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Job Training Starts Here



Financial assistance is available to those who qualify through Goodwill’s Outreach Scholarship Fund.
Visit www.goodwillnwnc.org for the latest schedule information and for classes offered at other Goodwill locations.

Healthcare

Certified Electronic Health Records: This course will equip you with the knowledge needed to navigate Electronic Medical Record 
Software, protect the privacy and security of patient information, review patient records for accuracy and completeness, and audit 
patient records for compliance with legal and regulatory requirements. Within this course you will also learn about the medical office 
environment, medical terminology, and the skills needed to be employable. At the successful completion of this course you will be 
eligible to sit for the National Health Career Association Electronic Health Record Specialist Certification Exam which is $105. Must 
have a GED or High School Diploma, basic keyboarding skills and pass a basic computer assessment administered at the Goodwill 
Career Center.  Fees: Course $180, Tech: $5.  Duration: 16 weeks.

Phlebotomy: Prepares individuals to obtain blood and other specimens for the purpose of laboratory analysis. Graduates may 
qualify for employment in hospitals, clinics, physicians’ offices and other health care settings and may be eligible for national 
certifications as phlebotomy technicians. Program is approved by the National Accrediting Agency for Clinical Laboratory Sciences. 
Call (828) 398-7585 for registration information.

Medical Office Pathways: This class is designed for students interested in entering the field of medical office clerical support. Class 
topics will focus on service skills specific to a medical office environment including the electronic medical records requirement. 
Introductory lessons on medical terminology, types of insurance, and confidentiality issues will also be covered. After this class, you 
will be able to make an educated decision about how your skills and interests will fit the Medical Office Pathways. Fees: Fee waived 
for job seekers. Duration: 3 ½ weeks.

Office Professional Certification: Provides instruction on general principles and practices specific to administrative support staff. 
Emphasis is on the skills and abilities needed to conduct a variety of office administrative activities using the latest technology. Core 
topics include use of integrated software packages; effective written/oral communication skills, applied math/reading skills, records 
management, legal/ethical issues, and other select topics relevant to specific business government, and industry settings. 
Prerequisites: Must pass a basic computer assessment administered at the Goodwill Career Center. Fees: Course $180, Tech: $5. 
Duration: 12 weeks.

Office Technology

Computer Basics 1: Entry-level course provides a stress-free introduction to the technology and computer skills needed in today’s 
job market. Learn how to do job searches on the internet, how to complete online job applications and set up an email account. While 
learning basic word processing and improving your keyboarding skills, you will also learn how to create cover letters and resumes. 
Come learn the skills needed to be successful in your job search. Fees: Fee waived for job seekers. Duration: 8 weeks.

Computer Basics II: Building on basic computer skills, continue to increase computer knowledge through the creation of more 
career-related documents and forms. You will become more competent at emailing and improve your skills in navigating the internet 
and using search engines to search for jobs and occupational information. Come and learn more about targeting your resume for 
specific jobs and how to keep your resume in the to-be-interviewed stack. Fees: Fee waived for job seekers. Duration: 4 weeks.

Medical Terminology Made Easy: Learn how to easily remember, pronounce, and apply the meanings of prefixes, roots, and 
suffixes that combine to form over 11,000 complex medical terms. Using visual imagery as a memory aid, the Dean Vaughn Medical 
Terminology 350 system teaches the basic design of medical terminology in a fun and creative way. Participants quickly learn, easily 
recall, and effectively apply the course content to the job. Fees: $130. Duration: 7 ½ weeks.

Nurse Aide I: This course provides basic training in the entry-level care giving skills needed to work as a Nursing Assistant in 
various healthcare settings such as nursing homes, hospitals, or private homes. Visit abtech.edu/nursing-assistant for more 
information. Students cannot register online for NA-I courses. There is a mandatory 15 hour orientation prior to each class start date. 
Call A-B Tech Nurse Aide Info Line for registration and class dates (828) 398-7600. Entrance Criteria: TB Test with proof of negative 
results required at registration. Fees: $211.40 (includes: Tuition, Supply Fee, Technology Fee & Insurance). Duration: 6 weeks.

Personal Care Aide: Personal Care aides constitute one of the largest and fastest-growing workforce fields in the country. This 
learner-centered class will include guest speakers from the healthcare industry, role plays, case scenarios, small group work, and 
other forms of interactive learning focused on the competencies that trainees need to perform well on the job. Working environments 
include private homes, small residential facilities, group homes, and larger facilities. PCA duties may include tasks such as 
assistance with bathing, dressing, grooming, cooking, and light housekeeping. To begin a very rewarding career, register today for 
this class. Fees: Free. Duration: 4 weeks.



continued

Professional Truck Driving School

The Professional Truck Driving Training Class is a a four-week tractor trailer driver training school for individuals who wish to 
obtain a Class A Commercial Drivers License and be qualified to gain employment as an entry-level professional driver in the 
transportation industry. Offered in partnership with TransTech, Inc., the Professional Driver Training School gives people the 
opportunity to earn their Commercial Drivers License (CDL) and is committed to the highest quality training standards by instructors 
with decades of professional driving experience. All trainees drive over mountainous terrain or multi-lane city driving, navigating real 
life conditions required for professional tractor trailer driving in a safe and monitored environment. The class is being offered in 
response to the increasing need for professional truck drivers in the area. Prospective students should contact TransTech Recruiter 
Dwayne Wray at (828) 464-8001 for more information. 

Many of the students in our program are preparing to take the GED® tests and earn a high school equivalency credential. Others 
do not need the high school credential, but are improving their skills to be more competitive in the workforce or qualify for 
credit-bearing college classes. We offer free instructional services to students seeking to improve their foundational skills in reading, 
writing, mathematics, social studies, and science. Class sessions run year-round and last for about eight weeks each. Regular 
attendance is required. Registration sessions for classes last four hours and include orientation to the program, pre-testing, and 
selecting appropriate classes to meet the students’ needs. Registrations are scheduled during the two weeks before each class 
session starts. Call (828) 398-7433 to reserve a spot in an upcoming registration and orientation session. 

Adult Basic Education and High School Equivalency

Spanish for the Workplace: Explore the benefits of speaking Spanish in today’s global economy. This course provides a study of 
workplace Spanish for non- Spanish speaking employers, employees and job seekers who desire to enhance communication in the 
workplace. Students will learn to identify, minimize or eliminate barriers to communication and understanding between Spanish 
speakers and non-Spanish speakers. The curriculum utilizes a variety of engaging methods to address Spanish commands, 
questions, and phrases critical to the workplace. Fees: $75. Duration: 12 weeks.

Spanish

Goodwill offers financial assistance to those who qualify. To apply for assistance:
1. Pick up scholarship application at Goodwill’s Career Center, 1616 Patton Avenue, Asheville
2. Bring completed scholarship application to a weekly Goodwill Career Readiness Seminar.
3. The Scholarship Review Committee will review applications to determine how funds are distributed. 

Outreach Scholarship Fund

Veterans, active duty and reserve service members, military spouses and adult children 
dependents residing with service member, with particular focus on female veterans and 
post-9/11 veterans. 

Operation: GoodJobs
Putting veterans and their families back to work

• Job Skills Training (scholarships available)
• Job Placement
• Career Readiness Certification

• Assessment and Planning
• Career Coaching
• Resume Preparation
• Linkedin Profile Setup

For more information, contact: 
Matthew Davis • mtdavis@goodwillnwnc.org • (828) 298-9023 x1144
Wednesdays, 9am-11am: Goodwill • 1616 Patton Avenue, Asheville
or visit www.OperationGoodJobs.org

Operation: GoodJobs is offered in partnership with

Looking to improve your workplace skills but can’t find the funds?



The curriculum framework is based on teaching the principles of service in a variety of hotel and restaurant venues and positions. 
These principles are based on nationally recognized standards for high-end service practices as well as the needs and requests of 
the Asheville area’s major employers. The curriculum will focus on hands-on training and demonstration to best prepare the students 
for entry-level positions in a variety of hospitality departments. Utilizing guest speakers and facility tours, we prepare students for the 
professionalism that is expected in lodging and restaurant establishments.

Guest Service Gold® is a comprehensive six-hour program designed to accomplish the goal of creating guest service-oriented line 
level lodging employees who know how to engage with their guests to provide memorable guest service. Guest Service Gold® 
features seven brief stories designed to motivate and inspire hotel employees to ‘go for the gold’ when it comes to providing service 
above and beyond the call of duty. This program can be served comprehensively in 6 hours.

Upon completion the student will receive a certificate from A-B Tech, the American Hotel & Lodging Educational Institute for 
Hospitality START as well as the Guest Service Gold® Certification.

Fees:  Optional $25 to take the Hospitality START Certification Exam, Duration: 6 weeks
 Optional $35 to take Guest Service Gold® Certification Exam, Duration: 2 days

Upcoming Hospitality START Classes Meet:
M/W/F 9:30 a.m. 12:30 p.m. 11/02/15-12/18/15

Upcoming Guest Service Gold Classes Meet:
M & W 9:30 a.m. 12:30 p.m. 10/26/15-10/28/15
W & F 9:30 a.m. 12:30 p.m. 12/16/15-12/18/15

(These two classes are combined to offer a stackable credential or can be taken independently)
Hospitality START with Guest Service Gold ®

Connect with us on social media to stay up to date 
on the latest programs and events • @goodwillnwnc

This course is designed to build the skills and competencies required to be a successful supervisor in the hospitality industry. The 
curriculum has been developed by the American Hotel & Lodging Educational Institute, the industry’s highest acknowledgement of 
professionalism for supervisors. The course will include topics such as handling problems and conflicts, improving employee perfor-
mance, staffing and scheduling. Perfect for individuals and employees interested in preparing for the Certified Hospitality Supervisor 
exam (CHS®). The exam is not part of the course, but the option to sit for the exam will be offered at the end of the course. Additional 
exam fees will apply.

January 19, 21, 26, and 28:  9:00am-4:00pm
Course cost: $75. Cost of materials: $109.95 (due the first day of class)

Registration and payment is through A-B Tech via www.abtech.edu/ce/registration. For more information, please contact Kim Stowe 
at kstowe@goodwillnwnc.com (828)298-9023 ext. 1142. 

Certified Hospitality Supervisor Prep



• Career Planning Assistance - Our staff can provide assistance with identification of barriers to employment and 
development of a plan of action to utilize strengths and reduce weaknesses.

• Resume Writing - We are able to review your current resume and make suggestions for improvement, or create a 
resume, providing you with paper and electronic copies.

• Job Search - Feel free to utilize our computers to access job search and employer sites to complete online applications. If 
you need assistance, please ask one of our staff. 

• Hot Jobs - open positions are posted for your convenience on our Hot Jobs Board, updated on a weekly basis to make 
your job search easier!

• Mock Interviews - Be prepared for that upcoming interview by scheduling an appointment for a mock interview. We will 
ask common interview questions and give you constructive feedback on answers, behaviors and appropriate dress.

• Center Resources - We provide computers with high-speed internet access, telephone, copier, fax machine, and a 
positive and supportive environment. Let our center be your office and support system away from home while conducting 
job search related activities.

To get started, attend an orientation session offered Mon-Fri at 9:30am. For the location nearest you, visit goodwillnwnc.org. 

Career Connections Centers
Looking for direction?  Career Connections can help.

Project Re-entry is a program that offers Post Release Services to individuals released within 30 days from a state or federal prison 
facility. If you or someone you know would like more information regarding the services provided by this program please call (828) 
298-9023 ext. 1107.

Project Re-entry Program

The ServSafe Food Safety Training Program leads the way in providing current and comprehensive educational materials to the 
restaurant industry. More than four million foodservice professionals have been certified through the ServSafe Food Protection 
Manager Certification Exam, which is accredited by the American National Standards Institute (ANSI)-Conference for Food 
Protection (CFP). ServSafe training and certification is recognized by more federal, state and local jurisdictions than any other food 
safety certification.

Goodwill Career Center offers a convenient way to become ServSafe Certified by attending a proctored on-line test. This service will 
allow immediate results. Textbook lending is available prior to taking the exam and is provided on a first-come, first-served basis.

Fees:  $90 ($100 for Spanish Training & Exam) includes on-line exam and use of laptop computer. 
  To register and pay for exam visit: www.behindtheapron.com/store/

Requirements:  Participants must have a photo ID and an established ServSafe 
login and password. Follow the link below to begin the set-up for your ServeSafe 
login: https://www.servsafe.com/ss/UserProfile/UserLogin.aspx 

Upcoming Classes: 08/18/15 (register by 08/17)
Exam Start: 9:00am 09/22/15 (register by 09/21)

New! Training & Exam offered in Spanish: 8am - 5pm
 09/17/15 (register by 08/17)
 12/17/15 (register by 12/16)

SERVSAFE® Certification Testing Center

You Donate. We Train. People Work.
www.goodwillnwnc.org



Hospitality

Healthcare

Office Technology

   START END TERM  TERM 
CLASS DAY(S) TIME TIME START END ROOM

Computer Basics I T/TH 8:30 a.m. 12:00 p.m. 10/29/2015 12/17/2015 151
Computer Basics I M/W/F 12:30 p.m. 3:30 p.m. 11/02/2015 12/11/2015 151
Computer Basics I T/TH 12:30 p.m. 3:30 p.m. 12/08/2015 01/14/2016 151
Computer Basics II M/W/F 8:30 a.m. 11:30 a.m. 11/30/2015 12/16/2015 151
Computer Basics II T/TH 8:30 a.m. 11:30 a.m. 01/05/2016 01/28/2016 151
Office Professional Certification M/W 9:00 a.m. 1:00 p.m. 02/01/2016 04/18/2016 211

Hospitality Skills Certification M-F 9:30 a.m. 12:30 p.m. 02/02/2016 02/25/2016 154
Hospitality Skills Certification M/W/F 9:30 a.m. 12:30 p.m. 11/02/2015 12/14/2015 154
Guest Service Gold M/W 9:30 a.m. 12:30 p.m. 10/26/2015 10/28/2015  154

Electronic Health Records T/TH 9:00 a.m. 1:00 p.m. 01/26/2016 04/14/2016
Electronic Health Records M/W 5:30 p.m. 9:00 p.m. 02/01/2016 05/04/2016
Medical Office Pathways TBD
Terminology Made Easy TBD
Personal Home Care Aide M/W/F 9:00 a.m. 2:30 p.m. 01/04/2016 01/29/2016

Begin your educational journey today at Goodwill. Classes are offered in partnership with 
Asheville-Buncombe Technical Community College and Literacy Council.

CDL Truck Driver Training   New Class Every Month! Call TransTech - Dwayne Wray: (828) 464-8001

Adult Basic Education/High School Equivalency (formerly known as GED)
 Scheduled Classroom Instruction T/W 9:00 a.m. 12:00 p.m.
Enrollment and orientation held in the Hemlock Bldg. located at A-B Tech Asheville Campus; call (828) 398-7433 to register.

New- Jump Start Pathways is a for High School Equivalency (GED) students that also want to pursue a certificate program. Tuition 
is waived for students who meet certain criteria and want to be enrolled in selected A-B Tech courses. Please Call Rose 
Lawson-Lanahan for more information (828)254-1921 margaretrlawsonlanah@abtech.edu Qualifying programs include but are not 
limited to: Nurse Aide I, Electronic Health Records, Phlebotomy, Office Professional.

English as a Second Language (ESL)
 A-B Tech M/W 5:30 p.m. 8:30 p.m.
Please call (828) 398-7131 to register for upcoming classes.

Interested in assistance developing the right educational plan to achieve your goals and find employment? Sign up for an Academic 
Interview and sit down one-on-one with someone that will guide you toward the right classes needed to achieve your career goals. 
Let the receptionist know you are interested or call Brenna Cauthen at (828)298.9023 ext. 1161 for an appointment.

Goodwill Workforce Development Center
1616 Patton Avenue • Asheville NC 28806 • 828-298-9023 • www.goodwillnwnc.org



Computers

Non-Profit

Internet Development

   START END TERM  TERM 
CLASS DAY(S) TIME TIME START END ROOM

Google Drive W 6:00 p.m. 9:00 p.m. 11/04/2015  197 
Google Productivity I T/TH 6:00 p.m. 9:00 p.m. 02/23/2016 02/25/2016 212
Google Productivity II T/TH 6:00 p.m. 9:00 p.m. 03/08/2016 03/10/2016 212
Pinterest for Business F 1:00 p.m. 4:00 p.m. 12/04/2015  155

Office 2013 M 9:00 a.m. 12:00 p.m. 02/08/2016 03/28/2016 198
Web Design: WordPress  T/H 6:00 p.m. 9:00 p.m. 03/01/2016 03/24/2016 151

Duke Non-Profit T 10:00 a.m. 4:00 p.m. 12/01/2015  181/182
Duke Non-Profit W 10:00 a.m. 4:00 p.m. 11/11/2015  181/182

Employability Lab M/T/W/TH 8:30 a.m. 4:30 p.m. 01/04/2016 05/12/2016 152
Career Readiness/Pathways M/W/F 9:00 a.m. 2:30 p.m. 01/04/2016 01/29/2016 154
Career Readiness/Pathways T/TH 1:30 p.m. 4:30 p.m. 02/09/2016 03/01/2016 155

Supervision, Fundamentals T/TH 2:00 p.m. 5:00 p.m. 11/03/2015 11/19/2015
Industrial Maintenance
Academy M/T/W/TH 3:00 p.m. 9:00 p.m. 01/19/2016 05/19/2016 214

BUS-153 Human
Resource Management T/TH 5:30 p.m. 6:20 p.m. 01/11/2016 05/10/2016 197
BUS-217: Employment
Laws & Regulations W 6:00 p.m. 7:50 p.m. 01/11/2016 05/10/2016 198
CIS-110 Intro to Computers M 1:00 p.m. 2:45 p.m. 01/19/2016 05/10/2016 211
OST-131 Keyboarding T 6:00 p.m. 6:50 p.m. 01/11/2016 05/10/2016 212

Goodwill Workforce Development Center
1616 Patton Avenue • Asheville NC 28806 • 828-298-9023 • www.goodwillnwnc.org

AB Tech Class Schedule

Job Preparedness

Workforce Training

Curriculum Classes

 Literacy Council
The Literacy Council of Buncombe County provides tutoring in reading and language arts for high school students. For more 
information, contact the Literacy Council at (828) 254-3442 or literacybc@litcouncil.com, or go to www.litcouncil.com.


