! $3/
4 1 W h)
NEW! Lt 3
R
4 1 W )
NEW! -
3/ %
4 1w A
NEW! 1#8 2 ((#
4l
4 1w A
NEW! - # -
- %
4 1w A
NEW! -
3/ 0%}
4 1w A
NEW! $ T
** '&
4 1w A
NEW! 2 6 81#/1
* 8 #/1 34
4 1w A
NEW! O #146 O ""((#
] L
4 1w A
NEW! 2 6)
* oo #/
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4 | %l
NEW!

A *

4 | %0
NEW!

A *

4 | %0
NEW!

4 | %l
NEW!

4 | %l
NEW!

5"h"-2

4 | %l
NEW!

) +$% 1
I

S5"h"-+  #

4 | %l
NEW!

)

4 | %0
NEW!

)

4 | %l
NEW!

November

4 | %i
NEW!

4 | %}
NEW!

4 | %l
NEW!

4 | %k
NEW!

4 | %l
NEW!

A*

Houston Start! Heart Walk

Al

2 +, P $
i5 &t W
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42 i A
L6 W 1
$U3 8 # HB (0 HT A
(W !
S 2 # /" h) - 1

VDates and locations subject to change.
*Posted on the Training website (http://www.hctx.net/training/) for registration

Description of September — November 2009 Activities

3rd Quarter Wellness Champion Meeting: - $ U - 1i , 1 (
N 18 , #, # N , ,
Aetna Seminar: Navigating Your Way to Personal Health: 1 # 14 l
( ( 2 +, 1 # #d k l 5 & 8
1 / " 1 1 * B2 [ 34 |
# 5 1 HS$ U - E 24 L A ||
( # 1é , bt 1 (http://www.hctx.net/training/).
American Heart Association Houston Start! Heart Walk: ( , # k b,
i i, BUo#, 14 1 ( i # (
D 4 | 1 ( (i # : ( L# 1
5 - 1y 5 65 S+, ! ) 5 /
1 15 ; 6 ( 1 5 " 111 1
“i# L/ L# 15 - 0( T 1 # b , B
1t/ B - ! 8 # 2# 5 - - 8 N
ey 71 # U #6
D # , - #
Harris County Team Captain Training E2 * 1 ! *
%k ( 3P™8E 1 #0222 # 5 2 # , 1l
, ( 5 $U 1 - k ( 18
, b 1 (http:/iwww.hctx.net/traininghl 16 , b - # 8 i
l 1 0 i/ , ( ! 8 # 2# BV 7
7 1 # U #6 M B "
Kick-Off Event at Minute Maid Park E2 L , , 2 # 5 2 # (
i " # 5 " ( , i
( # 5 $v +,
EAP Seminars: # ( ! (# b# 1 JH( # 2 4 |
2 # E42 1 # 2 # 14 l I 2 [ 34
oo - # 8 ( # 18 , bt 1

(http://lwww.hctx.net/training/).
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Flu Shots at the Employee Health Fair: NEW!

4 | 16 , # ( ( ., b7 9 i I # %
10 & , ( , 1 , b 1

(http://www.hctx.net/training/).

Harris County Flu Shots: NEW!
% " + * 14 , b , - | »( |
H(#iL# Lo b # (k # 1 ! !
Monthly Health Observances: (1 | # Lo , # 1 i 1
+ P 14 # 0 E I
$ i 29 ( - E I
+ 13 "¢ 21 0 B4 I
2 # - 0 B+, I
S 2 # / " OB+, ) i
Onsite Mammograms: NEW!
T # # 9 14 , I # JH I 5 -
i T 31 E o LI (O b # " )
2 # # #1 E N *7 * it % Exxf*x 71 !
1/ , # 4 | / , ( JH , +7 T K #
#, 5 - O #1L & E2 | I # ( # ,
| ( 1
2 ! , #1

Women who are under age 35, have been diagnosed with breast cancer within the prior two years, are pregnant or currently
breastfeeding, have implants or are experiencing symptoms cannot be screened by The Rose’s mobile mammography.
Please contact The Rose to make an appointment at one of their two facilities or your current screening/diagnostic provider.

WellBaby Lunch & Learn: I # Hi # ( LT # |
(# k ( k # 16t #, 3 0
, bt b 1 #, 5 - O #iLt E2 W 24
# 14 k I 2 [ 3t W bl - #8
( # 1é , b 1 (http://www.hctx.net/training/).
Wellness Lecture Series: L # # (7 (. # (# L # !
# ! ( L E l #I20 # 18 l
I B2 [ 34t Lo - #8 ( # 14
, b 1 (http://www.hctx.net/training/).
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