KEY Class and Lab Schedule
January — April, 2011

SOS 111 — Introduction to Computer Basics

Explore the world of computers through hands-on interactive sessions. Gain a basic
understanding of computers using up-to-date equipment, the features of file management,
concepts and terminology. This basic course is designed for beginners to learn keyboarding
effectively through construction, practice and to cover the basics of Windows, Word, Outlook,
plus the Internet.

January 18, 20, 25, 27: 2-4 pm (T, Th)
February 5,12, 19, 26: 10 am-12 pm (Sat)
March 8, 10, 15, 17: 3-5 pm (T, Th)

April 5,7, 12, 14: 1-3 pm (T, Th)

SSP 163 — Introduction to Microsoft Office

This introductory course will teach you the basics of how this popular software package works.
Students will be introduced to the Windows operating platform, as well as the various
programs that comprise the Microsoft Office Suite: Word, Excel, Access and Powerpoint.

January 18, 22, 25, 29: 10 am-12 pm (T, Sat)
February 9, 11, 16, 18: 1-3 pm (W, F)

March 22, 25, 29, April 1: 2-4 pm (T, F)
April 11, 13, 18, 20: 1:30-3:30 pm (M, W)

SSP 166 — Introduction to Microsoft Word |

Microsoft Word 2010 for Windows is intended for students who desire to understand word
processing and document preparation using a Windows environment. Topics may include
creating, editing, formatting and printing documents. An overview of desktop publishing
features may also be included. Prerequisite: Introduction to Windows or equivalent
experience.

January 19, 21, 26, 28: 1-3 pm (W, F)
February 8, 10, 15, 17: 1-3 pm (T, Th)
February 22, 24, March 1, 3: 6-8 pm (T, Th)
April 2,9,16,19: 10am—12 pm (Sat & T)

SSP 148 — Introduction to the Internet

This exciting two-session hands-on class provides an introduction to the fascinating world of the
Internet. The instructor reviews the basics of using the Internet such as basic terminology and
performing searches on the World Wide Web. Learn tips and tricks on finding information for
work, school, and home as well as information on Internet privacy, safety and security.

January 24, 26: 4-6 pm (M, W)
February 7, 14: 6:30-8:30 pm (M)
March 4, 5: 2-4 pm (F, Sat)



March 30, 31: 1-3 pm (W, Th)
April 19, 21: 2-4 pm(T, Th)

SOS 110 — Business Communication Skills

This workshop will concentrate on written and verbal communication skills with an emphasis on
basic grammar and writing skills. Communication skills will be introduced to students through
the use of proper telephone technique, letter writing, resumes, basic research techniques, and
interpersonal communication.

January 27:5-6 pm (Th)
February 21: 1:30-2:30 pm (M)
March 9: 3-4 pm (W)

April 8:2-3 pm (F)

PPD 111 —Here’s my Resume —Where’s My Job?

A person's attitude when looking for a job is the most important part of finding employment.
This course will identify key attitudes and offer suggestions for becoming more self-directed in
the job search. Participants will identify their attitudes on four basic scales: luck vs planning,
uninvolved vs involved, help from others vs self-help, and passive vs active.

January 31: 2-4 pm (M)
February 23: 4-6 pm (W)
March 21: 1:30-3:30 pm (M)
April 15: 12-2 pm (F)

Resume-Writing Workshop
Create a great resume that fits your job history! Following easy step-by-step guidelines will help you
craft the perfect resume. Some computer experience would be beneficial.

January 18: 4:30-6:30 pm (T)
February 22, 3-5 pm (T)
March 15, 6:30-8:30 (T)
May 3, 5:30-7:30 (T)

KEY Lab

Starting the week of January 17, the KEY computer lab will be open on Wednesday and Friday mornings
from 9 AM — 11 AM. Abbey or Jaqui will be opening and monitoring the lab an hour earlier than the
library in order to meet grant obligations. Laptops will be set up and patrons are welcome to drop in to
access the computers and receive targeted help with digital literacy and workforce development topics.
When the community meeting room is not available on a Wednesday or Friday morning, lab hours will
be scheduled for another day that week.



