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TO:

All Employees
FROM:
Jerry Visco, Director, Office of Human Resources

SUBJECT:
Year 2019 Training & Development Opportunities Manual
DATE:

December 14, 2018
The Office of Human Resources is pleased to provide you with our 2019 Training & Development Opportunities Manual.  This manual outlines the training courses we offer as well as the schedule for Calendar Year 2019. Our goal is to provide the greatest opportunity for each of you to attend these workshops, benefiting both you and our organization.  Together, you and your supervisor should determine which classes will most benefit your career. Course scheduling will be handled by a designated employee within your department, normally your time card keeper.  It is important to register early, as class sizes are limited and selection will be made on a first-to-register basis.  We look forward to many of you attending these workshops as we improve the way we conduct business throughout the organization.
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Mandatory Training for Development of New Employees

This schedule of workshops is designed to provide classes new employees are required to attend to successfully complete their initial probationary period. The idea is to provide, as early as possible, the critical training new employees must have to handle sensitive situations they may encounter in the workplace. This training makes the employee knowledgeable and aware of the County's expectations of them when they face human relations issues in the workplace. This block is comprised of six courses:

1. New Employee Orientation

2. Workplace Harassment Awareness and Prevention

3. Preventing Workplace Violence 

4. Anger Management

5. Customer Contact-Lasting Impressions
6. The Role of Ethics in Public Government

7. BEST Shelter Worker Training (Emergency Management)
Driver Safety is required for all employees who drive a county vehicle. This class should be completed as quickly as possible; however, it is not required to satisfactorily complete a new employee initial probationary period.           

Introduction to the Employee Development Program

The Brevard County Board of County Commissioners recognizes the need to provide employees and supervisors with opportunities to enhance their job knowledge, skills and abilities in order to promote career development.  Employee training and development was the most effective method to accomplish this critical strategy and as a result we developed and implemented a Management Certification Program now known as the Employee Development Program. 
For Employees:
The Employee Development Program is a Professional Development Program open to all employees who wish to complete the program and obtain a certificate of completion for their accomplishment, or for employees who have a need to attend certain classes but are not necessarily working toward obtaining a certificate of completion. 

For Supervisors/Managers:
The Employee Development Program is a Mandatory Program that all Supervisors/Managers must complete and obtain a certificate of completion within 24 months of being promoted. However, if a supervisor with a graduate degree believes some of the Phase I and Phase II classes may have limited value, they should discuss this with their appointing authority. The appointing authority may make the appropriate determination as to whether or not the classes should be taken. If this is the case, a memo (from the appointing authority) exempting the employee from designated classes should be sent to Human Resources for placement in the employee’s personnel file. Note: Phase III classes are not subject to this exemption process and remain mandatory. In addition, to obtain the Employee Development Certification, all Phase I, II and III classes must be completed (with successful passing of the three exams).
Over the years the program has evolved into a series of 20 workshops that provide employees and supervisors the tools and techniques to fulfill their job responsibilities more effectively, and reinforce the values important to our organization.

Employee Development Program

Phase I is recommended for employees new to the organization and those employees and supervisors/managers who have not previously attended these workshops and who wish to obtain a certificate of completion.  These courses are designed to ensure successful interactions and improve communication with both internal and external customers.  This phase is comprised of six courses:

1. Time Management 

2. Communicating for Results

3. Conflict Resolution Skills

4. Basic Writing Skills 

5. Advanced Writing Skills

6. Civil Beginnings

Phase II is for employees aspiring to a supervisory position, and for employees and supervisors/managers who have not previously attended these workshops and who wish to obtain a certificate of completion.  These courses are designed to give employees and supervisors a strong foundation to develop their managerial skills and also to introduce them to the Continuous Improvement Process. These six courses include:

1. Measuring Customer Satisfaction 

2. Motivational Skills for Supervisors

3. The Leadership Challenge

4. Continuous Improvement Awareness

5. Team Building

6. Dealing with Difficult People

Phase III is for employees in a supervisory/managerial position, and employees who have not previously attended these workshops and who wish to obtain a certificate of completion. The courses in Phase III are mandatory for those employees who are already employed in, or are promoted into a supervisory/managerial position, and must be completed within the probationary period. These courses are designed to communicate organizational philosophies and objectives to supervisors and to familiarize them with existing County policies and procedures.  There are eight courses in this phase:
1. Supervising in Today’s Work Environment
2. Grievance Handling

3. Caring for Our Own - Managing Risk Effectively

4. Our Hiring Process in an Equal Employment Environment

5. Budget Training

6. Managing Diversity

7. Making Performance Evaluations Work
8. The Role of Ethics in Public Government
At the end of each phase, an optional examination (not optional for supervisors/managers) will be given, consisting of multiple-choice, true/false, and a bonus question.  To be eligible to sit for a phase’s examination, employees are required to attend ALL the courses in that phase. 

A certificate of completion will be awarded once an employee has passed the examinations for all three phases.  In order to pass an examination, a minimum score of 70 must be obtained on each exam. To pass with Honors, the average score for all three tests must be 90 or above. Qualifying candidates receive framed certificates and automatically become entitled to an interview for any career service promotion opportunity to a managerial or supervisory position for which they apply and are qualified.

Executive Leadership Institute

The Executive Leadership Institute (ELI) is a 18-month long program intended to develop leadership competencies of both current and future leaders within our organization.  This succession planning initiative requires a strong commitment to participation, attendance, and assignments associated with the monthly meetings.  Participating employees will be expected to pro-actively contribute to changing the culture of our organization and improving the work environment.
To participate in ELI, employees must submit an application through a competitive selection process with four pre-requisites:  

1. Completion of the Employee Development Program (with certificate).
2. Completion of the 3-day 7 Habits of Highly Effective People workshop.

3. Timely submittal of the ELI application (when the program opens).
4. Sponsorship and commitment from the employee’s Department Director.

For Additional Information…
If you have any questions about the structure or the content of these training programs, please contact Jennifer Meyer, Employee Development Manager, Office of Human Resources by e-mail at Jennifer.Meyer@brevardfl.gov or by phone at 633-2031.  If you have questions about the registration process, please contact Jennifer Kerr, Employee Development and Volunteer Specialist, Office of Human Resources by e-mail at jennifer.kerr@brevardfl.gov or by phone at 617-7564.

We welcome your participation in our training programs.

Mandatory Training

for

Development

of

New Employees

MANDATORY TRAINING FOR DEVELOPMENT OF NEW EMPLOYEES
New Employee Orientation
Goal:
To introduce Brevard County’s organizational structure and values, and to acquaint new employees with organizational rules, benefits, and training opportunities. 

Content:
In this session new employees will learn about the organizational structure of Brevard County, what it means to be a “public servant,” training and development opportunities, Brevard County’s Continuous Improvement Process and what is expected of them as County employees. New employees will also learn about the Employee Assistance Program (EAP), as well as many other benefits of Brevard County employment. 

Who Should Attend:
All newly-hired, permanent employees: Letters of invitation will be sent by Human Resources for attendance at Orientation in the month following hire as a permanent employee. 
Instructor(s):

Karen Conde, Personnel Manager, Human Resources



Juanita Jackson, Employee Relations Manager, Human Resources 




Jennifer Meyer, Employee Development Manager, Human Resources

Dates/Times Scheduled (subject to change): 

	January 25
	Friday
	8:30 am – 12:00 pm
	Viera Government Center

2725 Judge Fran Jamieson Way

Space Coast Room, Bldg. C,  2nd floor 

	February 22
	Friday
	8:30 am – 12:00 pm
	

	March 29
	Friday
	8:30 am – 12:00 pm
	

	April 26
	Friday
	8:30 am – 12:00 pm
	

	May 24
	Friday
	8:30 am – 12:00 pm
	

	June 28
	Friday
	8:30 am – 12:00 pm
	

	July 26
	Friday
	8:30 am – 12:00 pm
	

	September 27
	Friday
	8:30 am – 12:00 pm
	

	October 25
	Friday
	8:30 am – 12:00 pm
	

	December 13
	Friday
	8:30 am – 12:00 pm
	

	
	
	
	

	April 19
	Friday
	8:30 am – 12:00 pm
	Viera Government Center

	
	
	
	Commission Room Bldg. C, 1st floor


HOW TO REGISTER:
Contact the person in your department responsible for scheduling training. Advise them of the course(s) you want to attend, including date, time, and location. 

Please register as early as possible as seating is limited. If you are unable to attend, notify your training scheduler as soon as possible to make that space available for someone else.

MANDATORY TRAINING FOR DEVELOPMENT OF NEW EMPLOYEES
Workplace Harassment Awareness and Prevention 

Goal:  
To develop an understanding of Brevard County’s Discriminatory and Sexual Harassment Policies and how Brevard County complies with the Americans with    Disabilities Act.

Content:
This class provides an in-depth review of the County's policy prohibiting sexual and discriminatory harassment. Discussion focuses on reasoning behind the policy, supervisory and employee responsibilities, and the consequences of not meeting the County's expectations. The Americans with Disabilities Act is covered, which includes appropriate language, responsibilities, and the 711/ Florida Relay Service for people with hearing, sight and/or speech disabilities. 

Who Should Attend:
Mandatory for All County Employees.
Instructor(s):       Juanita Jackson, Employee Relations Manager, Human Resources, 
     Brian Breslin, ADA Coordinator, Housing and Human Services

Dates/Times/Locations Scheduled (subject to change):
	January 30
	Wednesday
	1:00 pm – 4:00 pm
	Central Reference Library

308 Forrest Avenue 

Cocoa

	February 18
	Monday
	1:00 pm – 4:00 pm
	

	March 21
	Thursday
	9:00 am – 12:00 pm
	

	July 25
	Thursday
	9:00 am – 12:00 pm
	

	August 29
	Thursday
	9:00 am – 12:00 pm
	

	September 25
	Wednesday
	9:00 am – 12:00 pm
	

	October 18
	Friday
	9:00 am – 12:00 pm 
	

	
	
	
	

	April 09
	Tuesday
	1:00 pm – 4:00 pm
	Titusville Library

	
	
	
	2121 South Hopkins Avenue

	
	
	
	Titusville

	May 08
	Wednesday
	9:00 am – 12:00 pm
	DeGroodt Library

	November 20
	Wednesday
	9:00 am – 12:00 pm
	6475 Minton Road SE

	
	
	
	Palm Bay


HOW TO REGISTER:

Contact the person in your department responsible for scheduling training. Advise them of the course(s) you want to attend, including date, time, and location. 

Please register as early as possible as seating is limited. If you are unable to attend, notify your training scheduler as soon as possible to make that space available for someone else.
MANDATORY TRAINING FOR DEVELOPMENT OF NEW EMPLOYEES
Preventing Workplace Violence
Goal:
To prevent workplace violence by training employees to recognize warning signs associated with violent behavior, and to inform them of appropriate actions to take in the event of a threatening or crisis situation.

Content:
This course offers an understanding of workplace violence and prevention measures that all employees should be aware of. Brevard County's workplace violence policy and procedures are discussed, as well as the use of the Emergency Index, how to improve personal security, and support avenues that are available for troubled employees.

Who Should Attend:
Mandatory for All County Employees.
Instructor(s):
Jennifer Meyer, Employee Development Manager, Human Resources

Dates/Times/Locations Scheduled (subject to change):
	January 23
	Wednesday
	9:00 am – 12:00 pm
	Central Reference Library

	February 15
	Friday
	9:00 am – 12:00 pm
	308 Forrest Avenue 

	March 12
	Tuesday
	1:00 pm – 4:00 pm
	Cocoa

	July 24
	Wednesday
	9:00 am – 12:00 pm
	

	August 22
	Thursday
	9:00 am – 12:00 pm
	

	September 19
	Thursday
	9:00 am – 12:00 pm
	

	October 07
	Monday
	1:00 pm – 4:00 pm
	

	
	
	
	

	
	
	
	Titusville Library

	April 23
	Tuesday
	1:00 pm – 4:00 pm
	2121 South Hopkins Avenue

	
	
	
	Titusville

	June 05
	Wednesday
	9:00 am – 12:00 pm
	DeGroodt Library

	December 11
	Wednesday
	9:00 am – 12:00 pm
	6475 Minton Road SE

	
	
	
	Palm Bay


HOW TO REGISTER:

Contact the person in your department responsible for scheduling training. Advise them of the course(s) you want to attend, including date, time, and location. 

Please register as early as possible as seating is limited. If you are unable to attend, notify your training scheduler as soon as possible to make that space available for someone else.

MANDATORY TRAINING FOR DEVELOPMENT OF NEW EMPLOYEES
Anger Management
Goal:
To develop skills to better manage anger in the workplace.

Content:
This class provides an in-depth study of the negative impacts of anger and examines strategies and techniques to help employees better manage their emotional responses.

Who Should Attend: 
Mandatory for All County Employees.
Instructor(s):
Jennifer Kerr, Employee Development & Volunteer Specialist, 
Human Resources

Dates/Times/Locations Scheduled (subject to change):
	January 09
	Wednesday
	9:00 am – 12:00 pm
	Central Reference Library

	February 18
	Monday
	9:00 am – 12:00 pm
	308 Forrest Avenue 

	March 01
	Friday
	9:00 am – 12:00 pm
	Cocoa

	July 18
	Thursday
	1:00 pm – 4:00 pm
	

	August 14
	Wednesday
	9:00 am – 12:00 pm
	

	September 17
	Tuesday
	1:00 pm – 4:00 pm
	

	October 15
	Tuesday
	1:00 pm – 4:00 pm
	

	
	
	
	Titusville Library

	April 02
	Tuesday
	1:00 pm – 4:00 pm
	2121 South Hopkins Avenue

	
	
	
	Titusville

	May 15
	Wednesday
	9:00 am – 12:00 pm
	DeGroodt Library

	December 04
	Wednesday
	9:00 am – 12:00 pm
	6475 Minton Road, SE

	
	
	
	Palm Bay


HOW TO REGISTER:

Contact the person in your department responsible for scheduling training. Advise them of the course(s) you want to attend, including date, time, and location. 

Please register as early as possible as seating is limited. If you are unable to attend, notify your training scheduler as soon as possible to make that space available for someone else.

MANDATORY TRAINING FOR DEVELOPMENT OF NEW EMPLOYEES
Customer Contact - Lasting Impressions
Goal:
 To familiarize all Brevard County employees who serve internal and/or external customers with the complexities of positive customer relations.

Content:
In this course employees will learn and/or refresh skills in how to communicate effectively from the first moment of contact with a customer.  Topics covered include the importance of a positive attitude, active listening skills, and why satisfying our customers isn’t enough anymore.

Who Should Attend:
Mandatory for All County Employees.

Instructor(s):
Jennifer Meyer, Employee Development Manager, Human Resources

Dates/Times/Locations Scheduled (subject to change):
	January 16
	Wednesday
	1:00 pm – 4:00 pm
	Central Reference Library

308 Forrest Avenue

Cocoa



	February 15
	Friday
	1:00 pm – 4:00 pm
	

	March 19
	Tuesday
	1:00 pm – 4:00 pm
	

	July 17
	Wednesday
	9:00 am – 12:00 pm
	

	August 01
	Thursday
	9:00 am – 12:00 pm
	

	September 12
	Thursday
	9:00 am – 12:00 pm
	

	October 31
	Thursday
	9:00 am – 12:00 pm
	

	
	
	
	Titusville Library

	April 25
	Thursday
	1:00 pm – 4:00 pm
	2121 South Hopkins Avenue

	
	
	
	Titusville

	May 29
	Wednesday
	9:00 am – 12:00 pm
	DeGroodt Library

	December 18
	Wednesday
	9:00 am – 12:00 pm
	6475 Minton, Road SE

	
	
	
	Palm Bay


HOW TO REGISTER:

Contact the person in your department responsible for scheduling training. Advise them of the course(s) you want to attend, including date, time, and location. 

Please register as early as possible as seating is limited. If you are unable to attend, notify your training scheduler as soon as possible to make that space available for someone else.
MANDATORY TRAINING FOR DEVELOPMENT OF NEW EMPLOYEES

The Role of Ethics in Public Government
Goal:
To sensitize employees to the importance of always maintaining and displaying high ethical standards as a public sector employee.

Content:
A basic overview of Ethics in Government will be presented.

Who Should Attend:
Mandatory for All County Employees.
Instructor(s):
Jerry Visco, Director, Office of Human Resources


Juanita Jackson, Employee Relations Manager, Human Resources

Dates/Times/Locations Scheduled (subject to change):
	January 18
	Friday
	9:00 am – 12:00 pm
	Central Reference Library

	February 21
	Thursday
	1:00 pm – 4:00 pm
	308 Forrest Avenue

	March 15
	Friday
	1:00 pm – 4:00 pm
	Cocoa

	July 15
	Monday
	1:00 pm – 4:00 pm
	

	August 09
	Friday
	1:00 pm – 4:00 pm
	

	September 27
	Friday
	9:00 am – 12:00 pm
	

	November 08
	Friday
	9:00 am – 12:00 pm
	

	April 11
	Thursday
	1:00 pm – 4:00 pm 
	Titusville Library

	
	
	
	2121 South Hopkins Avenue


	
	
	
	Titusville

	April 19
	Friday
	1:00pm – 4:00pm 
	Commission Room, Bldg. C 1st floor - Viera

	May 13
	Monday
	1:00 pm – 4:00 pm
	Port St. John Library

	
	
	
	6500 Carole Avenue

	
	
	
	Port St. John

	May 22
	Wednesday
	9:00 am – 12:00 pm
	DeGroodt Library 

	November 18
	Monday
	1:00 pm – 4:00 pm
	6475  Minton Road, SE

	
	
	
	Space Coast Room - Viera


HOW TO REGISTER:

Contact the person in your department responsible for scheduling training. Advise them of the course(s) you want to attend, including date, time, and location. Please register as early as possible as seating is limited. If you are unable to attend, notify your training scheduler as soon as possible to make that space available for someone else.
MANDATORY TRAINING FOR DEVELOPMENT OF NEW EMPLOYEES
BEST Shelter Worker Training (Emergency Management)

Goal:  To provide all employees with the knowledge and skills necessary to successfully 

perform the duties of a shelter worker and serve our communities most vulnerable residents and visitors during emergencies. 

Content:   In this course, Emergency Management will clarify the expectations of being a shelter worker during emergencies.  Topics covered include shelter positions, responsibilities and tasks.  Basic shelter operational concepts will be discussed, along with the tools and resources to ensure successful shelter operations.
Who Should Attend:   Mandatory for All County Employees assigned to the Brevard Emergency Support Team (BEST) during emergencies.
Instructor(s):
John Scott, Operations Coordinator, Emergency Management

	March 07
	Thursday
	9:00 am – 12:00 pm
	Port St. John Library

	April 11
	Thursday
	9:00 am – 12:00 pm 
	6500 Carole Avenue

	June 26
	Wednesday
	9:00 am – 12:00 pm 
	Cocoa

	September 04
	Wednesday
	9:00 am – 12:00 pm 
	

	
	
	
	

	March 05
	Tuesday
	9:00 am – 12:00 pm
	Emergency Operations Center

	April 09
	Tuesday
	9:00 am – 12:00 pm
	1746 Cedar Street

	July 10
	Wednesday
	9:00 am – 12:00 pm
	Rockledge

	October 16
	Wednesday
	9:00 am – 12:00 pm 
	

	
	
	
	

	March 06
	Wednesday
	9:00 am – 12:00 pm
	DeGroodt Library

	April 10
	Wednesday
	9:00 am – 12:00 pm 
	6475 Minton Road SE

	August 14
	Wednesday
	9:00 am – 12:00 pm 
	Palm Bay

	November 22
	Friday
	1:00 pm – 4:00 pm 
	

	
	
	
	


HOW TO REGISTER:

Contact the person in your department responsible for scheduling training. Advise them of the course(s) you want to attend, including date, time, and location. Please register as early as possible as seating is limited. If you are unable to attend, notify your training scheduler as soon as possible to make that space available for someone else.
MANDATORY TRAINING FOR DEVELOPMENT OF NEW EMPLOYEES
Driver Safety
(as applicable)
Goal:
To enhance Brevard County employees' knowledge about driving to build awareness of basic driving principles in order to reduce vehicle and accident liability claims.

Content:
This two and 1/2 hour interactive training session offers employees the opportunity to get “Back to the Basics” including: review of State of Florida driver’s license test questions, a quiz on signs, County driving-related policy and administrative order issues, legislative updates, and a review of how to handle some common driving situations, including aggressive and distracted driving. 
Who Should Attend:
This is a mandatory class for all Brevard County employees who are required to operate a County vehicle as part of their job duties.  Mandatory attendance is required every four (4) years. (This class is not required for release from new hire probation). In addition, any Brevard county employee who utilizes his/her personal vehicle to conduct County business is encouraged to attend this class.

Instructor(s):
Michael Watson, Safety and Health Officer, Office of Human Resources
Dates/Times Scheduled (subject to change)
	January 24
	Thursday
	9:00 am – 12:00 pm
	Agriculture Center

	February 21
	Thursday
	9:00 am – 12:00 pm
	3695 Lake Drive

	March 14
	Thursday
	9:00 am – 12:00 pm
	Cocoa

	April 19
	Friday
	9:00 am – 12:00 pm
	

	May 16
	Thursday
	9:00 am – 12:00 pm
	

	June 11
	Tuesday
	9:00 am – 12:00 pm
	

	August 23
	Friday
	9:00 am – 12:00 pm
	

	September 26
	Thursday
	9:00 am – 12:00 pm
	

	October 23
	Wednesday
	9:00 am – 12:00 pm
	


HOW TO REGISTER:

Contact the person in your department responsible for scheduling training. Advise them of the course(s) you want to attend, including date, time, and location. 

Please register as early as possible as seating is limited. If you are unable to attend, notify your training scheduler as soon as possible to make that space available for someone else.

  Employee

Development

Program

EMPLOYEE DEVELOPMENT PROGRAM

PHASE I

Time Management Skills
Goal:
To squeeze a few more minutes out of each day and feel more “in control” of our lives.

Content:
In this course employees will learn to set personal and professional goals, and   discover ways to manage their time more effectively through planning, prioritization, and de-junking their lives.
Who Should Attend: 
New employees, employees wishing to receive certification, and supervisors who have not attended this workshop.

Instructor(s):
Jennifer Meyer, Employee Development Manager, Human Resources

Dates/Times/Locations Scheduled (subject to change):
	January 15
	Tuesday
	1:00 pm – 4:00 pm
	Central Reference Library

	March 06
	Wednesday
	1:00 pm – 4:00 pm
	308 Forrest Avenue

	
	
	
	Cocoa

	May 08
	Wednesday
	9:00 am – 12:00 pm
	Port St. John Library

	
	
	
	6500 Carole Avenue

	
	
	
	Port St. John

	September 04
	Wednesday
	9:00 am – 12:00 pm
	DeGroodt Library

	
	
	
	6475 Minton Road, SE

	
	
	
	Palm Bay


HOW TO REGISTER:

Contact the person in your department responsible for scheduling training. Advise them of the course(s) you want to attend, including date, time, and location. 

Please register as early as possible as seating is limited. If you are unable to attend, notify your training scheduler as soon as possible to make that space available for someone else.

EMPLOYEE DEVELOPMENT PROGRAM

PHASE I

Communicating for Results
Goal:
To teach the basic communication skills necessary for Brevard County employees to become more effective in the workplace and develop better relationships at work.

Content:
In this course employees will review the communication process, explore communication styles, barriers to communication, and the skills required to overcome those barriers.  Included are techniques for enhancing listening skills.

Who Should Attend: 
New employees, employees wishing to receive certification, and supervisors who have not attended this workshop.

Instructor(s):
Juanita Jackson, Employee Relations Manager, Human Resources
Dates/Times/Locations Scheduled (subject to change):
	February 05
	Tuesday
	1:00 pm – 4:00 pm
	Central Reference Library

	March 20
	Wednesday
	9:00 am – 12:00 pm
	308 Forrest Avenue

	
	
	
	Cocoa

	May 15
	Wednesday
	9:00 am – 12:00 pm
	Port St. John Library

	
	
	
	6500 Carole Avenue

	
	
	
	Port St. John

	September 11
	Wednesday
	9:00 am – 12:00 pm
	DeGroodt Library

	
	
	
	6475 Minton Road, SE

	
	
	
	Palm Bay


HOW TO REGISTER:

Contact the person in your department responsible for scheduling training. Advise them of the course(s) you want to attend, including date, time, and location. 

Please register as early as possible as seating is limited. If you are unable to attend, notify your training scheduler as soon as possible to make that space available for someone else.

EMPLOYEE DEVELOPMENT PROGRAM

PHASE I

Conflict Resolution Skills
Goal:
To help employees’ better deal with challenging situations that arises through differing viewpoints, unyielding personalities, and stressful situations.

Content:
In this course employees will learn to deal with difficult people and how to resolve conflicts.  In addition, methods for coping with change and minimizing the impact of stress will be covered.

Who Should Attend: 
New employees, employees wishing to receive certification, and supervisors who have not attended this workshop.

Instructor(s):
Juanita Jackson, Employee Relations Manager, Human Resources
Dates/Times/Locations Scheduled (subject to change):
	February 01
	Friday
	9:00 am – 12:00 pm
	Central Reference Library

	April 10
	Wednesday
	1:00 pm – 4:00 pm
	308 Forrest Avenue 

	
	
	
	Cocoa

	July 31
	Wednesday
	9:00 am – 12:00 pm
	Port St. John Library

	
	
	
	6500 Carole Avenue

	
	
	
	Port St. John

	October 02
	Wednesday
	9:00 am – 12:00 pm
	DeGroodt Library

	
	
	
	6475 Minton Road, SE

	
	
	
	Palm Bay


HOW TO REGISTER:

Contact the person in your department responsible for scheduling training. Advise them of the course(s) you want to attend, including date, time, and location. 

Please register as early as possible as seating is limited. If you are unable to attend, notify your training scheduler as soon as possible to make that space available for someone else.

EMPLOYEE DEVELOPMENT PROGRAM

PHASE I

Basic Writing Skills
Goal:
To enhance the business writing skills necessary for presenting polished and powerful written communications.

Content:
This course re-acquaints employees with proper punctuation, basic grammar rules and using the right words at the right time. Attendees will participate in exercises designed to hone skills in proofreading, subject/verb agreement, punctuation, and the proper use of apostrophes.
Who Should Attend: 
New employees, employees wishing to receive certification, and supervisors who have not attended this workshop.

Instructor(s):
Jennifer Meyer, Employee Development Manager, Human Resources

Dates/Times/Locations Scheduled (subject to change):
	February 13
	Wednesday
	1:00 pm – 4:00 pm
	Central Reference Library

	April 24
	Wednesday
	1:00 pm – 4:00 pm
	308 Forrest Avenue 

	
	
	
	Cocoa

	June 03
	Monday
	1:00 pm – 4:00 pm
	Port St. John Library

	
	
	
	6500 Carole Avenue

	
	
	
	Port St. John

	October 09
	Wednesday
	9:00 am – 12:00 pm
	DeGroodt Library

	
	
	
	6475 Minton Road, SE

	
	
	
	Palm Bay


HOW TO REGISTER:

Contact the person in your department responsible for scheduling training. Advise them of the course(s) you want to attend, including date, time, and location. 

Please register as early as possible as seating is limited. If you are unable to attend, notify your training scheduler as soon as possible to make that space available for someone else.

EMPLOYEE DEVELOPMENT PROGRAM
PHASE I

Advanced Writing Skills
Goal:
To provide Brevard County's employees with the writing tools necessary for professional correspondence.

Content:
This course offers employees the opportunity to upgrade writing skills by familiarizing them with standard memo, letter and email formats.  Attendees will also get tips on how to organize main points, use a positive tone, and avoid the use of passive voice.

Who Should Attend: 
New employees, employees wishing to receive certification, and supervisors who have not yet attended this workshop.

Instructor(s):
Jennifer Meyer, Employee Development Manager, Human Resources

Dates/Times/Locations Scheduled (subject to change):

	February 20
	Wednesday
	9:00 am – 12:00 pm
	Central Reference Library

	May 02
	Thursday
	9:00 am – 12:00 pm
	308 Forrest Avenue

	
	
	
	Cocoa

	July 25
	Thursday
	9:00 am – 12:00 pm
	Port St. John Library

	
	
	
	6500 Carole Avenue

	
	
	
	Port St. John

	November 01
	Friday
	1:00 pm – 4:00 pm
	DeGroodt Library 

	
	
	
	6475  Minton Road, SE

	
	
	
	Palm Bay


HOW TO REGISTER:

Contact the person in your department responsible for scheduling training. Advise them of the course(s) you want to attend, including date, time, and location. 

Please register as early as possible as seating is limited. If you are unable to attend, notify your training scheduler as soon as possible to make that space available for someone else.

EMPLOYEE DEVELOPMENT PROGRAM

PHASE I

Civil Beginnings
Goal:
To create a caring and courteous organizational culture that places a high value on respect for co-workers.

Content:
This course communicates the expectation of cooperation, communication, respect, courtesy, and workplace etiquette. Participants will learn the concepts of self-management, the Johari Window model of feedback and trust, and the Victim/Accountability model of personal responsibility.

Who Should Attend: 
New employees, employees wishing to receive certification, and supervisors seeking to effectively coach employees on the expectation for civility in a professional environment.

Instructor(s):
Jennifer Kerr, Employee Development & Volunteer Spec, Human Resources
Dates/Times/Locations Scheduled (subject to change):
	February 28
	Thursday
	9:00 am – 12:00 pm
	Central Reference Library

	May 21
	Tuesday
	1:00 pm – 4:00 pm
	308 Forrest Avenue

	
	
	
	Cocoa

	August 07
	Wednesday
	9:00 am – 12:00 pm
	Port St. John Library

	
	
	
	6500 Carole Avenue

	
	
	
	Port St. John

	November 08
	Friday
	1:00 pm – 4:00 pm
	DeGroodt Library 

	
	
	
	6475 Minton Road, SE

	
	
	
	Palm Bay


HOW TO REGISTER:

Contact the person in your department responsible for scheduling training. Advise them of the course(s) you want to attend, including date, time, and location. 

Please register as early as possible as seating is limited. If you are unable to attend, notify your training scheduler as soon as possible to make that space available for someone else.

EMPLOYEE DEVELOPMENT PROGRAM

PHASE II

Measuring Customer Satisfaction
Goal:
To develop an understanding of how to quantitatively measure the extent to which employees are satisfying their customers’ needs.

Content:
In this course employees are provided a step-by-step approach for identifying customers, determining customer needs and expectations, learning survey methods for measuring customer satisfaction, and quantitatively measuring that satisfaction for strategic planning purposes.

Who Should Attend: 
New employees, employees wishing to receive certification, and supervisors who have not attended this workshop.

Instructor(s):
Jennifer Meyer, Employee Development Manager, Human Resources

Dates/Times/Locations Scheduled (subject to change):
	January 24
	Thursday
	9:00 am – 12:00 pm
	Central Reference Library

	June 06
	Thursday
	9:00 am – 12:00 pm
	308 Forrest Avenue

	
	
	
	Cocoa

	May 09
	Thursday
	9:00 am – 12:00 pm
	Port St. John Library

	
	
	
	6500 Carole Avenue

	
	
	
	Port St. John

	September 18
	Wednesday
	9:00 am – 12:00 pm
	DeGroodt Library 

	
	
	
	6475 Minton Road, SE

	
	
	
	Palm Bay


HOW TO REGISTER:

Contact the person in your department responsible for scheduling training. Advise them of the course(s) you want to attend, including date, time, and location. 

Please register as early as possible as seating is limited. If you are unable to attend, notify your training scheduler as soon as possible to make that space available for someone else.

EMPLOYEE DEVELOPMENT PROGRAM

PHASE II

Motivational Skills for Supervisors
Goal:
To develop an understanding of how supervisors can create a climate for motivation.

Content:
In this course employees will learn about the basic theories of personal motivation, the supervisor’s role, steps to improve productivity, and the proper use of rewards.

Who Should Attend: 
New employees, employees wishing to receive certification, and supervisors who have not attended this workshop.

Instructor(s):
Jennifer Meyer, Employee Development Manager, Human Resources

Dates/Times/Locations Scheduled (subject to change):
	February 06
	Wednesday
	1:00 pm – 4:00 pm
	Central Reference Library

	June 20
	Thursday
	9:00 am – 12:00 pm
	308 Forrest Avenue

	
	
	
	Cocoa

	May 16
	Thursday
	9:00 am – 12:00 pm
	Port St. John Library

	
	
	
	6500 Carole Avenue

	
	
	
	Port St. John

	October 30
	Wednesday
	9:00 am – 12:00 pm
	DeGroodt Library 

	
	
	
	6475 Minton Road, SE

	
	
	
	Palm Bay


HOW TO REGISTER:

Contact the person in your department responsible for scheduling training. Advise them of the course(s) you want to attend, including date, time, and location. 

Please register as early as possible as seating is limited. If you are unable to attend, notify your training scheduler as soon as possible to make that space available for someone else.

EMPLOYEE DEVELOPMENT PROGRAM

PHASE II

The Leadership Challenge
Goal:
To create an environment that promotes a working partnership among all Brevard County employees and to enhance the leadership skills of management.

Content:
This course, designed from the book The Leadership Challenge, by James M. Kouzes and Barry Z. Posner, assists employees in identifying leadership qualities and provides the tools and techniques for attaining those qualities.

Who Should Attend: 
New employees, employees wishing to receive certification, and supervisors who have not attended this workshop.

Instructor(s):
Jennifer Meyer, Employee Development Manager, Human Resources

Dates/Times/Locations Scheduled (subject to change):
	February  26
	Tuesday
	1:00 pm – 4:00 pm
	Central Reference Library

	July 11
	Thursday
	9:00 am – 12:00 pm
	308 Forrest Avenue

	
	
	
	Cocoa

	June 27
	Thursday
	9:00 am – 12:00 pm
	Port St. John Library

	
	
	
	6500 Carole Avenue

	
	
	
	Port St. John

	October 16
	Wednesday
	9:00 am – 12:00 pm
	DeGroodt Library 

	
	
	
	6475 Minton Road, SE

	
	
	
	Palm Bay


HOW TO REGISTER:

Contact the person in your department responsible for scheduling training. Advise them of the course(s) you want to attend, including date, time, and location. 

Please register as early as possible as seating is limited. If you are unable to attend, notify your training scheduler as soon as possible to make that space available for someone else.

EMPLOYEE DEVELOPMENT PROGRAM

PHASE II

Continuous Improvement Awareness
Goal:
To develop a basic understanding of the concepts of quality improvement through teamwork.

Content:
This course discusses the basic principles and benefits of Continuous Improvement within Brevard County.  An overview of the five phase DMAIC Lean Six Sigma process is provided, as well as basic instruction on how (and why) to start a process-improvement or problem-solving team.

Who Should Attend: 
New employees, employees wishing to receive certification, and supervisors who have not attended this workshop.

Instructor(s):
Vicki Rose, Information Technology Department
Dates/Times/Locations Scheduled (subject to change):
	March 08
	Friday
	9:00 am – 12:00 pm
	Central Reference Library

	July 30
	Tuesday
	1:00 pm – 4:00 pm
	308 Forrest Avenue

	
	
	
	Cocoa

	June 10
	Monday
	1:00 pm – 4:00 pm
	Port St. John Library

	
	
	
	6500 Carole Avenue

	
	
	
	Port St. John

	November 06
	Wednesday
	9:00 am – 12:00 pm
	DeGroodt Library

	
	
	
	6475 Minton Road, SE

	
	
	
	Palm Bay


HOW TO REGISTER:

Contact the person in your department responsible for scheduling training. Advise them of the course(s) you want to attend, including date, time, and location. 

Please register as early as possible as seating is limited. If you are unable to attend, notify your training scheduler as soon as possible to make that space available for someone else.

EMPLOYEE DEVELOPMENT PROGRAM

PHASE II

Team Building
Goal:
To help participants discover how to create a high performance work team.

Content:
This course explores the differences between a “group” and a “team”, and identifies the characteristics of an effective team. Employees will recognize the necessary skills for being a part of a successful team and how to evaluate their existing work group in terms of a “team” effort.

Who Should Attend: 
New employees, employees wishing to receive certification, supervisors who have not attended this workshop, and team members.

Instructor(s):
Jennifer Meyer, Employee Development Manager, Human Resources

Dates/Times/Locations Scheduled (subject to change):
	March  13
	Wednesday
	1:00 pm – 4:00 pm
	Central Reference Library

	August 09
	Friday
	9:00 am – 12:00 pm
	308 Forrest Avenue

	
	
	
	Cocoa

	July 10
	Wednesday
	9:00 am – 12:00 pm
	Port St. John Library

	
	
	
	6500 Carole Avenue

	
	
	
	Port St. John

	November 15
	Friday
	1:00 pm – 4:00 pm
	DeGroodt Library 

	
	
	
	6475 Minton Road, SE

	
	
	
	Palm Bay


HOW TO REGISTER:

Contact the person in your department responsible for scheduling training. Advise them of the course(s) you want to attend, including date, time, and location. 

Please register as early as possible as seating is limited. If you are unable to attend, notify your training scheduler as soon as possible to make that space available for someone else.

EMPLOYEE DEVELOPMENT PROGRAM

PHASE II

Dealing With Difficult People
Goal:
To help improve employee relationships by encouraging cooperation, understanding, patience, and teamwork.

Content:
This course helps explain why difficult people are difficult by revealing their underlying personality intents. Employees will identify strategies for dealing with difficult people, and learn to resolve difficult interactions by using a 7-step guide. Participants will also identify their own difficult behaviors.


Who Should Attend: 
New employees, employees wishing to receive certification, and supervisors who are interested in improving workplace relationships.

Instructor(s):
Jennifer Meyer, Employee Development Manager, Human Resources

                          Jennifer Kerr, Employee Development & Volunteer Specialist
Dates/Times/Locations Scheduled (subject to change):
	March  29
	Friday
	9:00 am – 12:00 pm
	Central Reference Library

	October 02
	Wednesday
	1:00 pm – 4:00 pm
	308 Forrest Avenue

	
	
	
	Cocoa

	July 29
	Monday
	1:00 pm – 4:00 pm
	Port St. John Library

	
	
	
	6500 Carole Avenue

	
	
	
	Port St. John

	November 13
	Wednesday
	9:00 am – 12:00 pm
	DeGroodt Library 

	
	
	
	6475 Minton Road, SE

	
	
	
	Palm Bay


HOW TO REGISTER:

Contact the person in your department responsible for scheduling training. Advise them of the course(s) you want to attend, including date, time, and location. 

Please register as early as possible as seating is limited. If you are unable to attend, notify your training scheduler as soon as possible to make that space available for someone else.
EMPLOYEE DEVELOPMENT PROGRAM

PHASE III

Supervising in Today’s Work Environment
Goal:
To review and discuss tools available for supervisors to support and enhance positive employee workplace behaviors and how to address inappropriate behaviors.  
Content:
In this course supervisors will review positive reinforcement techniques and discuss their importance.  The purpose of progressive discipline will also be covered, as well as how disciplinary matters should be addressed.
Who Should Attend: 
Employees who are in supervisory positions who have not previously attended this workshop, and those employees who wish to obtain certification.

Instructor(s):
Jerry Visco, Director, Office of Human Resources

Juanita Jackson, Employee Relations Manager, Human Resources
Dates/Times/Locations Scheduled (subject to change):

	January 31
	Thursday
	12:30 pm – 4:00pm
	Central Reference Library

	August 02

	Friday
	8:30 am – 12:00pm
	308 Forrest Avenue

	
	
	
	Cocoa

	July 17
	Wednesday
	12:30 pm – 4:00 pm
	Port St. John Library

	
	
	
	6500 Carole Avenue

	
	
	
	Port St. John

	September 09
	Monday
	12:30 pm – 4:00pm
	DeGroodt Library 

	
	
	
	6475  Minton Road, SE

	
	
	
	Palm Bay


HOW TO REGISTER:

Contact the person in your department responsible for scheduling training. Advise them of the course(s) you want to attend, including date, time, and location. 

Please register as early as possible as seating is limited. If you are unable to attend, notify your training scheduler as soon as possible to make that space available for someone else.

EMPLOYEE DEVELOPMENT PROGRAM

PHASE III

Grievance Handling
Goal:
To discover how to reduce the number of grievances and the criteria for success in handling complaints and grievances when they are unavoidable.

Content:
In this course, supervisors will learn the basics of grievances, why they are filed, how to document them, the procedures to be used when a grievance is filed, how to reduce the number of grievances, and the mistakes to avoid when handling grievances.

Who Should Attend: 
Employees who are in supervisory positions who have not previously attended this workshop, and those employees who wish to obtain certification.
Instructor(s):
Jerry Visco, Director, Office of Human Resources

Dates/Times/Locations Scheduled (subject to change):

	January 11
	Friday
	9:00 am – 12:00pm
	Central Reference Library

	August 23
	Friday
	9:00 am – 12:00pm
	308 Forrest Avenue

	
	
	
	Cocoa

	July 22
	Monday
	1:00 pm – 4:00 pm
	Port St. John Library

	
	
	
	6500 Carole Avenue

	
	
	
	Port St. John

	September 23
	Monday
	1:00 pm – 4:00 pm
	DeGroodt Library 

	
	
	
	6475  Minton Road, SE

	
	
	
	Palm Bay


HOW TO REGISTER:

Contact the person in your department responsible for scheduling training. Advise them of the course(s) you want to attend, including date, time, and location. 

Please register as early as possible as seating is limited. If you are unable to attend, notify your training scheduler as soon as possible to make that space available for someone else.

EMPLOYEE DEVELOPMENT PROGRAM

PHASE III

Caring for Our Own, Managing Risk Effectively
Goal:
To familiarize supervisors with the programs for managing risks in Brevard County and to create awareness of the responsibilities of employees and supervisors in the operation of these programs.

Content:
In this course supervisors will review how an effective safety and loss control program can assist in reducing claims and the importance of thorough accident investigation. Supervisors will also get an overview of the County’s Workers’ Compensation, General Liability, Automobile Liability and Property Insurance programs, as well as the correct reporting procedures when accidents, injuries and incidents occur. Supervisors will also get the opportunity to review the various options under the County’s Employee Benefits program.  

Who Should Attend: 
Employees who are in supervisory positions who have not previously attended this workshop, and those employees who wish to obtain certification.

Instructor(s):
Julie Jones, Risk Manager, Human Resources
Dates/Times/Locations Scheduled (subject to change):
	January 07
	Monday
	1:00 pm – 4:00 pm
	Central Reference Library

	September 18
	Wednesday
	1:00 pm – 4:00 pm
	308 Forrest Avenue

	
	
	
	Cocoa

	June 05
	Wednesday
	1:00 pm – 4:00 pm 
	Port St. John Library

	
	
	
	6500 Carole Avenue

	
	
	
	Port St. John

	October 07
	Monday
	1:00 pm – 4:00 pm
	DeGroodt Library 

	
	
	
	6475  Minton Road, SE

	
	
	
	Palm Bay


HOW TO REGISTER:

Contact the person in your department responsible for scheduling training. Advise them of the course(s) you want to attend, including date, time, and location. 

Please register as early as possible as seating is limited. If you are unable to attend, notify your training scheduler as soon as possible to make that space available for someone else.

EMPLOYEE DEVELOPMENT PROGRAM

PHASE III

Our Hiring Process in an Equal Employment Environment
Goal:
To develop an understanding of the Federal and State regulations regarding employment, as well as the hiring policies of Brevard County.

Content:
In this course supervisors learn about Federal and State employment non-discrimination laws, veteran’s preference laws, protected classes, Brevard County’s hiring process, and how to screen and select candidates from an applicant pool.

Who Should Attend: 
Employees who are in supervisory positions who have not previously attended this workshop, and those employees who wish to obtain certification.

Instructor(s):
Jerry Visco, Director, Office of Human Resources

Dates/Times/Locations Scheduled (subject to change):
	February 11
	Monday
	1:00 pm – 4:00 pm
	Central Reference Library

	September 05
	Thursday
	1:00 pm – 4:00 pm
	308 Forrest Avenue

	
	
	
	Cocoa

	May 20
	Monday
	1:00 pm – 4:00 pm
	Port St. John Library

	
	
	
	6500 Carole Avenue

	
	
	
	Port St. John

	October 21
	Monday
	1:00 pm – 4:00 pm
	DeGroodt Library 

	
	
	
	6475  Minton Road, SE

	
	
	
	Palm Bay


HOW TO REGISTER:
Contact the person in your department responsible for scheduling training. Advise them of the course(s) you want to attend, including date, time, and location. 

Please register as early as possible as seating is limited. If you are unable to attend, notify your training scheduler as soon as possible to make that space available for someone else.

EMPLOYEE DEVELOPMENT PROGRAM

PHASE III

Budget Training
Goal:
To teach basic budgeting skills that will enable Brevard County employees to understand, develop, and implement budgeting practices that communicate the short and long term financial goals and objectives of Brevard County.

Content:
In this course supervisors will review the history of governmental budgeting; the budgeting practices utilized by Brevard County, and also discuss the budget process from preparation and adoption to year-end reconciliation.  

Who Should Attend: 
Employees who are in supervisory positions who have not previously attended this workshop, and those employees who wish to obtain certification.

Instructor(s):
 Theresa Regan, Management & Budget Analyst, Budget Office

Dates/Times/Locations Scheduled (subject to change):

	February  27
	Wednesday
	1:00 pm – 4:00 pm
	Central Reference Library

	November 01
	Friday
	9:00 am – 12:00 pm
	308 Forrest Avenue

	
	
	
	Cocoa

	May 06

	Monday
	1:00 pm – 4:00 pm
	Port St. John Library

	
	
	
	6500 Carole Avenue

	
	
	
	Port St. John

	September 25
	Wednesday
	9:00 am – 12:00 pm
	DeGroodt Library 

	
	
	
	6475  Minton Road, SE

	
	
	
	Palm Bay


HOW TO REGISTER:

Contact the person in your department responsible for scheduling training. Advise them of the course(s) you want to attend, including date, time, and location. 

Please register as early as possible as seating is limited. If you are unable to attend, notify your training scheduler as soon as possible to make that space available for someone else.

EMPLOYEE DEVELOPMENT PROGRAM

PHASE III

Managing Diversity
Goal:
To broaden the awareness of participants regarding cultural differences.

Content:
In this course employees will be sensitized to cultural bias in the workplace and the philosophical aspects of cultural differences.  The benefits of effectively managing diversity in the workplace will also be explored.

Who Should Attend:
Employees who are in supervisory positions who have not previously attended this workshop, and those employees who wish to obtain certification.

Instructor(s):
Juanita Jackson, Employee Relations Manager, Human Resources
Dates/Times/Locations Scheduled (subject to change):
	March 05
	Tuesday
	1:00 pm – 4:00 pm
	Central Reference Library

	November 06
	Wednesday
	1:00 pm – 4:00 pm
	308 Forrest Avenue

	
	
	
	Cocoa

	July 24
	Wednesday
	9:00 am – 12:00 pm
	Port St. John Library

	
	
	
	6500 Carole Avenue

	
	
	
	Port St. John


	September 30
	Monday
	1:00 pm – 4:00 pm
	DeGroodt Library 

	
	
	
	6475 Minton Road, SE

	
	
	
	Palm Bay


HOW TO REGISTER:

Contact the person in your department responsible for scheduling training. Advise them of the course(s) you want to attend, including date, time, and location. 

Please register as early as possible as seating is limited. If you are unable to attend, notify your training scheduler as soon as possible to make that space available for someone else.

EMPLOYEE DEVELOPMENT PROGRAM

PHASE III

Making Performance Evaluations Work
Goal:   To familiarize employees with Brevard County’s new Performance Evaluation form and process, including the supplementary ‘toolbox’ forms (the self-evaluation form, goal-setting and action plan, job specific worksheet, employee log and supervisor’s log).

Content:  In this course, employees will explore the purposes and outcomes of doing performance evaluations, including how to conduct an appraisal meeting, set performance goals, avoid common evaluation errors, and the value of year-round feedback.

Who Should Attend:  Employees (supervisors and non-supervisors) who have not previously attended this workshop, and those employees who wish to obtain certification.

Instructor(s):
Juanita Jackson, Employee Relations Manager, Human Resources

Dates/Times/Locations Scheduled (subject to change):

	March 14
	Thursday
	9:00 am – 12:00 pm
	Central Reference Library

308 Forrest Avenue

Cocoa

	October 17
	Thursday
	9:00 am – 12:00 pm
	

	June 19
	Wednesday
	9:00 am – 12:00 pm
	Port St. John Library

	
	
	
	6500 Carole Avenue

	
	
	
	Port St. John

	November 04
	Monday
	1:00 pm – 4:00 pm
	DeGroodt Library 

	
	
	
	6475  Minton Road, SE

	
	
	
	Palm Bay


HOW TO REGISTER:

Contact the person in your department responsible for scheduling training. Advise them of the course(s) you want to attend, including date, time, and location. 

Please register as early as possible as seating is limited. If you are unable to attend, notify your training scheduler as soon as possible to make that space available for someone else.

EMPLOYEE DEVELOPMENT PROGRAM

PHASE III

The Role of Ethics in Public Government
Goal:
To sensitize employees to the importance of always maintaining and displaying high ethical standards as a public sector employee.

Content:
A basic overview of Ethics in Government will be presented.

Who Should Attend:
Mandatory for All County Employees.
Instructor(s):
Jerry Visco, Director, Office of Human Resources


Juanita Jackson, Employee Relations Manager, Human Resources

Dates/Times/Locations Scheduled (subject to change):
	January 18
	Friday
	9:00 am – 12:00 pm
	Central Reference Library

	February 21
	Thursday
	1:00 pm – 4:00 pm
	308 Forrest Avenue

	March 15
	Friday
	1:00 pm – 4:00 pm
	Cocoa

	July 15
	Monday
	1:00 pm – 4:00 pm
	

	August 09
	Friday
	1:00 pm – 4:00 pm
	

	September 27
	Friday
	9:00 am – 12:00 pm
	

	November 08
	Friday
	9:00 am – 12:00 pm
	

	April 11
	Thursday
	1:00pm – 4:00 pm 
	Titusville Library

	
	
	
	2121 South Hopkins Avenue

	
	
	
	Titusville

	April 19
	Friday
	1:00 pm – 4:00 pm
	Space Coast Room 

Viera Government Center

Bldg. C 2nd Floor

	May 13
	Monday
	1:00 pm – 4:00 pm
	Port St. John Library
6500 Carole Avenue

	
	
	
	Port St. John

	May 22
	Wednesday
	9:00 am – 12:00 pm
	DeGroodt Library 

	November 18
	Monday
	1:00 pm – 4:00 pm
	6475  Minton Road, SE

	
	
	
	Palm Bay


HOW TO REGISTER:

Contact the person in your department responsible for scheduling training. Advise them of the course(s) you want to attend, including date, time, and location. Please register as early as possible as seating is limited. If you are unable to attend, notify your training scheduler as soon as possible to make that space available for someone else.
EMPLOYEE DEVELOPMENT PROGRAM

Test Review:  
This test review is optional for all Employee Development participants who plan to take either the Phase I, Phase II or Phase III tests.  

In all three Test Reviews Phase I will be covered from 1:00 pm until approximately 2:00 pm.  Phase II will be reviewed from approximately 2:00 pm until 3:00 pm.   Phase III will be covered from approximately 3:00 pm until 4:00 pm.  Employees only need to attend the section of the review that pertains to the test they will be taking.
Dates/Times/Locations Scheduled

	April 01
	Monday
	1:00 pm – 4:00 pm
	Central Reference Library

308 Forrest Avenue

Cocoa

	August 05
	Monday
	1:00 pm – 4:00 pm
	

	November 19
	Tuesday
	1:00 pm – 4:00 pm
	


Test Schedule:  The Phase I, II and III test schedule is as follows.  
Dates/Times/Locations Scheduled

	Phase I Test
	April 15
	Monday
	1:30pm – 3:30pm
	Central Reference Library

308 Forrest Avenue

Cocoa

	
	August 12
	Monday
	1:30pm – 3:30pm
	

	
	December 03
	Tuesday
	1:30pm – 3:30pm
	

	Phase II Test
	April 22
	Monday
	1:30pm – 3:30pm
	

	
	August  19
	Monday
	1:30pm – 3:30pm
	

	
	December 09
	Monday
	1:30pm – 3:30pm
	

	Phase III Test
	April 29
	Monday
	1:30pm – 3:30pm
	

	
	August 26
	Monday
	1:30pm – 3:30pm
	

	
	December 16
	Monday
	1:30pm – 3:30pm
	


Employee

Development

Electives

EMPLOYEE DEVELOPMENT ELECTIVES
BEST Shelter Manager Training (Emergency Management)

Goal:
To provide participants with the knowledge and skills necessary to successfully 

lead and manage all operational components of a shelter during an emergency. 

Content:
In this course, employees will learn about the role of a shelter manager, review the leadership and supervisorial expectations, supporting administrative processes and examine effective problem solving strategies.
Who Should Attend:  Any Brevard County employee who would like to serve as a shelter manager, has been designated ‘available essential’, and completed the Shelter Worker training course. It is encouraged that Shelter Workers also have completed the Employee Development Program, or are currently pursuing their certification. Through completion of this course, employees may be designated Shelter Manager for compensatory purposes during an emergency, if they serve in this role. 

Instructor(s):
John Scott, Operations Coordinator, Emergency Management

Dates/Times/Locations Scheduled (subject to change):
	March 28
	Thursday
	9:00 am – 12:00 pm
	Emergency Operations Center

	April 25
	Thursday
	9:00 am – 12:00 pm
	1746 Cedar Street

	June 20
	Thursday
	9:00 am – 12:00 pm 
	Rockledge, FL 

	September 05
	Thursday
	9:00 am – 12:00 pm
	


HOW TO REGISTER:

Contact the person in your department responsible for scheduling training. Advise them of the course(s) you want to attend, including date, time, and location. 

Please register as early as possible as seating is limited. If you are unable to attend, notify your training scheduler as soon as possible to make that space available for someone else.
Preferred Academy On-Line Learning Center
The following classes are available to County employees through the Preferred Governmental Insurance Trust (PGIT) Preferred Academy.  The vendor who administers the classes is TARGET SOLUTIONS.  These classes are designed to supplement our current internal training workshops, and to provide refresher training; they will not serve as substitutes for other training requirements.
Anyone interested in the classes should contact Jennifer Meyer or Jennifer Kerr in Human Resources for class details and assignment.   There is no charge for these classes, and most of them are also available in Spanish.

Self- Assigning:  Employees will be able to self-assign their own classes as long as they are entered (by Human Resources) in the Target Solutions system as a user.  Employees who take these classes on county time must have their supervisor’s permission to do so.  Classes can also be taken on the employee’s own time.

Supervisor Assignment:  Some employees will be required to take certain classes by their supervisor for training requirement or discipline purposes.  These classes must still be assigned through contacting Jennifer Meyer or Jennifer Kerr in Human Resources.

Certificates:  At the end of each class, the employee has an option of printing out a certificate of completion.  It is highly recommended that all employees do this, and provide a copy to Human Resources to be placed in the employee’s personnel file.  A copy may also be given to the employee’s department administration as many departments also keep employee files.
An abbreviated list of classes follows, however the full catalog is available on The BEACH at:  

Employee Training/Human Resources Training & Development/Resources/On-Line Course Catalog:  http://beach/EMPTraining/Employee%20Training/PGIT%20Course%20Catalog.pdf
Fire & Emergency Medical Services 

-     EMS Continuing Education (11 classes)


-     NFPA 1001 Courses  (2 classes)


-     NFPA 1500 Courses  (15 classes)
Human Resources 

-     Human Resources (16 classes)

-     Employment Practices for Supervisors (18 classes)
Motor Vehicle Safety

· Driver Training (17 classes)

· Large Vehicle Driver Training (16 classes)

· Emergency Vehicle Operator Training (18 classes)

· Supervisor Training (3 classes)

Preferred Academy On-Line Learning Center






(Continued)
OSHA & Compliance


-     Occupational Health & Safety (59 classes)


-     Compliance (6 classes)

BUSINESS SKILLS

· Communication (13 classes)

· Conflict Resolution (7 classes)

· General (35 classes)

· Leadership (31 classes)

· Managing  People (56 classes)

OFFICE PRODUCTIVITY


-     Google Presentations (2 classes)


-     Microsoft 

Access (13 classes)
Outlook 2013 (3 classes)
PowerPoint 2007 (1 classes)
PowerPoint 2013 (2 clases)



Windows 8 (1 classes)
Word 2013 (3 classes)

PROJECT MANAGEMENT


-     Agile (22 classes)


-     Traditional (30 classes)

COURSES IN SPANISH
· Driver Training (18 classes)
· Occupational Health & Safety (45 classes)
· Human Resources (5 classes)

In addition to the online classes above, Brevard County also has access to a new free video streaming service (called Training Network Now, or TNN), also through PGIT. This video library has more than 680 safety-related videos, with 395 titles available in Spanish. For more information about these videos, please contact Mike Watson, Safety and Health Officer with Risk Management at (321) 637-5452 or email him at Michael.watson@brevardfl.gov. 

EMPLOYEE DEVELOPMENT ELECTIVES

Free Microsoft Office Training
Employees who desire more in-depth training on the Microsoft Office applications may access them through any of the links below:

For training on new Microsoft Office applications or their predecessors, access this link https://support.office.com/en-us/article/Office-Training-Center-b8f02f81-ec85-4493-a39b-4c48e6bc4bfb and then choose the app or service you are interested in.

Access this link to find free resources for Microsoft products. Especially useful is the Microsoft Excel Advanced courses on Formulas, which is located at the bottom of the Excel screen under Learn More: http://www.gcflearnfree.org/office
Another resource for employees interested in more advanced Excel functions and techniques is: http://excelexposure.com/. Included in the resources is a Excel Shortcuts Cheat Sheet.
EMPLOYEE DEVELOPMENT ELECTIVES

The 7 Habits of Highly Effective People 4.0
Goal:             To help participants move through the seven principles that, if established as habits, will help a person achieve true internal security and interdependent “effectiveness”.  
Content:    This NEWLY UPDATED three-day workshop helps employees (and therefore the whole organization) achieve superior results by focusing on effectiveness.  Participants gain hands-on experience, applying timeless principles that yield greater productivity, improved communication, strengthened relationships, increased influence, and focus on critical priorities.  The NEW Signature 4.0 version includes 30 new, world-class videos, access to the new Living the 7 Habits mobile app, a pre-class 360º assessment, and new tools and exercises.
Who Should Attend:   Employees who want to learn how to apply the power of effectiveness for greater success in their professional and personal lives, and feel more satisfied with what they accomplish each day.
Certified Facilitators:    Juanita Jackson, Employee Relations Manager, Human Resources
          Jennifer Kerr, Employee Development & Volunteer Specialist, Human Resources
    Chris D, Fire Rescue


    


   




Dates/Times/Locations Scheduled (subject to change):
	February 13, 14, 15
	Wednesday, Thursday and Friday
	8:30 am – 4:30 pm
	Pineda Landing Park

	June 12, 13, 14
	Wednesday, Thursday and Friday
	8:30 am – 4:30 pm
	Pineda Landing Park

	October 23, 24, 25
	Wednesday, Thursday and Friday
	8:30 am – 4:30 pm
	Pineda Landing Park


This course consists of three (3) consecutive seven-hour days.  Participants must make a commitment to attend all three days.  There is a cost to the department of $285.
HOW TO REGISTER:

To register for this class, participants must complete a registration form.  This form can be obtained off the intranet from The BEACH (http://beach/Employee Training/HR Training and Development), or by calling Human Resources.  This registration form must be signed by the Department Director and returned to Human Resources in order to register for this class.   Seating is limited to 20 attendees, and the classes are filled on a first come, first served basis.
If you are unable to attend, notify the Office of Human Resources as soon as possible to make that space available for someone else.

EMPLOYEE DEVELOPMENT ELECTIVES

The 7 Habits Maximizer
Goal:           To increase your effectiveness and impact at work by applying The 7 Habits to       your role at work.  To revisit and renew values, roles, and goals as they relate to the workplace.  To gain greater influence over important projects and initiatives, and build better relationships at work.
Content:
This is a follow-up 7-hour workshop designed to implement the skills, tools, and applications learned in The 7 Habits of Highly Effective People class.  Participants will develop a workplace “Action Plan” to help apply the principles at work.
Who Should Attend: 
Past participants of The 7 Habits of Highly Effective People.  The 7 Habits of Highly Effective People is a prerequisite.
Certified Facilitators:
  Jennifer Meyer, Employee Development Manager, Human Resources

Dates/Times/Locations Scheduled (subject to change):
	September 06
	Friday
	8:30 am – 4:30 pm
	POW/MIA Building

	
	
	
	Pineda Landing Park

	
	
	
	5995 N. US 1

	
	
	
	Melbourne


This course consists of one (1) seven hour day.  Participants must make a commitment to attend the entire workshop.
There is a cost to the department of $75 per employee participant.
HOW TO REGISTER:

To register for this class, participants must complete a registration form.  This form can be obtained off the intranet from The BEACH (http://beach/Employee Training/HR Training and Development), or by calling Human Resources.  This registration form must be signed by the Department Director and returned to Human Resources in order to register for this class.   Seating is limited to 20 attendees, and the classes are filled on a first come, first served basis.
If you are unable to attend, notify the Office of Human Resources as soon as possible to make that space available for someone else.

EMPLOYEE DEVELOPMENT ELECTIVES

The 5 Choices to Extraordinary Productivity
Goal:             To create a higher level of productivity that is not just about time management, but also about managing one’s decision, attention, and energy. 
Content:
This 2-day class offers a measureable increase in productivity for individuals, teams, and organizations.  Participants are empowered to make high-impact choices while gaining a renewed sense of engagement.  Class includes a pre- and post- class assessment to measure skill and habit development and improvement.

Who Should Attend: 
Employees who wish to apply a process that will dramatically increase their ability to achieve life’s most important outcomes.
Certified Facilitators:   Raleigh Berry, Environmental Land Manager, Natural Resources

                                       Susan Jackson, Road & Bridge Program Manager


                                       Jennifer Meyer, Employee Development Manager, Human Resources

Dates/Times/Locations Scheduled (subject to change):
	5 Choices Class(required)
	August 15 & 16             
	Thursday 
& Friday
	8:30 am – 4:30 pm
	Pineda Landing Park

5995 N. US 1

Melbourne

	Rule Your Technology Lab
	August 20
	Tuesday
	1:00 pm – 4:00 pm
	IT Computer Lab
Viera Govt. Center 

Bldg. C, 2nd Floor

Room #213

	5 Choices Report Session (required)
	November 06
	Tuesday
	8:30 am- 11:30 am
	Pineda Landing Park




This course consists of two (2) consecutive 7.5 hour days, plus a 2-hour report session 2 months later.  There is also an optional 3-hour Technology Lab offered to participants.    There is a cost to the department of $210 per employee.

HOW TO REGISTER:

To register for this class, participants must complete a registration form.  This form can be obtained off the intranet from The BEACH (http://beach/Employee Training/HR Training and Development), or by calling Human Resources.  This registration form must be signed by the Department Director and returned to Human Resources in order to register for this class.   Seating is limited to 20 attendees, and the classes are filled on a first come, first served basis.
EMPLOYEE DEVELOPMENT ELECTIVES

Using My County Computer Training
Goal:
  To develop an understanding of the County’s computer network and the proper use of computers.

Content:
This is an elective class for all new Brevard County employees who use a county computer to perform county business.  Topics discussed include hardware, operating systems, applications, network connection, wireless connection, e-mail, security and troubleshooting.

Who Should Attend:  All employees who will be using a county computer. 

Instructor(s):
Information Technology Department Staff
Dates/Times/Locations Scheduled (subject to change):


	February 19
	Tuesday
	1:00 pm – 4:00pm 
	IT Training Room

	May 23
	Thursday
	1:00 pm – 4:00 pm 
	Viera Government Center

	August 22
	Thursday
	1:00 pm – 4:00 pm 
	Bldg. C, 2nd Floor Room #213

	November 21
	Thursday
	9:00 am – 12:00 pm 
	

	
	
	
	

	
	
	
	


HOW TO REGISTER:

Contact the person in your department responsible for scheduling training. Advise them of the course(s) you want to attend, including date, time, and location. 

Please register as early as possible as seating is limited. If you are unable to attend, notify your training scheduler as soon as possible to make that space available for someone else.

EMPLOYEE DEVELOPMENT ELECTIVES


Public Records/Government in the Sunshine
Goal:
To acquaint employees with the provisions of Florida’s Sunshine Law and the Public Records Act and each employee’s duty to maintain records they create; to explain what is included within the definition of ‘record’.

Content:
A basic overview of Florida Statutes in the area of Government in the Sunshine, the Public Records Acts will be presented.

Who Should Attend:
All employees interested in public records or a custodian of records for a given department; any employee who assists in responding to public records requests; any employee who coordinates and/or supports advisory board meetings or other meetings that are required to be open to the public.

Instructor(s):        Alex Esseesse, Assistant County Attorney

                              Melissa Powers, Assistant County Attorney
Dates/Times/Locations Scheduled (subject to change):
	February 22
	Friday
	9:30 am  – 11:00 am 
	Atlantic Room 

	
	
	
	Viera Government Center

	
	
	
	Bldg. C 3rd Floor

	June 14
	Friday
	9:30 am – 11:00 am
	Space Coast Room

	October 18
	Friday
	9:30 am – 11:00 am
	Viera Government Center

	
	
	
	Bldg. C 2nd Floor


HOW TO REGISTER:

Contact the Director of your department who will schedule training through the County Attorney’s office.
EMPLOYEE DEVELOPMENT ELECTIVES

Presentation Skills
Goal:
To help employees at all levels prepare for an upcoming presentation, provide one-on-one training, peer training, or training for groups of employees.

Content:
In this work session employees will discuss different learning styles and learn how to prepare a presentation using various instructional materials and tools. Communication skills and interactive training techniques will be highlighted.

Who Should Attend:   Any employee planning to do a presentation or lead a training effort.

Instructor(s):
Jennifer Kerr, Employee Development & Volunteer Specialist, 
Human Resources

                         
Juanita Jackson, Employee Relations Manager, Human Resources

Dates/Times/Locations Scheduled (subject to change):
	June  07
	Friday
	8:30 am – 4:30 pm
	Central Reference Library

	December  06
	Friday
	8:30 am – 4:30 pm
	308 Forrest Avenue 

	
	
	
	Cocoa


HOW TO REGISTER:

Contact the person in your department responsible for scheduling training. Advise them of the course(s) you want to attend, including date, time, and location. 

Please register as early as possible as seating is limited. If you are unable to attend, notify your training scheduler as soon as possible to make that space available for someone else.

EMPLOYEE DEVELOPMENT ELECTIVES

The Happiness Advantage
Goal:
To expose employees to the latest research into the science of happiness and the potential outcomes that can result from a positive mindset in the workplace.

Content:
This workshop is based on the book “The Happiness Advantage” by Shawn Achor, an author, educator, consultant, and psychological researcher who studied ‘positive psychology’ while attending Harvard University. His research reveals that success doesn’t lead to happiness….but happiness leads to success.

Who Should Attend:   Any employee who wishes to be more engaged, creative, motivated, energetic, resilient, and productive at work.

Instructor(s):   Jennifer Kerr, Employee Development & Volunteer Specialist, Human Resources
Dates/Times/Locations Scheduled (subject to change):
	March 20
	Wednesday
	1:00 pm – 4:00 pm
	Central Reference Library

	September 26
	Thursday
	9:00 am – 12:00 pm 
	308 Forrest Avenue 

	
	
	
	Cocoa


HOW TO REGISTER:

Contact the person in your department responsible for scheduling training. Advise them of the course(s) you want to attend, including date, time, and location. 

Please register as early as possible as seating is limited. If you are unable to attend, notify your training scheduler as soon as possible to make that space available for someone else.
EMPLOYEE DEVELOPMENT ELECTIVES

Give ‘Em the Pickle!/FiSH!

Goal:
To share the secret of dynamic customer service through basic principles used by two successful customer service training programs:  Give ‘em the Pickle! and FISH!  This training reinforces the notion that positive energy and teamwork in the workplace can help drive employees to do the special…or extra…things that keep customers coming back for more.

Content:
Give ‘em the Pickle! The innovative and fun Customer Service program born in an ice cream parlor helps you to learn what our “pickles” are and why we should give them away.  In FISH!, learn what makes Pike Place fishmonger’s tops in their class for customer engagement.  It’s all about having fun at work while keeping the principles of service, attitude, consistency and teamwork at the forefront.

Who Should Attend: 
Employees who wish to foster customer loyalty with enthusiasm, can-do attitudes, high standards, and teamwork.
 

Instructor(s): 
Jennifer Meyer, Employee Development Manager, Human Resources

Dates/Times/Locations Scheduled (subject to change):

	July 09
	Tuesday
	1:00 pm – 4:00 pm
	Suntree / Viera Library

	October 10
	Thursday
	1:00 pm – 4:00 pm
	902 Jordan Blass Drive

	
	
	
	Suntree/Viera

	
	
	
	


HOW TO REGISTER:

Contact the person in your department responsible for scheduling training. Advise them of the course(s) you want to attend, including date, time, and location. 

Please register as early as possible as seating is limited. If you are unable to attend, notify your training scheduler as soon as possible to make that space available for someone else.
EMPLOYEE DEVELOPMENT ELECTIVES

Facilitation Skills
Goal:
To develop the necessary skills to successfully plan, guide, and manage a group meeting while ensuring the group’s objectives are met effectively, with good participation, and full buy-in from everyone involved.

Content:  
In this course, employees will work on developing the necessary skills to help a group move along in a timely manner, reach consensus, stay focused on the subject of discussion, and solve group problems.  Also highlighted:  providing a neutral perspective, drawing out quiet participants, and helping the group achieve their desired outcome(s).

Who Should Attend:   Supervisors and employees who may be leading groups of people through a process, such   as meetings, planning sessions, and/or training.

Instructor(s):
Jennifer Meyer, Employee Development Manager, Human Resources

Dates/Times/Locations Scheduled (subject to change):
	August 20
	Tuesday
	1:00 pm – 4:00 pm
	Suntree / Viera Library

	
	
	
	902 Jordan Blass Drive

	
	
	
	Suntree/Viera


HOW TO REGISTER:

Contact the person in your department responsible for scheduling training. Advise them of the course(s) you want to attend, including date, time, and location. 

Please register as early as possible as seating is limited. If you are unable to attend, notify your training scheduler as soon as possible to make that space available for someone else.

EMPLOYEE DEVELOPMENT ELECTIVES

 Equal Employment Opportunity Training
Goal:
To familiarize supervisors with Brevard County’s Equal Employment Opportunity Plan, how the plan works and what their responsibilities are under the plan.

Content:
In this course supervisors will review each section of Brevard County’s Equal Employment Opportunity Plan, discuss the County’s  goals established  under this plan, and the process each supervisor should utilize to help achieve a diverse work force.

Who Should Attend: 
All supervisors who are involved in the County’s recruitment, screening and selection process.   

Instructor:                      Leslie Jones, Employee Relations Manager, Office of Human Resources
Dates/Times/Locations Scheduled (subject to change):
	As needed basis
	To Be Determined
	
	Suntree/ Viera Library

	
	
	
	902 Jordan Blass Dr

	
	
	
	Suntree/ Viera


HOW TO REGISTER:

Contact Jennifer Meyer in Human Resources (633-2034 or Jennifer.meyer@brevardfl.gov) to be put onto a wait list. The course will be opened once 15 people are pre-registered. At that time, attendees will be notified of the date, time and location. 
Please register as early as possible as seating is limited. If you are unable to attend, notify your training scheduler as soon as possible to make that space available for someone else.

EMPLOYEE DEVELOPMENT ELECTIVES

Telephone Communication Skills
Goal:
To enhance communication and message-taking skills for employees who provide customer service over the telephone.

Content:
Topics covered in this course include having a positive voice attitude, how to answer the phone in a friendly yet professional manner, message taking techniques, transferring calls, putting customer on hold, dealing with angry customers, and front desk training.

Who Should Attend: 
All employees who deal with external or internal customers over the telephone. Front desk attendants, receptionists, and office assistants are strongly encouraged to complete this class during their probationary period. 
Instructor(s):
Jennifer Meyer, Employee Development Manager, Human Resources

Dates/Times/Locations Scheduled (subject to change):
	TBD
	
	
	Suntree/ Viera Library

	
	
	
	902 Jordan Blass Dr

	
	
	
	Suntree/ Viera


HOW TO REGISTER:

Contact Jennifer Meyer in Human Resources (633-2034 or Jennifer.meyer@brevardfl.gov) to be put onto a wait list. The course will be opened once 15 people are pre-registered. At that time, attendees will be notified of the date, time and location. 

Please register as early as possible as seating is limited. If you are unable to attend, notify your training scheduler as soon as possible to make that space available for someone else.

EMPLOYEE DEVELOPMENT ELECTIVES

Employee and Citizens Academy
Goal:
To provide the citizens of Brevard County and the employees of Brevard County Board   of County Commissioners a broad overview of the various departments and their functions within the County Government framework. 

Content:
Participants will tour various Brevard County departments for a first-hand look at county operations and also attend classes taught by the department directors. Information will be provided on topics of interest such as: learning how the county develops a budget, paves roads, trains employees, maintains parks, and cares for our natural resources.
Who Should Attend: 
All employees who will benefit from obtaining a general overview of County operations.
Instructor(s):
Coordinated by Linda Seals and Lisa Wishe, UF/Brevard County Extension Center
Dates/Times/Locations Scheduled (subject to change):
	TBD
	
	
	A complete schedule and meeting location for each date will be provided at the start of the academy.

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


HOW TO REGISTER:

Registration forms can be found on the Beach at Human Resources-Training and Development-Registration Forms. Completed registration form should be sent to Jennifer Kerr in Human Resources or sent to Jennifer.kerr@brevardfl.gov. Supervisor approval is required to attend this course. Please register as early as possible as seating is limited. If you are unable to attend, notify your training scheduler as soon as possible to make that space available for someone else.

SAP

Development

Electives


SAP DEVELOPMENT ELECTIVES

Introduction to SAP

Goal:
To orient and familiarize employees who have been assigned to use the SAP system.

Content:
This course will provide an overview of the most common features of the SAP system, to include: user license, log on/password requirements, user profile, user settings, screen layout, icon description, terminology, navigation and troubleshooting. 
Who Should Attend: 
Employees who have not used SAP, and have been assigned to perform tasks in the SAP system, and employees who want to refresh their knowledge of the basic aspects of SAP. 

Instructor(s):
Online on the Beach-go to Employee Training, SAP Guide, and find the link on the top of the page called Intro to SAP.


HOW TO REGISTER:

No registration required. Link is accessible to any employee through the Beach. Once your course is completed, email Jennifer Kerr in Human Resources to have the training added to your record: Jennifer.kerr@brevardfl.gov
SAP DEVELOPMENT ELECTIVES

Invoices
Goal:
To provide the knowledge to create and process an invoice.

Content:
This course describes the procedures for creating and processing an invoice.  Two methods are described, based on whether you do or do not have a purchase order. 
HOW TO REGISTER:

Any SAP user who requires training on Invoices should contact Jackie Nadine Becker or Joyce Adams in County Finance at 637-2002 to arrange one-on-one training.

SAP DEVELOPMENT ELECTIVES

Purchase Requisitions 

Goal:
To provide the knowledge to create and process a purchase requisition.

Content:
This course describes the procedures for creating or changing a purchase requisition. The process is the same whether you are creating a requisition for day-to-day operations, or for emergency circumstances.  This procedure is applicable for regular Purchase Requisitions, Blanket Orders, or Outline Agreements. 
Who Should Attend: 
Any employee who processes departmental purchase requisitions. 

Instructor(s):
Leslie Rothering, Purchasing Manager
                              Jonathan McLester, Purchasing Supervisor
Dates/Times/Locations Scheduled (subject to change):
	Date
	Day
	Time
	E911 Training Room
Bldg C,  2nd Floor Rm 219 
Viera Government Center.

	As needed basis
	TBD
	4 Hours
	

	
	
	
	


A date and time for this workshop will be scheduled on an 

as needed basis.

 Maximum class size: five (5) people.

HOW TO REGISTER:

SAP users will be notified of SAP classes via email or via an SAP message. Users may email Leslie Rothering or Jonathan McLester in Purchasing to express interest in the class.  Users should also check the SAP training module periodically to determine if any classes have been scheduled.

SAP DEVELOPMENT ELECTIVES

Timekeeping
Goal:
To provide in-depth training on how to maintain employee work hours in SAP. 

Content:
This course will provide the detailed procedures for timekeeping in SAP.  Using “variants” and retrieving data about absence and attendance will also be discussed.

Who Should Attend: 
Employees who have been designated as timekeepers within their departments, and supervisors who are interested in learning how the timekeeping process works in SAP.

Instructor(s):
Karen Conde, Personnel Manager, Human Resources

Dates/Times Scheduled (subject to change): 

	January 24
	Thursday
	8:30 am – 12:00 pm 
	Government Center
IT Computer Lab
Bldg C 2nd Floor   Room 213
Viera, FL

	February 21
	Thursday
	8:30 am – 12:00 pm 
	

	March 21
	Thursday
	8:30 am – 12:00 pm 
	

	April 25
	Thursday
	8:30 am – 12:00 pm 
	

	May 23
	Thursday
	8:30 am – 12:00 pm 
	

	June 27
	Thursday
	8:30 am – 12:00 pm 
	

	July 25
	Thursday
	8:30 am – 12:00 pm 
	

	August 22
	Thursday
	8:30 am – 12:00 pm 
	

	September 26
	Thursday
	8:30 am – 12:00 pm 
	

	October 24
	Thursday
	8:30 am – 12:00 pm 
	

	December 12
	Thursday
	8:30 am – 12:00 pm 
	

	
	
	
	

	
	
	
	


HOW TO REGISTER:

Contact the person in your department responsible for scheduling training. Advise them of the course(s) you want to attend, including date, time, and location. 

SAP DEVELOPMENT ELECTIVES

Facilities Work Orders
Goal:
To provide training on how to create and track facilities work orders in SAP. 

Content:
This course will provide the detailed procedures for creating and tracking facilities work order requests in SAP.

Who Should Attend: 
Employees who have been designated to create and monitor the status of work orders within their departments, and supervisors who are interested in learning how the work order process in SAP works.

Instructor(s):
Mary Bowers, Support Services Manager, Facilities Management
Dates/Times/Locations Scheduled (subject to change):
	Date
	Day
	Time
	Viera Government Center

Judge Fran Jamieson Way

	As needed basis
	TBD
	2 Hours
	Building A, Second Floor

Facilities Conference Room

	
	
	
	Viera


A date and time for this workshop will be scheduled on an 

as needed basis. Training may be given on a one-to-one basis.
 Maximum class size: nine (9) people.

HOW TO REGISTER:

SAP users will be notified of SAP classes via email or via an SAP message. Users may email Human Resources to express interest in the class.  Users should also check the SAP training module periodically to determine if any classes have been scheduled.

SAP DEVELOPMENT ELECTIVES

Budget Changes Requests
Goal:
To provide procedures on change request related to regular and/or grant related budget items.

Content:
This course will provide detailed procedures for creating and monitoring budget change requests in SAP.

Who Should Attend: 
Employees who are responsible for departmental budget-keeping.

Instructor(s):
Constance Lea, Management & Budget Analyst, Budget Office

Dates/Times/Locations Scheduled (subject to change):
	Date
	Day
	Time
	To Be Determined

	As needed basis
	TBD
	2 Hours
	

	
	
	
	


A date and time for this workshop will be scheduled on an 

as needed basis.

 Maximum class size: nine (9) people.

HOW TO REGISTER:

SAP users will be notified of SAP classes via email or via an SAP message. Users may email Human Resources to express interest in the class.  Users should also check the SAP training module periodically to determine if any classes have been scheduled.

SAP DEVELOPMENT ELECTIVES

Background Investigation Checks
Goal:
To provide in-depth training on how to complete mandatory background investigation checks on applicants selected for a position, prior to be being entered in SAP. 

Content:
This course will provide the detailed procedures for completing the appropriate background investigation checks for a position.  

Who Should Attend: 
Employees who conduct background investigation checks within their departments and appointing authorities who review the results of the checks.

Instructor(s):
Juanita Jackson, Employee Relations Manager Human Resources

Heidi Gonzalez, Background Investigation Technician, Human Resources

Dates/Times/Locations Scheduled (subject to change):
	Date
	Day
	Time
	

	April 17
	Wednesday
	1:00 pm – 3:00 pm
	Viera Government Center

Human Resources Conf Rm

Building B, 2nd Floor, B-209

	October 9
	Wednesday
	1:00 pm – 3:00 pm
	

	
	
	
	


Additional dates and times for this workshop will be scheduled on an 

as needed basis.

    Maximum class size: twelve (12) people.

Minimum class size: two (2) people

HOW TO REGISTER:

SAP users will be notified of SAP classes via email or via an SAP message. Users may email Human Resources to express interest in the class.  Users should also check the SAP training module periodically to determine if any classes have been scheduled.

SAP DEVELOPMENT ELECTIVES

Time Entry Verification and Review
Goal:
To provide in-depth training on how to verify time sheet data and review and approve data entered in SAP. 

Content:
This course will provide the detailed procedures for verifying and reviewing time sheet data.  

Who Should Attend: 
Employees who have been designated as time entry verifiers within their departments, and supervisors/managers who are reviewers and approvers of the time entry process.

Instructor(s):
Karen Conde, Personnel Manager, Human Resources

Dates/Times Scheduled (subject to change): 

	January 16
	Wednesday
	10:00 am – 12:00 pm
	Viera Government Center Human Resources Conf Rm Building B, 2nd Floor, B-209

	April 10
	Wednesday
	10:00 am – 12:00 pm
	

	July 17
	Wednesday
	10:00 am – 12:00 pm 
	

	
	
	
	


Additional dates and times for this workshop will be scheduled on an 

as needed basis.

    Maximum class size: nine (9) people.

Minimum class size: two (2) people
HOW TO REGISTER:

SAP users will be notified of SAP classes via email or via an SAP message. Users may email Human Resources to express interest in the class.  Users should also check the SAP training module periodically to determine if any classes have been scheduled.

SAP DEVELOPMENT ELECTIVES

Success Factors Department HR Contacts
Goal:
To provide in-depth training on how to properly utilize the Success Factors System (recruitment/application/onboarding system) to properly navigate the County’s hiring process.  

Content:   This course will provide the detailed process for completing the electronic Job Requisition, reviewing and properly processing applications, scheduling interviews and notating the selected candidate in the Success Factors System.  

Who Should Attend: 
Employees who have been designated by their appointing authority as the Department HR Contact for their Department’s hiring process. 
Instructor(s):
Karen Conde, Personnel Manager, Human Resources


Beverly Vogt, Business Analyst II
Dates/Times Scheduled (subject to change): 

	February 13
	Wednesday
	1:00 pm – 4:00 pm 
	Government Center

IT Computer Lab

Bldg C 2nd Floor   

Room 213

Viera, FL

	May 15
	Wednesday
	1:00 pm – 4:00 pm 
	

	August 14
	Wednesday
	1:00 pm – 4:00 pm 
	

	November 13
	Wednesday
	1:00 pm – 4:00 pm 
	


Additional dates and times for this workshop will be scheduled on an 

as needed basis.

    Maximum class size: ten (10) people.

Minimum class size: two (2) people
HOW TO REGISTER:

SAP users will be notified of SAP classes via email or via an SAP message. Users may email Human Resources to express interest in the class.  Users should also check the SAP training module periodically to determine if any classes have been scheduled.

SAP DEVELOPMENT ELECTIVES

Success Factors Supervisors
Goal:
To provide in-depth user-specific training on how to properly utilize the Success Factors System (recruitment/application/onboarding system) to properly navigate the County’s hiring process. 
Content:
This course will provide the detailed process for completing the electronic Job Requisition, reviewing and properly processing applications, scheduling interviews and notating the selected candidate in the Success Factors System. 

Who Should Attend: 
Supervisors who have been designated by their appointing authority to serve as part of the department’s recruitment/selection team.

Instructor(s):
Karen Conde, Personnel Manager, Human Resources


Beverly Vogt, Business Analyst II
Dates/Times Scheduled (subject to change): 

	January 23
	Wednesday
	1:00 pm – 4:00 pm
	Emergency Operations Center (EOC)

1746 Cedar Street

Rockledge 

	February 20
	Wednesday
	1:00 pm – 4:00 pm 
	

	March 20
	Wednesday
	1:00 pm – 4:00 pm 
	

	April 17
	Wednesday
	1:00 pm – 4:00 pm 
	

	June 26
	Wednesday
	1:00 pm – 4:00 pm 
	

	July 24
	Wednesday
	1:00 pm – 4:00 pm 
	

	August 21
	Wednesday
	1:00 pm – 4:00 pm 
	

	September 25
	Wednesday
	1:00 pm – 4:00 pm 
	

	October 23
	Wednesday
	1:00 pm – 4:00 pm 
	

	November 20
	Wednesday
	1:00 pm – 4:00 pm 
	

	December 11
	Wednesday
	1:00 pm – 4:00 pm 
	


Maximum class size: thirty-five (35) people.
Minimum class size: ten (10) people
HOW TO REGISTER: 

SAP users will be notified of SAP classes via email or via an SAP message. Users may email Human Resources to express interest in the class.  Users should also check the SAP training module periodically to determine if any classes have been scheduled.

2019 MONTH AT A GLANCE
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The Course Calendar and 2019 Training Manual can also be found on The Beach (the County’s intranet site).  Once on The Beach, select ‘Employee Training’, then ‘Human Resources Training & Development’.  





Keep an eye on The Beach version of the training manual as it will always be the most current version, including schedule changes, additions, and new announcements.











Lesson plans can be located on the County Intranet website at:





� HYPERLINK "http://beach/EMPTraining/SAP%20Guide/Forms/All%20by%20Category.aspx" �http://beach/EMPTraining/SAP%20Guide/Forms/All%20by%20Category.aspx�


look under Human Resources
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