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Harris County Human Resources & Risk Management is recognized by SHRM to 
offer Professional Development Credits (PDCs) for the SHRM-CP® or SHRM-SCP®.  
For more information about certification or recertification, please visit 
www.shrmcertification.org. 
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How do I register for a class? 
Click on the following link: https://webapps2.harriscountytx.gov/hctraining/  
ü Go to Human Resources & Risk Management and click the (+). 
ü Classes are listed by category, click the (+) to see all classes. 
ü /ƭƛŎƪ ƻƴ ΨwŜƎƛǎǘŜǊ ŦƻǊ ǘƘƛǎ ŎƭŀǎǎΗΩ ƻƴŎŜ ȅƻǳ ƘŀǾŜ ǎŜƭŜŎǘŜŘ ǘƘŜ Ŏƭŀǎǎ ȅƻǳ ǿŀƴǘ ǘƻ Ŝnroll in. 
ü Cƛƭƭ ƻǳǘ ǘƘŜ ŦƻǊƳ ŀƴŘ Ƙƛǘ ŎƭƛŎƪ ƻƴ ǘƘŜ Ψ{ǳōƳƛǘΩ ōǳǘǘƻƴΦ 

Please note: LƴŘƛǾƛŘǳŀƭǎ ǎƘƻǳƭŘ ƎŜǘ ǎǳǇŜǊǾƛǎƻǊΩǎ ŀǇǇǊƻǾŀƭ ǇǊƛƻǊ ǘƻ ǊŜƎƛǎǘŜǊƛƴƎ ŦƻǊ ŀ ŎƭŀǎǎΦ  Individuals who are 
registered for a class will receive a confirmation within minutes of registration. 
 
What if I register for a Virtual Learning class? 
Individuals who are registered for a virtual class will receive a confirmation within minutes of registration.  You 
will also receive an email with instructions and link information at least the day prior to the class.   
 
What does On-Demand classes mean? 
These classes are readily available.  An Individual should click on the class title in the on-demand section.  The 
titles are link directly to begin the class.  Certificate of completion are located within the on-demand portal once 
an individual has completed all portions and assessment for the class. 
 
What does it mean to be waitlisted? 
If an individual is waitlisted, this means the class is currently full and you are not able to attend unless we receive 
a cancellation prior to the class.  In this case, we will enroll the next person on the list and an email confirmation 
will be sent out.   
 
Who should I contact if I am unable to attend a training that I am scheduled for? 
Send an email to HRRMTraining@bmd.hctx.net or call 713-274-5435 for cancellations with your name and the 
name and date of the class. 
 
Will I receive a certificate after each course? 
Participants must check-in throughout the virtual learning class and participate to receive a certificate of 
completion.  Certificates are provided once reports and participation is verified.  Certificates for virtual learning 
courses are provided via-email.   
 
Who should I contact if I have questions? 
If you have any questions or concerns, send an email to HRRMTraining@bmd.hctx.net or call 713-274-5435. 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

Frequently Asked Questions  

http://webapps2.harriscountytx.gov/hctraining/
https://webapps2.harriscountytx.gov/hctraining/
mailto:HRRMTraining@bmd.hctx.net
mailto:HRRMTraining@bmd.hctx.net
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Course  Date  Time  Instructor  

 
Addressing Unconscious Bias 

  

Thursday, October 14 
Tuesday, November 23 

12:00 pm ς 1:00 pm 
9:00 am ς 10:00 am 

Cynthia Kay 

 
All Stressed Up and No Where 
To Go! Techniques for Fighting 

²ƘŀǘΩǎ CƛƎƘǘƛƴƎ ¸ƻǳ 
  

Tuesday, October 26 1:00 pm ς 4:00 pm Susanne Gaddis 

 
America: The Land of 

(Disparate) Opportunity 
 

 
Thursday, September 9 

Friday, October 8 
Wednesday, November 17 

Tuesday, December 21 
 

1:30 pm ς 3:00 pm 
10:00 am ς 11:30 am 
2:00 pm ς 3:30 pm  

10:00 am ς 11:30 am 

Cheronda Bryan 

 
Building a Diverse Workplace 

  

Tuesday, October 12 
Tuesday, November 30 

9:00 am ς 10:00 am 
9:00 am ς 10:00 am 

Cynthia Kay 

 
Button Pushers ς Dealing with 

Difficult Situations  
  

On-Demand On-Demand Tawnya Mitchell 

 
Change Your Attitude ς Change 

Your Life 
  

Thursday, September 30 
Tuesday, November 16 

9:00 am ς 12:00 pm 
9:00 am ς 12:00 pm  

Susanne Gaddis 

 
Conflict Resolution  

  

Thursday, September 30 12:00 pm ς 1:00 pm Cynthia Kay 

 
Conflict Strategies 

  
Thursday, December 2 9:00 am ς 12:00 pm Tawnya Mitchell 

 
Cultural Sensitivity 

  

Tuesday, September 28 
Tuesday, December 14 

9:00 am ς 10:00 am 
1:00 pm ς 2:00 pm 

Cynthia Kay 

 
Customer Service 

  

Thursday, September 23 
Tuesday, November 30 

9:00 am ς 10:00 am 
12:00 pm ς 1:00 pm  

Cynthia Kay 

 

 

 

 

Professional Development Track  

All are welcomed with supervisor approval. 

http://webapps2.harriscountytx.gov/hctraining/
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Course  Date  Time  Instructor  

 
Diversity and Inclusion 

Awareness 
  

Thursday, September 2 9:00 am ς 11:00 am Cynthia Rocha 

 
Diversity Awareness 

 
On-demand On-Demand Tawnya Mitchell 

 
Diversity Awareness 

 
Thursday, September 23 1:00 pm ς 3:00 pm Tawnya Mitchell 

 
Effective Goal Setting 

 

 
Tuesday, November 16 

 
1:00 pm ς 4:00 pm Richard Lewis 

 
Emotional Intelligence 

  
Tuesday, September 21 12:00 pm ς 1:00 pm Cynthia Kay 

 
Firm Foundations ς Basic 
Punctuations, Sentence 

Structure, and Paragraphing   

 

On-demand On-demand Tawnya Mitchell 

 
Generational Differences 

  
On-demand On-Demand Tawnya Mitchell 

 
Generational Issues in the 

Workplace 
  

Friday, November 5 9:00 am ς 12:00 pm Richard Lewis 

 
Getting to the Root of the 

Problem 
  

Wednesday, December 8 1:00 pm ς 4:00 pm Margaret Johnson  

 
How Do I Manage My Time? 

Time Management Assessment 
and Improvements 

 

On-demand On-demand Tawnya Mitchell 

 

 

 

(Continued) 

Professional Development Track  

http://webapps2.harriscountytx.gov/hctraining/
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Course  Date  Time  Instructor  

 
Improving Morale 

  
Thursday, October 28 9:00 am ς 10:00 am Cynthia Kay 

 
Interpreting Body Language 

  
Friday, October 8 12:00 pm ς 1:00 pm Cynthia Kay 

 
Invest in Your Debt ς Failsafe 

Financial Planning 
  

 
Thursday, November 4 

 
9:00 am ς 12:00 pm Tom Watson 

 
Invisible Disabilities 

  

Tuesday, September 28 
Wednesday, November 10 

12:00 pm ς 1:00 pm 
10:00 am ς 11:00 am 

Cynthia Kay 

 
Learning to Listen 

  
Friday, September 17 9:00 am ς 11:00 am Tawnya Mitchell 

 
Managing Feedback 

  
Friday, October 22 12:00 pm ς 1:00 pm Cynthia Kay 

 
Micro-aggressions 

  

Tuesday, October 19 
Tuesday, November 23 

3:00 pm ς 4:00 pm 
3:00 pm ς 4:00 pm 

Cynthia Kay 

 
Mindfulness ς Your Journey 

from Zany to Zen 
  

Tuesday, November 9 1:00 pm ς 2:30 pm Margaret Johnson  

 
Preventing Workplace Violence 
  

Wednesday, September 15 

Thursday, November 11 

1:00 pm ς 2:00 pm 
12:00 pm ς 1:00 pm 

Cynthia Kay 

 
Professional Attire 

  
Wednesday, October 20 10:00 am ς 11:00 am Cynthia Kay 

 
Projecting Professionalism  

 
On-demand  On-demand Tawnya Mitchell 

 

 

 

 

 

(Continued) 

Professional Development Track  

http://webapps2.harriscountytx.gov/hctraining/
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Course  Date  Time  Instructor  

 
Racial Bias: Recognize, 

Rehabilitate, and Release 
 

 
Wednesday, September 8 

Friday, October 1 
Wednesday, November 3 

Friday, December 10 
 

10:00 am ς 11:30 am 
10:00 am ς 11:30 am 
2:00 pm ς 3:30 pm 

10:00 am ς 11:30 am 

Cheronda Bryan 

Respect: Communicating 
Across Differences 

Friday, November 12 9:00 am ς 11:00 am 

 
Cynthia Rocha 

 

 
Setting and Tracking Goals 

  
Friday, November 19 12:00 pm ς 1:00 pm Cynthia Kay 

TCDRS ς Envision Your Financial 
Future  

Thursday, September 9 
Tuesday, October 19 

Tuesday, November 30 
Thursday, December 16 

1:00 pm ς 2:30 pm 
10:00 am ς 11:30 am 
1:00 pm ς 2:30 pm 
1:00 pm ς 2:30 pm 

 
Richard Ashcraft,       

TCDRS 
Representative 

 

TCDRS Overview ς Preparing 
for a Successful Retirement  

Thursday, September 9 
Tuesday, October 12 

Tuesday, November 23 
Tuesday, December 14 

9:00 am ς 10:30 am 
9:00 am ς 10:30 am 
9:00 am ς 10:30 am 
9:00 am ς 10:30 am 

 
Richard Ashcraft,       

TCDRS 
Representative 

 

 
Team Building Strategies 

  
Friday, October 22 9:00 am ς 10:00 am Cynthia Kay 

 
Telephone Etiquette 

  
Wednesday, November 10 1:00 pm ς 2:00 pm Cynthia Kay 

 
The Glass is Half Full! Shifting 
Perception to Achieve Results  

 

Wednesday, October 6 
Wednesday, December 15 

9:00 am ς 12:00 pm 
1:00 pm ς 4:00 pm 

Margaret Johnson  

 
The Positive Impact of 
Emotional Intelligence 

 

Friday, October 29 
Wednesday, December 8 

9:00 am ς 12:00 pm 
9:00 am ς 12:00 pm 

Tawnya Mitchell 

Unconscious Bias and        
Micro-Inequities 

Tuesday, September 14 
Friday, December 3 

9:00 am ς 11:00 am 
9:00 am ς 11:00 am 

 
Cynthia Rocha 

 
 

(Continued) 

Professional Development Track  

http://webapps2.harriscountytx.gov/hctraining/
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Course  Date  Time  Instructor  

 
Under Construction ς 

Punctuation, Grammar, and 
Basic Structure 

  

Friday, September 24 9:00 am ς 12:00 pm Tawnya Mitchell 

 
Understanding Different 

Perspectives 
  

Wednesday, September 22 12:00 pm ς 1:00 pm Cynthia Kay 

 
Using Active Listening at Work 

  
Tuesday, September 14 12:00 pm ς 1:00 pm Cynthia Kay 

 
Walk in Her Shoes  

 

 
Wednesday, September 29 

Friday, October 15 
Friday, November 19 
Friday, December 17 

 

1:30 pm ς 3:00 pm 
10:00 am ς 11:30 am 
10:00 am ς 11:30 am 
10:00 am ς 11:30 am 

Cheronda Bryan 

 
Working with Different 
Communication Styles 

  

Tuesday, December 21 1:00 pm ς 2:00 pm Cynthia Kay 

 
Working with You is Killing Me! 

 
Thursday, December 2 1:00 pm - 3:00 pm 

 
Tawnya Mitchell 

 

Workplace Harassment and 
Discrimination 

Wednesday, October 13 1:00 pm ς 3:00 pm 

 
Cynthia Rocha 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

(Continued) 

Professional Development Track  

http://webapps2.harriscountytx.gov/hctraining/


9                                                                                  Course Catalog: September ð December 2021 
http://webapps2.harriscountytx.gov/hctraining/  

 

 

 

 

 

Course  Date  Time  Instructor  

 
Advanced FMLA and ADA 

  
Tuesday, September 21 9:00 am ς 12:00 pm Alexis Knapp 

 
Basic FMLA 

  

 
Wednesday, December 1 

 
1:00 pm ς 4:00 pm Alexis Knapp 

 
Change and Transition 

Management 
  

Wednesday, September 22 9:00 am ς 10:00 am Cynthia Kay 

 
Coaching for Excellence 

  
Thursday, September 16 9:00 am ς 12:00 pm Margaret Johnson  

 
Decision Making  

  
Friday, December 3 12:00 pm ς 1:00 pm Cynthia Kay 

 
Fair Labor Standards Act: 
Exempt or Non-exempt? 

  

Thursday, November 11 9:00 am ς 11:00 am Alexis Knapp 

 
Harassment Awareness and 

Prevention 
  

Wednesday, September 8 2:00 pm ς 4:00 pm Ashley Thomas 

 
Interviewing 101 

  
Thursday, September 9 9:00 am ς 12:00 pm Amy Castro 

 
Managing Communication in 

the Workplace: How to Create 
a Culture of Communication 

Excellence 
  

Tuesday, October 26 9:00 am ς 12:00 pm Susanne Gaddis 

 
Managing and Resolving 
Conflict in the Workplace 

  

Wednesday, October 6 1:00 pm ς 4:00 pm Richard Lewis 

 

 

 

 

 

 
Management/Supervisor Track  

Supervisors are welcome, with their managerõs approval. 

http://webapps2.harriscountytx.gov/hctraining/
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Course  Date  Time  Instructor  

 
Managing Performance ς Key 

Conversations  
  

Tuesday, October 5 9:00 am ς 12:00 pm Tawnya Mitchell 

 
Mentoring Others 

  

 
Friday, December 17 

 
12:00 pm ς 1:00 pm 

 
Cynthia Kay 

 
Solving Problems and Making 

Decisions  
  

 
Tuesday, October 5 

Thursday, December 9 

 
1:00 pm ς 3:00 pm 
1:00 pm ς 3:00 pm 

 
Tawnya Mitchell 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

(Continued) 

Management/Supervisor Track  

http://webapps2.harriscountytx.gov/hctraining/
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Course  Date  Time  Instructor  

 
Building Relationships  

  
Tuesday, November 2 9:00 am ς 11:00 am Tawnya Mitchell 

 
Building Team and 

Organizational Excellence 
  

Thursday, October 14 9:00 am ς 12:00 pm Walt Natemeyer  

 
Delegating Well 

  
Thursday, October 28 1:00 pm ς 4:00 pm Tawnya Mitchell 

 
Effective Delegation  

  
Tuesday, October 19 9:00 am ς 10:00 am Cynthia Kay 

 
Growing and Cultivating Your 
Next Generation of Leaders 

  

Thursday, December 7 9:00 am ς 12:00 pm Amy Castro 

 
Leadership 101 

  
Tuesday, November 2 1:00 pm ς 4:00 pm Tawnya Mitchell 

 
Leadership and Influence 

  
Tuesday, November 9 9:00 am ς 12:00 pm Amy Castro 

 
Leading and Managing 

  
Tuesday, December 7 1:00 pm ς 4:00 pm  Richard Lewis 

 
Leading at the Edge 

  

 
Friday, September 10 
Thursday, December 9 

 

9:00 am ς 12:00 pm 
9:00 am ς 12:00 pm 

Tawnya Mitchell 

 
Leading Employees to High 

Performance 
  

Tuesday, December 14 9:00 am ς 12:00 pm Walt Natemeyer 

 

 

 

 

 

 

 

  

 

 

 

 

 

Leadership Track  

For mid-managers and above, with managerõs approval. 

 

http://webapps2.harriscountytx.gov/hctraining/
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Õ Button Pushers - Dealing with Difficult Situations 

Õ Diversity Awareness 

Õ Firm Foundations - Basic Punctuations, Sentence Structure and Paragraphing 

Õ Generational Differences 

Õ How Do I Manage My Time? Time Assessment and Improvements 

Õ Projecting Professionalism 

  

 

 

 

¢ƻ ŎƻƳǇƭŜǘŜ ǘƘŜ ŎƭŀǎǎŜǎ ŀōƻǾŜΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ǘƛǘƭŜǎ ǿƘƛŎƘ ŀǊŜ ŘƛǊŜŎǘƭȅ ƭƛƴƪŜŘ ǘƻ ōŜƎƛƴΦ  

 

 

 

 

 

 

On -Demand Classes  

http://webapps2.harriscountytx.gov/hctraining/
https://tm2consultingsolutions.digitalchalk.com/learn/harris-county-on-demand-button-pushers
https://tm2consultingsolutions.digitalchalk.com/learn/diversity-awareness-1
https://tm2consultingsolutions.digitalchalk.com/learn/hc-hrrm-firm-foundations
https://tm2consultingsolutions.digitalchalk.com/learn/copy-of-harris-county-generational-differences
https://tm2consultingsolutions.digitalchalk.com/learn/harris-county-how-do-i-manage-my-time
https://tm2consultingsolutions.digitalchalk.com/learn/harris-county-on-demand-projecting-professionalism
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PLEASE NOTE:  REGISTRATION IS REQU IRED. 
 

8:00 AM ð 12:0 0 PM 
 

 

DATES 

 
September 1st  

 

September 15th  September 29th  

 
October 13th  

 

 
October 27th  

 

 
November 3rd  

 

 
November 17th   

 

 
December 1st  

 

 
December 15th  

 
 

 

 
All new employees are welcome to one of these sessions.  Learn about your health care benefits, payroll, 
retirement benefits, your rights and responsibilities as an employee, career development programs, and other 
Harris County services. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

 

 

 

 

 

New Employee Orientations  

http://webapps2.harriscountytx.gov/hctraining/
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al l 713 -274 -54 35 for more information.  
 

 

REGISTRATION FOR A R ETIREMENT SEMINAR IS  BY INVITATION ONLY  
AND REQUIRED .  IF YOU HAVE ALREA DY ATTENDED, YOU MAY  REGISTER 

FOR ANOTHER ONE, BUT  ATTENDANCE IS ON YOU R OWN TIME . 

 
8:00 AM  ð 4:00 PM  

(Registration will begin Monday, September 27, 2021) 
 

 

DATES 
 

October 7th  
 

 
October 21st  

 
November 4th  

 

 
November 18th  

 
December 2nd       

 
December 16th  

 

 

Learn about your TCDRS account, post-retirement benefits and insurance, health and wellness issues, 
social security, wills and probate, the required forms and process, and other services for future retirees. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Ema il HRRMTraining@bmd.hctx.net  for more  information . 
 

Retirement Se minars  

http://webapps2.harriscountytx.gov/hctraining/
mailto:HRRMTraining@bmd.hctx.net
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Are you a notary needing a refresher course or would like to become a notary for the first time?  This online 
course will review the steps required to become a Texas notary.  Learn the nine basic steps every notary must 
follow when   performing notarial acts along with the powers and duties as authorized by Texas law.   
  
 
Also, learn how to: 
ü identify prohibited notarial acts and avoid notarial misconduct;  
ü avoid conflicts of interest when performing notarial acts; 
ü handle unlawful notarial requests;  
ü identiŦȅ ǘƘŜ ǘƘǊŜŜ ŀƭƭƻǿŀōƭŜ ƳŜǘƘƻŘǎ ŦƻǊ ŀ ŘƻŎǳƳŜƴǘΩǎ ǎƛƎƴŜǊΤ 
ü detect altered identification documents; 
ü properly use your Texas notary stamp, seal, and record book; 
ü record the required information in your notary record book; 
ü properly correct notarial record book entries;  
ü identify different types of notarial acts;  
ü identify which documents can and cannot be notarized and when to refuse;  
ü comply with electronic notarization laws;  
ü And much, much more!  

 
 
 
 
 
 
 
 

 

 

 

 

 

 

Online Notary Training  

 To register email: HRRMTraining@bmd.hctx.net  

http://webapps2.harriscountytx.gov/hctraining/
mailto:HRRMTraining@bmd.hctx.net
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COURSES WITH AN ASTE RISK *  ARE OPEN TO MANAGERS/SUPERVISORS  ONLY.  
Topics and presenters are subject to change or cancellation without notice. 

 

 
Addressing Unconscious Bias 
(Instructor: Cynthia Kay) 
This program is valid for 1.0 PDCs for the SHRM-CP® or SHRM-SCP®. 

First step is being aware of bias; we all have them.  Bias can be implicit in regards to race, ethnicity, religion, 
sexual orientation, disability, age, weight and several other forms and appear unconsciously in different 
situations.  Understand the nature and origin of bias and the way it can negatively affect others.  Become 
aware of you own flaws to hold yourself accountable, prioritize your growth rather than being right, and 
understand why addressing bias is beneficial to both yourself and society.   

 
*Advanced FMLA and ADA 
(Instructor: Alexis Knapp) 
This program is valid for 3.0 PDCs for the SHRM-CP® or SHRM-SCP®. 

The Family & Medical Leave Act and Americans with Disabilities Act are both very complex laws.  Come 
prepared to engage in lively discussions!  We will compare and contrast the protections under both laws; 
discover the reasons why designating FMLA is crucial; identify legal strategies for dealing with potentially 
abusive situations; and practice recognizing ADA and FMLA issues in the workplace and developing 
appropriate responses to them.  Dealing with employee health issues is never easy.  It takes compassion.  
But it also takes confidence to know that what you say and do is allowed under the law.  This class will give 
you that confidence!  You will have plenty of opportunities to ask questions and discuss possible solutions 
to current issues you may be facing.   

 
!ƭƭ {ǘǊŜǎǎŜŘ ¦Ǉ ŀƴŘ bƻ ²ƘŜǊŜ ǘƻ DƻΗ ¢ŜŎƘƴƛǉǳŜǎ ŦƻǊ CƛƎƘǘƛƴƎ ²ƘŀǘΩǎ CƛƎƘǘƛƴƎ ¸ƻǳ  
(Instructor: Susanne Gaddis) 
This program is valid for 3.0 PDCs for the SHRM-CP® or SHRM-SCP®. 

Learn the skills and attitudes necessary to communicate effectively and how to increase your "emotional 
vocabulary" able to communicate how you really feel. Learn the difference between appropriate and 
inappropriate emotional expression in the workplace. Identify the negative impact that prolonged stress can 
have on your body and behavior. Learn tools and strategies to help you make a profoundly positive 
difference in the morale, productivity, and stress level personally and professionally.  Walk away with a solid 
understanding of the power you have to make healthy communications choices. 
 

America: The Land of (Disparate) Opportunity 
(Instructor: Cheronda Bryan) 
This program is valid for 1.5 PDCs for the SHRM-CP® or SHRM-SCP®. 

Explore the impact of socioeconomic Ǉƻǎƛǘƛƻƴ ƻƴ ŀ ǇŜǊǎƻƴΩǎ ǉǳŀƭƛǘȅ ƻŦ ƭƛŦŜ and the probable effects on life 
outcomes at the intersections of various demographic characteristics.  Cultivate skills in recognizing 
privileges in society and how those privileges translate into economic advantage. 
 
 

 
 

Course Descriptions  

 

http://webapps2.harriscountytx.gov/hctraining/
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*Basic FMLA  
(Instructor: Alexis Knapp) 
This program is valid for 3.0 PDCs for the SHRM-CP® or SHRM-SCP®. 

Part of your responsibility as a supervisor is to recognize situations that may qualify for protection under the 
Family & Medical Leave Act (FMLA) to ensure that the County complies with the law.  In this interactive 
session, we will identify the FMLA qualifying events; define the three major FMLA protections; distinguish 
the protections provided by FMLA from those provided under Americans with Disabilities Act (ADA); and 
discover the reasons why designating FMLA is so important.  You will have plenty of opportunities to ask 
questions and discuss possible solutions to any FMLA issues you may be facing.   

 
Building a Diverse Workplace 
(Instructor: Cynthia Kay) 
This program is valid for 1.0 PDCs for the SHRM-CP® or SHRM-SCP®. 

Understand the importance and knowledgeable of biases and the importance of diversity.  Diversity is 
important as a way to prevent echo chambers and leads to increased creativity, innovation, problem-solving, 
and business reputation.  Learn ways to build a diverse workplace and how to target underrepresented 
groups.  Define a workplace that is inclusive where employees are treated on an equal basis.  Understand 
the importance of listening to employees on diversity issues and how to make an effort to create a positive 
change.  

 
*Building Relationships  
(Instructor: Tawnya Mitchell) 
This program is valid for 3.0 PDCs for the SHRM-CP® or SHRM-SCP®. 

Relationships can make or break your influence as a leader.  Instilling trust, being a good listener, and being 
likeable are three key skills for building good relationships.  !ǎǎŜǎǎ ȅƻǳǊ άƭƛƪŜŀōƛƭƛǘȅέ ŀƴŘ ǳƴŘŜǊǎǘŀƴŘ ŦŀŎǘƻǊǎ 
that affect it with interacting with others.  Understand the impact listening has on your leadership 
relationships.  Recognize and discuss ten actions that can be taken to become a better leader listener and 
identify factors affecting trust and how to use them to more effectively build trust.  

 

*Building Team and Organizational Excellence 
(Instructor: Walt Natemeyer) 
This program is valid for 3.0 PDCs for the SHRM-CP® or SHRM-SCP®. 
[ŜŀǊƴ Ƙƻǿ ǘƻ ŜȄŀƳƛƴŜ ŀƴŘ ŀǎǎŜǎǎ ȅƻǳǊ ǘŜŀƳǎΩ ŜŦŦŜŎǘƛǾŜƴŜǎǎ ŀƴŘ ƛŘŜƴǘƛŦȅ ƻǇǇƻǊǘǳƴƛǘƛŜǎ ŦƻǊ ƛƳǇǊƻǾŜƳŜƴǘΦ  
!ƴŀƭȅȊŜ ǾƛŘŜƻ ŎŀǎŜǎ ǘƻ ŘŜǾŜƭƻǇ ŀ άǇŀǎǎƛƻƴ ŦƻǊ ŜȄŎŜƭƭŜƴŎŜέ ŀƴŘ ǊŜǾƛŜǿ ƪŜȅ ƻǊƎŀƴƛȊŀǘƛƻƴŀƭ ŦŀŎǘƻǊǎΦ 

 

Button Pushers ς Dealing with Difficult Situations 
This course is available through On-Demand 
(Instructor: Tawnya Mitchell) 
LŘŜƴǘƛŦȅ ǘƘŜ ǘƻǇ ŦƛǾŜ άōǳǘǘƻƴ ǇǳǎƘƛƴƎέ ǎƛǘǳŀǘƛƻƴǎ ŀƴŘ ŘƛǎŎǳǎǎ ǿƘȅ ǎƛǘǳŀǘƛƻƴǎ ƻŦǘŜƴ ŜǎŎŀƭŀǘŜ ǘƻ ŎƻƴŦƭƛŎǘ ǊŀǘƘŜǊ 
than resolution.  Learn appropriate non-escalating interventions and practice techniques with peer critique 
and discussion. 
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*Change and Transition Management 
(Instructor: Cynthia Kay) 
This program is valid for 1.0 PDCs for the SHRM-CP® or SHRM-SCP®. 

What are the differences between change and transition? Stakeholders are those who are affected by the 
change and need to be informed every step of the way in order to ensure the changes are handled with care.  
Communication is key so that employees involved are not left in the dark and come back to an organization 
that is completely different which will lead to feelings of shell shocked and discontent.  Learn and understand 
the three components and stages of transition. 

 
Change Your Attitude ς Change Your Life 
(Instructor: Susanne Gaddis)  
This program is valid for 3.0 PDCs for the SHRM-CP® or SHRM-SCP®. 

Learn how our attitudes impact every aspect of our lives, and recognize that our attitudes are choices we 
can make.  Also, learn how to change bad attitudes to those that are more empowering and helpful, how to 
create a team with a stronger positive attitude, and how to translate our attitudes into actions. 

 
*Coaching for Excellence 
(Instructor: Margaret Johnson) 
This program is valid for 3.0 PDCs for the SHRM-CP® or SHRM-SCP®. 

Learn strategies to inspire commitment, build new competencies, and promote persistence to make sure 
changes and learning last.  Also, identify how to effectively implement change in the environment to reward 
learning and remove barriers. 

 
Conflict Resolution 
(Instructor: Cynthia Kay) 
This program is valid for 1.0 PDCs for the SHRM-CP® or SHRM-SCP®. 

Conflict can range from disagreeing verbally to physical altercations.  It is important to realize conflict is not 
necessarily a bad thing.  Conflict can be an opportunity for growth, which is why it is important to know how 
to properly handle conflict.  Learn strategies to avoid escalation, clarify the issue, look beneath the surface, 
and come to a solution for all involved. 

 
Conflict Strategies 
(Instructor: Tawnya Mitchel) 
This program is valid for 3.0 PDCs for the SHRM-CP® or SHRM-SCP®. 

Conflict happens.  It cannot be eliminated, but it can be disruptive and counter-productive when handled 
poorly.  To maintain order in the workplace, conflict resolution strategies are essential. Identify your 
dominant method for dealing with conflict and explore the positives of engaging in dynamic, integrated 
conflict resolution.  Through interactive activities, discover how to navigate strategically through 10 different 
work-based scenarios and identify methods to integrate and encourage more collaboration toward a solution in 
most situations.  
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Cultural Sensitivity 
(Instructor: Cynthia Kay) 
This program is valid for 1.0 PDCs for the SHRM-CP® or SHRM-SCP®. 

Cultural sensitivity is an understanding of why different cultures are valuable and why we should respect 
each other and provide opportunities for equality.  Recognize the differences and how they play a part in 
society.  Being culturally sensitive leads to better communication and better connections with other people 
and goes a long way to challenge biases and become more sensitive. 

 
Customer Service 
(Instructor: Cynthia Kay) 
This program is valid for 1.0 PDCs for the SHRM-CP® or SHRM-SCP®. 

Learn what good and bad customer service looks like and why it is important.  Practice active listening, 
empathy, positive language, and conflict resolutions skills. 

 
*Decision Making 
(Instructor: Cynthia Kay) 
This program is valid for 1.0 PDCs for the SHRM-CP® or SHRM-SCP®. 

Decisions are shaped by our emotions, biases, and past experiences.  Learn the decision making process to 
acknowledge that there is a decision to be made.  Gather necessary information and identify alternatives to 
look for different paths.  Understand the how to weigh the evidence and be objective.  Learn how to take 
action and review the decision made and its consequences. 

 
*Delegating Well 
(Instructor: Tawnya Mitchell) 
This program is valid for 3.0 PDCs for the SHRM-CP® or SHRM-SCP®. 

Effective delegation is a necessary ingredient in successful leadership.  Without the ability to delegate, a 
leader will constantly battle keeping up with all that must be done.  This session will assist leaders in 
developing and maximizing their team resources.  Understand the importance of effective delegation as well 
ŀǎ ǘƘŜ ǇǊƻōƭŜƳǎ ŀǎǎƻŎƛŀǘŜŘ ǿƛǘƘ ƭŀŎƪ ƻŦ ŘŜƭŜƎŀǘƛƻƴ ƻǊ ǇƻƻǊ ŘŜƭŜƎŀǘƛƻƴΦ  [ŜŀǊƴ ǘƻ ŎƻƳƳǳƴƛŎŀǘŜ ǘƘŜ άǿƘȅέ 
and the need for every delegated task.  Define and practice proper delegation steps and discussions, plan a 
delegation of task taken from work-based need, and develop an action plan for future delegation 
discussions. 
 

Diversity and Inclusion Awareness 
(Instructor: Cynthia Rocha)  
This program is valid for 2.0 PDCs for the SHRM-CP® or SHRM-SCP®. 

Diversity and inclusion is the key component in any organization's business strategy.  Through this interactive 
session, learn how diversity plays a key role in creating an inclusive work environment.  We will address the 
different dimensions of diversity and help participants understand diversity goes beyond race and gender.  
Understand how differences can create a better workplace where innovation and creativity thrive.  Learn to 
build inclusive leadership skills to make effective change and achieve equity at all levels.  
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Diversity Awareness 
(Instructor: Tawnya Mitchell)  

This course is also available through On-Demand and online 
Today more than ever before, we engage with a variety of cultures.  Understanding the cultural dimensions 
that exist in every culture will assist us in understanding behaviors and adapting our communication style to 
increase the effectiveness of our interactions.  Define and identify the six cultural dimensions found in the 
research of Geert Hofstede and provide ways to apply information about the dimensions to specific business 
interactions.  Explore how differences in perceptions of the cultural dimensions may occur and how they 
can manifest in business interactions.  Discuss and develop personal plans to adjust behaviors to 
accommodate differences in the workplace. 
 

*Effective Delegation 
(Instructor: Cynthia Kay) 
This program is valid for 1.0 PDCs for the SHRM-CP® or SHRM-SCP®. 

Learn and understand why delegating is hard.  Gain knowledge of the positive sides of effective delegation 
and how this can relieve stress.  Learn how shared responsibility can build self-efficiency within employees.  
Become knowledgeable on what to delegate, how to use employeesΩ strengths and weaknesses, and learn 
to establish clear communication.   
 

Effective Goal Setting  
(Instructor: Richard Lewis) 
This program is valid for 3.0 PDCs for the SHRM-CP® or SHRM-SCP®. 

Learn how to develop achievable goals.  Explore professional and organizational goals, learn the process of 
setting them, and discover ways to evaluate their effectiveness. 

 
Emotional Intelligence 
(Instructor: Cynthia Kay) 
This program is valid for 1.0 PDCs for the SHRM-CP® or SHRM-SCP®. 

Define emotional intelligence and learn how to better communicate and connect with others.  Learn 
techniques and strategies to improve emotional intelligence.  Develop self-awareness and social awareness, 
practice mindfulness skills, and practice introspection regarding emotions on what they mean and why they 
occur. 

 
*Fair Labor Standards Act: Exempt or Non-Exempt? 
(Instructor: Alexis Knapp) 
This program is valid for 2.0 PDCs for the SHRM-CP® or SHRM-SCP®. 

If you are responsible for classifying positions as exempt or non-exempt under the Fair Labor Standards Act, 
this class is an absolute must.  We will identify the four major exemptions under the FLSA and the                 
multi-factor tests used for classifying positions.  You will also learn best practices for getting it right!  
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Firm Foundations ς Basic Punctuation, Sentence Structure, and Paragraphing 
This course is available through On-Demand 
(Instructor: Tawnya Mitchell) 

Go back to the foundational elements of writing.  Refresh your knowledge of the basic parts of speech and 
how they work together to formulate effective written communication.  Learn how to build well-written, 
effective sentences.  Practice using grammar, usage, and punctuation.  Also, review elements of basic 
punctuation and simple paragraph structure. 

 
Generational Differences 
This course is available through On-Demand 
(Instructor: Tawnya Mitchell) 

Four different generations are now working side-by-side in America and each has a set of characteristics and 
preferences.  In this course, we will define and identify the four generations and explore the behavioral 
characteristics and preferences of each generation.  We will also identify how those differences in 
generational preferences may arise in business interactions and develop personal plans to adjust our 
behaviors to accommodate differences. 

 
Generational Issues in the Workplace 
(Instructor: Richard Lewis)  
This program is valid for 3.0 PDCs for the SHRM-CP® or SHRM-SCP®. 

Discuss how age differences impact leading and managing in complex organizations.  Examine how age 
cohort influences our culture, work styles, professional orientation, and social etiquette.  Identify and discuss 
generational issues that negatively affect organizations.  Learn techniques and strategies that enhance the 
ability of leaders to successfully manage and motivate individuals from various age groups. 

 
Getting to the Root of the Problem 
(Instructor: Margaret Johnson)  
This program is valid for 3.0 PDCs for the SHRM-CP® or SHRM-SCP®. 

Examine interpersonal relationships as well as business processes and procedures to determine the root 
cause of problems and issues. Learn and practice problem-solving techniques to apply to all work concerns 
and develop plans of action for resolution. 

 
*Growing and Cultivating Your Next Generation of Leaders  
(Instructor: Amy Castro)  
This program is valid for 3.0 PDCs for the SHRM-CP® or SHRM-SCP®. 

Becoming a leader does not happen overnight.  Taking the time to grow and cultivate your next generation 
of leaders must be done NOW!  Learn how to identify potential leaders, create a leadership development 
plan, and identify mentoring, training, and other opportunities to develop key staff members into leaders. 
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*Harassment Awareness and Prevention 
(Instructor: Alexis Knapp) 
This program is valid for 2.0 PDCs for the SHRM-CP® or SHRM-SCP®. 

Part of your responsibility as a supervisor is to prevent illegal harassment in the workplace.  You have to 
recognize harassment to be able to do that!  In this interactive session, we will identify all of the legally 
protected characteristics; discuss what is and what is not illegal harassment; explore cultural influences that 
affect our behavior at work; and recognize your role in preventing harassment.  After conquering that 
information, we will analyze the steps to take if you receive a report of harassment.  You will have plenty of 
opportunities to ask questions, role-play, and discuss possible solutions to hypothetical situations. 

 
How Do I Manage My Time? Time Management Assessment and Improvements  
This course is available through On-Demand 
(Instructor: Tawnya Mitchell) 

Review a quick and easy-to-use tool for identifying your personal time management style. The                          
self-ŀǎǎŜǎǎƳŜƴǘ ƳŜŀǎǳǊŜǎ ŀƴ ƛƴŘƛǾƛŘǳŀƭΩǎ preference for one or more of the four basic behavioral styles.  
Learn how to capitalize on your strengths and understand how to avoid potential time management trouble 
spots.  Identify ways to improve interaction with others who have different time management styles. 

 
Improving Morale 
(Instructor: Cynthia Kay) 
This program is valid for 1.0 PDCs for the SHRM-CP® or SHRM-SCP®. 

Learn the importance of morale for improved effectiveness and higher life/work satisfaction.  Learn tips and 
techniques to improve moral and develop a vision for your team to show you care.  Communicate and listen 
to team member and affirm and reinforce positive behaviors. 

 
Interpreting Body Language 
(Instructor: Cynthia Kay) 
This program is valid for 1.0 PDCs for the SHRM-CP® or SHRM-SCP®. 

Body language is non-ǾŜǊōŀƭ ōǳǘ ƛǘ ƛǎ Ƨǳǎǘ ŀǎ ƛƳǇƻǊǘŀƴǘ ŀǎ ǾŜǊōŀƭ ŎƻƳƳǳƴƛŎŀǘƛƻƴΦ  {ƻƳŜƻƴŜΩǎ ōƻŘȅ ƭŀƴƎǳŀƎŜ 
can indicate emotions, intentions and future behaviors.  Body language includes facial expressions, body 
posture, eye contact, gestures, and body positions.  Learn the common interpretations and their meanings 
for different types of body language.   

 
* Interviewing 101 
(Instructor: Amy Castro)  
This program is valid for 3.0 PDCs for the SHRM-CP® or SHRM-SCP®. 

Learning how to conduct an employment interview effectively is a crucial step to hiring the best candidates.  
A well planned, thorough interview process helps ensure you learn what you need to know about the 
candidates and gives candidates the chance to identify if your organization and the job is a good fit for them! 
Learn a ten step Effective Interviewing Process that will ensure you hire the right fit person for any open 
position.  Define the three success characteristics, develop effective interview questions and benchmark 
responses, and identify the importance of taking a standardized approach to interviewing. 
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Invest in Your Debt ς Failsafe Financial Planning 
(Instructor: Tom Watson) 

Learn to eliminate personal debt quickly by using a unique debt elimination strategy.  Discover ways to save 
10-30% of income monthly and ways to turn debt into savings.  Learn to have less stress on and off the job 
without having to worry about money problems and become more productive without sacrificing your 
quality of life. 
 

Invisible Disabilities 
(Instructor: Cynthia Kay) 
This program is valid for 1.0 PDCs for the SHRM-CP® or SHRM-SCP®. 

Learn what is an invisible disability is.  Physical, mental or neurological conditions that are not visible from 
the outside can affect their daily life.  Learn what person-first language is and how to define the person as a 
person rather than defining them by their disability.  Learn to identify some of the common invisible 
disabilities. 

 
*Leadership 101 
(Instructor: Tawnya Mitchell)  
This program is valid for 3.0 PDCs for the SHRM-CP® or SHRM-SCP®. 

Address everything from trust to perception to attitude to give new and experienced leaders and managers 
the tools and techniques for developing and refining their skills. Learn to make better decisions and improve 
performance.  Identify key characteristics of leaders and learn how to build trust and confidence with 
employees.  Learn how to promote teamwork, act decisively, and demonstrate leadership in a crisis. 

 
*Leadership and Influence 
(Instructor: Amy Castro)  
This program is valid for 3.0 PDCs for the SHRM-CP® or SHRM-SCP®. 

They say that leaders are born, not made. While it is true that some people are born leaders, some leaders 
are born in the midst of adversity.  Learn the techniques of true Leadership and Influence to build the 
confidence it takes to take the lead.  The more experience you have acting as a genuine leader, the easier it 
will be for you.  It is never easy to take the lead, as you will need to make decisions and face challenges, but 
it can become natural and rewarding. 

 
*Leading and Managing 
(Instructor: Richard Lewis) 
This program is valid for 3.0 PDCs for the SHRM-CP® or SHRM-SCP®. 

Focus on developing leaders within your organization.  Explore leadership strengths and weaknesses.  Team 
building, goal setting, effective communication, and strategic planning are addressed.  Explore 
organizational change and learn how to assess the ability for leading change initiatives. 
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