ADMINISTRATION COI EXTERNAL TRAINING

PRIMARY COURSES (HARD SKILLS)

COURSE                                                                 VENDOR       SERIES                                                     _
Administrative Officers Seminar                             USDA            GS-301

Project Management for the Office Professional                           GS-301

Advanced Briefing Techniques                                                      GS-301, 342  

Briefing Techniques                                                                       GS-301, 342

Paper and File Management

  

   GS-303, 305, 309, 312, 318, 322, 675


Proofreading                                                                                   GS-303, 304, 309, 312, 318, 322, 326, 356                                                                          

Report Writing                                                                               GS-303, 309, 312, 322, 326 

Writing for Results                                                                         GS-309, 318     

Voice and Diction                                                                          GS-382

Office Management                                                                        GS-303, 318

Frontline Customer Service                                                            GS-302, 303, 304, 305, 318, 382, 675

Communicating for Results                                                            GS-304, 318

Effective Communication  with Customers                                   GS-304, 382

Positive Approaches to Difficult People                                        GS-304, 318, 382

Speaking with Confidence                                                              GS-304, 382

Effective Writing                                                                            GS-309, 318

Fundamentals of Writing                                                                GS-309, 318

Grammar and Usage Workshop                                                      GS-309, 312, 318, 322, 326

Technical Writing                                                                            GS-301, 342, 675

SUPPLEMENTAL COURSES (SOFT SKILLS)

Basic Communication Skills                                                          

Essentials of English                                                                      

Creative Problem Solving                                                              

Beat Burnout: Renew Your Enthusiasm                                       

Customer Service Excellence                                       

Managing Multiple Priorities                   

Leadership Skills for Non-Supervisors    

Time Management: What Matters Most                                        

Assertiveness Skills                                                                      

Constructive Conflict Resolution

E-Mail Etiquette and Efficiency                                                      

Interpersonal Communications                                                       

Listening and Memory Development                                            

Stress Management                                                                         

Reading Comprehension                                                              

Clear Writing through Critical Thinking                                      

Editing for Impact                                                                       

Managing Other People’s Writing                                            

Plain Language                                                                           

PRIMARY COURSES (HARD SKILLS)

COURSE                                                                     VENDOR         SERIES                                               _ 

Grammar and Punctuation                                       USDA/Distance   GS-309, 312, 318, 322,326

Proofreading                                                                                          GS-303, 304, 309, 318, 322, 326, 356

Write Short Informational Reports                                                       GS-309, 318

SUPPLEMENTAL COURSES (SOFT SKILLS)

Punctuate for Clarity

Put it in Writing

Spelling

Think Critically – Write Clearly

English Grammar and Usage                                                              

Letter Writing Workshop

PRIMARY COURSES (HARD SKILLS)

COURSE                                                                  VENDOR             SERIES                                            _
Introduction to Speechwriting                       USDA/Correspondence  GS-318   

Report Writing                                                          & Online              GS-303, 312, 322, 326

Writing Sentences and Paragraphs Effectively

Budget Formulation                                                                               GS-301, 342

Federal Budgeting for Non-Budgeting Personnel                                  GS-301, 342

Introduction to Federal Budgeting                                                         GS-301, 342 

Introduction to Program Evaluation                                                       GS-301, 342

Applied Indexing                                                                                    GS-303, 304, 305, 309, 312, 318, 322   

Basic Indexing                                                                                        GS-303, 304, 305, 309, 312, 318, 322 

Intermediate Editing:  Principles and Practices                                      GS-303, 312, 318, 322, 326

Introduction to the Editing Process                                                         GS-303, 312, 318, 322, 326

Proofreading                                                                                   GS-303, 304, 309, 312, 318, 322, 326, 356 

SUPPLEMENTAL COURSES (SOFT SKILLS)

Clarifying  Words that Confuse                                                                                            

Expansion of Vocabulary Knowledge I

Gaining Confidence in Using English 

     and Grammar I

Idioms in Everyday Use

Legal Writing

Government-wide Commercial Purchase Card

Writing for Government and Business

Better Letters                                                  

PRIMARY COURSES (HARD SKILLS)

COURSE                                                                                 VENDOR           SERIES                                 _

Management Skills for Administrative Professionals  
AMA              GS-301

The Changing Role of the Administrative Professional                                     GS-301  

Successful Meeting Planning                                                                              GS-301, 318

Fundamentals of Finance and Accounting for                                                    GS-301 

     Administrative Professionals

Project Management for the Administrative Professional                                  GS-301    

Business Writing for Administrative Professionals                                            GS-318 

Managing for Productivity:  The Administrative                                                GS-301

     Professional’s Guide to Assessing Workflow and

     Implementing Improvements

Communicating, Negotiating, and Prioritizing Skills                                         GS-301 

     For  Administrative Professionals

Interpersonal Skills for Executive Secretaries and                                              GS-303, 301  

     Administrative Assistants

Dynamic Listening Skills for Successful Communication                                  GS-304, 318, 382

Effective Presentation Skills for Technical Professional                                    GS-301

Effective Technical Writing                                                                                GS-301, 342

The Grammar Course                                                                                          GS-309, 312, 322, 326  

Level 1 Business Writing:  When English is a Second

     Language                                                                                                         GS-309, 312, 318, 326

Level 2 Business Writing:  When English is a Second 

     Language                                                                                                         GS-309, 312, 318, 326   

SUPPLEMENTAL COURSES (SOFT SKILLS)

AMA’s 2-Day Business Writing Workshop

How to Sharpen Your Business Writing Skills    

Interpersonal Skills                         

Partnering with Your Boss

Making Technology Work for You:  e-Tools for 

     Administrative Professionals

Managing Chaos:  Dynamic Time Management, Recall, 

     Reading, and Stress Management Skills

Projecting a Positive Professional Image

Building Better Work Relationships:  New Techniques

     For Results-oriented Communication

Cross-Functional Communications:  Strategies for

     Workplace Effectiveness

Listening and Writing:  Building a Foundation for Better

     Communication

Strategies for Developing Effective Presentation Skills

Negotiating to Win

Basic Budgeting for Non-financial Managers

Mastering Information Overload:  Speed Reading and

     Memory Skills

Managing Time in the Electronic Workplace:  Surviving 

     And Thriving in the Information Age

Time Management

Juggling Competing Priorities in Today’s New 

     Workplace

Responding to Conflict:  Strategies for Improved

     Communication

Managing and Working with Difficult People

