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Topics to be covered
include:

Time Management

e Customer Service

o Work Ethics

o Self Management

e Teamwork

o Problem Solving
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Ottawa:

NCI Works One Stop Center
an lllinois workNet Center™
South Towne Mall

1500 First Avenue

Ottawa, IL 61350
(815)433-4550

FAX (815) 433-6645

Peru:

3691 Cougar Drive, Suite B
Peru, 1L 61354

(815) 224-1586

FAX (815) 223-6902

Dixon:

Old Lee County Courthouse
112 E. Second Street
Dixon, IL61021
(815)288-1260

FAX (815) 288-5475

Princeton:

IBC Building

225 East Backbone Road
Princeton, IL 61356
(815) 872-0255

FAX (815)875-2116

TTY (815) 434-4716

Equal Opportunity Employer/Program. Eligibility based on Fed-
eral Guidelines. Auxiliary aids and services are available upon
request to persons with disabilities. BEST, Inc. is an affiliate of
NCI Works!

NCI = %575 o WORKS!

Www.nciworks.org



NCI Works has developed a Soft
Skills Training, based upon needs
expressed by local businesses. Topic
areas were determined by a survey of
these businesses. Topics to be cov-
ered include: Time Management,
Communication, Customer Service,
Self Management, Teamwork, Prob-
lem Solving, and Work Ethics. A
certificate of completion will be is-
sued to enrollees as

they complete each

module. Training

can be done onsite &
or at an off-site lo-

cation within ~ ,,.

tendees will be awarded a

your commu- certificate of completion.

nity. Discounts

given for selecting training in multi-
ple modules. Our Business Services
Representative will work with you to
develop a training plan that works
for you.

PROBLEM SOLVING

e SOLVING WORKPLACE PROB-
LEMS

e UNDERSTANDING THE ROLES
WITHIN A WORKPLACE

e CONFLICT RESOLUTION

CUSTOMER SERVICE

e ATTITUDE

e ETIQUETTE

e DEALING WITH DIFFICULT
PEOPLE

e Focus oN CUSTOMER

SELF MANAGEMENT

e CONFORMITY TO WORKPLACE
EXPECTATIONS

e APPEARANCE

e STRESS MANAGEMENT

e SELF DISCIPLINE & RESPONSI-
BILITY

TIME MANAGEMENT

e ACHIEVING MORE WITH YOUR
TIME

e CONTROLLING DISTRACTIONS
& PROCRASTINAION

e USING YOUR TIME MORE EF-
FECTIVELY

e CREATING MORE TIME

e TIME MANAGEMENT TOOLS

TEAMWORK

THE CONCEPT OF TEAMBUILID-
ING

How ToO BE A SUCCESSFUL
TEAM MEMBER AND EMPLOYEE
DIVERSITY

TeEAM TOOLS

WORK ETHICS

ETHICAL PROBLEMS
WORKPLACE ATTITUDES & BE-
HAVIORS

PERSONAL RESPONSIBILITY
RAISING & RESOLVING ETHICAL

ISSUES

FOR MORE INFORMATION
CONTACT
DIANNA SCHULER
AT
815-224-1586
OR
815-433-4550.

dianna_schuler@best-inc.org



