SKILLS TRAINING CLASSES

WINTER 2018 SCHEDULE

Goodwill Career Connections Center
Workforce Development Center
1616 Patton Ave. | Asheville, NC 28806
(828) 298-9023
www.goodwillnwnc.org

FINANCIAL ASSISTANCE
Financial assistance is available for qualified individuals through Goodwill’s Outreach Scholarship Fund.

HEALTHCARE
CERTIFIED ELECTRONIC HEALTH RECORDS Discover the skills needed to find a job as you learn to navigate electronic records as well as
protect the privacy of patient information and audit records for compliance with legal and regulatory requirements. Become eligible to sit for
the National Health Career Association Electronic Health Records Specialist Certification Exam ($105). Requirements: GED or HS diploma
and assessment of basic computer skills. Fees: $180 tuition + $5 tech. Duration: 16 weeks
PHLEBOTOMY Teaches you to obtain blood and other specimens for laboratory analysis. Prepares you for employment in hospitals, clinics,
physicians’ offices, and other settings. Program is approved by the National Accrediting Agency for Clinical Laboratory Sciences. Call (828)
398 7585 for fee and registration & info.
MEDICAL OFFICE PATHWAYS Focuses on the skills needed for a job in the field of medical office clerical support, including electronic
records, medical terminology, insurance, and patient confidentiality. Fee waved for job seekers. Duration: 3-1/2 weeks
NURSE AIDE I Train to receive the skills necessary for taking the NC State Competency Exam and working as a Nursing Assistant in
hospitals, nursing homes, or private homes. Registration requirements: GED or HS diploma, negative TB test, 15-hour prior orientation
session. Call (828) 398-7878 for registration & info. Fees: $211.40 tuition + tech. Duration: 6 weeks
PERSONAL CARE AIDE PCA skills are among the most sought after in the current job economy. Interactive learning techniques teach such
competencies as assisting patients with cooking, housekeeping, grooming, bathing, and dressing. Many jobs available in private homes,
residential facilities, group homes, and larger medical facilities. Fee waved for job seekers. Duration: 4 weeks

ADULT BASIC EDUCATION
ADULT BASIC EDUCATION AND HIGH SCHOOL EQUIVALENCY 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.
To register, call (828) 398-7433.

SERVICE INDUSTRY & HOSPITALITY
AB TECH SERVSAFE Prepare for the National Restaurant Associations ServSafe Manager Certification. Exam is included as part of the class.
Upon completion with a passing exam grade of 75%, the student will earn this industry recognized certification valid for 5 years. This one day
class features online testing and instant score results. Textbook optional: ServSafe manager, 6th Edition. Those not familiar with Servsave may
wish to review the book prior to class to ensure a positive test outcome. Book available for purchase at the A-B Tech bookstore, or on loan
through checkout at Goodwill Training Center. www.abtech.edu/ce/registration Fee: $106
HOSPITALITY START WITH GUEST SERVICE PROFESSIONAL CERTIFICATION (GSPC)® Hospitality START focuses on the service
techniques and duties that are based on nationally recognized exemplary practices as well as the needs and requests of the Asheville area’s
major employers. The curriculum will focus on hands-on learning and demonstration to best prepare the students for entry level positions.
Utilizing guest speakers and facility tours, we prepare students for the professionalism that is expected in hotel establishments as well as
provide assistance in the application and interviewing process. Front Desk: The curriculum framework is based on teaching a variety of hotel
and lodging positions that focus directly with guests. This may include one or more of the following: Front Desk Representative, Reservationist,
PBX Operator, Bell Attendant, Hotel Safety, and Concierge. Guestroom Attendant: The curriculum framework is based on teaching a variety
of hotel and lodging positions that focus directly with sustaining the flow and upkeep of a Lodging establishment. Maintenance: The
maintenance component will focus on how to perform preventive maintenance on guestrooms and public areas. Kitchen: The kitchen
component will focus on how safety guidelines, define culinary terms, as well as nutrition trends. Restaurant Server: The server component
will focus on sanitation regulations, basic terms for food preparations, as well as how to effectively manage tables.
GUEST SERVICE PROFESSIONAL CERTIFICATION® Guest Service Professional Certification is a comprehensive six-hour program designed
to create guest-service oriented lodging employees who know how to engage with their guests to provide memorable visitor experiences.
Fees: Optional $35 to take Guest Service Gold Guest Service Professional® Cert. Exam; Duration: 2 days
HOSPITALITY JOB SHADOWING Goodwill IHG Academy: Area hotel employers have collaborated with Goodwill to assist local people in
building their hospitality skills and improving their employability through hands-on job shadow opportunities. Must attend a one hour Job
Shadow Placement Workshop. Job shadow experiences last for 3 hours. Please contact Stephanie Rerych (828) 298-9023 ext. 1106 or
srerych@goodwillnwnc.org to apply.
CERTIFIED HOSPITALITY SUPERVISOR PREP Certified Hospitality Supervisor Prep class is designed to build the skills and competencies
required to be a successful supervisor in the hospitality industry. Topics include acquiring leadership styles, handling conflict & improving and
motivating employee performance. This class prepares you for but does not include the exam. The exam is optional and can be requested
after the training. Fees: $146.95 includes A-B Tech fee and all materials. Duration: 4 days
CARE- CONTROLLING ALCOHOL RISKS EFFECTIVELY® Controlling Alcohol Risks Effectively® (CARE) for servers is a four hour seminar that
prepares servers with the proper knowledge of how to handle the challenges of responsible alcohol service. This training program is designed
to help your establishment lower its risks of liability. This credential complies with and is approved by the North Carolina Alcoholic Beverage
Control Commission. Fees: $39. Duration: 4 hours

OFFICE TECHNOLOGY
COMPUTER BASICS Did you know that most employers only accept online applications? Want to feel more confident in your job search?
This entry-level course provides a stress-free introduction to the technology and computer skills that you need in today’s job market. You will
learn how to do job searches on the internet, how to complete online job applications and set up and email account. While learning basic
word-processing and improving your keyboarding skills, you will also learn how to create cover letters and resumes. 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 learn the skill levels needed to be successful in your job search and keep your resume in the to-be interviewed stack.
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.
APPLE IPHONE/IPAD Learn the newest iPhone/iPad operating system. Students will learn to navigate and utilize the key features of an
iPhone/iPad including the Native Apps, Messaging, FaceTime, Email, Calendar, Safari, Siri, and Photography. Students are encouraged to
bring their devices to class. Fees: Course $75, Duration: 1 week.
COMPUTER CAREER SKILLS GOOGLE GMAIL This class is designed for the newer Google Gmail user. Learn more about Gmail, Calendars,
Tasks, Contacts and get an introduction to Google Drive, Docs, Sheets and Slides for your home or office productivity for your diversity of
desktop or mobile computer devices. Students are asked to have a Google Gmail account that they are able to access set-up prior to the first
day of class. Cost: $59, Duration: 1 week.
COMPUTER CAREER SKILLS GOOGLE DRIVE - DESKTOP This class is designed for the Google Gmail user of at least 3 months or more.
Learn more about Google Drive, Docs, Sheets, Slides, Drawings, Forms, and get an intro to Chromebook or your home or office productivity
for your diversity of desktop or mobile computer devices. Manage and collaborate files stored in the cloud. Cost: $59, Duration: 1 week.

OTHER COURSES
HOW TO LAND A GREAT JOB: NETWORKING SKILLS TRAINING This 2-day class will include introductions to established and credible
networking groups in our community and the benefits they offer in building your professional image as well as opening exciting job
prospects. Class will include tutorials on setting up a LinkedIn account and will feature a representing guest speaker from a prominent
networking and business relations group. Various fundamentals of networking will be discussed in depth, examining interpersonal methods
for in person, email, and social media outlets. Principles of the book, “How to Win Friends and Influence People” by Dale Carnegie will be
discussed to help students learn soft skill techniques to make them successful at any networking event. Please contact Autumn McCarver •
amccarver@goodwillnwnc.org • (828) 298-9023 ext 1142
EFFECTIVE TEACHER TRAINING This class is preparation for substitute teachers for all Buncombe and Madison County Schools, and is
also an excellent crash course in learning methodologies and classroom management for current or returning teachers. This course will use
the curriculum approved by Asheville City and Buncombe County Schools. Textbook: Substitute Teacher Handbook. Prerequisite: high
school diploma or GED. Attendance at all classes is required. Cost: $130, Duration: 5 days.
INTRODUCTION TO HUMAN SERVICES In this course, students will learn the skills needed to start a career in Human Services. Focus will
include preparation for the Career Readiness Certification assessment, customer service, roll playing, NCFAST terminology and navigation
training. This course is a prerequisite in order to register for the Income Maintenance Caseworker course. You must pass a basic computer
and keyboarding assessment prior to registration. Cost: Free to job seekers, Duration: 7 weeks.
FORKLIFT SAFETY Learn safe forklift operation using the latest OSHA regulations and requirements. During class students will practice
using a forklift. Get your training certificate so you can have an extra skill for a potential new employer. Next Class: TBD. Fee: $75
PROFESSIONAL TRUCK DRIVING TRAINING CLASS 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. A new class is held every month. Night classes available Prospective students should contact Marci Dwyer
(TransTech) at (828) 464-6666.
VAYA HEALTH PEER SUPPORT This training involves lectures and group activities. The group activities require respect and support. The
trainers will utilize class participation, involvement in group activities, as well as general attendance to assess readiness to deliver peer
support services in a professional setting. In addition to providing education to participants, there will be skill building through role plays,
take-home activites, and sharing of personal recovery experiences related to overcoming mental health and/or addiction challenges. Vaya
Health’s North Carolina Peer Support Specialist training is a 40-hour program scheduled on five days. A brief graduation ceremony will be
held on the afternoon of the final training day. Our current training curriculum meets the criteria set forth by the state of North Carolina. To
register, visit vayahealth.com/members-caregivers/member-services-peersupport
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Nurse Aide Level I
Nurse Aide Level I
Personal Care Aide
Electronic Health Record Spec.
Medical Office Pathways
Medical Office Pathways

1/9/2018
3/6/2018
2/19/2018
1/16/2018
1/16/2018
3/27/2018

2/28/2018
4/25/2018
3/16/2018
4/5/2018
2/6/2018
4/17/2018

Tuesday, Wednesday, Thursday
Tuesday, Wednesday, Thursday
Monday, Wednesday, Friday
Tuesday, Thursday
Tuesday, Thursday
Tuesday, Thursday

07:00AM-03:30PM
07:00AM-03:30PM
09:30AM-03:00PM
09:00AM-01:00PM
01:30PM-04:30PM
01:30PM-04:30PM

3/12/2018

Monday

06:00PM-08:00PM

1/24/2018
3/14/2018

1/24/2018
3/14/2018

Wednesday
Wednesday

08:30AM-05:00PM
08:30AM-05:00PM

1/10/2018
2/8/2018
4/12/2018
2/15/2018
2/14/2018
2/6/2018
4/10/2018
2/20/2018
2/12/2018

1/19/2018
2/9/2018
4/13/2018
2/16/2018
2/14/2018
2/7/2018
4/11/2018
2/22/2018
2/13/2018

Wednesday, Friday
Thursday, Friday
Thursday, Friday
Thursday, Friday
Wednesday
Tuesday, Wednesday
Tuesday, Wednesday
Tuesday, Thursday
Monday, Tuesday

09:00AM-04:00PM
09:00AM-03:00PM
09:00AM-03:00PM
09:00AM-03:00PM
08:00AM-04:00PM
09:00AM-03:00PM
09:00AM-03:00PM
09:00AM-03:00PM
09:00AM-03:00PM

2/14/2018
4/18/2018
3/14/2018
3/13/2018
4/10/2018
5/30/2018
5/30/2018
4/9/2018

Monday, Wednesday
Monday, Wednesday
Monday, Wednesday
Tuesday, Thursday
Tuesday, Thursday
Monday, Wednesday
Monday, Wednesday
Monday, Wednesday

01:00PM-04:00PM
01:00PM-04:00PM
08:30AM-11:30AM
05:30PM-08:30PM
12:30PM-03:30PM
08:30AM-11:30AM
05:30PM-08:30PM
09:00AM-01:00PM

2/3/2018

Saturday

08:00AM-05:00PM

Mon, Tues, Wed, Thurs, Fri
Thursday
Monday, Wednesday
Monday, Tues, Wed, Thurs
Tuesday, Thursday
Tuesday, Wednesday, Thursday
Monday, Tuesday, Wednesday

09:00AM-03:30PM
02:00PM-05:00PM
02:00PM-05:00PM
08:30AM-05:00PM
05:30PM-08:30PM
05:30PM-08:30PM
05:30PM-08:30PM

ADULT BASIC EDUCATION
Spanish for the Workplace: Basic 2/5/2018

SERVSAFE CERTIFICATION
Servsafe Manager Certification
Servsafe Manager Certification

HOSPITALITY

Cert. Hospitality Supervisor Prep
Front Desk Representative
Front Desk Representative
Guest Room Attendant
Guest Service Professional Cert.
Hospitality Maintenance Cert.
Hospitality Maintenance Cert.
Kitchen Cook Certification
Restaurant Server

OFFICE TECHNOLOGY

Apple iPad/iPad Mini Intro
Apple iPhone/iPad Intro
Computer Basics I
Computer Basics I
Computer Basics I
Computer Basics I
Computer Basics I
Office Professional Cert.

2/5/2018
4/2/2018
1/8/2018
1/9/2018
2/6/2018
3/26/2018
3/26/2018
1/17/2018

OSHA/FORKLIFT TRAINING
OSHA Forklift Operator

2/3/2018

ADDITIONAL CLASSES & SERVICES
Effective Teacher Training
Enchancing Your Net. Skills
Enchancing Your Net. Skills
HRD Employability Lab
Intro to Human Services
Maximizing Interview Skills
Maximizing Interview Skills

1/22/2018
1/25/2018
3/19/2018
1/2/2018
1/30/2018
1/16/2018
2/19/2018

1/26/2018
2/1/2018
3/21/2018
5/15/2018
3/22/2018
1/18/2018
2/21/2018

