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OCTOBER 2014 SCHEDULE

and

CLASS DESCRIPTIONS

All classes are Monday – Friday unless noted.


	

	29 September – 3 October
	Class ID#
	Room
	Time

	Microsoft Outlook
	13683
	D204
	0900-1215

	Career Management
	13684
	D205
	0900-1215

	Conducting Briefings
	13685
	C210
	0900-1215

	Word Processing Applications**
	13686
	D204
	1220-1645

	Counseling Practicum Techniques *
	13687
	D205
	1230-1600

	Critical and Creative Thinking*
	13688
	C210
	1230-1600

	

	6 October – 10 October 
	Class ID#
	Room
	Time

	Microsoft Word Advanced  
	13689
	D204
	0900-1215

	Crisis Intervention I
	13690
	D205
	0900-1215

	Effective Military Writing I
	13691
	C210
	0900-1215

	Database Applications**
	13692
	D204
	1220-1645

	Improving Work Performance*
	13693
	D205
	1230-1600

	Increasing Worksite Efficiency*
	13694
	C210
	1230-1600

	

	14 – 17 October
	Class ID#
	Room
	Time

	Microsoft Access Advanced ***
	13695
	D204
	1215-1645

	Effective Military Writing II ***                               
	13696
	D205
	1215-1645

	Historical Principles of War *** 
	13697
	C210
	1215-1600

	

	20 – 24 October
	Class ID#
	Room
	Time

	Basic Keyboarding
	13698
	D204
	0900-1215

	Crisis Intervention II
	13699
	D205
	0900-1215

	Workplace Diversity
	13700
	C210
	0900-1215

	Webpage Development I **
	13701
	D204
	1220-1645

	Interpersonal Relationships*
	13702
	D205
	1230-1600

	Managerial Planning*
	13703
	C210
	1230-1600

	

	27 - 31 October
	Class ID#
	Room
	Time

	Webpage Development II
	13704
	D204
	0900-1215

	Managing Resources
	13705
	D205
	0900-1215

	Performance Oriented Training
	13706
	C210
	0900-1215

	Intro to Computers **
	13707
	D204
	1220-1645

	Personal Finance Management I*
	13708
	D205
	1230-1600

	Preparing Efficiency Reports*
	13709
	C210
	1230-1600

	

	On days marked with an  *  the schedule on Thursdays and Fridays is as follows:

	
*
**
***
	

Thursdays 1230-1500  &  Fridays 1230-1530
Thursdays 1220-1500  &  Fridays 1220-1630
Thursdays 1215-1500  &  Fridays 1215-1630


	
MANAGEMENT CLASS DESRIPTIONS


	

	MTHR 1175: CAREER MANAGEMENT
This course provides students with the basic management techniques for career management. It will assist individuals in building a base of information for career planning, training and professional development and establishing and working with career goals for themselves and their subordinates.
Course Length: 16 hours.

MTBC 1170: CONDUCTING BRIEFINGS
Teaches how to prepare and conduct military style information briefings. Special attention is given to organizing material, to developing effective delivery skills and the use of audiovisual aids to enhance briefings.
Course Length: 16 hours.

MTHR 1173: COUNSELING PRACTICUM TECHNIQUE
Examines the counseling role of supervisors. Emphasizes speaking, listening, and writing skills through simulated counseling situations and the preparation of the leadership counseling forms. The course reviews leadership principles and positive counseling techniques by analyzing various case studies.
Course Length: 16 hours.

MTLE 1170: CRIME PREVENTION
This course will provide a basic understanding of crime prevention. It will also cover the historical background, fundamental concepts, and techniques for the deterrence and prevention of crime.
Course Length: 16 hours.

BMGT 1177: CRITICAL AND CREATIVE THINKING
This course is designed to provide the students with the skills and knowledge required to develop structured approaches to critical/creative thinking and problem solving in the workplace.
Course Length: 16 hours.

MTBC 1171: EFFECTIVE MILITARY WRITING I
This course explains the communications process; describes the writing process; and covers identifying, analyzing, and constructing effective sentences and paragraphs.
Course Length: 16 hours.

MTBC 1173: EFFECTIVE MILITARY WRITING II
Building on the student's basic knowledge of grammar and writing techniques, this course concentrates on improving writing skills through the use of practical exercises.
Course Length: 16 hours.

MTHO 1170: HISTORICAL PRINCIPLES OF WAR
This course provides the student with an understanding of the nine principles of war with specific battle examples of each; discusses their application to the history of the United States military; enables the student to apply the military concepts and principles used in past engagements to that of the present and future missions of the military.
Course Length: 16 hours.


MTOB 1171: IMPROVE WORK PERFORMANCE
This course is designed to provide students with the knowledge and tools needed to define desired work performance and design/implement appropriate stratifies to improve performance. Topics include a behavioral approach to management, performance standards, motivation, leadership, communication, and worker training. Participants will learn behavioral theories and complete practical exercise that provide experience leading to improved work performance.
Course Length: 16 hours.




MTMM 1170: INCREASING WORK SITE EFFICIENCY
This course is designed to assist supervisors to increase knowledge about performance, job satisfaction and efficiency of oneself and subordinates at the work site. The course will suggest and demonstrate a systematic process to organize work methods and work environments in order to accomplish more work in less time using fewer resources. The course provides techniques for increasing productivity at the work site.
Course Length: 16 hours.

MTIR 1170: INTERPERSONAL RELATIONSHIPS
This course provides the student with the tools to become more understanding of themselves and others. It presents techniques to better deal with difficult people. It defines the basic differences between people in an attempt to create a better understanding of those with whom we work. It reviews the basic model for dealing with these differences.
Course Length: 16 hours.

MTLM 1170: MANAGERIAL PLANNING
Develops complex skills in setting goals, planning and coordinating objectives, and allocating resources. Managerial styles and models are applied to simulated and real problems.
Course Length: 16 hours.

MTLM 1171: MANAGING RESOURCES
Working with management problems such as inventory control, planning the efficient use of available resources and creative problem-solving within the limitations of budget constraints.
Course Length: 16 hours.

MTHR 1171: PERFORMANCE ORIENTED TRAINING
This course is designed to provide the student a basic knowledge and understanding of the rationale, methods, techniques and procedures for determining training needs; the selection of resources to enhance training effectiveness; and how to prepare, present and evaluate training. 
 Course Length: 16 hours.

MTPF 1170: PERSONAL FINANCIAL MANAGEMENT I
This course provides students with the basic management techniques for planning personal financial affairs and developing a base of information to use during the counseling of subordinates, including budgetary controls, family budgets, financial concepts, credit, debt and risk management, bank accounts, borrowing, investing and insurance.
Course Length: 16 hours.


MTPF 1171: PERSONAL FINANCIAL MANAGEMENT II
This course provides students with basic management techniques for planning personal financial affairs and developing a base of information to use during the counseling of subordinates, including investment concepts, mutual funds, IRAs, retirement and estate planning. Pre-requisite: MTPF 1170 Personal Financial Management I.
Course Length: 16 hours.

MTHR 1170: PREPARING EFFICIENCY REPORTS
This course is designed to teach the student aspects of the NCO Evaluation Reporting System (NCOERS) to include its development, functions, purpose, forms, preparation of forms, and proper processing of forms. The student will learn how to record counseling sessions; prepare and process the efficiency report; recognize prohibited comments on the efficiency report; and become familiar with the various avenues of appeal.
Course Length: 16 hours.

MTHR 1172: PREVENTION OF SEXUAL HARASSMENT
This course provides students with an overview of sexual harassment including definition, cause, impact and suggested approaches for dealing with sexual harassment problems when they arise in the workplace. It examines ethical guidelines and actions supervisors can take to avoid sexual harassment. It also includes how to objectively handle complaints.
Course Length: 16 hours.



MTMM 1171: PROBLEM SOLVING
This course presents an effective problem solving and decision making model for management settings and offers hands-on practice in using problem solving techniques. This course includes defining, analyzing, and solving management problems. It is designed to present a logical approach to problem solving, and step-by-step process for the achievement of desired results.
Course Length: 16 hours.

MTES 1170: PROFESSIONAL ETHICS
This course examines current definitions of ethics and provides opportunities for group and personal analysis of ethical issues. Participants will gain experience in making ethically related decisions through exercises with case studies. The lecture material and group exercises will increase participant awareness in the principles involved in ethical decision making.
Course Length: 16 hours.

MTES 1171: PROFESSIONAL VALUES
This course is a study of the Seven Army Values and their application to military and personal life. It is designed to acquaint the student with the Army Seven Values, distinguish between professional values and personal values, and understand how they apply to their unit, community and nation.
Course Length: 16 hours.


MTHR 1176: STRESS MANAGEMENT
This course explores the relationship between stress and work performance. Provides mechanisms that will enable participants to manage personal stress constructively help subordinates cope with stress, and reduce stress in the workplace. Emphasis on reducing stress levels to achieve high performance in organizations.
Course Length: 16 hours.

MTOB 1170: STYLES OF LEADERSHIP
A study of the current Army thoughts on leadership with hands-on practice in developing and practicing a leadership style within the framework of the military organization.
Course Length: 16 hours.

MTHR 1174: TIME MANAGEMENT
Teaches efficient use of time management and organizational skills. Supervisors learn to eliminate time wasters, increase productivity, better distribute work and schedule tasks more efficiently.
Course Length: 16 hours.

PSYT 1170 CRISIS  INTERVENTION I
This course is an introduction to the nature and characteristics of crisis management awareness. This class provides a basic knowledge and awareness about the various crises that can happen in any organization that includes: suicide, domestic violence, sexual assault, substance abuse, and PTSD. This class provides a framework for a study of crisis management awareness.
Course Length: 16 hours.

PSYT 1171  CRISIS  INTERVENTION II
This course is an introduction about management's role in intervening and preventing a crisis situation. The purpose of this class is to provide mangers with a basic knowledge about how to handle a crisis on the following topics: suicide, depression, stress, finances, domestic violence, sexual harassment, substance abuse and PTSD. This class provides a series of interactive exercises, training videos and case studies that allow students to generate their own crisis management plans for their organizations based upon material learned through Crisis Management I and II.
Course Length: 16 hours.

POFT 1132 WORKPLACE DIVERSITY 	
This course provides basic knowledge about cultural awareness, including cultural heritage, work force diversity, human rights, and communications.  Students will be able to identify and demonstrate benefits of valuing diversity and effective cultural contacts.  Includes behavioral expectations and standards in the business environment.
Course Length: 16 hours.



	
COMPUTER CLASS DESRIPTIONS


	

	MTCS 1173 INTRODUCTION TO COMPUTERS
A beginner course designed to help students with little or no computer experience understand computer hardware and software, computer terminology, and the Windows desktop operating system.  This course should be followed up with other computer courses. Pre-requisite(s): None. 
Course length: 20 hours.
	
MTCS 1174 ACADEMIC RESEARCH USING THE INTERNET
This course is designed to help students conduct research online by teaching them a variety of online search strategies, how to evaluate sources, the ethical responsibility associated with plagiarism and how to avoid it, using online library databases to conduct research, and creating and using the Modern Language Association (MLA) and/or the American Psychological Association (APA) documentation styles in Microsoft Word. Pre-requisite(s): Students should be able to demonstrate basic computer, internet, and word processing skills. MTCS 1173 Introduction to Computers, MTMC 1170 Internet, MTCS 1175 Basic Keyboarding Using the Computer, and MTMC 1172 Word Processing are recommended, but not required. 
Course length: 20 hours.
	
MTCS 1175 BASIC KEYBOARDING USING THE COMPUTER
This course is designed to teach students the basics of ergonomics, proofreading, basic correspondence, and touch-typing using a personal computer.  Students should be able to type a minimum of 25 words per minute to successfully complete the course. Pre-requisite(s): Students must be able to demonstrate basic computer skills or have successfully completed MTCS 1173 Introduction to Computers. 
Course length: 16 hours.

MTMC 1170 INTERNET
This is an introductory course designed to teach students about the World Wide Web, using search engines, information security, e-commerce, e-mail, Ethernet and wireless networks, and installing a home network. Pre-requisite(s): Students should be able to demonstrate basic computer skills. MTCS 1173 Introduction to Computers and MTCS 1175 Basic Keyboarding Using the Computer are recommended, but not required.  
Course length: 16 hours.

MTMC1171 SPREADSHEET APPLICATIONS
A basic course of instruction to Microsoft Excel, a spreadsheet application.  Learning objectives include: working with formulas and functions, formatting worksheets, and linking worksheets.  
Course length: 20 hours.

MTMC 1172 WORD PROCESSING APPLICATIONS
A basic course of instruction to Microsoft Word.  The class will emphasize creating new documents, working with autotext, creating styles, use of proofreading tools, copying, cutting, and pasting.  The course will also cover manipulating the screen display, creating sections & columns, using pictures with text, and creating headers & footers.  Pre-requisite(s): Students should be able to demonstrate basic computer skills. MTCS 1173 Introduction to Computers and MTCS 1175 Basic Keyboarding Using the Computer are recommended, but not required. 
Course length: 20 hours.

MTMC 1173 DATABASE APPLICATIONS
This is an introductory course for Microsoft Access, a database management software program, designed to help students create and modify simple databases, filter and sort records, format a datasheet, create and modify a table and its fields, join related tables, create forms for data entry, and create reports and queries to analyze data. Prerequisite(s): Students should be able to demonstrate basic computer and word processing skills. MTCS 1173 Introduction to Computers, MTCS 1175 Basic Keyboarding Using the Computer, MTMC 1172 Word Processing, and MTMC 1171 Spreadsheet Applications are recommended, but not required. 
Course length: 20 hours.




MTMC 1174 MICROSOFT OUTLOOK
This course is an introduction to Microsoft Outlook, a desktop management that helps students organize and share information on their desktop and communicate with others.  Outlook can be used to manage intranet and Internet email, appointments, contacts, tasks, and to make notes and journal entries.  
Course Length: 16 hours.

MTMC 1175 WEB PAGE DEVELOPMENT I
This is an introductory course for SharePoint Designer, a web authoring program, designed to teach students how to create, modify, and format simple web pages for personal or professional use. Pre-requisite(s): MTMC 1172 Word Processing is required. Students should also be able to demonstrate basic computer and internet skills.  MTCS 1175 Basic Keyboarding Using the Computer and MTMC 1170 Internet are recommended but not required. 
Course length: 20 hours.

MTMC 1176 MICROSOFT POWER POINT
This is an introductory course for Microsoft PowerPoint, a presentation software program, designed to teach students how to create, modify, and format custom electronic presentations for personal, school, or professional use.  Students will learn presentation basics and work with images, sounds, movie clips, and custom animation effects. Students should be able to demonstrate basic computer skills. Pre-requisite(s): MTCS 1173 Introduction to Computers, MTMC 1170 Internet, MTCS 1175 Basic Keyboarding Using the Computer, and MTMC 1172 Word Processing are recommended but not required. 
Course length: 20 hours.
	
MTMC 1177 DESKTOP PUBLISHING APPLICATION
This is an introductory course for Microsoft Publisher, a desktop publishing software program, designed to teach students how to create personal or professional looking publications such as letterhead, envelopes, advertisements, business cards, flyers, postcards, and more. Pre-requisite(s): Students should be able to demonstrate basic computer and word processing skills. MTCS 1173 Introduction to Computers, MTMC 1170 Internet, MTCS 1175 Basic Keyboarding Using the Computer and MTMC 1172 Word Processing are recommended but not required. 
Course length: 16 hours.
	
MTMC 2171 MICROSOFT EXCEL ADVANCED
This is an advanced course for Microsoft Excel, a spreadsheet software program, designed to teach students advanced formulas and functions, how to create and modify PivotTables, analyze and organize data, work with Excel on the web, import external data, and work with simple macros and other objects. Pre-requisite(s): Students should be able to demonstrate basic computer, internet, and word processing skills. MTCS 1173 Introduction to Computers, MTMC 1170 Internet, MTCS 1175 Basic Keyboarding Using the Computer, MTMC 1172 Word Processing, and MTMC 1171 Spreadsheet Applications are recommended but not required. 
Course length: 16 hours.
	
MTMC 2176 MICROSOFT ACCESS ADVANCED
This is an advanced course for Microsoft Access, a database management software program, designed to teach students how to create advanced queries, modify form controls and properties, modify report controls and properties, create calculating fields, and create and modify simple macros.  Pre-requisite(s): Students should be able to demonstrate basic computer, internet, and word processing skills. MTCS 1173 Introduction to Computers, MTMC 1170 Internet, MTCS 1175 Basic Keyboarding Using the Computer, MTMC 1172 Word Processing, MTMC 1171 Spreadsheet Applications, and MTMC 1173 Database Applications are recommended but not required. 
Course length: 16 hours.


MTMC 2175 WEB PAGE DEVELOPMENT II   This is an advanced course for SharePoint Designer, a web authoring program, designed to teach students to create simple web pages using frames, basic Hypertext Markup Language (HTML) codes, online forms, and publish and manage web pages. Pre-requisite(s): Students must be able to demonstrate basic computer, internet, and word processing skills. MTCS 1173 Introduction to Computers, MTMC 1170 Internet, MTCS 1175 Basic Keyboarding Using the Computer, MTMC 1172 Word Processing and MTMC 1175 Web Page Development I are recommended but not required. Course length: 16 hours.


MTMC 1172 MICROSOFT WORD ADVANCED This is an advanced course for Microsoft Word, a word processing software program, designed to teach students about mail merge, collaboration tools, working with long documents, forms, templates, and macros. Students should be able to demonstrate basic computer, internet, and word processing skills. Pre-requisite(s): MTCS 1173 Introduction to Computers, MTMC 1170 Internet, MTCS 1175 Basic Keyboarding Using the Computer, and MTMC 1172 Word Processing are recommended but not required. 
Course length: 16 hours.




	
GENERAL INFORMATION


	

1. Enrollment is required for all classes. Soldiers may enroll in person at the Leader Skills Enhancement Office, online through their GoArmyEd account.  Printed enrollment forms may require approval.

1. Enrollment forms for Soldiers E6 or below must be approved by their E7 or above via signature.  Enrollments forms for Soldiers E7 or above to not require approval.  All enrollment forms must be submitted to the Leader Skills Enhancement Office the Friday prior to class start.

1. DoD Contractors and DA Civilian personnel must submit a memo to the Leader Skills Enhancement Office from their unit, authorizing their course enrollment.  The memo may be in any format and must include the organization’s letterhead, employee’s name, grade, course title/dates/times, and a brief statement explaining how the class will help improve the employee’s work performance.  The memo must be signed by the employee’s immediate supervisor.  A separate memo must be submitted for each class.  Civilians may be required to give their seat to a Soldier. 

1. Students who show up late to the first day of class may lose their seat in the class.  If any student misses one or more cumulative hours during the course, the student will be withdrawn and will not receive a grade for the course.

1. Students enrolling in courses for college credit must include their original signature on the class paperwork. All courses are worth 1 semester hour of college credit from Central Texas College.

1. Soldiers have seating priority.  Civilians are permitted on a space-available basis.

1. Soldiers must be in duty uniform to attend classes, regardless of duty status.

1. All classes are subject to cancellation without prior notification.   

1. Point of Contact: Leader Skills Enhancement Office, (254) 532-1505, Soldier Development Center Bldg. 33009, Rm. H236.
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