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Business Courses 

Help Desk/Customer Service  
200 hours/12 Months/Self-Paced 

B101- Course with Exam:   ............................................................................................................. $2,699.00 

These online training programs include interactive features and downloadable course materials that are 
powerfully engineered to ease IT, help desk and support professionals' training experience - making 
training and certification faster, more convenient and less expensive than traditional training classes.   
As a Customer Service Representative, you are often the only point of contact for the customer. To  
him or her - you are the company. This curriculum will help you and your teams make the most of  
every interaction and help you to provide the best possible service to your customers, every time. 

Professional Human Resources (HRCI/PHR) 
175 hours/12 Months/Mentor Supported 

B102- Course with Exam:   ............................................................................................................. $2,749.00 

The understanding of the functions of HR in business management is necessary to insure that an 
organization will always meet the needs of its workers, while minimizing the organizations liability. 
Business management in HR dictates that the needs of the organization and the needs of the employee 
be brought into alignment to insure the future of the organization 

PHR® certification (Professional in Human Resources certification), from the Human Resource 
Certification Institute (HRCI®), recognizes professionals who are globally distinguished for their thorough 
knowledge of the technical and operational aspects of human resource practices, U.S. laws and 
regulations. PHR certification professionals possess knowledge and proficiency in implementing and 
evaluating recruitment, hiring, orientation, succession planning, retention, and organizational exit 
programs necessary to ensure the workforce’s ability to meet the organization’s goals and objectives. 

Achieving and maintaining PHR certification is no easy task. This HR certification requires professionals 
to successfully complete the PHR certification testing and demonstrate a mastery of the body of 
knowledge in the field. To be eligible to sit for the PHR certification exam, professionals need to have a 
tactical/logistical orientation, focus on program implementation and must be able to document hands-on 
experience. This human resources certification exam can last up to four hours with over 220 questions 
and is based on the HRCI’s body of knowledge. For more information on the requirements, you can visit: 
http://www.hrci.org/2011_Exam_Eligibility/    

Beginning with the May-June 2011 exam testing period, the exam eligibility requirements for the PHR, 
SPHR and GPHR will change. 

Sales and Consulting Professional  
250 Hours/12 Months/Self-Paced 

B103- Course:   ............................................................................................................................... $2,499.00 

Master the art of selling!  Our comprehensive range of sales and consulting training modules are built into 
a complete library that equips you with all the skills you need to be successful at Selling.  Consider how 
the following definitions relate to a successful career in sales: Principle - a rule or code of conduct; 
Strategy - a careful plan or method especially for achieving an end; and Skill - a developed or acquired 
ability. These three terms help describe the difference between sales as a profession, and sales as 
simply a job.  Whether you are inside sales, a field sales rep or seasoned sale executive this program will 
sharpen your skills in the highly competitive corporate world of today. 

 

http://www.hrci.org/2011_Exam_Eligibility/
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Certified Associate in Project Management-CAPM 
120 Hours/12 Months/Instructor Supported/Materials Included 

B104- Course with Exam:  .............................................................................................................. $2,799.00 

Learn to master the most proven methods in project management as well as exciting new techniques 
emerging from current industry and today's most recent research. This course introduces manual 
techniques perfected during the past 50 years and progressive automated techniques, all consistent with 
the latest PMBOK Guide and integrated with Microsoft Project 2010. The course's focused approach is 
ideal for building strong portfolios that showcase project management skills for future interviews.  

All course content is consistent with the knowledge areas and processes of the latest fourth edition of the 
PMBOK Guide to give readers an advantage in becoming Certified Project Management Professionals 
(PMP) if they choose.   

This course includes a 60 day trial version of Microsoft® Project 2010 at no additional cost. The  
practical use of this key project management application is fully integrated into the course and textbook. 

This course prepares you to take the CAPM exam and is included. 

Certified Associate in Project Management (CAPM)  
with Leadership and Goals Attainment 
280 Hours/12 Months/Instructor Supported/Materials Included 

B105- Course with Exam:   ............................................................................................................. $3,695.00 

Learn to master the most proven methods in project management as well as exciting new techniques 
emerging from current industry and today's most recent research. This course introduces manual 
techniques perfected during the past 50 years and progressive automated techniques, all consistent with 
the latest PMBOK Guide and integrated with Microsoft Project 2010. The course's focused approach is 
ideal for building strong portfolios that showcase project management skills for future interviews.  

All course content is consistent with the knowledge areas and processes of the latest fourth edition of the 
PMBOK Guide to give readers an advantage in becoming Certified Project Management Professionals 
(PMP) if they choose.   

This course includes a 60 day trial version of Microsoft® Project 2010 at no additional cost. The practical 
use of this key project management application is fully integrated into the course and textbook. 

This course prepares you to take the CAPM exam and is included. 

Looking for ways to make your company great, motivate your employees, and grow profits? Then 
Leadership & Goal Attainment is the course for you. In the first part of this course you will learn how 
relational leadership is not just a theory or a buzzword, but a way of managing through relationship-
building to bring out the very best in one's employees. You will see how some executives succeeded 
where others failed and take advantage of those lessons of success to create your own. 

Business Management and Leadership 
340 Hours/12 Months/Self-Paced/Materials Included 

B106- Course:  ................................................................................................................................ $2,449.00 

Do you want to enhance your business management skills? Are you interested in working toward a  
career as a business development specialist or in one of many other exciting careers in business?  

Whether you already work as a business development specialist or want to improve your business 
management skills, this distance learning course can help you learn quality business skills that could  
lead to one of many money-making careers in business. Looking for ways to make your company great, 
motivate your employees, and grow profits? Then Leadership & Goal Attainment is the course for you. In 
the first part of this course you will learn how relational leadership is not just a theory or a buzzword, but a 
way of managing through relationship-building to bring out the very best in one's employees. You will see 
how some executives succeeded where others failed and take advantage of those lessons of success to 
create your own. 
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Six Sigma (Green/Black/Lean)  
280 Hours/12 Months/Mentor Supported 
B107- Course with Exam:  .............................................................................................................. $3,030.00 

Six Sigma is a highly disciplined, data-driven improvement program that helps companies focus on 
eliminating defects in any process and delivering near-perfect products and services. Six Sigma has been 
globally accepted as a profitable and winning business strategy. More and more companies are 
embracing Six Sigma in a time when competition and sluggish markets have left operational efficiency 
and quality improvement as the only way to protect margins and win customer loyalty. Originally 
developed in Toyotas manufacturing operations, Lean is a continuous improvement approach that 
focuses activities on reducing wastes. Whereas Six Sigma helps companies reduce defects and improve 
quality, Lean thinking helps reduce waste and improve process flow and speed. Due to the 
complementary nature of the Lean approach, many organizations incorporate it into their overall Six 
Sigma strategy. This course will examine how Six Sigma and Lean help organizations achieve their 
strategic goals and why so many successful organizations attribute their success to them. The course  
first introduces the key concepts and contributors associated with Six Sigma, and then moves on to  
basic Lean tools used to identify and remove waste and improve process flow.  

This course is aligned to the ASQ Certified Six Sigma Green Belt certification exam and is 
designed to assist learners as part of their exam preparation. 

Administrative Assistant / Secretary 
160 Hours/12 months/Instructor Supported/Materials Included 

B108- Course with Exam:  .............................................................................................................. $1,149.00 

Many types of offices require the skilled work of a trained office administrative assistant. Administrative 
assistant duties can vary by office, but most often, an administrative assistant is someone who helps to 
keep an office well organized and managed.  

Whether you want to organize your home office, enhance your current skills, or start toward an exciting 
new career, this administrative assistant course is for you! An administrative assistant job description can 
vary, but overall, our course can help you better understand the skills needed to become a qualified 
administrative assistant. 

Upon successful completion of this course, students will be equipped for an entry-level position 
in their field and will be prepared to sit for the NCCB national certification exam. 

Project Management  
120 Hours/12 Months/Instructor Supported/Materials Included 

B109- Course:  ................................................................................................................................ $1,845.00 

Learn to master the most proven methods in project management as well as exciting new techniques 
emerging from current industry and today's most recent research. This course introduces manual 
techniques perfected during the past 50 years and progressive automated techniques, all consistent with 
the latest PMBOK Guide and integrated with Microsoft Project 2010. The course's focused approach is 
ideal for building strong portfolios that showcase project management skills for future interviews.  

All course content is consistent with the knowledge areas and processes of the latest fourth edition of the 
PMBOK Guide to give readers an advantage in becoming Certified Project Management Professionals 
(PMP) if they choose.   

This course includes a 60 day trial version of Microsoft® Project 2010 at no additional cost. The practical 
use of this key project management application is fully integrated into the course and textbook. 

This course prepares you to take the PMP exam, but is not included. 

  

http://www.nccboard.org/
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Project Management for PMP Certification 
120 Hours/12 Months/Instructor Supported/Materials Included 
B110- Course with Exam:   ............................................................................................................. $3,125.00 

Learn to master the most proven methods in project management as well as exciting new techniques 
emerging from current industry and today's most recent research. This course introduces manual 
techniques perfected during the past 50 years and progressive automated techniques, all consistent with 
the latest PMBOK Guide and integrated with Microsoft Project 2010. The course's focused approach is 
ideal for building strong portfolios that showcase project management skills for future interviews.  

All course content is consistent with the knowledge areas and processes of the latest fourth edition of the 
PMBOK Guide to give readers an advantage in becoming Certified Project Management Professionals 
(PMP) if they choose.   

This course includes a 60 day trial version of Microsoft® Project 2010 at no additional cost. The practical 
use of this key project management application is fully integrated into the course and textbook. 

This course prepares you to take the PMP exam and is included. 

Project Management with Leadership and Goals Attainment 
280 Hours/12 Months/Instructor Supported/Materials Included 

B111- Course:  ................................................................................................................................ $2,675.00 

Learn to master the most proven methods in project management as well as exciting new techniques 
emerging from current industry and today's most recent research. This course introduces manual 
techniques perfected during the past 50 years and progressive automated techniques, all consistent with 
the latest PMBOK Guide and integrated with Microsoft Project 2010. The course's focused approach is 
ideal for building strong portfolios that showcase project management skills for future interviews.  

All course content is consistent with the knowledge areas and processes of the latest fourth edition of the 
PMBOK Guide to give readers an advantage in becoming Certified Project Management Professionals 
(PMP) if they choose.   

This course includes a 60 day trial version of Microsoft® Project 2010 at no additional cost. The practical 
use of this key project management application is fully integrated into the course and textbook. 

Looking for ways to make your company great, motivate your employees, and grow profits? Then 
Leadership & Goal Attainment is the course for you. In the first part of this course you will learn how 
relational leadership is not just a theory or a buzzword, but a way of managing through relationship-
building to bring out the very best in one's employees. You will see how some executives succeeded 
where others failed and take advantage of those lessons of success to create your own. 

This course prepares you to take the PMP exam, but is not included. 

Project Management for PMP Certification with Leadership and Goals Attainment 
280 Hours/12 Months/Instructor Supported/Materials Included 

B112- Course with Exam:   .............................................................................................................. $3999.00 

Learn to master the most proven methods in project management as well as exciting new techniques 
emerging from current industry and today's most recent research. This course introduces manual 
techniques perfected during the past 50 years and progressive automated techniques, all consistent with 
the latest PMBOK Guide and integrated with Microsoft Project 2010. The course's focused approach is 
ideal for building strong portfolios that showcase project management skills for future interviews.  

All course content is consistent with the knowledge areas and processes of the latest fourth edition of the 
PMBOK Guide to give readers an advantage in becoming Certified Project Management Professionals 
(PMP) if they choose.   

This course includes a 60 day trial version of Microsoft® Project 2010 at no additional cost. The practical 
use of this key project management application is fully integrated into the course and textbook. 

This course prepares you to take the PMP exam and is included. 
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Looking for ways to make your company great, motivate your employees, and grow profits? Then 
Leadership & Goal Attainment is the course for you. In the first part of this course you will learn how 
relational leadership is not just a theory or a buzzword, but a way of managing through relationship-
building to bring out the very best in one's employees. You will see how some executives succeeded 
where others failed and take advantage of those lessons of success to create your own. 
 
 

Legal Courses 

Paralegal: Legal Professional 
900 Hours/12 Months/Instructor Supported/Materials Included 

L101- Course:  ................................................................................................................................ $3,895.00 

An Introduction to paralegal course makes the paralegal field come alive for the student. It uses real-
world examples, offering practical applications for each concept discussed. In this course each student 
will gain a thorough introduction to not only the legal system in general but also to specific areas of the 
law and the paralegal's integral role as a member of the legal team.  

The Paralegal: Intermediate course provides you with comprehensive, up-to-date information on the use 
of technology by paralegals in all types of legal organizations. It describes basic computer concepts as 
well as more complex skills and software programs, with coverage for Word, Excel, Adobe Acrobat, 
AbacusLaw, CaseMap, HotDocs, Summation iBlaze, Tabs3, TimeMap, TrialDirector, and more.  

Our Paralegal: Advanced course uses hypothetical and real examples to illustrate important points of the 
law and to inspire insight. This course also incorporates extensive coverage of ethical issues and the law. 
Students will learn about international and comparative law in order to give the student essential 
knowledge for today's global marketplace.  

Upon successful completion of our 3 levels of Paralegal courses (900 hours), students will be prepared 
for an entry-level position as a Paralegal and will be prepared to sit for the NALA national certification 
exam to become a Certified Legal Assistant (CLA) or Certified Paralegal (CP). The exam review book 
included with this course will assist you in preparing for the NALA CLA/CP Examination.  

Criminal Justice 
120 hours/12 Months/Instructor Supported//Materials Included 

L102- Course:   ............................................................................................................................... $1,425.00 

Have you been searching for information about criminal justice jobs? Are you interested in careers in 
criminal justice? This course can help you get started! Our criminal justice distance learning course can 
provide training about careers in criminal justice and could be a stepping stone toward getting one of 
many exciting criminal justice jobs.  

We recognize there is an increasing need to fill a variety of jobs in criminal justice fields. We also 
recognize the importance of gaining quality training that can help you be even more prepared for a career 
in criminal justice. That is why our distance learning course provides a thorough introduction about 
careers in criminal justice. This convenient and affordable criminal justice course can help you get the 
training you need to learn more about the exciting world of criminal justice jobs. 

Legal Court Interpreter - Spanish (Advanced) 
160 Hours/16 Weeks/Instructor Supported  

L103- Course:   ............................................................................................................................... $3,449.00 

The Advanced (8-unit) English - Spanish Course for Court Interpreters provides in-depth training to legal 
interpreters. Students are expected to be fully bilingual in both languages. This course offers a 
comprehensive approach to theoretical and practical training for aspiring and working legal interpreters.  
It consists of six major components distributed among eight units. 
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Legal Court Interpreter - Spanish (Basic) 
70 hours/8 Weeks/Instructor Supported  

L104- Course:   ............................................................................................................................... $1,495.00 

The Basic (3-unit) English - Spanish Course for Court Interpreters prepares aspiring bilinguals to 
approach the career of legal interpretation equipped with fundamental skills and knowledge. Students are 
expected to be fully bilingual in both languages. The Basic course has been designed for those aspiring 
interpreters who are preparing to start their career in the field of legal interpretation. To achieve a 
necessary level of qualification to practice the profession, further training is highly recommended. The 
large portion of the Basic course is dedicated to stages of criminal procedures to emulate the approach of 
the Consortium and the Federal Interpreter Program. 

Education Courses 

Paraprofessional Teacher’s Aide  
208 Hours/12 Months/Instructor Supported/Materials Included 

E101- Course with Exam:  .............................................................................................................. $3,605.00 

Let us help you work toward a career as a teacher’s aide. If you love children and want to see them 
succeed educationally, then becoming a teacher aide is for you! This distance learning teacher’s aide 
course can help you learn about a number of teacher’s aide jobs and could help you take the first step 
toward a rewarding, new career as a teacher aide.  

There are a number of teacher’s aide jobs that directly assist teachers, administrators and instructors that 
are vital to the successful education of students of all ages and skill levels. A teacher’s aide is an 
indispensable individual who performs a number of teacher’s aide jobs such as providing instructional and 
clerical support to classroom teachers, meeting with parents, supervising children, or helping teachers set 
up for special projects.  

Instructional Paraprofessional's Training  

Instructional Paraprofessionals play an important role in the classroom. This course gives an overview of 
the role the paraprofessional plays in the assisting the teacher and the students and how the teacher and 
paraprofessional can work together to create effective learning environments. The course will cover how 
to manage the classroom, characteristics of learners and how to support them and ways to improve 
instructional effectiveness. 

This course prepares you for the ETS National Certification. 

TOEFL Test Preparation 
110 Hours/12 Months/Instructor Supported/Materials Included 

E102-Course with Exam:  ............................................................................................................... $1,465.00 

This TOEFL Test Prep Course is packed with everything you need to succeed on the TOEFL test. We 
show you exactly what to expect on the test, tell you precisely how the test is scored and give you 
hundreds of authentic test questions to study for practice. You will receive a textbook, a CD-ROM, and 
access to 2 full-length authentic TOEFL practice tests online. 

Finance Courses 

Banking Management Operations  
100 Hours/12 Months/Mentor Supported 

F101- Course:   .................................................................................................................................. $999.00 

This program acquaints the participants with an in-depth understanding of various knowledge areas that 
are required of banking professionals. The students will be equipped with the knowledge of the various 
banking products, operational aspects, and various technology and regulatory requirements. The 
students will also be provided with essential management and operational technology skills required to 
work effectively.   
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Bookkeeping and Financial Services 
250 hours/12 Months/Mentor Supported 

F102- Course:   ............................................................................................................................... $2,199.00 

The competitive financial services market demands detailed product knowledge and high quality 
customer service. The Financial Services Industry Collection provides a six-part series of courses that 
develops and enhances account representatives' abilities to work with the financial services industry. The 
collection is designed to improve the learners' customer service and sales skills as well as their 
knowledge of the legal aspects affecting the financial services industry.  Our courseware incorporates 
proven learning design methodology for effective and engaging interactive learning. The design of each 
course starts with the definition of learner-focused performance objectives and then proceeds to the 
selection and implementation of instructional strategies and learning activities appropriate for those 
objectives. Frequent practice questions or exercises, along with assessments, measure learners' 
achievement of those objectives.   

The Chartered Tax Professional (CTP®)  
180 hours/18 Months/Instructor Supported/Materials Included 

F103- Course with Exam:  ............................................................................................................... $3,405.00 

Recent economic changes make it more important than ever for taxpayers to claim all of the credits and 
deductions due to them and to pay no more than the exact amount of taxes they owe. As a result, 
qualified tax preparers are in high demand. This nationally recognized program enables you to start 
working and earning money while completing coursework. Upon completion of all 5 income tax courses 
covering individual and small business taxes, the student will earn the CTP® designation. A CTP® is also 
able to prepare returns for small business corporations, partnerships and more complex sole 
proprietorships. AS a CTP®, you will also gain the tax knowledge and experience to start preparation for 
the IRS Enrolled Agent (EA).  

Financial Planning and Wealth Management  
100 Hours/12 Months/Instructor Supported 

 F104- Course:  .................................................................................................................................. $999.00 

This course is designed to prepare students to do paraprofessional work in investment companies, banks, 
insurance companies, or corporations, or to be an assistant to financial planners. It does not train 
students for the Certified Financial Planner certification. However, comprehensive distance learning 
courses cover the key details of the financial planning process.    

Retail Banking  
100 Hours/12 Months/Mentor Supported 

F105- Course:  ................................................................................................................................... $999.00 

This program acquaints the participants with an in-depth understanding of various knowledge areas that 
are required of a modern banking professional. The students will be equipped with the knowledge of the 
various retail banking products, how to effectively sell these products and services, and how to build a 
long-term relationship with their customers. The students will also be provided with essential technology 
skills required to work effectively.   

QuickBooks and Financial Services  
315 Hours/12 Months/Mentor Supported/Materials Included 

F106- Course:  ................................................................................................................................ $3,299.00 

The competitive financial services market demands detailed product knowledge and high quality 
customer service. The Financial Services Industry Collection provides a six-part series of courses that 
develops and enhances account representatives' abilities to work with the financial services industry.  
The collection is designed to improve the learners' customer service and sales skills as well as their 
knowledge of the legal aspects affecting the financial services industry.  Our courseware incorporates 
proven learning design methodology for effective and engaging interactive learning. The design of each 
course starts with the definition of learner-focused performance objectives and then proceeds to the 
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selection and implementation of instructional strategies and learning activities appropriate for those 
objectives. Frequent practice questions or exercises, along with assessments, measure learners' 
achievement of those objectives.   

To succeed in small business, you need great ideas, an entrepreneurial spirit, and competitive products 
or services. You also need one other thing: a good accounting system like QuickBooks. This QuickBooks 
course shows you how to use this popular business finance program to gain a clear view of your finances 
and keep your business in the black. 

Professional Bookkeeping with QuickBooks 
230 Hours/12 Months/Instructor Supported/Materials Included 

F107- Course:  ................................................................................................................................ $2,475.00 

This Professional Bookkeeping course will show you the essentials of record keeping for a small 
business, why it's necessary to track information, and give you a greater understanding of the purpose 
and process of record keeping. Professional Bookkeeping teaches you how to sort through the masses of 
information and paperwork, how to record what is important for a business, and how to use that 
information to grow a business for success. This course helps prepare you to take the NACPB 
Bookkeeping Certification exam. Professional Bookkeeping also assists you in setting up and running a 
thriving home-based bookkeeping business. This course includes 50 lessons on DVD. 

To succeed in small business, you need great ideas, an entrepreneurial spirit, and competitive products 
or services. And one other thing: a good accounting system like QuickBooks. This QuickBooks for Small 
Business course shows you how to use this popular business finance program to gain a clear view of 
your finances and keep your business in the black. 

QuickBooks® for Small Business 
130 Hours/12 Months/Instructor Supported/Materials Included 

F108- Course:  ................................................................................................................................ $1,199.00 

To succeed in small business, you need great ideas, an entrepreneurial spirit, and competitive products 
or services. You also need other thing: a good accounting system like QuickBooks. This QuickBooks for 
Small Business course shows you how to use this popular business finance program to gain a clear view 
of your finances and keep your business in the black. 

NOTE: This course does NOT include the QuickBooks program itself. Students will need to have 
QuickBooks 2010 &/or 2011 already installed on their computers.  

Professional Bookkeeping  
100 Hours/12 Months/Instructor Supported/Materials Included 

F109- Course with Exam:  ................................................................................................................ $1295.00 

This Professional Bookkeeping course will show you the essentials of record keeping for a small 
business, why it's necessary to track information, and give you a greater understanding of the purpose 
and process of record keeping. Professional Bookkeeping teaches you how to sort through the masses of 
information and paperwork, how to record what is important for a business, and how to use that 
information to grow a business for success. This course helps prepare you to take the NACPB 
Bookkeeping Certification exam. Professional Bookkeeping also assists you in setting up and running a 
thriving home-based bookkeeping business. This course includes 50 lessons on DVD. 

This course helps prepare you to take the NACPB Bookkeeping Certification exam. NACPB Bookkeeper 
Certification assures the public that you have full-charge bookkeeping knowledge and skills. You obtain 
the Certification by passing the Uniform Certified Public Bookkeeper Examination. 
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Hospitality Courses 

Dining Room & Banquet Management  
110 Hours/12 Months/Instructor Supported/Materials Included 

H101- Course:  ................................................................................................................................ $1,425.00 

This Dining Room & Banquet Management course is ideal for a student that wants to move into 
hospitality management. Its emphasis is on the service aspects of a business that will distinguish an 
outstanding dining experience. The course includes the history of dining room and banquet service, the 
proper techniques of service, sanitation requirements, and important merchandising concepts. In addition, 
information about reservations, priority seating, and reservations systems is also included. 

Food & Beverage Cost Control  
130 Hours/12 Months/Instructor Supported/Materials Included 

H102- Course:  ................................................................................................................................ $1,625.00 

Food & Beverage Cost Control course provides a practical and comprehensive overview of cost control 
methods for the food service industry and how they can be profitably applied. This course establishes 
useful guidelines for assessing, interpreting, and planning food and beverage operations. Important 
financial information is presented to assist readers in achieving their goals of minimizing expenditures and 
maximizing profits. This course covers unique topics such as “make or buy” decisions, inventory control, 
forecasting, and departmental interaction that give this course a richness and relevance students will 
profit from professionally for years to come.  

Food Service Purchasing 
150 Hours/12 Months/Instructor Supported/Materials Included 

H103- Course:  ................................................................................................................................ $1,595.00 

Food Service Purchasing combines the requisite information on foodservice purchasing and storeroom 
operations, along with financial stewardship. This comprehensive course brings the four most important 
foundations in foodservice purchasing in one course: market and distribution systems, storeroom 
operations, cost controls and comprehensive product information. In addition, this course covers present-
day issues like theft and security, legal and regulatory compliance, and scientific applications like 
aquaculture and genetically modified organisms (GMOs).  

Hospitality: An Introduction  
130 Hours/12 Months/Instructor Supported/Materials Included 

H104- Course:  ................................................................................................................................ $1,579.00 

Hospitality: An Introduction provides a detailed description of the many facets of the Hospitality and 
Tourism sector, including tours and travel, hotels, restaurants, culinary, casino operations, cruises, and 
the recreation and leisure industries. Personal profiles of industry leaders highlight the wide range of 
career opportunities available in the field. This course discusses the Hospitality and Tourism industry's 
evolution toward increased internationalization and integration. Industry vignettes offer a behind-the-
scenes view of real-life job tasks and career success stories. Each module of this course features 
practical case study scenarios, including business and social attitude comparatives, advertising and 
marketing messaging, financial modeling, and competitive analysis formulation. 

Hospitality & Travel Marketing  
200 Hours/12 Months/Instructor Supported/Materials Included 

H105- Course:  ................................................................................................................................ $1,999.00 

This Hospitality & Travel Marketing course has a Global orientation, and whole-industry coverage of 
hospitality and tourism. A focus on destination marketing and others parts of tourism, along with case 
examples from around the world; address the need for global experience in the industry. The content 
draws upon practical experience in the hospitality and travel marketing industry, as well as experience 
from around the globe including the USA, Canada, Europe, Asia, and Australia. Hospitality and Travel 
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Marketing reflects all of the latest trends in the field, including Internet marketing and e-commerce, loyalty 
marketing, brand extension marketing, and destination branding. 

Hotel, Restaurant & Travel Law 
180 Hours/12 Months/Instructor Supported/Materials Included 

H106- Course:  ................................................................................................................................ $1,865.00 

The Hotel, Restaurant & Travel Law course is for students and practicing professionals in hospitality, 
travel and tourism as well as specialized paralegal work. It addresses legal issues confronted by 
managers in the hotel, restaurant, travel and casino industries. The emphasis is on prevention of legal 
violations. By taking this course, managers can appreciate and identify what actions and precautions are 
necessary to avoid, or at least minimize, the number of lawsuits. The course uses the case method, long 
recognized as a helpful approach to learning the often-complicated discipline of law. Students will study 
decisions from actual cases in which hospitality establishments were sued, as well as what legal 
precedents were cited. 

Managing Quality Service in Hospitality 
130 Hours/12 Months/Instructor Supported/Materials Included 

H107- Course:  ................................................................................................................................ $1,215.00 

Managing Quality Service in Hospitality teaches the concept of treating customers as guests and creating 
a "WOW" experience for them. Many other courses in this subject area skip over guest-focused service 
strategy in hospitality or service. This course fully covers the topic of managing hospitality organizations 
by using real life experience from companies like Walt Disney Company, Marriott, Ritz-Carlton, Darden 
Restaurants, Southwest Airlines and many others.  

Each module includes at suggested hospitality activities for students, in which students are encouraged to 
visit local organizations to talk with guests, employees and managers to obtain a variety of perspectives 
on the guest experience. Other activities will have students going to the internet to visit established sites 
for hospitality organizations. 

Real and hypothetical hotels, restaurants, and other business types found in the hospitality industry are 
included as case studies giving the opportunity for reflection on hospitality concepts and principles. The 
"Ethics in Business" segments encourage students to analyze ethical issues associated with each topic.  

Cooking & Catering Management Associate 
450 Hours/12 Months/Instructor Supported/Materials Included 

H108- Course with Exam:  .............................................................................................................. $3,445.00 

Designed by professionals in the field, this in-depth cooking instruction curriculum is also an excellent 
choice for learning the fundamentals of starting a catering business. From preparation to presentation, 
this professional cooking instruction can help you learn how to prepare high quality dishes your clients 
and family will enjoy.  

Our distance learning cooking instruction course offers an entire module on starting a catering business. 
This specialized module can teach you about the seven primary functions of a catering business as well 
as client interaction and business management among other topics. If you've ever considered starting a 
catering business, this cooking instruction course in an excellent place to start. 

This Dining Room & Banquet Management course is ideal for a student that wants to move into 
hospitality management. Its emphasis is on the service aspects of a business that will distinguish an 
outstanding dining experience. The course includes the history of dining room and banquet service, the 
proper techniques of service, sanitation requirements, and important merchandising concepts. In addition, 
information about reservations, priority seating, and reservations systems is also included. 

Upon successful completion of this course, students will be equipped for an entry-level position in their 
field and will be prepared to sit for the NCCB national certification exam. 

The Cooking & Catering Management Associate program includes 2 courses:  

 Cooking & Catering 

 Dining Room & Banquet Management 
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Dining Room Management Associate 
270 Hours/12 Months/Instructor Supported/Materials Included 

H109- Course:  ................................................................................................................................ $3,295.00 

This Dining Room & Banquet Management course is ideal for a student that wants to move into 
hospitality management. Its emphasis is on the service aspects of a business that will distinguish an 
outstanding dining experience. The course includes the history of dining room and banquet service, the 
proper techniques of service, sanitation requirements, and important merchandising concepts. In addition, 
information about reservations, priority seating, and reservations systems is also included. 

The Leadership & Goal Attainment course will help you with setting and achieving your goals. While it can 
be difficult to set truly meaningful and motivational goals, it is one of the most essential steps to business 
success. A goal tells individuals and teams what needs to be accomplished, why it's a priority, and how to 
do it. Even more importantly, setting, working toward and achieving measurable goals is how we all grow 
personally while contributing to organizational success. 

The Dining Room Management Associate program includes 2 courses:  

 Dining Room & Banquet Management 

 Leadership and Goal Attainment 

Event Planning & Hospitality Law Associate 
480 Hours/12 Months/Instructor Supported/Materials Included 

H110- Course with Exam:  .............................................................................................................. $3,445.00 

Event planners need professional caliber information that explains everything from how to decorate, to 
the use of technology, and everything in between. In this course you will learn that information and much 
more. It is through planned events that we remember our shared history, our friends, family, and 
community.  

We include information on greener events, corporate social responsibility, international best practices, 
and the expanding event field. You will also learn how technology, including the use of social media, may 
be harnessed to improve the financial, environmental, and other strategic outcomes of a special event.  

The Hotel, Restaurant & Travel Law course is for students and practicing professionals in hospitality, 
travel and tourism as well as specialized paralegal work. It addresses legal issues confronted by 
managers in the hotel, restaurant, travel and casino industries. The emphasis is on prevention of legal 
violations. By taking this course, managers can appreciate and identify what actions and precautions are 
necessary to avoid, or at least minimize, the number of lawsuits. The course uses the case method, long 
recognized as a helpful approach to learning the often-complicated discipline of law. Students will study 
decisions from actual cases in which hospitality establishments were sued, as well as what legal 
precedents were cited. 

Upon successful completion of this course, students will be equipped for an entry-level position 
in their field and will be prepared to sit for the NCCB national certification exam. 

The Event Planning & Hospitality Law Associate program includes 2 courses:  

 Event Planning & Management 

 Hotel, Restaurant and Travel Law 

Food Purchasing and Cost Controls 
280 Hours/12 Months/Instructor Supported/Materials Included 

H111- Course:  ................................................................................................................................ $3,295.00 

Food Service Purchasing combines the requisite information on foodservice purchasing and storeroom 
operations, along with financial stewardship. This comprehensive course brings the four most important 
foundations in foodservice purchasing in one course: market and distribution systems, storeroom 
operations, cost controls and comprehensive product information. In addition, this course covers present-
day issues like theft and security, legal and regulatory compliance, and scientific applications like 
aquaculture and genetically modified organisms (GMOs).  

http://www.nccboard.org/
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Food & Beverage Cost Control course provides a practical and comprehensive overview of cost control 
methods for the food service industry and how they can be profitably applied. This course establishes 
useful guidelines for assessing, interpreting, and planning food and beverage operations. Important 
financial information is presented to assist readers in achieving their goals of minimizing expenditures and 
maximizing profits. This course covers unique topics such as “make or buy” decisions, inventory control, 
forecasting, and departmental interaction that give this course a richness and relevance students will 
profit from professionally for years to come.  

Event Planning Professional 
710 Hours/12 Months/Instructor Supported/Materials Included 

H112- Course with Exam:  .............................................................................................................. $3,995.00 

Event planners need professional caliber information that explains everything from how to decorate, to 
the use of technology, and everything in between. In this course you will learn that information and much 
more. It is through planned events that we remember our shared history, our friends, family, and 
community.  

We include information on greener events, corporate social responsibility, international best practices, 
and the expanding event field. You will also learn how technology, including the use of social media, may 
be harnessed to improve the financial, environmental, and other strategic outcomes of a special event.  

It's the most important day in many couples’ lives and everything needs to be perfect. With weddings 
becoming larger, costlier and more complex, more than two thirds of engaged couples are turning to 
professional wedding consultants for help. Learn how to combine your creative vision with their individual 
preferences to create the wedding of their dreams. Discover the newest wedding trends and find out how 
to be the first to adopt these new trends. 

This program includes a “Start Your Own Business” class will help you create the business you want. 
Throughout this course you will be working on your business plan and creating a quick comprehensive 
overview of the elements you want in your new business. 

The Event Planning Professional program includes 3 courses:  

 Event Planning & Management 

 Wedding Consultant 

 Start Your Own Business 

Upon successful completion of this course, students will be equipped for an entry-level position 
in their field and will be prepared to sit for the NCCB national certification exam. 

Hospitality and Law Associate  
310 Hours/12 Months/Instructor Supported/Materials Included 

H113- Course:  ................................................................................................................................ $3,295.00 

Hospitality: An Introduction provides a detailed description of the many facets of the Hospitality and 
Tourism sector, including tours and travel, hotels, restaurants, culinary, casino operations, cruises, and 
the recreation and leisure industries. Personal profiles of industry leaders highlight the wide range of 
career opportunities available in the field. This course discusses the Hospitality and Tourism industry's 
evolution toward increased internationalization and integration. Industry vignettes offer a behind-the-
scenes view of real-life job tasks and career success stories. Each module of this course features 
practical case study scenarios, including business and social attitude comparatives, advertising and 
marketing messaging, financial modeling, and competitive analysis formulation. 

The Hotel, Restaurant & Travel Law course is for students and practicing professionals in hospitality, 
travel and tourism as well as specialized paralegal work. It addresses legal issues confronted by 
managers in the hotel, restaurant, travel and casino industries. The emphasis is on prevention of legal 
violations. By taking this course, managers can appreciate and identify what actions and precautions are 
necessary to avoid, or at least minimize, the number of lawsuits. The course uses the case method, long 
recognized as a helpful approach to learning the often-complicated discipline of law. Students will study 
decisions from actual cases in which hospitality establishments were sued, as well as what legal 
precedents were cited. 

http://www.nccboard.org/
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The Hospitality and Law Associate program includes 2 courses:  

 Hospitality: An Introduction 

 Hotel, Restaurant and Travel Law 

Hospitality Management Associate  
260 Hours/12 Months/Instructor Supported/Materials Included 

H114- Course:  ................................................................................................................................ $3,295.00 

Hospitality: An Introduction provides a detailed description of the many facets of the Hospitality and 
Tourism sector, including tours and travel, hotels, restaurants, culinary, casino operations, cruises, and 
the recreation and leisure industries. Personal profiles of industry leaders highlight the wide range of 
career opportunities available in the field. This course discusses the Hospitality and Tourism industry's 
evolution toward increased internationalization and integration. Industry vignettes offer a behind-the-
scenes view of real-life job tasks and career success stories. Each module of this course features 
practical case study scenarios, including business and social attitude comparatives, advertising and 
marketing messaging, financial modeling, and competitive analysis formulation. 

Managing Quality Service in Hospitality teaches the concept of treating customers as guests and creating 
a "WOW" experience for them. Many other courses in this subject area skip over guest-focused service 
strategy in hospitality or service. This course fully covers the topic of managing hospitality organizations 
by using real life experience from companies like Walt Disney Company, Marriott, Ritz-Carlton, Darden 
Restaurants, Southwest Airlines and many others.  

Each module includes at suggested hospitality activities for students, in which students are encouraged to 
visit local organizations to talk with guests, employees and managers to obtain a variety of perspectives 
on the guest experience. Other activities will have students going to the internet to visit established sites 
for hospitality organizations. 

Real and hypothetical hotels, restaurants, and other business types found in the hospitality industry are 
included as case studies giving the opportunity for reflection on hospitality concepts and principles. The 
"Ethics in Business" segments encourage students to analyze ethical issues associated with each topic.  

The Hospitality Management Associate program includes 2 courses:  

 Hospitality: An Introduction 

 Managing Quality Service in Hospitality 

Hospitality Marketing Expert 
670 Hours/12 Months/Instructor Supported/Materials Included 

H115- Course:  ................................................................................................................................ $3,999.00 

Hospitality: An Introduction provides a detailed description of the many facets of the Hospitality and 
Tourism sector, including tours and travel, hotels, restaurants, culinary, casino operations, cruises, and 
the recreation and leisure industries. Personal profiles of industry leaders highlight the wide range of 
career opportunities available in the field. This course discusses the Hospitality and Tourism industry's 
evolution toward increased internationalization and integration. Industry vignettes offer a behind-the-
scenes view of real-life job tasks and career success stories.  

This Hospitality & Travel Marketing course has a Global orientation, and whole-industry coverage of 
hospitality and tourism. A focus on destination marketing and others parts of tourism, along with case 
examples from around the world, address the need for global experience in the industry.  

The Hotel, Restaurant & Travel Law course is for students and practicing professionals in hospitality, 
travel and tourism as well as specialized paralegal work. It addresses legal issues confronted by 
managers in the hotel, restaurant, travel and casino industries. The emphasis is on prevention of legal 
violations. By taking this course, managers can appreciate and identify what actions and precautions are 
necessary to avoid, or at least minimize, the number of lawsuits.  

Looking for ways to make your company great, motivate your employees, and grow profits? Then 
Leadership & Goal Attainment is the course for you. In the first part of this course you will learn how 
relational leadership is not just a theory or a buzzword, but a way of managing through relationship-
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building to bring out the very best in one's employees. You will see how some executives succeeded 
where others failed and take advantage of those lessons of success to create your own. 

The Hospitality Marketing Expert program includes 4 courses:  

 Hospitality: An Introduction 

 Hospitality and Travel Marketing 

 Hotel, Restaurant and Travel Law 

 Leadership and Goal Attainment 

Hospitality Sales Associate  
210 Hours/12 Months/Instructor Supported/Materials Included 

H116- Course:  ................................................................................................................................ $3,295.00 

Drawing from the insights of leading sales executives, Hospitality Sales covers the changing hospitality 
sales profession, including the three emerging selling roles and when to use them. Transactional selling, 
consultative selling, and alliance selling are unique approaches that salespeople use depending on 
situational factors. This course explores customer motives and how sales professionals can tailor their 
approach to the buyer’s perception of value. This Hospitality Sales course will help you understand the 
new world of buyer-seller relationships and succeed in each sales situation.   

Hospitality: An Introduction provides a detailed description of the many facets of the Hospitality and 
Tourism sector, including tours and travel, hotels, restaurants, culinary, casino operations, cruises, and 
the recreation and leisure industries. Personal profiles of industry leaders highlight the wide range of 
career opportunities available in the field. This course discusses the Hospitality and Tourism industry's 
evolution toward increased internationalization and integration. Industry vignettes offer a behind-the-
scenes view of real-life job tasks and career success stories. Each module of this course features 
practical case study scenarios, including business and social attitude comparatives, advertising and 
marketing messaging, financial modeling, and competitive analysis formulation. 

The Hospitality Sales Associate program includes 2 courses:  

 Hospitality Sales 

 Hospitality: An Introduction 

Information Technology Courses- (IT) 

A+ and MCITP Enterprise Administrator 
210 Hours/12 Months/Mentor Supported 

IT101- Course with Exam: .............................................................................................................. $3,699.00 

In the A+ and The Microsoft Certified IT Professional (MCITP): Enterprise Administrator Certification can 
help you develop and validate your skills in your current position or advance you toward a future job role, 
such as; enterprise systems administrator, IT systems manager, enterprise security administrator, 
systems architect, network administrator or enterprise security administrator. Students will use best 
practices and standards in Installation, configuration, and troubleshooting of networks, quality of service, 
virtual private networks, and broadband technologies for enterprise organizations, as an A+ Technician.  

CompTIA A+ certification validates the latest skills needed by today's computer support professionals. It 
is an international, vendor-neutral certification recognized by major hardware and software vendors, 
distributors and resellers. CompTIA A+ certification confirms a technician's ability to perform tasks such 
as installation, configuration, diagnosing, preventive maintenance and basic networking. 

The Microsoft Certified IT Professional (MCITP) Certification is the leading credential for Windows 
Server. It provides a widely recognized validation of the ability to perform critical and current IT job roles 
by using Microsoft technologies to their best advantage. Enterprise administrators are recognized as 
leaders in Windows infrastructure design. Earning the MCITP Enterprise Administrator certification, 
distinguishes you as an IT professional committed to excellence in working with Windows Server. 
Preparation for the following exams: #70-620, #70-640, #70-642, #70-643, #70-680 and 70-647 
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CCNA  
70 Hours/12 Months/Mentor Supported 

IT102- Course with Exam: .............................................................................................................. $2,729.00 

The Cisco CCNA (Cisco Certified Network Associate) validates the ability to install, configure, operate, 
and troubleshoot medium-size route and switched networks, including implementation and verification of 
connections to remote sites in a WAN. Cisco CCNA training includes basic mitigation of security threats, 
introduction to wireless networking concepts and terminology, and performance-based skills. This Cisco 
CCNA training also includes (but is not limited to) the use of these protocols: IP, Enhanced Interior 
Gateway Routing Protocol (EIGRP), Serial Line Interface Protocol Frame Relay, Routing Information 
Protocol Version 2 (RIPv2),VLANs, Ethernet, access control lists (ACLs). 

This training would be beneficial for individuals looking for IT job positions such as; Network 
Administrator, Windows Administrator, Linux Administrator, Unix Administrator, Network Security 
Specialist or Information Security Manager. 

CCNA and CCNP  
230 Hours/12 Months/Mentor Supported 

IT103- Course with Exam: .............................................................................................................. $4,000.00 

The Cisco CCNA (Cisco Certified Network Associate) validates the ability to install, configure, operate, 
and troubleshoot medium-size route and switched networks, including implementation and verification of 
connections to remote sites in a WAN. Cisco CCNA training includes basic mitigation of security threats, 
introduction to wireless networking concepts and terminology, and performance-based skills. This Cisco 
CCNA training also includes (but is not limited to) the use of these protocols: IP, Enhanced Interior 
Gateway Routing Protocol (EIGRP), Serial Line Interface Protocol Frame Relay, Routing Information 
Protocol Version 2 (RIPv2),VLANs, Ethernet, access control lists (ACLs). 

This training would be beneficial for individuals looking for IT job positions such as; Network 
Administrator, Windows Administrator, Linux Administrator, Unix Administrator, Network Security 
Specialist or Information Security Manager. 

The Cisco CCNP (Cisco Certified Network Professional) certification course provides you with the 
knowledge and skills to install, configure, operate, and troubleshoot complex Cisco networks that include 
LAN/WAN routing, and LAN and ATM LANE switching.  Cisco CCNP certification validates a network 
professional's ability to install, configure and troubleshoot converged local and wide area networks with 
100 to 500 or more nodes. Network Professionals who achieve the Cisco CCNP have demonstrated the 
knowledge and skills required to manage the routers and switches that form the network core, as well as 
edge applications that integrate voice, wireless, and security into the network. 

IT Foundations: Networking Specialist  
190 Hours/12 Month Access/ Mentor Supported 

IT105- Course with Exam: .............................................................................................................. $3,625.00 

CompTIA A+ certification validates the latest skills needed by today's computer support professionals. It 
is an international, vendor-neutral certification recognized by major hardware and software vendors, 
distributors and resellers. CompTIA A+ certification confirms a technician's ability to perform tasks such 
as installation, configuration, diagnosing, preventive maintenance and basic networking. Network+ is a 
CompTIA vendor neutral certification that measures the technical knowledge of networking professionals 
with 18 - 24 months experience in the IT industry Earning the Network+ certification means that the 
candidate possesses the knowledge needed to configure and install the TCP/IP client. Security+  is 
designed to teach students the types of threats that exist in an IT infrastructure is incredibly important 
when you are attempting to control access to network assets and secure an internetwork environment. 
This course examines control types, authentication, authorization, and access control strategies, along 
with the various types of malware, social engineering and spam/phishing attacks that a network can face. 
CompTIA Server+ is vendor-neutral and industry-wide; it validates to employers your ability to work in 
any company or any environment. Prove your knowledge of server issues and technology, and keep your 
certifications up-to-date by adding the new CompTIA Server+ to your resume. 
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MCITP Enterprise Administrator with CompTIA Security + 
210 Hours/12 Months/Mentor Supported 

IT106- Course with Exam: .............................................................................................................. $3,999.00 

Security+ is designed to teach students the types of threats that exist in an IT infrastructure is incredibly 
important when you are attempting to control access to network assets and secure an internetwork 
environment. This course examines control types, authentication, authorization, and access control 
strategies, along with the various types of malware, social engineering and spam/phishing attacks that a 
network can face. The Microsoft Certified IT Professional (MCITP): Enterprise Administrator 
Certification can help you develop and validate your skills in your current position or advance you toward 
a future job role, such as; enterprise systems administrator, IT systems manager, enterprise security 
administrator, systems architect, network administrator or enterprise security administrator. 

Basic Web Design and Development  
160 hours/Instructor Supported/Monthly Start Dates/Materials Included 

IT107- Course with Exam:  ............................................................................................................. $2,360.00 

This five-course program will provide you with the skills to get an entry-level job developing and designing 
websites.  For a schedule of start dates, please visit; http://protrain.continuetolearn.com/# 

HTML/XHTML Introduction:  This class is a must for anyone who will be building web pages. Although 
there are many graphical applications that can be used to build web pages, anyone who is serious about 
building high-quality web sites will need a strong understanding of HTML. All web pages are built using 
HTML. Students will create web pages by hand by typing HTML code to add structure and formatting to 
the web pages. Students will add graphics, formatting using Cascading Style Sheets, and interactivity 
using JavaScript. HTML is being upgraded to XHTML, so students will be learning the next generation of 
web design. No software is needed.  

Adobe Acrobat:  Adobe Acrobat allows users to convert documents you create in Word, Excel, 
PowerPoint or any other application into Portable Document Files (PDF). A PDF can be viewed and 
printed by any with a copy of Adobe's free Acrobat Reader. In this course students will learn to create and 
manage PDF files. Students will add navigation aids to their PDF files. Students will prepare documents 
for review and adding security features to their documents. Students will also learn to complete PDF 
forms electronically. Students must have a copy of Adobe Acrobat Standard. A 30-day trial of Adobe 
Acrobat is available for download. 

Dreamweaver Introduction:  At the end of this class students will be able to create and manage web 
sites using Macromedia Dreamweaver. Students will insert pictures, Flash text and buttons into web 
pages. Students will use Cascading Style Sheets to format web pages. Students will use frames, layers 
and tables for designing layout for pages. Students will manage sites using Dreamweaver's site 
management tools. Students will need a copy of Dreamweaver. A 30-day evaluation version is available. 

Dreamweaver Advanced:  Students will manage sites using Dreamweaver's site management tools and 
templates. Students will design data driven sites using Dreamweaver's Server Behaviors. Students will 
also learn to customize Dreamweaver's Interface. Students will need a copy of Dreamweaver. A 30-day 
evaluation version is available. 

Flash Introduction:  Students will create vector graphics using Flash's drawing tools. Students will 
create basic animations using motion and shape tweening. Students will create interactive Flash projects 
using ActionScript. Students will create a web-based application that reads from files and links to other 
pages. Students will create accessible content using Flash. Students will import sound and video into 
their Flash animations. Students will need a copy of Flash. A 30-day trial is available. 
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ORACLE 10G, 11i, 11g  
380 hours/12 Months/Mentor Supported 

IT108- Course with Exam: .............................................................................................................. $3,099.00 

Oracle Application Server 10g is a comprehensive solution for developing, integrating, and deploying 
enterprise-level applications, portals, and Web sites. It provides all the middleware services needed to 
deploy and manage applications and Web services, deliver personalized applications through enterprise 
portals and mobile devices, provide real-time business intelligence, integrate applications, and automate 
business processes. 

To earn the Oracle Application Server 10g OCA credential, candidates must pass one computer-based 
examination (1Z0-311) on content related to the skill set and job role of an entry-level database 
administrator operating Oracle Application Server 10g. The exam is taken in a proctored environment. 

CCNA Security 
100 Hours/12 Months/Mentor Supported 

IT109- Course with Exam: .............................................................................................................. $3,324.00 

Cisco Certified Network Associate Security (CCNA™ Security) authenticates the associate-level 
knowledge and skills that are required to troubleshoot, monitor and secure Cisco networks. Those IT 
professionals with CCNA™ Security certifications can demonstrate the skills required to recognize threats 
and develop a security infrastructure. CCNA™ Security certified IT personnel can also maintain integrity 
and confidentiality as well as availability of data and services in the technologies Cisco utilizes in its 
security structure.  Learn how a static packet filter allows or blocks data packets as they pass through a 
network interface. Become familiar with the different types and features of firewalls, including inspection, 
transparent and Cisco IOS firewalls function.  Study cryptology, algorithms, ciphers and hashes and 
become an expert on what to do and exactly when. Defend against endpoint attacks and prevent hacking 
on VoIP networks. You’ll master topics like router, switch, endpoint, SAN and VoIP security, ACLs, Cisco 
IOS IPS, cryptography, digital signatures and IPsec VPNs.  CCNA is a prerequisite to Implementing Cisco 
IOS Network Security curriculum.  Include exam prep for the following exams 640-816, 640-822, 640-721.   

CCNA Wireless  
100 hours/12 Months/Instructor Supported 

IT110- Course with Exam: .............................................................................................................. $3,324.00 

The Cisco Certified Network Associate Wireless certification (CCNA Wireless) is a specialized upgrade 
from the Cisco CCNA certification that provides an entry-way into a wireless networking career. With the 
Cisco CCNA Wireless certification, you’ll be skilled at supporting a basic wireless network on a Cisco 
WLAN in a SMB to enterprise network as well as configuring, monitoring and troubleshooting the basic 
tasks of a Cisco WLAN.  CCNA is a prerequisite to Implement Cisco Unified Wireless Networking 
Essentials (IUWNE) curriculum.  Include exam prep for the following exams 640-816, 640-822, 640-721.   

 

Digital Art 
160 hours/Instructor Supported/Monthly Start Dates/Materials Included 

IT111- Course with Exam: .............................................................................................................. $2,550.00 

This course will teach Illustrator, Adobe Photoshop, Adobe Flash and InDesign software train for a new 
career in digital art. Designers may produce promotional displays and marketing brochures for products 
and services, design distinctive logos for products and businesses, and develop signs and signage 
systems for businesses or government. In addition a growing number of graphic designers are developing 
material for web pages, computer interfaces, and multimedia projects. Designers who are skilled in using 
digital art to create interactive websites, computer games and educational resources will find their talents 
in demand in coming years. Instructor-led program with traditional start and end dates. To view a full 
schedule of start dates, please visit: http://protrain.continuetolearn.com/# 

Photoshop Introduction: This class will introduce the new user to the basics of working with Photoshop 
for retouching images and drawing. Students will be able to use various techniques for selecting in order 
to edit and retouch images. Students will be able to prepare images for including in a web site or for 

http://protrain.continuetolearn.com/
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including in printed documents. Students will be able to edit images using the painting tools, clone stamp 
and drawing tools. Students will be able to create new images using the pen tool and the drawing and 
painting tools. Students will be able to create and edit images using layers. Students will need a copy of 
Photoshop. A 30-day trial version is available. 

Flash Introduction:  Students will create vector graphics using Flash's drawing tools. Students will create 
basic animations using motion and shape tweening. Students will create interactive Flash projects using 
ActionScript. Students will create a web-based application that reads from files and links to other pages. 
Students will create accessible content using Flash. Students will import sound and video into their Flash 
animations. Students will need a copy of Flash. A 30-day trial is available.  

Adobe InDesign:  Adobe InDesign allows you to design and produce stunning documents on your 
desktop printer or using a professional printer. Or convert your documents to PDF format or publish them 
on a website. This class will walk you through setting up the InDesign workspace, adding text and 
graphics to your document, creating layouts with frames and applying formatting with styles. Students will 
need a copy of InDesign. A trial version is available.  

Adobe Illustrator:  Adobe Illustrator allows you to create artwork that you can use for web pages or any 
print or electronic media. This course will give students a good overview of the tools and features of 
Illustrator. Students will create artwork using the various tools including the pencil and pen tools. Students 
will learn the various ways to apply color to their artwork. Students will work with layers, the 3D effects, 
and symbols. Students will need to have a copy of Illustrator 

MCITP Database Administrator  
110 hours/12 Months/Mentor Supported 

IT112- Course with Exam: .............................................................................................................. $3,299.00 

Database administrators install or configure Microsoft SQL Server and manage or maintain databases or 
multidimensional databases, user accounts, database availability, recovery, and reporting. They also 
design or implement security or server automation and monitor and troubleshoot SQL Server activity. 

As a database administrator, you are in charge of important databases that span multiple platforms and 
environments. You are a strong team player who thrives in a fast-paced environment. You build complex, 
highly scalable databases that meet business needs and security requirements. You are an expert in 
optimizing, maintaining, and troubleshooting databases, but also in designing archival, data distribution, 
and high-availability solutions. 

Possible Job Titles include: Data storage manager, Database analyst, and Database designer to name a 
few. The MCITP: Database Administer credential allows you to demonstrate that you can keep up with 
your enterprise business solutions 24 hours a day, 7 days a week.   

Target Audience 

Microsoft Certified IT Professional: Database Administer (MCITP: Database Administrator) is the premier 
certification for database server administrators. 

MCITP: Database Administrator Requirements 

MCITP: Database Administrator candidates must first complete the requirements for the MCTS: SQL 
Server certification (one exam). After earning this certification, candidates earn their MCITP: Database 
Administrator by passing two required exams. 
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Microsoft Office Specialist 2010  
130 Hours/12 Months/Instructor Supported/Materials Included 

IT113- Course with Exam: .............................................................................................................. $1,395.00 

If you're looking for a way to get up to speed quickly on the newest version of Microsoft® Office, this 
course offers step-by-step instructions to make it easy. Office 2010 has new features and tools to master, 
and whether you're upgrading from an earlier version or encountering the Office applications for the first 
time, you'll appreciate this simplified approach. 

This course covers:  

 MS Word 2010 

 MS Excel 2010 

 MS PowerPoint 2010 

 MS Outlook 2010 

 MS Access 2010 

 MS Publisher 2010 

Microsoft® Office holds more than 90 percent of the market for Windows-based productivity suites. Our 
MS Office 2010 course makes this technology easy to understand, even for those who are new to 
computers. 

As an added bonus the training software that you will receive covers both MS Office 2010 & 2007. 

NOTE: This course does NOT include the MS Office Software. Students will need to have  
Office 2010 and/or 2007 already installed on their computers.  

 

CIW Web Security Associate Plus  
72 Hours/12 Months/Self-Study/Materials Included 

IT114- Course with Exam: ...................................................................................................... $1,545.00 

The CIW Web Security Associate course teaches you how to secure your network from unauthorized 
activity. This course teaches you about security principles, such as establishing an effective security 
policy, and about the different types of hacker activities that you are most likely to encounter. Individuals 
with these security skills can pursue or advance careers in many aspects of online and network security. 

This course includes a 32 hour, instructor-led course in Security Fundamentals, a 40 hour self-
study kit with access to practice exams and the CIW Security Associate Exam voucher. 

Certification 

The CIW Web Security Associate course prepares candidates to take the CIW Web Security Associate 
exam. 

Candidates who also pass additional certification exams from third-party security training providers can 
earn the higher-level, CIW Web Security Specialist and CIW Web Security Professional certifications. 

CIW Web Security Specialist with Network Technology Associate 
72 Hours/12 Months/Self-Study/Materials Included  

IT115- Course with Exam: ...................................................................................................... $1,545.00 

The CIW Web Security Associate course teaches you how to secure your network from unauthorized 
activity. This course teaches you about security principles, such as establishing an effective security 
policy, and about the different types of hacker activities that you are most likely to encounter. Individuals 
with these security skills can pursue or advance careers in many aspects of online and network security. 

Candidates must have the CIW Web Security Associate distinction prior to earning the CIW Web 
Security Specialist Certification. This course includes a 32 hour, instructor led CIW Network 
Technology Associate (NTA) course, a 40 hour self-study kit with access to online practice exams 
from CIW, and an exam voucher. Once the candidate earns his or her certification in NTA, CIW will 
allow students to take the exam to earn the Security Specialist Certification.  
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CIW Web Security Professional with Security+ 
72 Hours/12 Months/Self-Study/Materials Included 

IT116- Course with Exam: ...................................................................................................... $1,545.00 

The CIW Web Security Associate course teaches you how to secure your network from unauthorized 
activity. This course teaches you about security principles, such as establishing an effective security 
policy, and about the different types of hacker activities that you are most likely to encounter. Individuals 
with these security skills can pursue or advance careers in many aspects of online and network security. 
Certification 

The CIW Web Security Associate course prepares candidates to take the CIW Web Security Associate 
exam. 

Candidates must have the CIW Web Security Associate and specialist distinctions prior to earning 
the CIW Web Security Professional Certification. This course includes a 32 hour, instructor led 
CompTIA Security+ course, a 40 hour self-study kit with access to online practice exams from 
CIW, and an exam voucher. Once the candidate earns his or her certification in NTA and 
Security+,  CIW will allow students to take the exam to earn the Security Professional 
Certification.  

CIW Web Design Specialist Complete 
288 Hours/12 Months/Self-Study/Materials Included  

IT117- Course with Exam: ...................................................................................................... $3929.00 

The Web Design Specialist course (formerly titled Design Methodology and Technology) teaches you 
how to design and publish Web sites. General topics include Web Site Development Essentials (such as 
the site development process, customer expectations, and ethical and legal issues in Web development), 
Web Design Elements (such as aesthetics, the site user's experience, navigation, usability and 
accessibility), Basic Web Technologies (such as basic Hypertext Markup Language (HTML), Extensible 
HTML (XHTML) and extended technologies, image files, GUI site development applications, site 
publishing and maintenance) and Advanced Web Technologies (such as multimedia and plug-in 
technologies, client-side and server-side technologies, and Web databases). 

The initial part of your training will be online. Students will take 240 hours of the following 
instructor-led courses: HTML Introduction, User Friendly Web Design, Building Accessible Web 
Sites, Building Interactive Websites with CSS DHTML and Ajax, Microsoft Expression Web, 
Dreamweaver Introduction, Dreamweaver Advanced, Adobe Fireworks, and Flash Introduction 

In the self-study portion of this course, you will work with popular production tools such as Microsoft 
Expression Web, and Adobe Dreamweaver and Flash. You will study design and development 
technologies such as Cascading Style Sheets (CSS), Extensible Markup Language (XML), JavaScript, 
Java applets, Dynamic HTML, plug-ins, multimedia and databases. You will also explore the extensibility 
of design tools, incompatibility issues surrounding these tools, and the functionality of current Web 
browsers. 

 

Medical Courses 

Activities Professional – Aging in Society  
265 hours/12 Months/Instructor Supported/Materials Included  

M101- Course:   .............................................................................................................................. $2,999.00 

There are many types of facilities where Activity Professionals work. Activity Professionals can work in 
long-term care facilities, assisted living communities or adult day care programs. The Activity Professional 
provides activities for residents in these facilities and may play many diverse roles within the each 
community. The goal of the Activity Professional is to create a homelike environment where the residents 
have control of their lives. There are also administrative responsibilities and resident care duties as well 
as plenty of other tasks that keep the work interesting. 
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Medical Billing and Terminology Specialist 
380 Hours/12 Months/Instructor Supported/Materials Included 

M102- Course with Exam:   ............................................................................................................. $3,240.00 

Medical Billing is listed as one of the fastest growing professions in allied health. The medical industry is 
experiencing a tremendous demand for individuals with knowledge of medical office operations, which 
includes diagnostic and procedural insurance forms processing. 

Our Medical Billing course will give you the skills you need to be competitive in the healthcare market 
place, as well as the credentials through certification to prove your qualifications. In this course, students 
will learn about managed health care, legal and regulatory issues, coding systems, reimbursement 
methods, coding for medical necessity, and common health insurance plans.  

Common medical terminology is a critical part of the language used by health care practitioners. It is 
essentially a vocabulary that requires a uniform pronunciation, definition, and spelling of terms used by 
professionals. Individuals with medical terminology training are capable of analyzing and interpreting 
medical reports related to specific body systems.  

This program is appropriate for adults looking to learn new job skills, refresh or refine existing healthcare 
knowledge, or improve occupational performance by possessing a better understanding of medical terms. 
This course discusses word construction and meanings that together characterize medical language. You 
must have access to the Internet to complete this program. 

The Medical Billing Specialist program includes 2 courses:  

 Medical Billing  

 Medical Terminology 

Medical Coding and Terminology Specialist 
380 Hours/12 Months/Instructor Supported/Materials Included 

M103- Course with exam:   ............................................................................................................. $3,475.00 

Our Medical Coding course is a practical and relevant guide for the modern health care environment. It 
provides an overview of CPT and ICD-9-CM coding, and addresses coding issues within specific coding 
content areas. This course takes you through all steps necessary to code a claim correctly, link the 
correct codes for reimbursement for insurance carriers and government entities, and explains 
adjustments and how and when to bill patients. It even provides information on what to do if there is a 
denial or rejection.  

Medical Coding is listed as one of the fastest growing professions in allied health. The medical industry is 
experiencing a tremendous demand for individuals with knowledge of medical office operations, which 
includes diagnostic and procedural coding. 

Common medical terminology is a critical part of the language used by health care practitioners. It is 
essentially a vocabulary that requires a uniform pronunciation, definition, and spelling of terms used by 
professionals. Individuals with medical terminology training are capable of analyzing and interpreting 
medical reports related to specific body systems.  

This program is appropriate for adults looking to learn new job skills, refresh or refine existing healthcare 
knowledge, or improve occupational performance by possessing a better understanding of medical terms. 
This course discusses word construction and meanings that together characterize medical language. You 
must have access to the Internet to complete this program. 

The Medical Coding Specialist program includes 2 courses:  

 Medical Coding 

 Medical Terminology 
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Medical Billing/Coding and Terminology Specialist 
680 Hours/12 Months/Instructor Supported/Materials Included 

M104- Course:   .............................................................................................................................. $3,999.00 

Medical Billing is listed as one of the fastest growing professions in allied health. The medical industry is 
experiencing a tremendous demand for individuals with knowledge of medical office operations, which 
includes diagnostic and procedural insurance forms processing. 

Our Medical Billing course will give you the skills you need to be competitive in the healthcare market 
place, as well as the credentials through certification to prove your qualifications. In this course, students 
will learn about managed health care, legal and regulatory issues, coding systems, reimbursement 
methods, coding for medical necessity, and common health insurance plans.  

Our Medical Coding course is a practical and relevant guide for the modern health care environment. It 
provides an overview of CPT and ICD-9-CM coding, and addresses coding issues within specific coding 
content areas. This course takes you through all steps necessary to code a claim correctly, link the 
correct codes for reimbursement for insurance carriers and government entities, and explains 
adjustments and how and when to bill patients. It even provides information on what to do if there is a 
denial or rejection.  

Medical Coding is listed as one of the fastest growing professions in allied health. The medical industry is 
experiencing a tremendous demand for individuals with knowledge of medical office operations, which 
includes diagnostic and procedural coding. 

The Professional Review Guidebook included with this course will assist you in preparing for the AHIMA 
CCA Examination. You will practice interpreting documentation and applying your knowledge in assigning 
codes to diagnoses and procedures for a variety of patient settings. We offer interactive mock 
examination for real-world test taking practice.  

Common medical terminology is a critical part of the language used by health care practitioners. It is 
essentially a vocabulary that requires a uniform pronunciation, definition, and spelling of terms used by 
professionals. Individuals with medical terminology training are capable of analyzing and interpreting 
medical reports related to specific body systems.  

This program is appropriate for adults looking to learn new job skills, refresh or refine existing healthcare 
knowledge, or improve occupational performance by possessing a better understanding of medical terms. 
This course discusses word construction and meanings that together characterize medical language. You 
must have access to the Internet to complete this program.  

The Medical Billing & Coding Specialist program includes 3 courses:  

 Medical Billing  

 Medical Coding 

 Medical Terminology 
These courses prepare you to take the Medical Billing and Coding exams, but are not included. 
 

Dental Assistant  
280 Hours/12 Months/Instructor Supported/Materials Included 

M105- Course:   .............................................................................................................................. $1,699.00 

Dental assistants are important members of the dental healthcare team. A career as a dental assistant 
can be exciting, challenging, and very rewarding. The educated dental assistant can look forward to job 
satisfaction, variety, and financial reward. It is a career that offers entry-level opportunities for individuals 
interested in the dentistry field. Our course covers everything you need to prepare for an entry-level 
career in dental assisting. This complete learning package includes the textbook, a workbook, a 
multimedia procedures DVD with video clips and animations, and an interactive dental office CD that 
includes updated case studies and interactive review exercises.  
 

Becoming Certified  
Although this online program is designed to give you basic entry-level qualification and competencies  
to become a Dental Assistant this program does NOT meet the requirements for the Certified Dental 
Assistant (CDA) exam. 
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Dental Office Assistant  
150 Hours/12 Months/Instructor Supported/Materials Included 

M106- Course with Exam:   ............................................................................................................. $1,849.00 

The Dental Office Assistant course reflects the latest information on operating a dental office. It's logically 
organized to cover all of the various tasks an administrative dental assistant encounters. It includes CDT-
5 Dental Codes, HIPAA (Health Insurance Portability and Accountability Act) and OSHA (Occupational 
Safety and Health Administration) guidelines, plus examples of key equipment, forms, and computer 
technology. A companion CD-ROM simulates dental practice management, offering opportunities to enter 
and update patient data, post payment and treatment procedures using dental codes, submit e-claims for 
payment, evaluate reports, and schedule appointments. 

You'll also learn about patient care, as well as how to assist with dental office administrative duties. You 
will acquire the essential skills you need to become an entry-level administrative dental assistant. 

Upon successful completion of this course, students will be equipped for an entry-level position 
in their field and will be prepared to sit for the NCCB national certification exam. 

Medical Transcription and Terminology Specialist 
380 Hours/12 Months/Instructor Supported/Materials Included 

M107- Course with Exam:   ............................................................................................................. $3,895.00 

Medical Transcription is an “In Demand” profession. You can start an exciting new career with our 
Medical Transcription online training program. Our Medical Transcription course creates a simulation 
approach to medical transcription that will give you a working knowledge of the medical reports most 
commonly used in both inpatient and outpatient care settings. You will transcribe 100s of real medical 
reports. The course is organized by body systems and includes full color anatomy and physiology 
illustrations. We also provide you will the proper formatting, grammar, and style in accordance with AHDI. 
Transcription reports include: history and physical examinations; consults; operative, pathology, and 
radiology reports; SOAP notes; and death and discharge summaries. Your transcription materials and 
equipment are all included.  

Common medical terminology is a critical part of the language used by health care practitioners. It is 
essentially a vocabulary that requires a uniform pronunciation, definition, and spelling of terms used by 
professionals. Individuals with medical terminology training are capable of analyzing and interpreting 
medical reports related to specific body systems.  

This program is appropriate for adults looking to learn new job skills, refresh or refine existing healthcare 
knowledge, or improve occupational performance by possessing a better understanding of medical terms. 
This course discusses word construction and meanings that together characterize medical language. You 
must have access to the Internet to complete this program. 

The Medical Transcription Specialist program includes 2 courses: 

 Medical Transcription 

 Medical Terminology 

Medical Office Assistant and Terminology Specialist 
320 Hours/12 Months/Instructor Supported/Materials Included 

M108- Course with Exam:   ............................................................................................................. $2,875.00 

Would you like to know more about the role of medical assistants? Are you interested in what medical 
assistant duties entail? This medical office assistant distance learning course can give you a thorough 
introduction about medical assistant duties and help you take the first step toward a new career as one of 
several types of medical assistants. 

Also known as a medical administrative assistant or medical assistants, a medical office assistant 
performs a wide range of duties, imperative to the smooth operation of a variety of medical offices. 
Medical assistant duties can include updating patient files, filling out insurance forms, coordinating 
laboratory services, answering phones, ordering and maintaining medical supplies/equipment, and more. 
You might also receive on-the-job medical office technology training. As the healthcare industry continues 

http://www.nccboard.org/
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to expand, so does the need for medical assistants. Many doctor's offices have come to rely on the work 
of a medical administrative assistant who performs a number of important medical assistant duties. 

Common medical terminology is a critical part of the language used by health care practitioners. It is 
essentially a vocabulary that requires a uniform pronunciation, definition, and spelling of terms used by 
professionals. Individuals with medical terminology training are capable of analyzing and interpreting 
medical reports related to specific body systems.  

This program is appropriate for adults looking to learn new job skills, refresh or refine existing healthcare 
knowledge, or improve occupational performance by possessing a better understanding of medical terms. 
This course discusses word construction and meanings that together characterize medical language. You 
must have access to the Internet to complete this program.  

For Certification Information, visit: http://www.ahdionline.org/ 
The Medical Office Assistant Specialist program includes 2 courses: 

 Medical Office Assistant 

 Medical Terminology 

Electronic Health Records Specialist 
130 Hours/12 Months/Instructor Supported/Materials Included 

M110- Course with Exam:   ............................................................................................................. $1,549.00 

The nation's health care delivery system is rapidly being transformed by the introduction of computer-
based health information systems - specifically, by electronic health records (EHRs). This Electronic 
Health Records course covers the basics, including implementation in the physician's office, 
troubleshooting, HIPPA compliance, and hands-on practical use. This course provides you with the 
techniques and rationales for using electronic health records in practice and shows how the electronic 
health record affects your responsibilities on the job.  
 
When you begin your career in the health care workplace, it is important that you have a clear 
understanding of EHR. The knowledge and experience gained through this course will be a vital 
component of the skills and competencies needed in the 21st century medical workplace. 

Upon successful completion of our Electronic Health Record Specialist course, students will be prepared 
for an entry-level position in a medical office setting and will be prepared to sit for the NHA national 
certification exam to become a Certified Electronic Health Record Specialist (CEHRS). 

Pharmacy Technician Specialist 
450 Hours/12 Months/Instructor Supported/Materials Included 

M111- Course with Exam:   ............................................................................................................. $2,895.00 

Opportunities are growing in the dynamic field of the pharmacy technician! Whether you are entering the 
field for the first time or are looking to hone your skills further, this pharmacy technician course is right for 
you. This course provides comprehensive coverage of all the concepts necessary to be a successful 
pharmacy technician. This course will help you learn the information necessary to build an exciting 
career, whether in a hospital or retail pharmacy setting. 

Basic and practical, this essential course provides an extensive framework of drug information in a 
concise format for allied health learners. Discover key drug information by classifications, such as their 
purpose, side effects, cautions, and interactions, or utilize the resource to refresh your knowledge of 
drugs. Use the accompanying CD-ROM and master pharmacology through quizzes, games, and case 
studies.  

This program introduces the reader to the fascinating subject of drugs, their sources and uses and 
organizes the drugs according to the body systems. Each classification is described, along with 
characteristics of typical drugs, side effects, cautions, interactions, and patient education for each 
category.  

This pharmacology course is designed to meet the needs of students in nursing, medical assistant, and 
pharmacy technician programs and be adaptable to the requirements of students in all allied health 
programs. 
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Certification & Credentialing Requirements:  All states have a Web site with Board of Pharmacy 
information. You can access this information directly from the Pharmacy Technician Certification Board 
(PTCB) Web site at www.ptcb.org 

The Pharmacy Technician Specialist program includes 2 courses: 

 Pharmacy Technician 

 Introduction to Pharmacology  

Nursing Assistant and Terminology Specialist 
380 Hours/12 Months/Instructor Supported/Materials Included 

M112- Course:   .............................................................................................................................. $2,725.00 

If you've ever thought about becoming a nursing assistant, this in-depth curriculum could help you learn 
important fundamental, practical skills involved in a career as a nursing assistant. Unlike other online 
nursing classes, our program lets you study at home at a time and place that is most comfortable to you.  

Nursing assistants, also known as nurse’s aides, orderlies or patient care technicians work under the 
supervision of a nurse to provide assistance to patients with daily living tasks.  

Working closely with patients, nursing assistants are responsible for basic care services such as bathing, 
grooming and feeding patients, assisting nurses with medical equipment, and checking patient vital signs. 
Nursing assistants give patients important social and emotional support and also provide vital information 
on patient conditions to nurses. 

Common medical terminology is a critical part of the language used by health care practitioners. It is 
essentially a vocabulary that requires a uniform pronunciation, definition, and spelling of terms used by 
professionals. Individuals with medical terminology training are capable of analyzing and interpreting 
medical reports related to specific body systems.  

This program is appropriate for adults looking to learn new job skills, refresh or refine existing healthcare 
knowledge, or improve occupational performance by possessing a better understanding of medical terms. 
This course discusses word construction and meanings that together characterize medical language. You 
must have access to the Internet to complete this program. 

The Nursing Assistant Specialist program includes 2 courses: 

 Nursing Assistant 

 Medical Terminology 

Nursing Assistant  
300 Hours/12 Months/Instructor Supported/Materials Included 

M113- Course:   .............................................................................................................................. $1,699.00 

If you've ever thought about becoming a nursing assistant, this in-depth curriculum could help you learn 
important fundamental, practical skills involved in a career as a nursing assistant. Unlike other online 
nursing classes, our program lets you study at home at a time and place that is most comfortable to you.  

Nursing assistants, also known as nurse’s aides, orderlies or patient care technicians work under the 
supervision of a nurse to provide assistance to patients with daily living tasks.  

Working closely with patients, nursing assistants are responsible for basic care services such as bathing, 
grooming and feeding patients, assisting nurses with medical equipment, and checking patient vital signs. 
Nursing assistants give patients important social and emotional support and also provide vital information 
on patient conditions to nurses. 
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Physical Therapy Aide and Terminology Specialist  
200 Hours/12 Months/Instructor Supported/Materials Included 

M114- Course with Exam:   ............................................................................................................. $2,875.00 

Thousands of people attend physical therapy schools every day to become a part of this hot career field. 
In fact, according to the U.S. Department of Labor, employment of physical therapy aides is expected to 
grow by 29% over the next decade, which is much faster than the average job. 

A physical therapy aide most often works under the direction of a physical therapist and/or physical 
therapy assistant. Physical therapy aide jobs often include keeping the treatment area clean and well 
organized, as well as to help escort patients in wheelchairs, perform clerical duties, order supplies and 
more. A physical therapy aide generally needs to be well organized, have patience, and enjoy working 
with others.  

Common medical terminology is a critical part of the language used by health care practitioners. It is 
essentially a vocabulary that requires a uniform pronunciation, definition, and spelling of terms used by 
professionals. Individuals with medical terminology training are capable of analyzing and interpreting 
medical reports related to specific body systems.  

This program is appropriate for adults looking to learn new job skills, refresh or refine existing healthcare 
knowledge, or improve occupational performance by possessing a better understanding of medical terms. 
This course discusses word construction and meanings that together characterize medical language. You 
must have access to the Internet to complete this program. 

Upon successful completion of this course, students will be equipped for an entry-level position in their 
field and will be prepared to sit for the NCCB national certification exam. 

The Physical Therapy Aide Specialist program includes 2 courses: 

 Physical Therapy Aide 

 Medical Terminology 

Home Health Aide and Terminology Specialist 
220 Hours/12 Months/Instructor Supported/Materials Included 

M115- Course:   .............................................................................................................................. $2,975.00 

A Home Health Aide (HHA) may also be known as a Home Caregiver or Residential Assistant (RA). An 
HHA provides basic, personal care and health-related services to a variety of individuals (patients) who 
require more assistance than family and/or friends are able to provide. HHAs are part of a category of 
occupations that is commonly referred to as "direct care workers." The services/care that a Home Health 
Aide provides depends upon their specialty area.  

If you've ever thought about becoming a home health aide, our in-depth curriculum could help you learn 
important fundamental, practical skills involved in a career as a home health aide. For each patient, an 
HHA is responsible for recording services performed, as well as the patient's condition and progress. 
They also record and report any changes in a patient's condition to the case manager or supervisor and 
also discuss observations with them. 

Common medical terminology is a critical part of the language used by health care practitioners. It is 
essentially a vocabulary that requires a uniform pronunciation, definition, and spelling of terms used by 
professionals. Individuals with medical terminology training are capable of analyzing and interpreting 
medical reports related to specific body systems.  

This program is appropriate for adults looking to learn new job skills, refresh or refine existing healthcare 
knowledge, or improve occupational performance by possessing a better understanding of medical terms. 
This course discusses word construction and meanings that together characterize medical language. You 
must have access to the Internet to complete this program. 

The Home Health Aide Specialist program includes 2 courses:  

 Home Health Aide 

 Medical Terminology 

 

http://www.nccboard.org/
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Drug and Alcohol Counselor 
420 Hours/12 Months/Instructor Supported/Materials Included 

M116- Course with Exam:   ............................................................................................................. $3,170.00 

Have you ever thought about a career in addiction counseling? Do you feel passionate about helping 
people reclaim lives that have been deteriorated by drugs or alcohol? Addiction counseling professionals 
treat individuals who are in need of substance abuse counseling as well as offer peace of mind to the 
families of persons who are in need of drug addiction counseling. This drug and alcohol distance learning 
course will effectively teach you basic drug and alcohol abuse counseling techniques. Our distance 
learning methods are proven and can provide you with a thorough introduction to the many facets of 
addiction counseling.  

People who struggle with addictions rely on the help of professionals trained in drug addiction counseling 
to help them get through their difficult time. With our distance learning course, you can learn drug and 
alcohol abuse counseling techniques that could teach you how to help people identify and manage their 
addictions. If you are looking for a meaningful career in substance abuse counseling, this course can help 
you get started.  

Drug and Alcohol Counseling – Level 2 reflects the explosion of information regarding the understanding, 
identification, and treatment of addictive disorders. It examines the use and abuse of alcohol, tobacco, 
barbiturates, amphetamines, cocaine, opiates, and hallucinogens, as well as chemicals -- such as 
aerosols, steroids, and over-the-counter analgesics. Additionally, the course investigates solid strategies 
for working with clients, the differences between abusers and addicts; drug effects on children, teenagers, 
and pregnant and nursing women; and children of alcoholics. 

Addiction counseling professionals treat individuals who are in need of substance abuse counseling as 
well as offer peace of mind to the families of persons who are in need of drug addiction counseling. This 
class is the second in a series and continues to prepare you to meet the qualifications as a substance 
abuse counselor. 

The Drug & Alcohol Counselor program includes 2 courses:  

 Drug & Alcohol Counseling – Level 1 

 Drug & Alcohol Counseling – Level 2 

Administrative Veterinary Assistant 
280 Hours/12 Months/Instructor Supported/Materials Included 

M117- Course with Exam:   ............................................................................................................. $1,849.00 

Veterinary office assistant training can help you make a difference in the lives of animals and the people 
who love them. Our course prepare you for a rewarding career working as an administrative veterinary 
assistant in a veterinary hospital, animal shelter, zoo, university or other environment that requires a 
background in animal sciences.  

Developed by veterinary professionals, our veterinary assistant training will teach you the procedures and 
skills necessary to bring health and comfort to animals and their owners. Through our veterinary assistant 
training program, you’ll learn how to channel your love of animals into a rewarding career supporting the 
activities of the veterinarians and technicians. 

Upon successful completion of this course, students will be equipped for an entry-level position 
in their field and will be prepared to sit for the NCCB national certification exam. 

NOTE: This program DOES NOT LICENSE, CERTIFY, OR REGISTER VETERINARY TECHNICIANS in 
any state through the Board of Veterinary Medical Examiners 
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Mental Health Technician 
280 Hours/12 Months/Instructor Supported/Materials Included 

M118- Course with Exam:   ............................................................................................................. $2,995.00 

The Mental Health Technician is a unique, intensive, and comprehensive online program of training. It is 
designed to enhance the provision of care for the mental health consumer by educating case managers, 
cottage staff, psychiatric technicians, day treatment staff, and other mental health direct care providers. 
Direct care personnel without advanced professional degrees comprise nearly 40% of care staff in mental 
health organizations, and more than 60% of client care staff in state and county psychiatric hospitals. 

Every day hundreds of thousands of individuals across the nation receive health and social services from 
members of the direct care workforce. This workforce is the face of health and human service systems for 
millions of Americans and families dealing with mental health problems, substance use conditions, 
medical illnesses, developmental delays and disabilities, and social stressors such as poverty, domestic 
violence, and homelessness. Mental Health direct care workers are the backbone of the country’s “safety 
net” for persons most in need of services, support, and hope for a better future.  

Mental Health Technicians are known by many names, including direct care service worker, direct care 
support worker, direct care support professional, or paraprofessional, to name just a few. Join this new 
and expanding career field in the mental health industry. 

Upon successful completion of this course, students will be equipped for an entry-level position 
in their field and will be prepared to sit for the NCCB national certification exam. 

Nutritional Fitness Consultant 
380 Hours/12 Months/Instructor Supported/Materials Included 

M119- Course with Exam:   ............................................................................................................. $3,025.00 

Nutrition Consultant training provides students with an understanding of how food nutrition contributes to 
the prevention of illness and the promotion of optimal health. Students learn to conduct in-depth diet and 
lifestyle evaluations and to advise individuals on food plans customized to each individual’s taste, 
temperament, and health goals. The fundamentals of whole food nutrition, digestive physiology, 
metabolism, nutritional biochemistry, and current research are presented. The nutritional terrain covered 
includes macronutrients, micronutrients, and phytonutrients, based upon current global research and 
application. Students are trained to work in the community in a wide variety of institutional, school, 
business, and private practice settings. 

The general public has come to realize that they can influence their own health. This insight has spurred 
an interest in personal wellness and created a desire for health information. There are differing views 
about what specifically constitutes health and wellness. In general, it can best be described as a blend of 
physical health and health sciences. Health is not just the absence of illness but it’s a feeling of overall 
well-being. This course takes a personalized approach that guides you through the development of an 
attainable and enjoyable fitness and wellness program. The course provides current, practical information 
and tips on health and fitness topics, from nutrition and stress management to flexibility and strength. 

Each individual is responsible for their own personal health, but first they must be given proper 
information. As a Fitness & Nutrition Coach you will be able to provide people with information to improve 
their health and quality of life. In this course you will also learn more about developing a successful 
coaching business and marketing your coaching practice. 

The Nutritional Fitness Consultant program includes 2 courses: 

 Nutritional Consultant 

 Fitness & Nutrition Coaching 
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Child Day Care Management Specialist 
340 Hours/12 Months/Instructor Supported/Materials Included 

M120- Course with Exam:   ............................................................................................................. $3,475.00 

Do you love being around children? Have you ever thought about becoming a childcare worker or 
wondered if you could start a home day care business? Child day care management distance learning 
course can provide you with the information to take the first step toward earning an attractive child care 
worker salary.  

With our child day care management distance-learning course, you can learn the key concepts involved 
in being a childcare worker. You could even learn some basic ideas on how to start a home day care 
business!  

A childcare worker is a special person who helps children grow, learn, and gain new skills every day. A 
childcare worker also provides behavioral and emotional support so children feel safe and comfortable 
while with a child care worker.  

The Child Health, Safety and Nutrition class is for anyone who works in a role that touches children's 
lives. The material is based on the most current research and reflects the latest developments in health, 
safety and nutrition as well as their application in multiple settings. 

This program covers the contemporary health, safety and nutrition needs of infant through school-age 
children, with extensive coverage of topics critical to the early identification of children’s health conditions 
and the promotion of children’s wellbeing. Collaboration with families, sensitivity to individual differences 
and the critical importance of health, safety and nutrition education continue to be stressed. This program 
is clear, concise and thought provoking and is loaded with easy-to-access checklists, guidelines and 
lesson plans that no early childhood student or professional should be without! 

This course prepares you for the education requirements of the CDA Credential. 
http://cdacertification.net/    

Candidates must meet the following requirements:  

 Be 18 years of age or older  

 Hold a high school diploma or GED  

 Have 480 hours of experience working with children within the past five years  

 Have 120 clock hours of formal child care education within the past five years  

The Child Day Care Management Specialist program includes 2 courses:  

 Child Day Care Management 

 Child Health, Safety & Nutrition 

Coaching for Parents 
520 Hours/12 Months/Instructor Supported/Materials Included 

M121- Course with Exam:   ............................................................................................................. $3,099.00 

Since the turn of the century, coaching parents has become a new self-employment industry, which 
allows person-oriented professionals and seasoned parents to become trained in skills to help parents 
and families achieve better communication and connection. A parent coach is a trained, professional who 
is the ultimate go-to resource to help parents discover their own answers and provide mentoring that 
result in positive changes for the entire family. This course assists you in understanding the role of a 
coach for parents and also helps you attain the knowledge and skills necessary to become a successful 
coach for parents. 

A Coach for Parents learns to coach parents through their issues with their children by providing practical 
strategies for communication as well as connection and behavior. However the backbone of developing a 
successful home-based business is the marketing within your community and acquiring an Internet 
presence. This course assists you to move from the marketing mindset to developing a marketing plan for 
your target market. In addition, you will learn how to establish an Internet presence and a web site rich in 
content in social media and how to use it to proper in your new role as a Coach for Parents.  

Upon successful completion of this course, students will be equipped for an entry-level position 
in their field and will be prepared to sit for the http://academyforcoachingparents.com/ 

http://cdacertification.net/
http://academyforcoachingparents.com/
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Ophthalmic Assistant  
250 Hours/12 Months/Instructor Supported/Materials Included 

M125- Course with Exam:   ............................................................................................................. $1,974.00 

Ophthalmic Assistants play a vital role in eye care. They perform ophthalmic procedures under the 
direction or supervision of a physician. An ophthalmic allied health professional assists the 
ophthalmologist by collecting data, administering tests and treatments, and supervising patients. This 
course provides all the practical information you need to complete your day-to-day tasks as an 
Ophthalmic Assistant. You will learn detailed information on paramedical training, ophthalmic technology, 
and efficient office management. This course also covers the anatomy, physiology, optics, pharmacology, 
and microbiology of the eye.  

 

This course will prepare students to get nationally certified by the American Board of Opticianry 
(ABO) - http://www.abo-ncle.org/.  

 

Trade Courses 

Electronic Systems Technician (EST)  
280 Hours /12 Months/Materials Included  

T102- Course:   ............................................................................................................................... $3,299.00 

ESTs install, upgrade, and service a wide variety of technologies in the field. Some work in residential 
settings, with systems such as distributed audio, security and surveillance, and home theater. Others 
work on systems in the commercial industry; schools and offices, sports bars, conference rooms, etc. For 
these and many other exciting career paths, the place to start is with training and certification that will 
prove credible with employers and provide the perfect base of knowledge to start working right away, and 
create the desire to learn more and further an EST career.  Electronic Systems Technician (EST) is one 
of the fastest growing professions in North America. 

 The Home Technology Integration self-paced curriculum is designed to fulfill the growing requirement for 
trained professionals in the area of Home Technology. The program will address the core competencies 
required to install, integrate, and troubleshoot interconnected home subsystems, including entertainment, 
telecommunication, lighting, HVAC, water management, security, and access control systems. The 
curriculum explores the design approach, working principles, processes, and standards that apply to the 
Home Technology industry.   

 

Green Courses 

Sustainability Professional  
120 Hours/12 Months/Instructor Supported/Materials Included 

G101- Course with Exam:  .............................................................................................................. $1,575.00 

Energy availability is a real concern for everyone. Without energy or with access to much less energy 
than we currently use, we could not live in the same way, and life would not be easy. As a Sustainability 
Professional you will learn about this new ‘green’ paradigm, where energy plays a central role in our lives. 
Building an energy future which assures ample supplies of energy to meet our needs should be a major 
priority and of concern to all. Energy supply is a complex subject and many considerations come into 
play: science, technology, the economy, politics, the environment, energetic independence, national 
security, and so on.  
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If you are concerned about our energy future you will want to learn about the many aspects of the energy 
value chain:  

 Oil and natural gas 

 Coal 

 Fossil fuels and the greenhouse effect 

 Energy from water 

 Biomass 

 Solar energy 

 Geothermal energy 

 Wind energy 

 Nuclear energy 

 Electricity 

 Energy storage 

 Transportation 

 Housing 

 Smart energy consumption 

Armed with the knowledge from this course you can form educated and informed opinions on the future of 
energy and its impact on the economy, health, and the environment. 

Upon successful completion of this course, students will be equipped for an entry-level position 
in their field and will be prepared to sit for the NCCB national certification exam. 

Advanced Sustainability Professional  
180 Hours/12 Months/Instructor Supported/Materials Included 

G102- Course with Exam:  .............................................................................................................. $2,145.00 

Energy availability is a real concern for everyone. Without energy or with access to much less energy 
than we currently use, we could not live in the same way, and life would not be easy. As an Advanced 
Sustainability Professional you will learn about this new ‘green’ paradigm, where energy plays a central 
role in our lives. Building an energy future which assures ample supplies of energy to meet our needs 
should be a major priority and of concern to all. Energy supply is a complex subject and many 
considerations come into play: science, technology, the economy, politics, the environment, energetic 
independence, national security, and so on.  

This course exposes the student to financially, environmentally, and socially responsible objectives that 
are supported by strategies and achieved by clear tactics that have measurable outcomes. The student is 
introduced to methods of implementing technologies and practices and will also learn how to measure the 
consequent social and environmental performance for written reports and persuasive presentations.  

Advanced Sustainability Professionals are dedicated to the practice of environmental and social 
responsibility in ways that achieve financial stability over the long run. In this course the student will 
understand not just why businesses need to be more responsible but how businesses can be more 
successful over the long run. International standards are given full treatment. ISO 26000 is given detailed 
attention, slightly more than ISO 9000 or ISO 14000, because it melds guidance on both environmental 
and social responsibility into one general concept of social responsibility.  

This course also specifies how to use traditional methods such as Six Sigma, lean, and operations 
research to improve processes, reduce resource use and waste, and make better social and 
environmental decisions that are based upon data from key financial, social, and environmental 
performance indicators. Armed with the knowledge from this course you can form educated and informed 
opinions on the future of energy and its impact on the economy, health, and the environment. 

Upon successful completion of this course, students will be equipped for an entry-level position 
in their field and will be prepared to sit for the NCCB national certification exam to become a 
Sustainability Specialist (CSS). 

 

http://www.nccboard.org/
http://www.nccboard.org/
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Senior Sustainability Professional  
220 Hours/12 Months/Instructor Supported/Materials Included 

G103- Course with Exam:  .............................................................................................................. $3,249.00 

Energy availability is a real concern for everyone. Without energy or with access to much less energy 
than we currently use, we could not live in the same way, and life would not be easy. As a Sustainability 
Professional you will learn about this new ‘green’ paradigm, where energy plays a central role in our lives. 
Building an energy future which assures ample supplies of energy to meet our needs should be a major 
priority and of concern to all. Energy supply is a complex subject and many considerations come into 
play: science, technology, the economy, politics, the environment, energetic independence, national 
security, and so on. Armed with the knowledge from this course you can form educated and informed 
opinions on the future of energy and its impact on the economy, health, and the environment. 

The business world is undergoing dramatic change that is driven by tough new legislation; expanded 
market based incentives and increased consumer awareness of environmental issues (e.g., hazard 
ingredients in products, alternative energy, and reduction in greenhouse gases). This is forcing 
companies to reassess the life cycle of their products and the efficiency of their supply chains. 
Environmental issues are becoming business critical. This Green Management course provides the vital 
information, backed by case studies and examples that give progressive business leaders the strategic 
know-how to pro-actively manage environmental issues and realize the business benefits of going green. 

Smart business understands that their competitive advantage lies at the cutting-edge of the green shift. 
This Green Management course presents a complete suite of problems, scenarios, innovations and 
solutions that are rapidly becoming business-critical. You don't need to be an executive to benefit. You 
don't need to be an environmental activist to change. You just need to care deeply about the long-term 
success of your company. 

Green Marketing Management helps individuals make informed decisions about choices that impact the 
environment. This insightful course provides a thorough introduction to the emerging field of green 
marketing management, including a useful exploration of the integral relationships among marketing 
strategy and action, macroeconomic sectors, and the environment. In addition to providing a detailed look 
at many green strategies, from environmentally friendly supply chains to the environmental implications of 
product creation, the course reviews the evolution of marketing and devotes considerable attention to the 
conditions for potential consumers to act in an ecologically responsible manner. 

Upon successful completion of this course, students will be equipped for an entry-level position 
in their field and will be prepared to sit for the NCCB national certification exam. 

The Senior Sustainability Professional program includes 3 courses:  

 Sustainability Professional 

 Green Management 

 Green Marketing Management 

Solar & Energy Systems Professional 
570 Hours/12 Months/Instructor Supported/Materials Included 

G104- Course with Exams: $3,899.00 

The Photovoltaic System Professional is a comprehensive course and guide to installation of residential 
and commercial photovoltaic (PV) systems. This course covers the principles of PV electricity and how to 
effectively incorporate it into stand-alone or utility-connected electrical systems. We give detailed 
illustrations to clarify the concepts behind PV system operation. The Photovoltaic System Professional 
course covers topics including PV industry growth, solar radiation, array orientation, components and 
system configurations, system sizing and design, mechanical and electrical installation, utility 
interconnection, codes and regulations, PV specific safety practices, maintenance, troubleshooting, and 
economic analysis. This course also includes a comprehensive CD-ROM. 

Heating water with the sun is a practice almost as old as humankind itself. This Solar Water Heating 
Specialist course is a guide to this clean and cost-effective technology. 

http://www.nccboard.org/
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Beginning with a review of the history of solar water and space heating systems from prehistory to the 
present, this course presents an introduction to modern solar energy systems, energy conservation, and 
energy economics.  

This course covers: 

Types of solar collectors, solar water, and space heating systems and solar pool heating systems, 
including their advantages and disadvantages  

 System components, their installation, operation, and maintenance  

 System sizing and siting  

 Choosing the appropriate system  

This course also focuses on the financial aspects of solar water or space heating systems, clearly 
showing that such systems generate significant savings in the long run. 

The availability of clean, renewable power is without question going to be the defining challenge and goal 
of the 21st century, and wind will lead the way. Wind power can realistically not only replace the lion’s 
share of oil, coal, and natural gas fired electrical plants in the U.S., but also can add enough extra power 
capacity to allow for most of the cars in the nation to run on electricity.  

This Wind Energy Professional course is designed specifically with technicians in mind! Our course 
covers all aspects of installing and troubleshooting wind turbines, giving technicians the knowledge they 
need to handle even complex maintenance tasks. This course explains how wind turbine blades harvest 
wind energy, and how generators convert shaft turning energy into electricity. It shows how electrical and 
hydraulic systems control the speed of wind turbine blades, energizing blade pitch and yaw position 
controls. Mechanical subjects such as gears, transmissions and gearboxes are discussed in detail.  

This program includes a “Start Your Own Business” course will help you create the business you want. 
Throughout this course you will be working on your business plan and creating a quick comprehensive 
overview of the elements you want in your new business. 

Upon successful completion of this course, students will be equipped for an entry-level position 
in their field and will be prepared to sit for the NCCB national certification exam. 

The Solar & Energy Systems Professional program includes 4 courses:  

 Photovoltaic System Professional 

 Solar Water Heating Specialist 

 Wind Energy Professional 

 Start Your Own Business 

Green Business Management Specialist 
370 Hours/12 Months/Instructor Supported/Materials Included 

G106- Course with Exam:  .............................................................................................................. $3,549.00 

Do you want to enhance your business management skills? Are you interested in working toward a career 
as a business development specialist or in one of many other exciting careers in business?  

Whether you already work as a business development specialist or want to improve your business 
management skills, this distance learning course can help you learn quality business skills that could lead 
to one of many money-making careers in business.  

Our business management course offers comprehensive training in many important management areas, 
including: 

 Business management skills 

 Business organization and systems 

 Managing globally 

 Planning and strategy 

 Fundamentals of decision making 

 Organizational design 

 Managing human resources 

http://www.nccboard.org/
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 Work motivation 

 Dynamics of leadership 

 Managing work teams 

 Cultural diversity and much more. 

The business world is undergoing dramatic change that is driven by tough new legislation; expanded 
market based incentives and increased consumer awareness of environmental issues (e.g., hazard 
ingredients in products, alternative energy, and reduction in greenhouse gases). This is forcing 
companies to reassess the life cycle of their products and the efficiency of their supply chains. 
Environmental issues are becoming business critical. This Green Management course provides the vital 
information, backed by case studies and examples that give progressive business leaders the strategic 
know-how to pro-actively manage environmental issues and realize the business benefits of going green. 

Green Marketing Management helps individuals make informed decisions about choices that impact the 
environment. This insightful course provides a thorough introduction to the emerging field of green 
marketing management, including a useful exploration of the integral relationships among marketing 
strategy and action, macroeconomic sectors, and the environment. In addition to providing a detailed look 
at many green strategies, from environmentally friendly supply chains to the environmental implications of 
product creation, the course reviews the evolution of marketing and devotes considerable attention to the 
conditions for potential consumers to act in an ecologically responsible manner. 

Upon successful completion of this course, students will be equipped for an entry-level position 
in their field and will be prepared to sit for the NCCB national certification exam. 

 

Green Interior Design Associate 
260 Hours/12 Months/Instructor Supported/Materials Included 

G108- Course with Exams:  ............................................................................................................ $2,825.00 

This Green Interior Design Specialist course covers everything from theory to current practices. It 
presents the tools and knowledge needed to implement an environmentally responsible approach for any 
interior design project. The course opens with a broad perspective on global sustainability followed by a 
timeline of human and environmental interactions. This sets the stage for the course’s coverage of the 
day-to-day issues of environmentally responsible interior design, including:  

 Indoor air quality 

 Environmentally responsible lighting design 

 Energy and water issues 

 Evaluation and specification of interior finishes and furnishings 

 United States Green Building Council and LEED certification 

As a Green Interior Design Specialist you will examine a variety of essentials design standards and 
philosophies. The final part of this course includes in-depth case studies that demonstrate how the 
principles and practices can be successfully put into action.  

Interior design and decorating touches the lives of all of us in a very direct way we all live in interiors, and 
most of us work, study, shop, and travel inside buildings, vehicles, and other enclosures. At one time or 
another, almost everyone has been an interior designer or decorator on a limited scale, when choosing a 
painting color or a rug, when buying furniture, or when arranging furniture in a new living place. For these 
reasons, interior design and decorating is -- or should be -- of interest to everyone 

This course helps you understand the basic principles of interior design and decorating to both improve 
your life, and set you in a new direction for your career! 

Upon successful completion of this course, students will be equipped for an entry-level position 
in their field and will be prepared to sit for the NCCB national certification exam. 

The Green Interior Design Associate program includes 2 courses:  

 Green Interior Design Specialist 

 Interior Decorating & Design 

http://www.nccboard.org/
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Photovoltaic & Wind Energy Associate 
360 Hours/12 Months/Instructor Supported/Materials Included 

G109- Course with Exams:  ............................................................................................................ $2,825.00 

The Photovoltaic System Professional is a comprehensive course and guide to installation of residential 
and commercial photovoltaic (PV) systems. This course covers the principles of PV electricity and how to 
effectively incorporate it into stand-alone or utility-connected electrical systems. We give detailed 
illustrations to clarify the concepts behind PV system operation. The Photovoltaic System Professional 
course covers topics including PV industry growth, solar radiation, array orientation, components and 
system configurations, system sizing and design, mechanical and electrical installation, utility 
interconnection, codes and regulations, PV specific safety practices, maintenance, troubleshooting, and 
economic analysis. This course also includes a comprehensive CD-ROM. 

This Wind Energy Professional course is designed specifically with technicians in mind! Our course 
covers all aspects of installing and troubleshooting wind turbines, giving technicians the knowledge they 
need to handle even complex maintenance tasks. This course explains how wind turbine blades harvest 
wind energy, and how generators convert shaft turning energy into electricity. It shows how electrical and 
hydraulic systems control the speed of wind turbine blades, energizing blade pitch and yaw position 
controls. Mechanical subjects such as gears, transmissions and gearboxes are discussed in detail.  

Upon successful completion of this course, students will be equipped for an entry-level position 
in their field and will be prepared to sit for the NCCB national certification exam. 

 

Photovoltaic & Wind Energy Specialist 
510 Hours/12 Months/Instructor Supported/Materials Included 

G110- Course with Exams: $3,399.00 

The Photovoltaic System Professional is a comprehensive course and guide to installation of residential 
and commercial photovoltaic (PV) systems. This course covers the principles of PV electricity and how to 
effectively incorporate it into stand-alone or utility-connected electrical systems. We give detailed 
illustrations to clarify the concepts behind PV system operation. The Photovoltaic System Professional 
course covers topics including PV industry growth, solar radiation, array orientation, components and 
system configurations, system sizing and design, mechanical and electrical installation, utility 
interconnection, codes and regulations, PV specific safety practices, maintenance, troubleshooting, and 
economic analysis. This course also includes a comprehensive CD-ROM. 

The availability of clean, renewable power is without question going to be the defining challenge and goal 
of the 21st century, and wind will lead the way. Wind power can realistically not only replace the lion’s 
share of oil, coal, and natural gas fired electrical plants in the U.S., but also can add enough extra power 
capacity to allow for most of the cars in the nation to run on electricity.  

This Wind Energy Professional course is designed specifically with technicians in mind! Our course 
covers all aspects of installing and troubleshooting wind turbines, giving technicians the knowledge they 
need to handle even complex maintenance tasks. This course explains how wind turbine blades harvest 
wind energy, and how generators convert shaft turning energy into electricity. It shows how electrical and 
hydraulic systems control the speed of wind turbine blades, energizing blade pitch and yaw position 
controls. Mechanical subjects such as gears, transmissions and gearboxes are discussed in detail.  

This program includes a “Start Your Own Business” course will help you create the business you want. 
Throughout this course you will be working on your business plan and creating a quick comprehensive 
overview of the elements you want in your new business. 

Upon successful completion of this course, students will be equipped for an entry-level position 
in their field and will be prepared to sit for the NCCB national certification exam. 
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Water Treatment Plant Operation  
400 Hours/12 Months/Instructor Supported/Materials Included 

G111- Course:  ................................................................................................................................ $2,135.00 

Water Treatment Plant – Level 1 is designed to train students to safely and effectively operate and 
maintain drinking water treatment plants. This course covers information on the importance and 
responsibilities of a water treatment plant operator, sources of water, reservoir management, and intake 
structures.  

Students will learn how to safely operate and maintain coagulation, flocculation, sedimentation, filtration, 
and disinfection processes. They will also learn to control tastes and odors in drinking water, control 
corrosion to meet the requirements of the Lead and Copper Rule, and perform basic water laboratory 
procedures. 

An important part of the course provides students information on overall plant operation and covers topics 
such as daily operating procedures, regulation of flows, chemical use and handling, records and reports, 
plant maintenance, safety and security, emergency conditions and procedures, handling complaints, and 
energy conservation. 

Water Treatment Plant – Level 2, a continuation of Level 1, is designed to train students in the practical 
aspects of operating and maintaining water treatment plants, emphasizing safe practices and procedures. 
Information is presented on drinking water regulations (including the Safe Drinking Water Act), iron and 
manganese control, fluoridation, softening, trihalomethanes, demineralization, handling and disposal of 
process wastes, maintenance, instrumentation, and advanced laboratory procedures.  

Administrative procedures for dealing with budgeting, setting rates, recordkeeping, personnel 
administration, public relations, and emergency planning are also covered in this course. 

The Water Treatment Plant Operation program includes 2 courses:  

 Water Treatment Plant – Level 1 

 Water Treatment Plant – Level 2 

Wastewater Treatment Plant Operation  
360 Hours/12 Months/Instructor Supported/Materials Included 

G112- Course:  ................................................................................................................................ $2,135.00 

Wastewater Treatment Plant – Level 1 is designed to train students to safely and effectively operate and 
maintain wastewater treatment plants. This course is designed to train students in the practical aspects of 
operating and maintaining wastewater treatment plants, emphasizing the use of safe practices and 
procedures.  

The information from this course includes the role and responsibilities of a treatment plant operator, an 
explanation of why wastes must be treated, and detailed descriptions of the equipment and processes 
used in a wastewater treatment plant.  

Students will learn to operate and maintain racks, screens, comminutors, sedimentation tanks, trickling 
filters, rotating biological contactors, package activated sludge plants, oxidation ditches, ponds, and 
chlorination facilities.  

Wastewater Treatment Plant – Level 2 is designed to train students in the practical aspects of operating 
and maintaining wastewater treatment plants, emphasizing safe practices and procedures. Topics 
covered in this course include conventional activated sludge processes, sludge digestion and solids 
handling, effluent disposal, plant safety and good housekeeping, plant and equipment maintenance, 
laboratory procedures and chemistry, use of computers for plant operation and maintenance, analysis 
and presentation of data, and records and report writing.  

The Wastewater Treatment Plant Operation program includes 2 courses:  

 Wastewater Treatment Plant – Level 1 

 Wastewater Treatment Plant – Level 2 
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Green Construction Associate 
140 Hours/12 Months/Instructor Supported/Materials Included 

G114- Course with Exam:  .............................................................................................................. $2,175.00 

What does a "green" home look like? What are its characteristics, and how can you ensure that you meet 
the highest green standards within a given budget? The answers to these questions and more are found 
in Green Building for Contractors – Level 1, a course dedicated to teaching builders and homeowners 
alike about environmentally-friendly residential construction.  

This course is a highly practical resource and explores the very latest construction techniques, materials, 
processes, and green practices that will reduce the environmental impact of the building itself. Coverage 
ranges from air sealing measures and energy efficient practices to water conservation and the usage of 
natural materials, with a special focus on complying with zoning ordinances and building codes. With 
thorough explanations of the many benefits of green building, this course is the perfect "nuts and bolts" 
guide to environmentally-sound homes. 

Finally, a course that bridges the gap between the worlds of green building and residential building codes 
– Green Building for Contractors – Level 2 with the International Residential Code®. One of the first 
courses of its kind on the market, this indispensable course takes green building concepts one step 
further and addresses them as they specifically relate to building codes, and in particular, how they relate 
to the International Residential Code® (IRC). Because the code books themselves do not directly address 
green construction issues, this course will help the student make green decisions about construction 
methods and materials while staying code compliant.  

Coverage begins with a “Building Code Primer” that explores basic permitting and regulatory processes. 
This fundamental knowledge sets the stage for students to be better able to successfully incorporate 
green principles into construction projects and avoid costly mistakes that can occur when key processes 
are not established and followed beforehand. The course then moves to a review of the IRC identifying 
areas where provisions of the code will affect a green construction project and where in a project there 
are green options, as well. Using tried-and-true real-life examples of green construction techniques 
throughout, this course is the perfect guide to understanding building codes in today's quest to go green. 

Upon successful completion of this course, students will be equipped for an entry-level position 
in their field and will be prepared to sit for the NCCB national certification exam. 

The Green Construction Associate program includes 2 courses:  

 Green Building for Contractors – Level 1 

 Green Building for Contractors – Level 2 

Renewable Energy Associate 
350 Hours/12 Months/Instructor Supported/Materials Included 

G115- Course with Exam:  .............................................................................................................. $3,249.00 

Become an Alternative Energy Specialist and learn ways to help conserve, reduce, reuse, recycle, and 
thus minimize our impact on the planet. Through this “entry-level” green course you will learn that even 
small changes make a difference and that going green is good for our health, the planet, and even our 
budgets.  

Armed with the knowledge from this course you can form educated and informed opinions on the future of 
energy and its impact on the economy, health, and the environment. 

As an Alternative Energy Specialist you will discover how to establish your business as a green business. 
You can become a Green Consultant and help others by exploring environmentally-friendly business 
opportunities to choosing eco-friendly means of production. Learn business basics with a green twist 
including financing, office setup, day-to-day operations and so much more! 

This Advanced Renewable Energy Specialist course addresses the main characteristics of the emerging 
generation of technologies which will be employed to provide energy for the power grid over the next 20 
years. This course covers solar energy in its various forms, such as photovoltaic, thermal and 
thermodynamic energy conversion, taking into account the various issues associated with the connection 
of these solar plants to the grid.  

http://www.nccboard.org/
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We will also cover Wind technologies that are today in full development and the section of this course 
dedicated to wind technology describes the state of the art, taking into consideration the consequences of 
adding large quantities of this intermittent energy source into power grids, one of which may be wide 
disturbances. Energy from the sea is also covered in the Advanced Renewable Energy Specialist course, 
with a section on very small hydraulic plants which will become of increasing interest as fossil fuels 
become more and more expensive.  

The course continues with an analysis of geothermal energy along three lines: heat pumps, heat, and 
electric energy generation. Finally, the Advanced Renewable Energy Specialist needs to know about 
energy from biomass, which is also becoming of great interest due to the high cost of fossil fuels. In this 
section we cover a wide-ranging description of biofuels and biogas and we give special focus to sources 
of energy from word, as a substitute for gas or oil energy heating. This Advanced Renewable Energy 
Specialist course is a must for anyone interested in moving into the field of green energy.  

Upon successful completion of this course, students will be equipped for an entry-level position 
in their field and will be prepared to sit for the NCCB national certification exam. 

The Renewable Energy Associate program includes 2 courses:  

 Alternative Energy Specialist 

 Advanced Renewable Energy Specialist 
 

Security Courses 

Emergency Response to Bio-Terrorism 
74 Hours/12 Months/Self-Paced 

S101- Course:  ................................................................................................................................ $1,595.00 

This course is designed to provide the student with an overview of key issues to be addressed when 
developing mass fatalities response plans.  It focuses on the primary functions that must be fulfilled in 
order to facilitate mass fatalities response and community recovery.  Some of the concepts discussed in 
this course include: Essential Emergency Management Issues, Hazardous Materials Identification, 
Primary Sites of Mass Fatalities Response Operation, Headquarters Staff Processing Center, Disaster 
Site, Morgue Site, Family Assistance Center, and Management of Traumatic Stress.  No final exam is 
required. 

Homeland Security/Terrorist Agent Control Technology  
135 Hours/12 Months/Self-Paced 

S102- Course:  .............................................................................................................................. $1,595.00   

Perspectives on Terrorism are a courses designed to augment a career in biology, chemistry, public 
health, nursing, or medical fields. Through this course the student is introduced to the history of the use of 
terrorist agents within both the context of war and against the civilian population. Response perspectives 
are addressed and the psychological aspects of threatened or actual events are also addressed. 

 

Start Your Own Business Courses 

Start Your Own Business 
150 Hours/12 Months/Instructor Supported/Materials Included 

C101- Course:  ................................................................................................................................ $1,495.00  

Would you love to be your own boss? Do you have a great idea for a business, but just don't know where 
to begin? Let us help you get started! Our in-depth course can provide you with a comprehensive 
introduction on how to start your own business. This is your chance to take that exciting first step toward 
a new career as an entrepreneur!  

Do you have an idea to start your own internet business, or start your own home business? This course is 
an excellent starting point in learning the fundamentals every entrepreneur should understand and 
employ.  

http://www.nccboard.org/
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Start Your Own Business with Child Day Care Management  
330 Hours/12 Months/Instructor Supported/Materials Included 

C102- Course with Exam:  .............................................................................................................. $3,429.00 

Do you love being around children? Have you ever thought about becoming a childcare worker or 
wondered if you could start a home day care business? Child day care management distance learning 
course can provide you with the information to take the first step toward earning an attractive child care 
worker salary.  

With our child day care management distance-learning course, you can learn the key concepts involved 
in being a childcare worker. You could even learn some basic ideas on how to start a home day care 
business!  

A childcare worker is a special person who helps children grow, learn, and gain new skills every day. A 
childcare worker also provides behavioral and emotional support so children feel safe and comfortable 
while with a childcare worker.  

This program includes a “Start Your Own Business” course that will help you create the business you 
want. Throughout this course you will be working on your business plan and creating a quick 
comprehensive overview of the elements you want in your new business. 

Have you ever eaten a Mrs. Fields cookie? Used an Apple computer? Listened to a hip-hop CD? 
Entrepreneurs brought these products to your world. People that start their own businesses and work for 
themselves are called entrepreneurs. For an entrepreneur the sky is the limit as far as earnings are 
concerned. An entrepreneur is someone who's recognized an opportunity to start a business that other 
people may not have noticed -- and jumps at it a skillfully. Entrepreneur can shape and create an 
opportunity where others see little or nothing -- or see it too early or too late.  
 
The Child Day Care Management program includes 2 courses:  

 Child Day Care Management 

 Start Your Own Business 

Upon successful completion of this course, students will be equipped for an entry-level position 
in their field and will be prepared to sit for the http://cdacertification.net/. 

Start Your Own Business with Cooking and Catering 
490 Hours/12 Months/Instructor Supported/Materials Included 

C103- Course with Exam:  .............................................................................................................. $3,149.00 

Designed by professionals in the field, this in-depth cooking instruction curriculum is also an excellent 
choice for learning the fundamentals of starting a catering business. From preparation to presentation, 
this professional cooking instruction can help you learn how to prepare high quality dishes your clients 
and family will enjoy.  

Our distance learning cooking instruction course offers an entire module on starting a catering business. 
This specialized module can teach you about the seven primary functions of a catering business as well 
as client interaction and business management among other topics. If you've ever considered starting a 
catering business, this cooking instruction course in an excellent place to start. 

This program includes a “Start Your Own Business” class will help you create the business you want. 
Throughout this course you will be working on your business plan and creating a quick comprehensive 
overview of the elements you want in your new business. 

Upon successful completion of this course, students will be equipped for an entry-level position 
in their field and will be prepared to sit for the NCCB national certification exam. 

The Cooking & Catering program includes 2 courses:  

 Cooking & Catering  

 Start Your Own Business 

 

http://cdacertification.net/
http://www.nccboard.org/
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Start Your Own Business with Fitness & Nutrition 
390 Hours/12 Months/Instructor Supported/Materials Included  

C104- Course with Exam:  .............................................................................................................. $3,149.00 

The general public has come to realize that they can influence their own health. This insight has spurred 
an interest in personal wellness and created a desire for health information. There are differing views 
about what specifically constitutes health and wellness. In general, it can best be described as a blend of 
physical health and health sciences. Health is not just the absence of illness but it’s a feeling of overall 
wellbeing. This course takes a personalized approach that guides you through the development of an 
attainable and enjoyable fitness and wellness program. The course provides current, practical information 
and tips on health and fitness topics, from nutrition and stress management to flexibility and strength. 

Each individual is responsible for his/her own personal health, but first they must be given proper 
information. As a Fitness & Nutrition Coach you will be able to provide people with information to improve 
their health and quality of life. In this course you will also learn more about developing a successful 
coaching business and marketing your coaching practice. 

This program includes a “Start Your Own Business” class will help you create the business you want. 
Throughout this course you will be working on your business plan and creating a quick comprehensive. 

Upon successful completion of this course, students will be equipped for an entry-level position 
in their field and will be prepared to sit for the NCCB national certification exam. 

The Fitness & Nutrition program includes 2 courses:  

 Fitness & Nutrition Coaching 

 Start Your Own Business 

Start Your Own Business with Florist / Floral Design 
330 Hours/12 Months/Instructor Supported/Materials Included 

C105- Course with Exam:  .............................................................................................................. $3,149.00 

This course is great for anyone interested in the field of Floral Design. Our course highlights floral design 
techniques ranging from basic to cutting edge. With a well-balanced presentation of theory and practice 
this course sets the standard in floral design topics covered include a history of floral design the principles 
and mechanics of flower arranging care and handling of flowers and foliage as well as arrangement styles 
for a variety of special occasions. Updated to reflect the latest concepts and practices this course will 
place you at the forefront of your field.  

This program includes a “Start Your Own Business” class will help you create the business you want. 
Throughout this course you will be working on your business plan and creating a quick comprehensive 
overview of the elements you want in your new business. 

Upon successful completion of this course, students will be equipped for an entry-level position 
in their field and will be prepared to sit for the NCCB national certification exam. 

The Florist / Floral Design program includes 2 courses:  

 Florist / Floral Design 

 Start Your Own Business 

Start Your Own Business with Landscaping Design 
310 Hours/12 Months/Instructor Supported/Materials Included 

C106- Course with Exam:  .............................................................................................................. $3,149.00 

This Landscaping course provides the basic knowledge and industry information needed to be successful 
in the field of landscape design and architecture. Focusing on three areas of professional practice; 
design, contracting, and management, traditional topics such as design, plant installation, and pricing, as 
well as topics not found in most other resources, such as interior landscaping, xeriscaping, water 
gardens, and safety are discussed.  

Successful landscapers and lawn care professionals reveal their secrets to success in this $20 billion 
industry. With all the homes, business parks, apartment complexes, shopping malls and hospitals that 

http://www.nccboard.org/
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need landscaping, you can tailor your services and create your dream job. Your business can range from 
the simple-mowing and edging lawns, raking leaves and clipping hedges-to applying chemicals and 
fertilizer, trimming and shaping trees, designing landscapes and more. 

Our landscaping course offers quality career training filled with a number of professional landscaping 
ideas and tips. The course even includes information on how to start a landscaping business. If you're 
interested in starting a new career, want to learn more about landscaping, or just want to spruce up your 
yard, then this course is for you! 

This program includes a “Start Your Own Business” class will help you create the business you want. 
Throughout this course you will be working on your business plan and creating a quick comprehensive 
overview of the elements you want in your new business. 

The Landscaping program includes 2 courses:  

 Landscaping 

 Start Your Own Business 

Upon successful completion of this course, students will be equipped for an entry-level position 
in their field and will be prepared to sit for the NCCB national certification exam. 

Start Your Own Business with Interior Decorating and Design 
300 Hours/12 Months/Instructor Supported/Materials Included 

C107- Course with Exam:  .............................................................................................................. $3,149.00 

Interior design and decorating touches the lives of all of us in a very direct way we all live in interiors, and 
most of us work, study, shop, and travel inside buildings, vehicles, and other enclosures. At one time or 
another, almost everyone has been an interior designer or decorator on a limited scale, when choosing a 
painting color or a rug, when buying furniture, or when arranging furniture in a new living place. For these 
reasons, interior design and decorating is -- or should be -- of interest to everyone 

This program includes a “Start Your Own Business” class will help you create the business you want. 
Throughout this course you will be working on your business plan and creating a quick comprehensive 
overview of the elements you want in your new business. 

This program helps you understand the basic principles of interior design and decorating to both improve 
your life, and set you in a new direction for your career! 

Upon successful completion of this course, students will be equipped for an entry-level position 
in their field and will be prepared to sit for the NCCB national certification exam. 

The Interior Decorating / Design program includes 2 courses:  

 Interior Decorating & Design 

 Start Your Own Business 

Start Your Own Business with Natural Health Consultant  
290 Hours/12 Months/Instructor Supported/Materials Included 

C108- Course:  ................................................................................................................................ $2,999.00 

Natural Health Consultants understand that for true healing to take place that the emotional, mental, 
physical and spiritual elements of each person must be addressed.  Our Natural Health Consultant 
course will give you broad understanding of the several disciplines that fall under the heading of "natural 
medicine."  The natural health consultant’s range of knowledge allows them to explain natural health 
options to people and offer them advice on which discipline might be an appropriate starting point for their 
healing. 

This program includes a “Start Your Own Business” course that will help you create the business you 
want. Throughout this course you will be working on your business plan and creating a quick 
comprehensive overview of the elements you want in your new business. 

The Natural Health Consultant program includes 2 courses: 

 Natural Health Consultant 

 Start Your Own Business 

http://www.nccboard.org/
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Start Your Own Business with Nutritional Consultant 
290 Hours/12 Months/Instructor Supported/Materials Included 

C109- Course with Exam:  .............................................................................................................. $3,149.00 

Nutrition Consultant training provides students with an understanding of how food nutrition contributes to 
the prevention of illness and the promotion of optimal health. Students learn to conduct in-depth diet and 
lifestyle evaluations and to advise individuals on food plans customized to each individual’s taste, 
temperament, and health goals. The fundamentals of whole food nutrition, digestive physiology, 
metabolism, nutritional biochemistry, and current research are presented. The nutritional terrain covered 
includes macronutrients, micronutrients, and phytonutrients, based upon current global research and 
application. Students are trained to work in the community in a wide variety of institutional, school, 
business, and private practice settings. 

This program includes a “Start Your Own Business” course will help you create the business you want. 
Throughout this course you will be working on your business plan and creating a quick comprehensive 
overview of the elements you want in your new business. 

Upon successful completion of this course, students will be equipped for an entry-level position 
in their field and will be prepared to sit for the NCCB national certification exam. 

The Nutritional Consultant program includes 2 courses: 

 Nutritional Consultant 

 Start Your Own Business 

Start Your Own Business with Photography 
310 Hours/12 Months/Instructor Supported/Materials Included 

C110- Course:  ................................................................................................................................ $2,999.00 

This course bridges the gap between traditional and digital camera and darkroom techniques. 
Photography is a visual art. This course is for anyone who wants to learn about photography for fun and 
as a new career. This photography course discusses visual literacy issues and encourages students to 
experiment with, learn and explore the world of photography. The digital revolution has turned the world 
of photography upside down, yet it is still an art form and worthy of study from an artistic standpoints. If 
you have ever thought about a career in the world of photography, this is a great way to get started! 

This program includes a “Start Your Own Business” course that will help you create the business you 
want. Throughout this course you will be working on your business plan and creating a quick 
comprehensive overview of the elements you want in your new business. 

The Professional Photography program includes 2 courses:  

 Professional Photography 

 Start Your Own Business 

Start Your Own Business with Private Investigator  
250 Hours/12 Months/Instructor Supported/Materials Included 

C111- Course:  ................................................................................................................................ $2,999.00 

Private investigator jobs can be intriguing, exciting and sometimes adventurous, but being a private 
investigator is also a serious and important career. This private investigator training can provide you with 
the essential skills and knowledge for a number of entry level private investigator jobs. Our distance 
learning private investigator training will provide instruction on surveillance, information gathering, 
interview techniques and much more! 

This program includes a “Start Your Own Business” course that will help you create the business you 
want. Throughout this course you will be working on your business plan and creating a quick 
comprehensive overview of the elements you want in your new business. 

The Private Investigator program includes 2 courses:  

 Private Investigator 

 Start Your Own Business 
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Start Your Own Business with Travel and Tourism 
260 Hours/12 Months/Instructor Supported/Materials Included 

C112-Course with Exam:  ............................................................................................................... $3,149.00 

Are you interested in learning more about a travel agent career? Would you like to better understand 
travel and tourism jobs? Our travel and tourism school can help you learn more about a travel agent 
career and take the first step in getting quality travel agent training. 
 
Travel agent career professionals consistently help people plan family vacations, corporate trips, cruises, 
international travel, and specialty tours such as adventure vacations. Travel agents generally have 
access to important information regarding fares and discounts, and are knowledgeable about particular 
geographic locations. Overall, a travel agent career professional can help consumers plan the most 
appropriate travel arrangements for their needs.  

Our travel agent school can provide travel agent training on the essentials of a travel and tourism jobs, 
and could be your first step in getting one of many interesting travel and tourism jobs such as working for 
a corporation, online travel agency, or even working from home! 

This program includes a “Start Your Own Business” course that will help you create the business you 
want. Throughout this course you will be working on your business plan and creating a quick 
comprehensive overview of the elements you want in your new business. 

The Travel Agent program includes 2 courses:  

 Travel & Tourism 

 Start Your Own Business 

Start Your Own Business with Wedding Consultant  
410 Hours/12 Months/Instructor Supported/Materials Included 

C113- Course with Exam:  .............................................................................................................. $3,149.00 

It's the most important day in many couples’ lives and everything needs to be perfect. With weddings 
becoming larger, costlier and more complex, more than two thirds of engaged couples are turning to 
professional wedding consultants for help. Learn how to combine your creative vision with their individual 
preferences to create the wedding of their dreams. Discover the newest wedding trends and find out how 
to be the first to adopt these new trends. 

Drawing on wedding traditions and customs from around the world, this course includes real-world 
information on: 

 Vows, from the traditional to the creative 

 Rituals, former variety of traditions 

 Toasts, from the classic to advice on writing your own 

 Readings, spanning various customs and heritages 

 Music, from classical to popular 

This program includes a “Start Your Own Business” course that will help you create the business you 
want. Throughout this course you will be working on your business plan and creating a quick 
comprehensive overview of the elements you want in your new business. 

Upon successful completion of this course, students will be equipped for an entry-level position 
in their field and will be prepared to sit for the NCCB national certification exam. 

The Wedding Consultant program includes 2 courses:  

 Wedding Consultant 

 Start Your Own Business 
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Start Your Own Business with Stress Management Coaching  
530 Hours/12 Months/Instructor Supported/Materials Included 

C114- Course with Exam:  .............................................................................................................. $3,675.00 

Stress Management Coaching - Level 1 is more than just a course about stress. It is an experience. You 
will find a toolbox of skills for immediate application and for immediate benefits to prevent and manage 
stress in your life and the lives of others. You will learn about stress; you will learn and practice specific 
techniques; and you will be inspired to continue a life-long program of stress management. Stress 
Management Coaching is a growing field that provides powerful approaches to a healthy and balanced 
life.  

Every day, more and more people are realizing the ongoing benefits of stress management therapy. 
Whether people suffer from work related stress, or need to cope with the rigors of a busy lifestyle, our 
Stress Management Coaching - Level 2 course can teach you how to help people find tranquility in their 
day through a number of coping techniques.  

The Stress Management Coaching - Level 2 course provides an in-depth look into a number of relaxation 
techniques such as meditation, progressive relaxation, guided imagery, self-hypnosis, and many more! It 
also covers information on started your own coaching business.  

This program includes a “Start Your Own Business” course that will help you create the business you 
want. Throughout this course you will be working on your business plan and creating a quick 
comprehensive overview of the elements you want in your new business. 

Upon successful completion of this course, students will be equipped for an entry-level position 
in their field and will be prepared to sit for the NCCB national certification exam. 

The Stress Management Coaching program includes 3 courses:  

 Stress Management Coaching – Level 1 

 Stress Management Coaching – Level 2 

 Start Your Own Business 

Start Your Own Business with Security / Police Sciences 
360 Hours/12 Months/Instructor Supported/Materials Included 

C115- Course: ................................................................................................................................. $2,999.00 

This is an excellent choice for learning more about the work of security guards and police officers. Our in-
depth curriculum can help you gain a valid understanding of a number of security jobs including 
investigations, surveillance, security systems and more. Our course also includes a module on police 
officers and their important role in society. Overall, this security/police sciences distance learning course 
is an excellent first step in learning more about the work of security guards and police officers.  

This program includes a “Start Your Own Business” course that will help you create the business you 
want. Throughout this course you will be working on your business plan and creating a quick 
comprehensive overview of the elements you want in your new business. 

The Security / Police Sciences program includes 2 courses:  

 Security / Police Sciences  

 Start Your Own Business 
 

 

 

 

 

http://www.nccboard.org/
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Specialized Spanish Bundles 

Retail Banking with Spanish for Banking 
116 Hours/12 and 6-Month Access/Instructor Supported 

SB101- Course:  .............................................................................................................................. $1,155.00 

This program acquaints the participants with an in-depth understanding of various knowledge areas that 
are required of a modern banking professional. The students will be equipped with the knowledge of the 
various retail banking products, how to effectively sell these products and services, and how to build a 
long-term relationship with their customers. The students will also be provided with essential technology 
skills required to work effectively.   

The Spanish course is designed for approximately 16 hours of instruction, this course is available for 6 
months, and includes a Certificate of Completion when finished. The courses incorporate visual imagery 
(photos associated with words and phrases for better retention), native speakers to hear proper 
pronunciation, language tips, intuitive reading exercises, and interactive assessments to measure your 
progress and comprehension, and cultural lessons. 

When signing up for this bundle, you must decide if you would like access to both courses at 
once or if you would like your Training Assessment Manager to enroll you in the Spanish course 
once you notify them. This Spanish course access is 6 months, whereas the other course is 12 
Months. The time for access begins with receipt of your username and password. The Spanish 
access can be sent at a later date. 

Banking Management Operations with Spanish for Banking 
116 Hours/12 and 6-Month Access/Instructor Supported 

SB102- Course:   ............................................................................................................................. $1,155.00 

This program acquaints the participants with an in-depth understanding of various knowledge areas that 
are required of banking professionals. The students will be equipped with the knowledge of the various 
banking products, operational aspects, and various technology and regulatory requirements. The 
students will also be provided with essential management and operational technology skills required to 
work effectively.   

The Spanish course is designed for approximately 16 hours of instruction, this course is available for 6 
months, and includes a Certificate of Completion when finished. The courses incorporate visual imagery 
(photos associated with words and phrases for better retention), native speakers to hear proper 
pronunciation, language tips, intuitive reading exercises, and interactive assessments to measure your 
progress and comprehension, and cultural lessons. 

When signing up for this bundle, you must decide if you would like access to both courses at 
once or if you would like your Training Assessment Manager to enroll you in the Spanish course 
once you notify them. This Spanish course access is 6 months, whereas the other course is 12 
Months. The time for access begins with receipt of your username and password. The Spanish 
access can be sent at a later date. 

Green Construction Associate with Spanish for Construction 
156 Hours/12 and 6-Month Access/Instructor Supported/Materials Included 

SB103- Course with Exam:  ............................................................................................................ $2,295.00 

What does a "green" home look like? What are its characteristics, and how can you ensure that you meet 
the highest green standards within a given budget? The answers to these questions and more are found 
in Green Building for Contractors – Level 1, a course dedicated to teaching builders and homeowners 
alike about environmentally-friendly residential construction.  

This course is a highly practical resource and explores the very latest construction techniques, materials, 
processes, and green practices that will reduce the environmental impact of the building itself. Coverage 
ranges from air sealing measures and energy efficient practices to water conservation and the usage of 
natural materials, with a special focus on complying with zoning ordinances and building codes. With 
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thorough explanations of the many benefits of green building, this course is the perfect "nuts and bolts" 
guide to environmentally-sound homes. 

Finally, a course that bridges the gap between the worlds of green building and residential building codes 
– Green Building for Contractors – Level 2 with the International Residential Code®. One of the first 
courses of its kind on the market, this indispensable course takes green building concepts one step 
further and addresses them as they specifically relate to building codes, and in particular, how they relate 
to the International Residential Code® (IRC). Because the code books themselves do not directly address 
green construction issues, this course will help the student make green decisions about construction 
methods and materials while staying code compliant.  

Upon successful completion of this course, students will be equipped for an entry-level position 
in their field and will be prepared to sit for the NCCB national certification exam. 

The Green Construction Associate program includes 2 courses:  

 Green Building for Contractors – Level 1 

 Green Building for Contractors – Level 2 

The Spanish course is designed for approximately 16 hours of instruction. This course is available for 6 
months and includes a Certificate of Completion when finished. The courses incorporate visual imagery 
(photos associated with words and phrases for better retention), native speakers to hear proper 
pronunciation, language tips, intuitive reading exercises, and interactive assessments to measure your 
progress and comprehension, and cultural lessons. 

When signing up for this bundle, you must decide if you would like access to both courses at 
once or if you would like your Training Assessment Manager to enroll you in the Spanish course 
once you notify them. This Spanish course access is 6 months, whereas the other course is 12 
Months. The time for access begins with receipt of your username and password. The Spanish 
access can be sent at a later date. 

Green Construction Specialist with Spanish for Construction 
306 Hours/12 and 6-Month Access/Instructor Supported/Materials Included 

SB104- Course with Exam:  ............................................................................................................ $3,449.00 

What does a "green" home look like? What are its characteristics, and how can you ensure that you meet 
the highest green standards within a given budget? The answers to these questions and more are found 
in Green Building for Contractors – Level 1, a course dedicated to teaching builders and homeowners 
alike about environmentally friendly residential construction.  

This course is a highly practical resource and explores the very latest construction techniques, materials, 
processes, and green practices that will reduce the environmental impact of the building itself. Coverage 
ranges from air sealing measures and energy efficient practices to water conservation and the usage of 
natural materials, with a special focus on complying with zoning ordinances and building codes. With 
thorough explanations of the many benefits of green building, this course is the perfect "nuts and bolts" 
guide to environmentally-sound homes. 

Finally, a course that bridges the gap between the worlds of green building and residential building codes 
– Green Building for Contractors – Level 2 with the International Residential Code®. One of the first 
courses of its kind on the market, this indispensable course takes green building concepts one step 
further and addresses them as they specifically relate to building codes, and in particular, how they relate 
to the International Residential Code® (IRC). Because the code books themselves do not directly address 
green construction issues, this course will help the student make green decisions about construction 
methods and materials while staying code compliant.  

This program includes a “Start Your Own Business” course will help you create the business you want. 
Throughout this course you will be working on your business plan and creating a quick comprehensive 
overview of the elements you want in your new business. 

 

 

http://www.nccboard.org/
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Upon successful completion of this course, students will be equipped for an entry-level position 
in their field and will be prepared to sit for the NCCB national certification exam. 
The Green Construction Specialist program includes 3 courses:  

 Green Building for Contractors – Level 1 

 Green Building for Contractors – Level 2 

 Start Your Own Business 

Spanish for Construction 

The Spanish course is designed for approximately 16 hours of instruction, this course is available for 6 
months, and includes a Certificate of Completion when finished. The courses incorporate visual imagery 
(photos associated with words and phrases for better retention), native speakers to hear proper 
pronunciation, language tips, intuitive reading exercises, and interactive assessments to measure your 
progress and comprehension, and cultural lessons. 

When signing up for this bundle, you must decide if you would like access to both courses at 
once or if you would like your Training Assessment Manager to enroll you in the Spanish course 
once you notify them. This Spanish course access is 6 months, whereas the other course is 12 
Months. The time for access begins with receipt of your username and password. The Spanish 
access can be sent at a later date. 

Dining Room & Banquet Management with Spanish for Food Service 

126 Hours/12 and 6-Month Access/Instructor Supported/Materials Included 

SB105- Course:  .............................................................................................................................. $1,599.00 

This Dining Room & Banquet Management course is ideal for a student that wants to move into 
hospitality management. Its emphasis is on the service aspects of a business that will distinguish an 
outstanding dining experience. The course includes the history of dining room and banquet service, the 
proper techniques of service, sanitation requirements, and important merchandising concepts. In addition, 
information about reservations, priority seating, and reservations systems is also included. 

The Spanish course is designed for approximately 16 hours of instruction, this course is available for 6 
months, and includes a Certificate of Completion when finished. The courses incorporate visual imagery 
(photos associated with words and phrases for better retention), native speakers to hear proper 
pronunciation, language tips, intuitive reading exercises, and interactive assessments to measure your 
progress and comprehension, and cultural lessons. 

When signing up for this bundle, you must decide if you would like access to both courses at 
once or if you would like your Training Assessment Manager to enroll you in the Spanish course 
once you notify them. This Spanish course access is 6 months, whereas the other course is 12 
Months. The time for access begins with receipt of your username and password. The Spanish 
access can be sent at a later date. 

Food & Beverage Cost Control with Spanish for Food Service 
146 Hours/12 and 6-Month Access/Instructor Supported/Materials Included 

SB106- Course:  .............................................................................................................................. $1,599.00 

Food & Beverage Cost Control course provides a practical and comprehensive overview of cost control 
methods for the food service industry and how they can be profitably applied. This course establishes 
useful guidelines for assessing, interpreting, and planning food and beverage operations. Important 
financial information is presented to assist readers in achieving their goals of minimizing expenditures and 
maximizing profits. This course covers unique topics such as “make or buy” decisions, inventory control, 
forecasting, and departmental interaction that give this course a richness and relevance students will 
profit from professionally for years to come.  

The Spanish course is designed for approximately 16 hours of instruction, this course is available for 6 
months, and includes a Certificate of Completion when finished. The courses incorporate visual imagery 
(photos associated with words and phrases for better retention), native speakers to hear proper 
pronunciation, language tips, intuitive reading exercises, and interactive assessments to measure your 
progress and comprehension, and cultural lessons. 

http://www.nccboard.org/
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When signing up for this bundle, you must decide if you would like access to both courses at 
once or if you would like your Training Assessment Manager to enroll you in the Spanish course 
once you notify them. This Spanish course access is 6 months, whereas the other course is 12 
Months. The time for access begins with receipt of your username and password. The Spanish 
access can be sent at a later date. 

Food Service Purchasing with Spanish for Food Service 
166 Hours/ 12 and 6-Month Access/Instructor Supported/Materials Included 

SB107- Course:  .............................................................................................................................. $1,599.00 

Food Service Purchasing combines the requisite information on foodservice purchasing and storeroom 
operations, along with financial stewardship. This comprehensive course brings the four most important 
foundations in foodservice purchasing in one course: market and distribution systems, storeroom 
operations, cost controls and comprehensive product information. In addition, this course covers present-
day issues like theft and security, legal and regulatory compliance, and scientific applications like 
aquaculture and genetically modified organisms (GMOs).  

The Spanish course is designed for approximately 16 hours of instruction, this course is available for 6 
months, and includes a Certificate of Completion when finished. The courses incorporate visual imagery 
(photos associated with words and phrases for better retention), native speakers to hear proper 
pronunciation, language tips, intuitive reading exercises, and interactive assessments to measure your 
progress and comprehension, and cultural lessons. 

When signing up for this bundle, you must decide if you would like access to both courses at 
once or if you would like your Training Assessment Manager to enroll you in the Spanish course 
once you notify them. This Spanish course access is 6 months, whereas the other course is 12 
Months. The time for access begins with receipt of your username and password. The Spanish 
access can be sent at a later date. 

Hospitality: An Introduction with Spanish for Hospitality 
146 Hours/12 and 6-Month Access/Instructor Supported/Materials Included 

SB108- Course:  .............................................................................................................................. $1,599.00 

Hospitality: An Introduction provides a detailed description of the many facets of the Hospitality and 
Tourism sector, including tours and travel, hotels, restaurants, culinary, casino operations, cruises, and 
the recreation and leisure industries. Personal profiles of industry leaders highlight the wide range of 
career opportunities available in the field. This course discusses the Hospitality and Tourism industry's 
evolution toward increased internationalization and integration. Industry vignettes offer a behind-the-
scenes view of real-life job tasks and career success stories. Each module of this course features 
practical case study scenarios, including business and social attitude comparatives, advertising and 
marketing messaging, financial modeling, and competitive analysis formulation. 

The Spanish course is designed for approximately 16 hours of instruction, this course is available for 6 
months, and includes a Certificate of Completion when finished. The courses incorporate visual imagery 
(photos associated with words and phrases for better retention), native speakers to hear proper 
pronunciation, language tips, intuitive reading exercises, and interactive assessments to measure your 
progress and comprehension, and cultural lessons. 

When signing up for this bundle, you must decide if you would like access to both courses at 
once or if you would like your Training Assessment Manager to enroll you in the Spanish course 
once you notify them. This Spanish course access is 6 months, whereas the other course is 12 
Months. The time for access begins with receipt of your username and password. The Spanish 
access can be sent at a later date. 
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Hospitality & Travel Marketing with Spanish for Hospitality 
216 Hours/12 and 6-Month Access/Instructor Supported/Materials Included 

SB109- Course:  .............................................................................................................................. $1,599.00 

This Hospitality & Travel Marketing course has a Global orientation, and whole-industry coverage of 
hospitality and tourism. A focus on destination marketing and others parts of tourism, along with case 
examples from around the world; address the need for global experience in the industry. The content 
draws upon practical experience in the hospitality and travel marketing industry, as well as experience 
from around the globe including the USA, Canada, Europe, Asia, and Australia. Hospitality and Travel 
Marketing reflects all of the latest trends in the field, including Internet marketing and e-commerce, loyalty 
marketing, brand extension marketing, and destination branding. 

The Spanish course is designed for approximately 16 hours of instruction, this course is available for 6 
months, and includes a Certificate of Completion when finished. The courses incorporate visual imagery 
(photos associated with words and phrases for better retention), native speakers to hear proper 
pronunciation, language tips, intuitive reading exercises, and interactive assessments to measure your 
progress and comprehension, and cultural lessons. 

When signing up for this bundle, you must decide if you would like access to both courses at 
once or if you would like your Training Assessment Manager to enroll you in the Spanish course 
once you notify them. This Spanish course access is 6 months, whereas the other course is 12 
Months. The time for access begins with receipt of your username and password. The Spanish 
access can be sent at a later date. 

Hotel, Restaurant & Travel Law with Spanish for Hospitality 
196 Hours/12 and 6-Month Access/Instructor Supported/Materials Included 

SB110- Course:  .............................................................................................................................. $1,675.00 

The Hotel, Restaurant & Travel Law course is for students and practicing professionals in hospitality, 
travel and tourism as well as specialized paralegal work. It addresses legal issues confronted by 
managers in the hotel, restaurant, travel and casino industries. The emphasis is on prevention of legal 
violations. By taking this course, managers can appreciate and identify what actions and precautions are 
necessary to avoid, or at least minimize, the number of lawsuits. The course uses the case method, long 
recognized as a helpful approach to learning the often-complicated discipline of law. Students will study 
decisions from actual cases in which hospitality establishments were sued, as well as what legal 
precedents were cited. 

The Spanish course is designed for approximately 16 hours of instruction, this course is available for 6 
months, and includes a Certificate of Completion when finished. The courses incorporate visual imagery 
(photos associated with words and phrases for better retention), native speakers to hear proper 
pronunciation, language tips, intuitive reading exercises, and interactive assessments to measure your 
progress and comprehension, and cultural lessons. 

When signing up for this bundle, you must decide if you would like access to both courses at 
once or if you would like your Training Assessment Manager to enroll you in the Spanish course 
once you notify them. This Spanish course access is 6 months, whereas the other course is 12 
Months. The time for access begins with receipt of your username and password. The Spanish 
access can be sent at a later date. 

Managing Quality Service in Hospitality with Spanish for Hospitality 
146 Hours/12 and 6-Month Access/Instructor Supported/Materials Included 

SB111- Course:  .............................................................................................................................. $1,599.00 

Managing Quality Service in Hospitality teaches the concept of treating customers as guests and creating 
a "WOW" experience for them. Many other courses in this subject area skip over guest-focused service 
strategy in hospitality or service. This course fully covers the topic of managing hospitality organizations 
by using real life experience from companies like Walt Disney Company, Marriott, Ritz-Carlton, Darden 
Restaurants, Southwest Airlines and many others.  
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Each module includes at suggested hospitality activities for students, in which students are encouraged to 
visit local organizations to talk with guests, employees and managers to obtain a variety of perspectives 
on the guest experience. Other activities will have students going to the internet to visit established sites 
for hospitality organizations. 

Real and hypothetical hotels, restaurants, and other business types found in the hospitality industry are 
included as case studies giving the opportunity for reflection on hospitality concepts and principles. The 
"Ethics in Business" segments encourage students to analyze ethical issues associated with each topic.  

The Spanish course is designed for approximately 16 hours of instruction, this course is available for 6 
months, and includes a Certificate of Completion when finished. The courses incorporate visual imagery 
(photos associated with words and phrases for better retention), native speakers to hear proper 
pronunciation, language tips, intuitive reading exercises, and interactive assessments to measure your 
progress and comprehension, and cultural lessons. 

When signing up for this bundle, you must decide if you would like access to both courses at 
once or if you would like your Training Assessment Manager to enroll you in the Spanish course 
once you notify them. This Spanish course access is 6 months, whereas the other course is 12 
Months. The time for access begins with receipt of your username and password. The Spanish 
access can be sent at a later date. 

Professional Human Resources (HRCI/PHR) with Spanish for Human Resources 
196 hours/12 and 6-Month Access/Instructor Supported 

SB112- Course with Exam:  ............................................................................................................ $2,475.00 

The understanding of the functions of HR in business management is necessary to insure that an 
organization will always meet the needs of its workers, while minimizing the organizations liability. 
Business management in HR dictates that the needs of the organization and the needs of the employee 
be brought into alignment to insure the future of the organization 

PHR® certification (Professional in Human Resources certification), from the Human Resource 
Certification Institute (HRCI®), recognizes professionals who are globally distinguished for their thorough 
knowledge of the technical and operational aspects of human resource practices, U.S. laws and 
regulations. PHR certification professionals possess knowledge and proficiency in implementing and 
evaluating recruitment, hiring, orientation, succession planning, retention, and organizational exit 
programs necessary to ensure the workforce’s ability to meet the organization’s goals and objectives. 

Achieving and maintaining PHR certification is no easy task. This HR certification requires professionals 
to successfully complete the PHR certification testing and demonstrate a mastery of the body of 
knowledge in the field. To be eligible to sit for the PHR certification exam, professionals need to have a 
tactical/logistical orientation, focus on program implementation and must be able to document hands-on 
experience. This human resources certification exam can last up to four hours with over 220 questions 
and is based on the HRCI’s body of knowledge. For more information on the requirements, you can visit: 
http://www.hrci.org/2011_Exam_Eligibility/    

Beginning with the May-June 2011 exam testing period, the exam eligibility requirements for the PHR, 
SPHR and GPHR will change. 

The Spanish course is designed for approximately 16 hours of instruction, this course is available for 6 
months, and includes a Certificate of Completion when finished. The courses incorporate visual imagery 
(photos associated with words and phrases for better retention), native speakers to hear proper 
pronunciation, language tips, intuitive reading exercises, and interactive assessments to measure your 
progress and comprehension, and cultural lessons. 

When signing up for this bundle, you must decide if you would like access to both courses at 
once or if you would like your Training Assessment Manager to enroll you in the Spanish course 
once you notify them. This Spanish course access is 6 months, whereas the other course is 12 
Months. The time for access begins with receipt of your username and password. The Spanish 
access can be sent at a later date. 

http://www.hrci.org/2011_Exam_Eligibility/
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Start Your Own Business with Security/Police Sciences with Spanish  
for Public Safety Officers  
376 Hours/12 and 6-Month Access/Instructor Supported/Materials Included 

SB113- Course:  .............................................................................................................................. $3,164.00 

This is an excellent choice for learning more about the work of security guards and police officers. Our in-
depth curriculum can help you gain a valid understanding of a number of security jobs including 
investigations, surveillance, security systems and more. Our course also includes a module on police 
officers and their important role in society. Overall, this security/police sciences distance learning course 
is an excellent first step in learning more about the work of security guards and police officers.  

This program includes a “Start Your Own Business” course that will help you create the business you 
want. Throughout this course you will be working on your business plan and creating a quick 
comprehensive overview of the elements you want in your new business. 

Have you ever eaten a Mrs. Fields cookie? Used an Apple computer? Listened to a hip-hop CD? 
Entrepreneurs brought these products to your world. People that start their own businesses and work for 
themselves are called entrepreneurs. For an entrepreneur the sky is the limit as far as earnings are 
concerned. An entrepreneur is someone who's recognized an opportunity to start a business that other 
people may not have noticed -- and jumps at it a skillfully. Entrepreneur can shape and create an 
opportunity where others see little or nothing -- or see it too early or too late.  

The Security / Police Sciences program includes 2 courses:  

 Security / Police Sciences  

 Start Your Own Business 

The Spanish course is designed for approximately 16 hours of instruction, this course is available for 6 
months, and includes a Certificate of Completion when finished. The courses incorporate visual imagery 
(photos associated with words and phrases for better retention), native speakers to hear proper 
pronunciation, language tips, intuitive reading exercises, and interactive assessments to measure your 
progress and comprehension, and cultural lessons. 

When signing up for this bundle, you must decide if you would like access to both courses at 
once or if you would like your Training Assessment Manager to enroll you in the Spanish course 
once you notify them. This Spanish course access is 6 months, whereas the other course is 12 
Months. The time for access begins with receipt of your username and password. The Spanish 
access can be sent at a later date. 

Paraprofessional Teacher’s Aide and Spanish for Educators 
224 Hours/12 and 6-Month Access/Instructor Supported/ Monthly Start Dates/Materials Included  

SB114- Course with Exam:  ............................................................................................................ $3,999.00 

Let us help you work toward a career as a teacher aide. If you love children and want to see them 
succeed educationally, then becoming a teacher aide is for you! This distance learning teacher aide 
course can help you learn about a number of teacher aide jobs and could help you take the first step 
toward a rewarding, new career as a teacher aide. To view a full schedule of start dates, please visit: 
http://protrain.continuetolearn.com/# 

There are a number of teacher aide jobs that directly assist teachers, administrators and instructors that 
are vital to the successful education of students of all ages and skill levels. A teacher aide is an 
indispensable individual who performs a number of teacher aide jobs such as providing instructional and 
clerical support to classroom teachers, meeting with parents, supervising children, or helping teachers set 
up for special projects. This course prepares you for the ETS National Certification. 

The Spanish course is designed for approximately 16 hours of instruction; this course is available for 6 
months and includes a Certificate of Completion when finished. The courses incorporate visual imagery 
(photos associated with words and phrases for better retention), native speakers to hear proper 
pronunciation, language tips, intuitive reading exercises, and interactive assessments to measure your 
progress and comprehension, and cultural lessons. 

 

http://protrain.continuetolearn.com/
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When signing up for this bundle, you must decide if you would like access to both courses at 
once or if you would like your Training Assessment Manager to enroll you in the Spanish course 
once you notify them. This Spanish course access is 6 months, whereas the other course is 12 
Months. The time for access begins with receipt of your username and password. The Spanish 
access can be sent at a later date. 

 

Medical Office Assistant with Terminology with Spanish for Health Care 
336 Hours/12 and 6-Month Access/Instructor Supported/Materials Included 

SB115- Course with Exam:  ............................................................................................................ $3,095.00 

Would you like to know more about the role of medical assistants? Are you interested in what medical 
assistant duties entail? This medical office assistant distance learning course can give you a thorough 
introduction about medical assistant duties and help you take the first step toward a new career as one of 
several types of medical assistants. 

Also known as a medical administrative assistant or medical assistants, a medical office assistant 
performs a wide range of duties that are imperative to the smooth operation of a variety of medical 
offices. Medical assistant duties can include updating patient files, filling out insurance forms, coordinating 
laboratory services, answering phones, ordering and maintaining medical supplies and equipment, and 
more. You might also receive on-the-job medical office technology training. As the healthcare industry 
continues to expand, so does the need for medical assistants. Many doctor's offices have come to rely on 
the work of a medical administrative assistant who performs a number of important medical assistant 
duties. 

Common medical terminology is a critical part of the language used by health care practitioners. It is 
essentially a vocabulary that requires a uniform pronunciation, definition, and spelling of terms used by 
professionals. Individuals with medical terminology training are capable of analyzing and interpreting 
medical reports related to specific body systems.  

This program is appropriate for adults looking to learn new job skills, refresh or refine existing healthcare 
knowledge, or improve occupational performance by possessing a better understanding of medical terms. 
This course discusses word construction and meanings that together characterize medical language. You 
must have access to the Internet to complete this program.  

For Certification Information, visit: http://www.ahdionline.org/ 

The Medical Office Assistant Specialist program includes 2 courses: 

 Medical Office Assistant 

 Medical Terminology 

The Spanish course is designed for approximately 16 hours of instruction, this course is available for 6 
months, and includes a Certificate of Completion when finished. The courses incorporate visual imagery 
(photos associated with words and phrases for better retention), native speakers to hear proper 
pronunciation, language tips, intuitive reading exercises, and interactive assessments to measure your 
progress and comprehension, and cultural lessons. 

When signing up for this bundle, you must decide if you would like access to both courses at 
once or if you would like your Training Assessment Manager to enroll you in the Spanish course 
once you notify them. This Spanish course access is 6 months, whereas the other course is 12 
Months. The time for access begins with receipt of your username and password. The Spanish 
access can be sent at a later date. 
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Spanish Courses 

Microsoft Office 2010 (Latinoamericano) 
235 Horas/12 Mes/ Estudio Independiente 

SP101- Clase:  ................................................................................................................................ $1,699.00 

Microsoft Office 2010: New Features 

Nuevas características centrales de Office 2010 / Office 2010 New Core Features 

Nuevas características de mensajería y colaboración en Office 2010 / New Messaging and Collaboration 
Features in Office 2010 

Office 2010 Web Apps y las características nuevas para Publisher y Mobile / Office 2010 Web Apps  
and New Publisher and Mobile Features 

Excel 2010 y la nueva interfaz de Office 2010 / Word 2010, Excel 2010, and the New Office 2010 
Interface 

Outlook 2010 y colaboración en Office 2010 / Outlook 2010 and Collaboration in Office 2010 

Características nuevas de PowerPoint, Publisher y Access en Office 2010 / New Features for 
PowerPoint, Publisher, and Access in Office 2010 

 

Empresa Estrategia y Operaciones (Castilion) 
235 Horas/12 Mes/ Estudio Independiente 

SP102- Clase:  ................................................................................................................................ $1,699.00 

Modelos de Pensamiento Sistémico y Habilidades de Pensamiento 

¿En qué se diferencia el pensamiento sistémico del pensamiento diario? Aprender a aplicar el 
pensamiento sistémico es más que sólo saber qué es. Hay muchas maneras de ver un problema y la 
forma en que lo enfrente puede cambiar drásticamente el resultado. Este curso analiza el método del 
pensamiento sistémico de cuatro pasos para abordar los problemas. Abarca cuatro estilos diferentes de 
pensamiento: el pensamiento dinámico, el pensamiento del panorama general, el pensamiento operativo 
y el pensamiento cuantitativo. Cada estilo lo lleva más cerca del núcleo de sus problemas o 
preocupaciones y le permite hacer cambios que, a la larga, beneficiarán a su organización. Dejará de 
encogerse de hombros cuando le pregunten por qué ha ocurrido otra vez un problema. Dejará de 
explicar ciertos aspectos de una situación sólo para que vuelvan a perseguirle más tarde. Aprender el 
pensamiento sistémico pondrá en sus manos la solución de los problemas de su organización. 

 

Proyecto Efectivos-European/Castilian  
235 Horas/12 Mes/ Estudio Independiente 

SP103- Clase:  ................................................................................................................................ $1,699.00 

Ser un miembro efectivo del equipo 

Un equipo verdaderamente efectivo es más que la suma de sus partes. Y requiere la dedicación de cada 
miembro del equipo. Los miembros efectivos de un equipo van más allá de sus posibilidades, deseos y 
metas personales. Si desea ser un miembro efectivo de un equipo, su reto consiste en situar en primer 
lugar al equipo, lo que significa maximizar sus contribuciones para que el equipo logre su propósito. Este 
curso cubre las estrategias y técnicas para ayudarle a convertirse en un miembro efectivo y valorado de 
su equipo. Específicamente, explorará de qué manera adoptar un enfoque positivo en cuanto a la 
pertenencia al equipo como, por ejemplo, reconocer los beneficios que supone trabajar en un equipo y 
aprender a tolerar las diferencias con el resto de miembros del equipo. Aprenderá también cómo trabajar 
de un modo proactivo y en colaboración con los miembros de su equipo para conseguir las metas.  
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Ser un miembro efectivo del equipo 

identificar estrategias para adoptar una actitud positiva acerca del trabajo en equipo reconocer como ser 
un miembro proactivo del equipo reconocer estrategias para demostrar tolerancia frente a los 
compañeros de equipo utilizar estrategias para ser un miembro efectivo del equipo reconocer ejemplos 
de estrategias para trabajar en colaboración con los demás 

 

Profesional Efectivos-European/Castilian  
220 Horas/12 Mes/ Estudio Independiente 

SP104- Clase:  ................................................................................................................................ $1,699.00 

Uso efectivo del correo electrónico y la mensajería instantánea 

En un mundo tan trepidante como el actual, la información se envía y recibe a una velocidad nunca vista 
hasta ahora. Pero, ¿cómo se consigue que los mensajes enviados resulten efectivos y adecuados, y se 
tomen en serio? El uso de unas reglas de etiqueta adecuadas para los correos electrónicos constituye la 
base para cerciorarse de que su mensaje se envía de un modo ágil, adecuado y conciso. Este curso 
cubre los requisitos básicos para lograr una comunicación efectiva a través del correo electrónico. 
Concretamente, le presentaremos pautas de probada eficacia para la creación de correos electrónicos 
efectivos, elementos fundamentales que deberían incluirse en cada correo electrónico y la importancia 
de mantener la brevedad en dichos correos. El curso también aborda las reglas de etiqueta asociadas al 
uso de los programas de mensajería instantánea como extensión del correo electrónico. reconocer el uso 
apropiado de las reglas básicas de etiqueta para escribir un correo electrónico reconocer las distintas 
formas en que cada elemento de un mensaje de correo electrónico puede manejarse en un escenario 
determinado reconocer las pautas que se deben seguir para mantener la brevedad en un correo 
electrónico, según un ejemplo reconocer el uso apropiado de las reglas básicas de etiqueta de la 
mensajería instantánea 

 

Directivos y Aspectos Esenciales del Liderazgo (European/Castilian) 
375 Horas/12 Mes/ Estudio Independiente 

SP105- Clase:  ................................................................................................................................ $1,999.00 

"Hace falta correr todo lo que uno pueda para permanecer en el mismo sitio." Las palabras de Lewis 
Carroll en su famoso cuento "A través del espejo" son perfectamente aplicables al mundo en que 
vivimos. El entorno laboral está cambiando. Los directivos de hoy se ven obligados a disputarse con 
otras empresas personal altamente capacitado, tienen que enfrentarse a una elevada rotación de 
plantilla, y a los cambios tecnológicos que se suceden a una velocidad de vértigo. Los directivos del 
mañana deben estar menos orientados a productos y más a las personas. Para poder prosperar en estos 
tiempos cambiantes, deben tener ciertas habilidades que les ayuden a obtener el máximo rendimiento 
del personal a su cargo. El curso "Competencias de los directivos del mañana" le mostrará cómo orientar 
y ayudar a sus empleados a desarrollarse profesionalmente. Mejorarán sus habilidades de comunicación 
y negociación, sabrá cómo fomentar la participación y descubrirá algunas estrategias de gestión que le 
ayudarán a alcanzar el éxito. Gracias a las herramientas que le presenta este curso, conseguirá que sus 
empleados obtengan un elevado rendimiento y dediquen todo su esfuerzo al desarrollo de una empresa 
fuerte y próspera. 
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Finanzas, Recursos Humanos y Administración (Latinoamericano) 
70 Horas/12 Mes/ Estudio Independiente 

SP106- Clase:  ................................................................................................................................ $1,699.00 

Este curso proporciona al participante la terminología y los conceptos de las principales teorías sobre 
motivación, tecnología de gestión de rendimiento y enfoques de aprendizaje con los que conseguirá 
mejorar el rendimiento de las personas. El curso presentará diversos métodos para ayudar a comprender 
los factores que motivan e inhiben un rendimiento correcto, y que proporcionan varias bases teóricas 
sobre las que analizar, resolver y evaluar estos esfuerzos para mejorar el rendimiento. Este contexto 
teórico permitirá que los participantes comprendan los propósitos y el valor de muchas actividades 
relacionadas con el departamento de recursos humanos que se cubrieron anteriormente en otros cursos 
de esta serie. 

 

Ventas y clientes habilidades 
225 Horas/12 Mes/ Estudio Independiente 

SP107- Clase:  ................................................................................................................................ $1,699.00 

¿Cómo puede empezar a desarrollar una relación comercial si no existe ningún canal de compra bien 
definido para el producto o servicio que intenta vender? No es suficiente poner un pie en la puerta. 
Primero debe comprender el proceso de toma de decisiones y reconocer las estrategias de venta 
adecuadas para cada fase del proceso. Después, debe identificar los factores de influencia y las 
estrategias para poder ofrecer a cada influyente unos éxitos determinados. Este curso le enseñará a 
resolver los problemas de sus clientes, no sólo a vender productos. Le ayudará a reconocer el papel que 
debe asumir en cada fase del proceso de venta y cómo estos papeles influyen en la decisión de compra. 
Le ayudará a reconocer a los influyentes clave en la compleja estructura de ventas de las grandes 
organizaciones. Finalmente, le enseñará a desarrollar estrategias para dar éxitos determinados a cada 
influyente. 
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