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WEBINAR/ONLINE/LIVE CLASSES 
 

 

1. What is a Webinar?   

Short for Web -based  seminar, a presentation , lecture, workshop or seminar that is transmitted 

over the Web.  

A key feature of a webinar is its interactive elements -- the ability to give, receive and discuss 

information. Contrast with webcast in which the data transmission is one way and does not 

allow interaction between the presenter and the audience.  

Look for  this picture for 

our webinar  offerings   

 

2. What is On -Line? 

Online offerings occur by utilizing your computer to access the learning modules and are 

self-paced. These modules are designed for adult learners and contain interactive 

components such as video, audio, activities, learning checkpoints, animation and exercises.  
 

Look for  this picture for 

our on -line offerings   
 

3. All other are òlive-classroom basedó  

4. BU 

5.  

6.  

7.  

8. ILDING EFFECTIVE WORK RELATIONSHIPS 

Check out our new Computer Lab!  

 

Free Computer Class   

(registration required)  

Microsoft MS 2007 tips  

Tuesday, September 14  

1 PM ð 2 PM  HA108  
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BUILDING EFFECTIVE WORK RELATIONSHIPS 
 

Crazy Busy: Managing Multiple Roles in the Workplace  
September 22, 2010  

2:00 pm ð 4:00 pm  

Webinar  

$31 per person  
 

You get into work in the morning to find: a voicemail from Bob to get Project A started as 

soon as possible,  an email from Mary requesting T ask X completion by 2:00 pm today, a task 

request from Sally for Form 6 to be completed ASAP, and your boss just stopped in with a 

high priority to do.  How do you balance all the multiple roles , job duties and individuals that 

rely on you daily?    This webinar will focus on how to prioritize tasks, techniques to organize 

and track multiple to dos and the status of each, and communication tips to utilize with co -

workers and supervisors to assist  in communicating workload and prioritizations.   
 

Contact Hours:  2  
 

Instructor: Catherine Davis

 

Difficult Conversations: How to Communicate with Tact and Skill  
October 20, 2010  

2:00 pm ð 4:00 pm  

Webinar  

$31 per person  
 

Have you ever been in a situation where you need to have a discussion with a boss, peer, or 

employee in which you are unsure how it will end up?  Do you find yourself becoming 

anxious and do you find ways to avoid the conversation?  This webinar is designe d to assist 

you in having difficult conversations; the tips and techniques presented will prepare you for 

co mmunicating with tact and skill by focusing on:   
   

¶ Structuring a difficult conversation  

¶ Moving  the conversation away from complaining to problem so lving  

¶ Identifying  how to respond to sarcasm  

¶ Techniques to communicate with difficult people  

¶ Coping  with excuse makers and blamers  

¶ The use of non -verbal communication  

Contact Hours:  2 
  

Instructor: Michelle Schick  
 

 
 

 
 



 

To Register call 507 -280-3157 or visit us at www.rctc.edu/workforce   5 

 

BUILDING EFFECTIVE WORK RELATIONSHIPS 
 

Intercultural Relations:  China  
To Be Determined  

$99 per p erson  

Email Michele.altman@roch.edu  if you are interested in this offering  
 

This course breaks down cultural barriers and increases your effectiveness in working with 

individuals from China.  The session focuses on discussing the cultural differences between 

China and the USA and the impact these have on our behavior.  You will le arn techniques 

and tips to increase your effectiveness in interacting with others from the Chinese culture.  

The courses begins by developing a foundation of understanding by providing an overview 

of Chinaõs history and traditions, then the discussion moves into working relationships and 

techniques to use to better communicate with your Chinese counterpart.   
 

Contact Hours:  7 

 

Instructors: Pam Whitfield and Al Lun  

 

Growing Your Customer Relationships  
November 18, 2010  

9:00 am ð 12:00 pm  

RCTC Heintz Center ð Room HA136 

$59 per person  
 

Tired of attending Customer Service training that focuses on smiling and using proper body 

language with customers? Are you ready for a course that will focus on ways to grow your 

relationships?   This session òGrowing Your Customer Relationshipsó is a proven system that you 

can immediately implement in the workplace to grow your relationships with internal and 

external customers. Facilitator, Kristy Walz, will focus on the following:  

¶ Purpose Definition  

¶ Internal and Ext ernal Customer Identification  

¶ Customer Expectation and Need Identification  

¶ Impression Management  

¶ Touchpoint Mapping  

¶ Fundamentals of Customer Communication  

¶ Service Recovery  

Contact Hours:  3 

 

Instructors: Kristy Walz 

mailto:Michele.altman@roch.edu
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BUILDING EFFECTIVE WORK RELATIONSHIPS 

 

De-Escalation  
December 8, 2010  

9:00 am ð 12:00 pm  

RCTC Heintz Center ð Room  HA104 

$59 per p erson  

 

The high level of stress in our lives, workplaces, and communities can cause people to act 

and react in ways that escalate tensions.   There are always two sides to each situation and 

all involved contribute to the outcome of an interaction.   This course will provide tips and 

techniques on non -physical tactics to ensure you are working toward a positive interaction 

and outcome.    

 

Contact Hours:  3 

 

Instructors: Alex Kromminga  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

 

Center for Business and Workforce Education  

offers customized and contract training.   

 

Contact a representative today to assist you 

with your training needs at 507-280-3157 or 

email workforceeducation@rctc.roch.edu . 
 

mailto:workforceeducation@rctc.roch.edu
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PROJECT MANAGEMENT 
 

Project Management Professional Certification Preparatory Class  
 

Dates: October 11, 13, 18, 20, 25, 27, November 1, 3, 8, 10, 15 & 17  

Time: 5:15 pm ð 9:15pm  

Location: RCTC Heintz Center  HA104 (October 13 HA102 ) 

 

Fees:  

¶ $1078 ð Registration Fee  

¶ $98 - Duplicating Packet  

¶ $35.90 - PMBOK 4th Edition  

¶ $65.00 - PMP Exam Prep, Rita Mulchay, 6 th Edition  

 

A Project Management Institute (PMI®) credential can give you an instant advantage in the 

marketplace. PMI credentials certify your understanding of, and competence in, the PMI 

Project Management Framework, and show that you know how to define business 

exp ectations, determine and provide project status measurements and are able to drive 

empowerment across multiple business units. This exam preparation course is designed to 

help you successfully gain this highly -desired, PMI credential.  

  

Instructors: Tony Joseph, M.A. PMP, Dave Roe, M.S, PMP, Diane Moench, PMP  

 

 Please contact Abbey Hellickson at abbey.hellickson@roch.edu  or call 507 -529-2736 for 

more information . 
 
 
 

To Register call (507) 280 -3157  

 Payment must be made at the time of registration  
 
 
 
 

 
 
 
 

mailto:abbey.hellickson@roch.edu


 

To Register call 507 -280-3157 or visit us at www.rctc.edu/workforce   8 

 

 

SUPERVISING OTHERS 

Leadership Lessons Online  
Access begins:   September 15, 2010  

Access ends:   December 15, 2010  

$280 per person  
 

Being a leader within an organization is an exciting opportunity, yet it can be a difficult role.   

This seven course series is designed to assist leaders in developing crucial leadership skills.  
 

The topics covered in the series are:  

¶ Leadership Styles  

¶ Effective Communication  

¶ Giving Feedback  

¶ Coaching and Mentoring  

¶ Conflict Management  

¶ Time Management  

¶ Team Building  
 

This course is completely online and is self -paced. Facilitated Discussion Threads will occur 

throughout the access time period and will correlate to the seven topical areas. Facilitators 

will post questions or scenarios for discussion and will actively re spond to postings by 

participants.   The Discussion Threads allow participants to share thoughts, questions, and 

experiences related to each topic area to enhance the educational experience.  

 

Supervisory Management AAS Degree  
Next start date:  Septe mber 13, 2010  
 

RCTCõs Center for Business & Workforce Education is excited to be offering a Supervisory 

Management AAS Degree in an all on -line, cohort learning model .  This degree consists of 3 

Certificates:  Supervisory Leadership, Quality & Continuous I mprovement and Human 

Resource Development.  Participants can take 1, 2, or 3 certificates to gain new skills.  Or 

they can add General Education courses to complete a 2 -year Associates of Applied 

Science Degree.    
 

This program has helped employers build supervisory and management skills of current 

leaders and to begin building the skills of their future leaders.    The all online interactions are 

facilitated by industry leaders, who will bring their expertise and also create networking and 

learning experie nces among the students.   This program allows employees to pursue a 

degree part time, while working full time and utilizing their work experiences.   Previous 

students have used the program to build their leadership skills, prepare for new opportunities 

and  achieve their personal and professional goals.   
 

For more information on this opportunity, contact Sara Bunge at 507 -280-3124 or 

sara.bunge@roch.edu . 

 

 

mailto:sara.bunge@roch.edu
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APPLYING LEAN 

 

Lean Office  
October 14, 2010  

9:00 am ð 12:00 pm  

RCTC Heintz Center ð Room HA134  

$59 per person  
 

Lean is a business strategy that focuses on satisfying the customer by delivering products and 

services on time, in the correct quantity, while meeting or exceeding customer expectations.  

The practice of Lean seeks to eliminate waste; that which the customer is unwilling to pay 

for.  These concepts translate well in the office setting, but little attention has been devoted 

to implementing Lean tools in the administrative area. This workshop will be a combi nation of 

lecture and activities introducing participants to:   
 

¶ Concepts of Lean in an office setting  

¶ Importance of getting the voice of the customer -internal and external  

¶ Value added work and the different types of waste within ay process  

¶ Lean tools that  can be used to eliminate waste in the office setting  

Contact Hours:  3 

 

Instructor: Valerie Halling  

 

Introduction to Lean Manufacturing  
December 10, 2010  

8:30 am ð 12:30 pm  

RCTC Heintz Center ð Room HA104  

$85 per person  

 

This course offers concepts in reducing costs while inversely improving safety, service and 

outcomes based on customer requirements.   Whoever the customer may be, whether 

internal or external, this course provides the learner with the ability to understan d cultural 

and organizational requirements for implementing lean in the organization.  The tools 

provided in this 4 hour course focuses on all industries, not just manufacturing.  Those 

concerned and interested in reducing costs while improving costs (qual ity, delivery, 

outcomes) will benefit by better understanding wastes associated with these objectives.  

 

Contact Hours:  4 

 

Instructor: Eric Wink, Industrial Engineer  
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BOILER LICENSE PREP 
 

Beginning Boilers  
November 9, 2010 ð December 14, 2010  

4:30 pm ð 7:30 pm  

RCTC Heintz Center ð Room  HA110 (11/18 HA136 )  

$220 per person + Book fee ( $60) 

 

Are you looking to attain your Special Engineering Boiler License?  

This course is designed for individuals who would like a Special Engineering Boiler License. This 

is a preparatory class designed to aid persons in taking the Minnesota Special Engineer 

License Exam.  (Exam administered monthly at RCTC, contact Minnesota D epartment of 

Labor & Industry, Code Administration and Inspection Services for exam information, location 

and times)  http://www.doli.state.mn.us/ccld/boiler.asp  
 

Subjects covered will include boiler  safety, operation, fittings, accessories and Minnesota 

Boiler Code as it pertains to the Special Engineer License.  This class will include both 

classroom and steam boiler lab instruction.  

 

Contact Hours:   18 

 

Instructor:  Rick Yankowiak, RCTC Bum Facult y 
 

 

 

Advanced Boilers  
September 27 ð 30, 2010 

4:00 pm ð 6:00 pm  

RCTC Heintz Center ð Room HA110  

$220 per person  

 

Are you looking to attain your MN 2 nd  Class Engineers B or C License?   

This review would cover all high and low pressure boilers and hydronic  (hot water heating) 

systems in preparation for the Minnesota Second Class Engineers B and C licensing exam.   

(Exam administered monthly at RCTC. Contact Minnesota Department of Labor & Industry, 

Code Administration and Inspection Services for exam information, location and times.)   

  

Instructor: Warren Beighley, RCTC BUM Faculty  

Contact Hours:  8 hours 

 
 

http://www.doli.state.mn.us/ccld/boiler.asp
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LOW VOLTAGE CONTINUING EDUCATION 

 

 

Power Limited Technician  
 

 

 

 

 

This course offering is in partnership with Riverland Community College, Austin, MN.  

  

The Power Limited Technicians are now required to have 16 hours of continuing education 

every two years.  As many of you transition from 8 hours to 16 hours we will be offering the 

training in two separate ways .  One day will meet the requirements for anyo ne needing only 

8 hours for continuing education.  When the two days are offered together, the 16 hour 

requirement will be met.  Please check with your Electrical Licensing Board for your required 

continuing education if you do not know.  
 

Please remember th at we will need to meet our minimum number of registrants in order to 

hold the class.  

 

Course Cost :     8 hours - $160   (One Day Program)  

 16 hours - $320 (Two Day Program)  

  

Materials Needed : 

Current NEC Code book, Cost is $82 soft bound. Code books are available at your local 

electrical wholesale house. There will also be books available for purchase the day of the 

class.  

 

 

 

 

 

 

 
 

 

October 14 & 15, 2010   8:00 am - 5:00 pm            Heintz Center H A122                    

November 11 & 12, 2010  8:00 am - 5:00 pm            Heintz Center HA11 2 

December 2 & 3, 2010  8:00 am - 5:00 pm  Heintz Center HA134/HA102  
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COMPUTER AND TECHNOLOGY 
 

Microsoft Office 2007 Course Offerings  
RCTC Heintz Center ð Room HA108  

 

Discount on cost of classes when registration and payment are received  

3 weeks (21 days) prior to start of class  

 

A refund less a 10% administrative fee will be issued if cancellation is received at least five (5 ) 

working days prior to the start of class.  No refund will be issued after that date.  RCTC 

reserves the right to cancel classes up to five (5) days prior to the class start date  
 

Optional Book Fee $22.00  
 

Title Dates  Day/Time  Early Bird 

Fee 

Regular  

Fee 

MS 2007 Tips Kick Off 

 

9/14  Tuesday   

1:00 pm - 2:00 pm  

 No 

Charge  

MS Word 2007 - Level 1  

 

9/21 & 9/23  Tuesday & Thursday  

1:00 pm - 4:00 pm  

Before 8/31  

$107.95 
$117.95 

 

MS Word 2007 ð Level 2  

 

10/12 & 10/14  Tuesday & Thursday  

1:00 pm - 4:00 pm  

Before 9/21  

$107.95 
$117.95 

 

MS Word 2007 - Level 3  

 

11/2 & 11/4  Tuesday & Thursday  

1:00 pm - 4:00 pm  

Before 10/12  

$107.95  
$117.95 

 

MS Excel 2007 - Level 1  

 

9/28 & 9/30  Tuesday & Thursday  

1:00 pm - 4:00 pm  

Before 9/7  

$107.95  
$117.95 

 

MS Excel 2007 - Level 2  

 

10/19 & 10/21  Tuesday & Thursday  

1:00 pm - 4:00 pm  

Before 9/28  

$107.95 
$117.95 

 

MS Excel 2007 - Level 3  

 

11/9 & 11/11  Tuesday & Thursday  

1:00 pm - 4:00 pm  

Before 10/19  

$107.95 
$117.95 

 

MS Access 2007  

 Level 1  

10/5 & 10/7  Tuesday & Thursday  

1:00 pm - 4:00 pm  

Before 9/14  

$107.95 
$117.95 

 

MS Access 2007  

 Level 2  

10/26 & 10/28  Tuesday & Thursday  

1:00 pm - 4:00 pm  

Before 10/5  

$107.95 
$117.95 

 

MS Excel 2007  

Pivot Tables  

11/16  Tuesday  

1:00 pm ð 3:00 pm  

Before 10/26  

$39.95 
$44.95 
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SAFETY TRAINING 

 

OSHA 10 Hour General Industry  
 

November 9, 2010  8:00 am ð 4:00 pm  RCTC Main Campus CF202  

November 10, 2010  8:00 am ð 12:00 pm  RCTC Main Campus CF202  

 

$214 per person  
 

This course offering is in partnership with South Central College, North Mankato, MN.  

  

This session is designed to certify an individual for general industry.  The topics that will be 

covered are: Introduction to OSHA, Walking and Working Surfaces, Means of Egress and Fire 

Protection, Electrical Machine Guarding, Right -to -Know, and Personal  Protective Equipment.  

  

Contact Hours: 10  

  

Instructor: Terry Meschke  

 
 

 
 

 
 
 

 
 

 
 
 

 
 
 

 
 

 
 
 

 
 

 
 

 

Center for Business and Workforce Education  

offers customized and contract training.   

 

Contact a representative today to assist you with 

your training needs at 507-280-3157 or  

email workforceeducation@rctc.roch.edu.  
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CPR AND FIRST AID 

 

AHA CPR Certification Class for Healthcare Providers  
October 20, 2010  

6:00 pm ð 10:00 pm  

Heintz Center ð Room HA136  

$65 per person  

This class provides the training and skills practice necessary for recertification in Basic Life 

Support for Health Care Providers.  The course covers:  

¶ 1 rescuer and 2 rescuer CPR for Adults, Children, and Infants  

¶ Automated External Defibrillator (AED)  

¶ Bag Valve Mask (BVM) technique  

¶ Rescue Breathing  

¶ Relief of choking  

Contact Hours: 3 

 

Instructor: Dave Kohs  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

òWe Have A Class 

For That!ó 
 

Donõt see what 

youõre looking for? 
 

Contact Us at   

507-280-3157! 

 








