UK HealthCare

Staff qucatlon

Class Schedule
October—December

2009

Schedule at a Glance

October 1

Press Ganey Database Training 2/19943100pm
October 2 y/\
Career Development Snapshd{ 12:00—12:45pm
October 6 >

Basics of Training and 11:30—1:00pm
Development €

October 13 &

Press Ganey Database Trai nlné\ 1:00—2:00pm
October 14

Outlook 2007 Level 1: Introduction 1:30—4:00pm
October 20

Recognizing Performance
Problems

October 22

Behavior Based Interviewing 101  9:00—10:30am
October 26

Motivating for Top Performance
October 28

Leadership Journal Club
Outlook 2007 Level 2: cegg{
Features
November 2
Negotiating Special Edue
Services
November 5
Behavior Based Int
November 9 '3
Resume Rx
Excel 2007 Introductio
November 10

Press Ganey Database Training  3:00—4:00pm
November 11

Healthy Eating on a Budget
November 16

Excel 2007: Formulas, Filters,
And Functions

November 19 )
Press Ganey Database Training  2:00—3: Opni\
November 23

Leadership Journal Club 12:00—1:00pm
Excel 2007: Working with Pivot ~ 1:30—4:00pm
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Career Development

Career Development Snapshot

October 2 12:0 12:45pm H31B

Are your career goals in full color or focused, or fuzzy and uddeeloped? Take a
look at the services and resources available to you through the HRTD Career
Development office and start working on the bigger piéus@ur individual career
plan.

New Rules for Career Success

December 10 12:0 12:45pm H31B
Individual concepts of career success may vary and workplaces will change
continualyd but the number one Aruledo is tha

career! This interactive workshop will cover rules for career success that apply acros:
generations and job fields and help you relate them to your career goals and career
management.

Resume Rx: A Prescription for What Ails Your Resume

November 9 12:0® 12:45pm H31B

Bring your resume for a quick selfagnosis and treatment with recommendations from
the Diane Kohler, Manager of HRTD Career Development. Presenters will provide
guidelines and tips, answer questions, and demonstrate use of

OptimalResum& an online tool that helps you create a resume from scratch, improve
your existing resume, and draft cover letters.

Work Life

Get Organized: Legal, Medical, and Financial Planning

November 30 12:13® 12:50pm H31F

Planning ahead is important when you have aging loved ones. Even if you are not
currently a caregiver, there are things you can do now to prepare for future emergenc
Come learn important legal, medical, and financial documents you need in place. In
addition, caregiver tips and community resources will be discussed. Each participant
will receive a FREE Getting Organized Kit!

Healthy Eating on a Budget

November 11 12:0 1:00pm H31B

Do you think it has to cost a fortune to eat right? Let us prove you wrong as we discu
strategies that can slim your waistline, not your wallet.

Healthy Holiday Eating

December 9 12:0® 1:00pm H31B
With the holidays comes and endless parade of food at parties, potlucks, and family (
toget hers. Wedl |l hel p you figure out

of your health.

Negotiating Special Education Services: Top 5 Things to Know and Do

November 2 12:1® 12:50pm H31F

From deciphering the language to determining services and supports, negotiating the
special education maze can be challenging, even daunting for families. This session
focus on the top 5 things families should know and do when negotiating special
education services for their son/daughter.

Schedule at a Glance

November 30

Get Organized 12:10—12:50pm H31F
December 1

Coaching Your Front Line Staff  8:30—12:00pm H31B

Press Ganey Database Training 2:00pm H31H
December 7

PowerPoint 2007 Introduction
December 9

Healthy Holiday Eatin
December 10

New Rules for Career Sueeess
December 14
PowerPoint 2007:

Engaging Presentations ‘\

2
I 1130-’4'1‘00pm H31H

12:00—1:00pm H31B

12:00—12:50pm H31B
!£30—4100pm H31H

December 16—17
Lean-Quality Design: Two-Day 8:00—5:00pm ES Goodbarn
Event

December 17

Behavior Based Interview 301 9:00—11:00am H31F
Press Ganey Database Training  2:00—3:00pm H31H
December 21

Leadership Journal Club 12:00—1:00pm H31B
Meet the Personal Computer (MPC)

Wednesdays 1:30—4:00pm H31A
English As A Second Language (ESL)

Beginner

Tuesdays 12:30—2:30pm H31F
Advanced

psexf this class schedule is to help you plan your professional
pment for the next three mo” ay be used independently or in
' with your supervisor. Keep in additional classes are posted on our
website (www.mc.uky.edu/LearningCenter) and on the Hum esources
Trammg and Development website (http://hr.uky.edu/Ta ome.php/).
7 aake interested in (or ones that yo J:upervisor agree on)

Wou will find the course descriptions on i
e course offerings.

inside and back




Computer Training Leadership Development

Additional desktop computer classes are available through Human Basics of Training and Development for Managers

Resources Training and Development. Check their schedule of offerings at October 6 11:305 1:00pm H31B
http://hr.uky.edu/TandD/tt.php Every year, organizations spend thousands of dollars on training programs that fail. Why-
Excel 2007 Introduction Because the training doesndt meet the m
November 9 1:303 4:00pm H31H cific developmental needs of the individuals attending. Managers and supervisors are ofte

This class has something to offer whether you are atifinst user of Microsoft Excel or if confused about what training can accomplish and what it cannot accomplish. This sessio
you have used previous versions of Excel and want to learn the new user intédaceill \yi| giscuss when training will and will not assist your staff.

learn how to edit and format data, build simple formulas, andsetorksheets for printing.
Behavior Based Interviewing 101

Excel 2007: Formulas, Filters, and Functions October 22 9:005 10:30am H31F

November 16 1:305 4:00pm H31H ____Atfter attending BBI 101, you will have an in depth understanding of:

Expand upon your Excel 2007 skills and learn how to get more out of formulas, filters @nd t,¢ concent of behavior based interviewin

functions in Excel. You will explore Excgl, 20,07,03, nae\%ofsuintci oinoﬁnsalﬁiMayj o0&’ OUgnyd Reh

this intermediate level class. view questions

e Interviewing techniques to ensure a successful experience for both the hiring decisiol

Excel 2007: Working with Pivot Tables Tl are) dhe e o Eies

November 23 1:300 4:00pm H31H
This class covers the creation and usage of Pivot Tables in Excel 2007. By the end Oflgéiﬁavior Based Interviewing 201
course, you shc_)uld 2 EltE it November 5 9:008 10:30am H31B
* Create a Pivot Table ) . : After attending BBI 201, you will have an-gtepth understanding of:
e Change a Pivot Tableods calculation e What information to solicit from applicants to effectively evaluate and select théitbest
e Sort and filter within a Pivot Table candidate
* Adjust Pivot Table field list layouts e How to use followup questions to get more specific and relevant information from you
» Group Pivot Table items candidates during the interview
e Update and format a Pivot Table
e Create a Pivot Chart Behavior Based Interviewing 301
December 17 9:0® 11:00am H31F

Outlook 2007 Level 1: Introduction After attending BBI 301, you will have an-grepth understanding of:
October 14 1:305 4:00pm H31H e How to score and evaluate the candi dat
After completing this class, you should know how to: Responsibilitiesd or fADi mensionso
e Identify and customize the parts of the Outlook screen and Navigation Pane e How to evaluate all information received during the selection process as well as from
e Create, send, open, reply to, forward and clese# messages the involved selection team members
e Sort and group-enails
e Open, save and view attachments Coaching Your Front-Line Staff
e Create a folder December 1 8:30 12:00noon H31B
e More emails into folders Leaders today are called upon more often to deal with challenges and pressures includin
e Delete unwanted-mails doing more with fewer resources, implementing organizational and business changes, fin
e Turn on the Out of Office Assistant ing ways to increase efficiency and productivity, meeting greater customer expectations,
e Use the Global Address Book and Contacts delivering results and retaining good e
e Build a distribution list workforce requires a new set of coaching skills. Come to this session to learn more!
Outlook 2007 Level 2: Calendar Features Leadership Journal Club
October 28 1:305 4:00pm H31H October 28 12:0® 1:00pm H31B

: ; . November 23 12:00 1:00pm H31B
After completing this class, you should know how to: December 21 12:065 1-00pm H31B

e Identify and customize the Outlook 2007 Calendar and Navigation Pane
e Adjust personal calendar settings
e Manage your own calendar

- View your calendar

- Create appointments and events

- Schedule a recurring entry

- Edit calendar entries

Bring your brown bag lunch and come join us as we explore various leadership Tidgecs.
Learning Center provides the books and they are yours to keep if you attend at least two
the three brown bag discussions inthe sefidts. you canbd6t make t wo
your book and it wildl be put in the Lea
out. The book for this series &he Courageous Followday Ira Chaleff.

Motivating for Top Performance

e Meetings ' October 26 11:3® 1:00pm H31B
- Create a meeting - Being able to motivate othersisseen as &géti t her you have it o
- Respond to a meeting invitation possible to learn motivational skills through techniques that focus on three conditions:
-.Make changes to a meeting confidence, trust, and satisfaction. Come to this session to learn more!
e Sharing calendars
- Share your calendar Recognizing Performance Problems
-View otherso calendar October 20 11:306 1:00pm H31B
- View public calendars Many | eaders frequently ask, fAWhy donot
» Use the Group Schedule feature seminar is designed to give leaders the tools needed to discover the answer to that old
question.

PowerPoint 2007 Introduction

December 7 1:30 4:00pm H31H

After completing this class, participants should be able to:

Navigate through PowerPoint 2007 using the new Microsoft Office Fluent user int

Create, save, open, and close a presentation

Insert new slides and use the slide master

Enter and edit text / -

Add clip art to a slide % s N
Format the slide background and design »
Print speaker notes and handouts /

View the slide show \
PowerPoint 2007: Creating Engaging Presentations ,J;_. ' ~
December 14 1:30 4:00pm H31H
By the end of this course, participants should be able to:

e Develop multiple slide masters

e Save a custom presentation theme

o Effectively use transitions

e Animate bulleted lists and charts

e Add and modify SmartArt

e Insert hyperlinks as graphics and as text .

e Incorporate action buttons and create aliroear presentation Professional Development
Press Ganey Database Training

Qua”ty October 1 2:000 3:00pm H31H
October 13 1:003 2:00pm H31H

Lean-Quality Design: Two-Day Event : :
December 18 17 8:005 5:00pm ES Goodbarn November 10 3:008 4:00pm e
Thistwoday conference is the beginningdapfNURPLD, | t hcar e 9P BQBN, serjes M4Hy (his ¢
event, we have created one great conference centered around learning and interactingﬁﬁﬁ{nber 1 1:005 2:00pm H31H

other healthcare professionals. Course includes: Pecem(ger L h . _3:00?] 3:00|c_J|m d : II|—|31H . isfacti
«  Overview of Lean philosophy, methodology and tools ress Ganey is the service provider that mails and summarizes all our patient satisfactior

: i . survey results. You will learn how to generate and read patient satisfaction reports for yc
e Presentation of case studies and projects from UKHC team members e : : . S .
: . : areas of responsibility. While designed for beginners, those with intermediate knowledge
¢ Handson exercises demonstrating the use of Lean techniques
[ ]

. : - ma}y iCKLM)afeW new skills through new features we have available to us.
A copy of UKHC Quality Design fAKentuc f/J anual o


http://hr.uky.edu/TandD/tt.php

