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%usinHss�2IficH�3UoIHssional�&HUtification

Discover powerful ways to search for employment 
(traditional and Web-based), learn about professional 
networking (LinkedIn) and how to post your resume 

on MoE Eoards Zhere ePplo\ers can find \ou.     

Basic Computer Skills
• File Management
• Internet
• Web Mail
• Cloud Computing

0Lcrosoft 2ffice ����
• Word
• Excel
• PowerPoint

$SSro[LPateO\ ��� hoXrs of LQstrXctLoQ for ���.��

����)inlH\�6tUHHt��$uEuUn�&$������ ������������ ZZZ�SlacHUonlinH�oUJ

Gainful Employment
� -oE 6each
• Resume Creation
• Dress for Success
� ,QterYLeZLQg 7echQLTXes
• Guest Speakers

Businesss Writing
• Cover Letters
� %XsLQess (tLTXLtte
• Composition Strategies

Improve and develop your 
coPSXter sNLOOs LQ the 
0Lcrosoft :LQdoZs �� 
aQd 0Lcrosoft 2ffice ���� 
desNtoS aSSOLcatLoQs.

:LthLQ the Oast seYeraO 
years, a new computing 
PodeO has ePerged caOOed 
7he &OoXd. ,Q order to Ee 
competitive and successful, 
EXsLQesses PXst QoZ haYe 
an online presence and 
7he &OoXd has EecoPe the 
SOatforP of choLce. &oPe 
Peet 7he &OoXd aQd OearQ 
hoZ to PaNe Lt ZorN for \oX.

Construct an effective 
resume, write a cover 
letter, learn about job 
LQterYLeZ techQLTXes aQd 
fiQd aSSroSrLate LQterYLeZ 
aSSareO.

'HYHloS�<ouU�6Nills
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BUSINESS
OFFICE
PROFESSIONAL
CERTIFICATION

LEARN THE SKILLS
YOU NEED

TO GET THAT JOB!

LEARN CLOUD
COMPUTING

DISCOVER POWERFUL
WAYS TO SEARCH FOR

EMPLOYMENT

REGISTER ONLINE AT
WWW.PLACERONLINE.ORG

3 CLASSES TO CHOOSE FROM

Mandatory Orientation -
%usinHss�2IficH�3UoIHssional�
1 Session
Placer School for Adults, PSA Rm 629, 
located BEHIND 360 Finley St. Auburn 

2/1/17 Wednesday
10:00am - 12:00pm Dudley Jude
0610900 Free

%usinHss�2IficH�3UoIHssional�
&HUtification
8 Weeks
Placer School for Adults, PSA Rm 629, 
located BEHIND 360 Finley St. Auburn 

2/14/2017 - 4/6/2017 Tue - Thurs
8:30am - 3:30pm Dudley Jude
0610600 $99.00

Mandatory Orientation -
%usinHss�2IficH�3UoIHssional
1 Session
Brandman University
400 Sunrise Ave Suite 200, Room 280
Roseville, CA 95661

4/3/2017 Monday
1:00 pm - 3:00pm Dudley Jude
0610901 Free

%usinHss�2IficH�3UoIHssional�
&HUtification
6 Weeks
Brandman University
400 Sunrise Ave Suite 200, Room 280
Roseville, CA 95661

4/17/2017 - 5/25/2017 Mon - Thurs
10:00am - 4:30pm Dudley Jude
 0610601 $99.00

Mandatory Orientation -
%usinHss�2IficH�3UoIHssional
1 Session
Brandman University
400 Sunrise Ave Suite 200, Room 280
Roseville, CA 95661

5/26/17 Friday
1:00pm  -  3:00pm Dudley Jude
0610902 Free

%usinHss�2IficH�3UoIHssional�
&HUtification
5 Weeks
Brandman University
400 Sunrise Ave Suite 200, Room 280
Roseville, CA 95661

5/29/17 - 6/29/17 Mon - Thurs
10:00am  -  4:30pm Dudley Jude
0610602 $99.00
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