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CAREER READY 101 UPDATE
All CDA members and employers are able to take advantage of free online Career Ready Training for their employees now through June 30, 2012.  This valuable and easy-to-use education platform is being brought to you by CDA's partnership with SkillBuild, and funding by the Denver Office of Economic Development.


The Career Ready curriculum is focused on improving foundational skills through the WorkKeys® system, soft skills, and life-skills.  This internet-based learning system includes courses in career awareness and exploration, career preparation, job search, career success skills, financial awareness and the foundational work skills measured by the ACT WorkKeys® job skills assessment system.


For more information on the programs or to set up your company administrator log-in and password, contact Colleen Edelen at 303-428-2011 ext. 125 or cedelen@weifieldgroup.com
[image: image2.emf]PERSONAL FINANCIAL AWARENESS

Checking and Savings Accounts

Budgeting

Credit Cards and Loans

Financial Planning and Investing

WORKPLACE SKILLS

Reading for Information Outline

Applied Mathematics Outline

Locating Information

Applied Technology Outline - Introduction

Problem Solving Strategies

Applied Technology Outline – Electricity

Applied Technology Outline – Mechanics

Applied Technology Outline – Thermodynamics

Applied Technology Outline – Fluids

Listening Outline

Writing Outline

Business Writing Outline

Observation Outline

Teamwork Outline

Workplace Ethics

COMMUNICATION SKILLS

Communicating at Work

Speaking

Listening

Presenting Yourself

Non-Verbal Communication

WORKPLACE EFFECTIVENESS

Time Management

Problem Solving

Customer Service

Teamwork

BUSINESS ETIQUETTE

On the Job Etiquette

Person-to-Person Etiquette

Telephone and E-mail Etiquette

Meeting Etiquette
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