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	Workshop Listing and Descriptions

	Choose one of the following during 11:30am – 12:30pm

	Conducting Effective Investigations

This class reviews the legal foundations of an internal investigation as a result of a complaint of discrimination and/or harassment filed in the workplace.  We outline MA G.L. 151B, review internal policies and legal standards of proof through case studies, vignettes, exercises and handouts.  We also discuss investigator roles, maintaining neutrality, legal concerns, how to plan an investigation and practice interviewing skills in a mock investigation.  Depending on the trajectory of the class, we may also discuss achieving early resolution, writing the report, and making determinations and recommendations.  

	E2Go! -  Excel:  Advanced Functions 

In a basic Excel class, you learned how to create simple formulas and use your first functions.  While this level of knowledge will do much for you in working with spreadsheets, it barely scratches the surface of what Excel is capable of doing mathematically.  A deeper understanding of the available functions found in Excel will allow you to take advantage of the true power in the application.  If you would like to know more about creating complex formulas, this session is for you!

· Understanding function arguments

· Using financial functions

· Using logical functions

· Using date functions

· Using text functions

· Using statistical and math & trig functions

· Using a lookup function

· Using the formula auditing toolbar

	Securing your Parachute:  Resume and Interviewing Workshop
Updating your resume is a critical component of healthy career management.  With a current resume, you are in a better position to launch a job search and you are less stress about the job search.  The workshop will focus on interview tips and advice on how to create an effective resume.  Participants will learn the definition and purpose of a resume, selecting the most appropriate type of resume and tips on preparing a cover letter.  Through interactive exercises, participants learn interview preparation strategies.


	Workshop Listing and Descriptions

	Choose one of the following during 12:30pm – 1:30pm

	Customer Service in the Public Sector 

This interactive class is designed to enhance basic skills and knowledge in the areas of customer service and service excellence in the public sector.  Participants will learn the importance of creating and sustaining a positive culture that facilitates the delivery of quality customer service.  Topics will include how to:

· Define customer service

· Identify barriers to quality customer service

· Deal with feelings and emotions

· Problem solve for mutual success

· Employ effective communication strategies

· Action plan for customer service success

Learners will participate in a variety of engaging, customer-centric discussions and hands on activities.  These activities include the development of a post class plan of action to sustain and apply what has been learned in the classroom.

	Dealing with Difficult Behavior in the Workplace
Participants will be provided with strategies and skills to effectively deal with difficult behaviors in the workplace.  Participants will learn how they can apply their own knowledge, resources and communication skills to deal with various types of difficult situations; how to use different types of influence; to set and maintain personal and professional boundaries and how to constructively deal with specific difficult behaviors.

	Work Organization and Time Management 

This course is designed for professionals in a variety of fields who are seeking improved time-management skills so that they can perform more effectively. Time is a form of currency, and the ways that we talk about it illustrate its value: we say “Time is money,” and “My time was well spent,” or “It's a waste of time.” Like most professionals, you've probably struggled with managing this resource effectively. In this course, you will practice techniques that will help you achieve more effective use of your time so that you can direct your energy towards the activities that will further your professional and personal goals. 
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