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Monday Tuesday Wednesday Thursday Friday Saturday 

2 
Introduction to computer  
10-12PM 
 
Motivating Mondays  
10-12PM 
 

3 
Identifying your work skills  
1:30-3:30pm* 

Advanced Excel 3-5pm* 

Funding your Business 7-8:30pm 
 

4 
Resumes 10-12pm* 
 
Mock Interview 2-4pm  

5 
Instagram 10-12pm 
 
Mock Interviews 10-3pm  

6 
Digging for Jobs Leads Online  
Networking 10-12pm * 

7 
Introduction to  computer   
10:30-1:30pm 
 
Typing Lab   
1:30-3:30pm  
 

9  COLUMBUS DAY 10 
Personal Branding Online 
1:30– 3:30pm* 
Beginners Excel 3-5pm * 
 
Managing people, building relation-
ships in business 7-8:30pm 

11 
Cover Letter 10-12pm* 
 
Mock Interviews 2-4pm 

12 
Linked In 10-12pm  
 
Mock  Interviews 10-3pm  

13 
Networking  10-12pm * 

14 
Beginners Word 10:30-12:30pm- 
 
 
Intermediate word 1:30-3:30pm 
 

16 
Introduction to internet  
10-12pm* 
 
Identifying your work skills   
10-12pm 
 

17 
Online Job Application  3-5pm * 
 
 
Business Planning 7-8:30pm 

18 
Mistake Free  Interviewing 10-
11:30pm* 
 
Mock Interviews 2-4pm  

19 
 
Mock interviews 2-4pm  
 

20 
Salary Negotiations 10-12pm * 
 

21 
Beginners Excel 10:30-12:30pm 
 
 
Intermediate Excel 1:30-3:30pm 
 

23 
Introduction to Email 10-12pm  
 
Motivating Mondays 10-12pm  
 
 

24 

Keywords & Accomplishment state-

ments 1:30-3:30pm 

Intermediate Excel 3-5pm* 
Social Media & your Business            
7-8:30pm 

25 
Job Search Strategies for the Ma-
ture Adult 10-12pm * 
 
Mock interviews  2-4pm 

26 
Facebook 10-12pm  
 
Mock  Interviews 10-3pm 

27 
Networking 10-12pm* 

28 
Beginners  PowerPoint  
10:30-12:30pm 
 
Intermediate PowerPoint  
1:30-3:30pm  
 

30 
Typing Lab 10-12pm  
 
 
Job Strategies for persons with 
disabilities 10-12pm* 

31 
Resume 1:30-3:30pm* 

Advanced Excel 3-5pm* 

Small Business workshop  
7-8:30pm 
 

   Pre-Registration is required for all 
computer classes. Register online 
at jobmap.queenslibrary.org. (Visit 
the job Information Center for help 
with Job Map) 

REGISTER ONLINE FOR CLASSES OR TO CONTACT STAFF jobmap.queenslibrary.org 

Workshop Calendar 

October 2017 (Registration Required) 

Job Readiness, Computer, and Entrepreneurship Workshops 

All computer classes are held in the Cyber Center Training Room or 1st Floor Conference Room. Please note 

classes with (*) symbol will take place in the 1st Floor Conference Room. 



INTRODUCTION TO COMPUTERS 

After this workshop, you will be able to navigate a com-

puter and begin to take advantage of everything comput-

ers have to offer.  

INTERMEDIATE WORD 

Learn how to format documents and bibliographies and 

insert tables, charts, headers and footers. Basic computer 

skills and knowledge of Microsoft Word are required. 

BEGINNERS POWERPOINT 

Create awesome presentations and slideshows with 

PowerPoint 2010. Topics covered will include; creating 

and editing slides, changing the design and colors, in-

serting pictures and illustrations, and presenting your 

slide show.  

INTRODUCTION TO INTERNET 

Topics include terminology, using a web browser and 

search engine, the basic structure of a website and Inter-

net safety. It is recommended that you have basic mouse 

and keyboarding skills. 

INTRODUCTION TO EMAIL 

Learn how to create an email account, log on, navigate 

your email account, send and receive emails and attach 

documents. It is recommended that you have basic 

mouse and keyboarding skills 

INTERMEDIATE  EXCEL 

Topics include a review of the basics, creating and ma-

nipulating tables, and using formulas and functions. 

Basic computer skills and knowledge of Excel are re-

quired.  

INTERMEDIATE POWERPOINT 

Topics include creating and editing slides, changing 

design and colors, inserting pictures and illustrations, 

and presenting a slide show. Basic computer skills are 

required 

BEGINNERS EXCEL 

Learn how to navigate a spreadsheet, create workbooks, 

enter and edit data, and create charts and graphs. Basic 

computer skills are required.  

BEGINNERS WORD 

Learn how to create and save documents; format and 

edit text; copy, cut and paste items; and use the basic 

functions and commands of Microsoft Word. Basic 

computer skills are required.  

GETTING MORE WITH GOOGLE ACCOUNTS 

Learn about the many ways you can use your Google 

account, from Gmail and Google Maps to Google Drive 

and Google Groups. Basic computer skills and an exist-

ing Google account are required.  

MISTAKE FREE INTERVIEWING 

Learn how to prepare for a job interview, successfully 

deal with difficult questions and follow up properly after 

the interview. 

FACEBOOK 

Learn how to use Facebook to stay in touch with loved 

ones, keep up with the news and leverage your network 

for your job search. Basic computer knowledge, Internet 

skills and a valid email account are required. 

TYPING LAB 
Practice your typing skills in our practice lab.. 

ADVANCED EXCEL 

Be an Excel wiz ! Topics will include pivot tables, 

forms, and more formulas.. 

COVER LETTER 

In this workshop you will learn the do’s and don'ts of 

cover letter writing, how to write different  types of cov-

er letters and how to properly format  and send your 

letter 

KEYWORDS & ACCOMPLISHMENT STATE-

MENTS 

Finding a job is a game of words, so wouldn't it be a 

good idea to discover the words employers want to see 

in resumes and online applications? This class will show 

you how to identify your career accomplishments and 

more. 

JOB SEARCH STRATEGIES FOR PERSONS 

WITH DISABILITIES 

In this workshop you will learn how to explain your 

disability to employers and co-works and identify the 

most common fears employers have regarding hiring job 

seekers with disabilities. An American sign language 

interpreter can be requested within 2 weeks’ notice. 

MOCK INTERVIEWS 

It takes practice to perfect your interviewing skills. One-

on-one mock interviews let you make mistakes before 

they count. You will learn how to prepare for your inter-

view, successfully deal with difficult questions, and fol-

low up properly after the interview.  

NETWORKING 

Networking is one of the best ways to find a job. Learn 

how to exchange information with others about job op-

portunities, interesting organizations and up-and-coming 

industries. 

JOB SEARCH STRATEGIES FOR THE MATURE 

WORKER 

In this workshop you will learn traditional and creative 

ways to find jobs, how to network for job leads, and how 

to use online told to find job leads. 

IDENTIFYING YOUR WORKSKILLS 

In this job market, it is important not only to know your 

job skills but also be able to market them to employers. 

This workshop will cover how to define and categorize 

job skills, what skills are most sought by employers, and 

how to identify and market your own skills to potential 

employers. 

SALARY NEGOTIATION 

\\Before you start negotiating salary with a prospective 

employer, you need to know how much you, and the job, 

are worth. Learn how to negotiate in this workshop. 

SMALL BUSINESS WORKSHOP 

Do you have an idea for a business? Learn how to devel-

op your idea into a business plan in our small business 

workshops. 

 

 

RESUMES 

Make your resume the best it can be. Topics include 

how to get started, types of resumes, what to include and 

exclude, and tips for making your resume stronger. 

PERSONAL BRANDING ONLINE 

Find out how to monitor your online reputation, use so-

cial media while job-seeking, and create a strong 

LinkedIn profile. Basic computer skills and a familiarity 

with the internet are required . 

.ONLINE JOB APPLICATIONS 

Participants will learn how to prepare information to 

make online applications easier; common online appli-

cation sections and how to get noticed and avoid  

rejection . 

DIGGING FOR JOB LEADS 

Are you resume and cover letter ready? How do you 

search for jobs? In this two part series, participants will 

learn traditional & creative ways to find jobs,  to net-

work , find job leads and more 

Pre-Registration is required for all computer classes. 
Register online at jobmap.queenslibrary.org. (Visit 
the job Information Center for help with Job Map) 

Workshop Descriptions 


