Technology

Intro to Excel

Excel is a powerful tool for organizing data, but it can
be overwhelming at first. This course is designed
primarily for beginners, but longtime spreadsheet
users can also learn many valuable tips and
techniques. Topics include developing and editing
worksheets using cut, copy, paste, and fill commands.
Create a wide variety of formulas and learn some of the
most popular built-in functions. The class also covers
customizing reports and how to visually represent data
with charts and graphs.

Jennifer Dyehouse

1849 Sec. A
Tue/Thu (4 sessions), 9/20-9/29, 6-8:30PM
		
ICN Rm 1001
		$169

Using Office 365 for Business

Discover how the apps of Microsoft Office 365 simplify
your daily business tasks. The cloud-based suite of
apps — Outlook, OneDrive, Excel, Teams, plus others
— focuses on document accessibility, communication,
mobility, and team collaboration. Take in an overview
of the apps and leave with knowledge of the core
features and how they can simplify your workflow.
Please come with your own Office 365 subscription
and log-in credentials.

Kelly Cummings

Excel Pivot Tables

Overloaded with data and want a quick way to analyze
it? Pivot tables are the answer. Take advantage of
this useful Excel function by learning how to extract
portions of large, detailed data sets and plot them into
a meaningful and concise report. Practice structuring
your data, creating and altering pivot tables, adding
formats and filters, and working with pivot charts.

Jennifer Dyehouse
1987 Sec. A
		
		

Thursday 11/17, 6-8PM
ICN Rm 1002
$69 (includes textbook)

Getting to Know Google Suite

Gmail is just the beginning of what Google has to
offer. Get to know the full Google Suite, a collection of
online, user-friendly applications that can be accessed
anywhere at your convenience. Join a Google Certified
Trainer as you walk through Google Drive, Docs,
Sheets, Calendar, and more. Familiarize yourself with
dozens of features to boost your effectiveness at home
or work.

Jennifer Keith

1878 Sec. A
Thursday 9/22, 6-8PM
		
ICN Rm 1002
		$29

1993 Sec. A
Thursday 11/15, 9-11AM
		
ICN Rm 2103
		$59

Microsoft Teams Essentials

Discover the core features of Microsoft Teams and see how you can bring together colleagues, create
conversations and content, and collaborate more effectively. You will learn basic setup, and how to create
new teams, join existing teams, and organize teams. In addition, this class will cover managing members,
communication options, and running meetings within teams. Leave with a better understanding of this dynamic
and collaborative productivity tool. Please come with your own Office 365 access and log-in credentials.

Kelly Cummings

QuickBooks I

Designed for business professionals rather than
accountants, QuickBooks assists you in staying
organized with your business financial records. Key
topics include setting up company records, creating
invoices, processing payments, entering and paying
bills, and more.

Bradley Mueller
2030 Sec. A
		
		

Mon-Thu (4 sessions), 11/7-11/10, 6-8PM
ICN Rm 1001
$185 (textbook included)

Intro to OneNote

Learn OneNote, a digital 3-ring binder with sections,
pages, and easy navigation, to keep you organized
anywhere you go. Use OneNote to compile and organize
information, support research, collaborate, note take,
and journal. Leave ready to use this all-encompassing
app to keep you and your colleagues figuratively on the
same page.

Kelly Cummings

1989 Sec. A
Wednesday 10/12, 9AM-12PM
		
NRC Rm 1104
		$75

Excel Formulas & Functions

Use functions and formulas and let Excel handle the
math! Functions are predefined formulas that perform
simple or complex calculations. Start with a review of
most commonly used average and sum functions then
move to more advanced ones. Find out how special
functions like Hlookup, Vlookup and IF can make data
entry more efficient. This course requires working
knowledge of Excel.

Kelly Cummings

1991 Sec. A
Thursday 10/20, 1-4PM
		
ICN Rm 2103
		$75

2032 Sec. A
Monday 12/5, 1-4PM
		
ICN Rm 1001
		$75

Social Work & Education
What You Believe Matters: Stereotypes,
Myths & Misconceptions

It can be difficult to relate to or understand the
prejudice, discrimination, and stereotyping that
many individuals experience on a regular basis.
It's even harder to acknowledge the impact of our
own unconscious biases. This class will probe the
cultural biases that influence our behaviors and
attitudes toward others. Work collectively toward
increasing cultural competencies and mindfulness
of others' experiences and perspectives. Engage in
candid conversations, and explore the effects that
stereotypes, myths, and misconceptions leave behind,
while brainstorming ways to continually increase your
awareness, skills, and knowledge. (2PDs)

Angell Howard

1970 Sec. A
Monday 9/26, 9-11AM
		
ACEC Rm 2101
		$35

Exploring & Understanding Racism

What You Believe Matters:
Understanding & Addressing
Microaggressions

Microaggressions are brief, everyday exchanges that
send hurtful and demeaning messages to individuals.
Research has shown that consistently experiencing
microaggressions can be psychologically and
physically draining. Discover the different forms of
microaggressions, what they look like, and how they
manifest. Determine the safest and most effective
ways to address microaggressions and reflect on ways
to check your own behaviors. Leave with a grasp on
how to curb microaggressions and be a part of the
solution. (2PDs)

Angell Howard

1973 Sec. A
Thursday 11/3, 9-11AM
		
ACEC Rm 2101
		$35

This interactive session will focus on the many forms of racism, providing examples to foster an understanding
of definitions. Discussion will be focused on structural and systemic racism to help participants identify how it
shows up in their personal and professional lives. Share and learn from each other's lived experiences. Leave
with a better understanding of racism and how you can help address it within our community and beyond. (2PDs)

Angell Howard

2029 Sec. A
Tuesday 12/6, 1-3PM
		
ACEC Rm 2101
		$35

Law Enforcement Professionals

Basic Crime Scene Processing

Learn the fundamentals of processing a crime scene.
Discover the steps to take upon arrival, how to use a
crime scene kit, and how to photograph, diagram, and
collect evidence. Your final focus will be on writing a
report to document the findings.

Bill Lally

2026 Sec. A
Monday 10/3, 8AM-5PM
		
ACEC Rm 2101/2102
		$99

Fingerprint Identification & Recovery I

Study the basic terms and techniques associated with
fingerprinting. You'll compare different prints and
patterns and learn basic powder and chemical
processing techniques.

Bill Lally

2027 Sec. A
Saturday 11/5, 8AM-5PM
		
ICN Rm 1401
		$99

Basic Footwear & Tire Impressions

Understand the importance of footwear and tire
impressions found at crime scenes. Examine how
characteristics can be used to identify or verify
suspects. You'll be engaged in on-scene collection and
identification techniques.

Bill Lally

2028 Sec. A
Monday 11/28, 8AM-5PM
		
ACEC Rm 2101/2102
		$99

Special Interest
Event Planning Basics

Landlording 101

Stephanie Duquenne

Ryan Curtis

Water Treatment Operator Review
Class A & B

Food Protection Manager Certification

Heartland BASSET Program

David Shafer

U of I - Extension instructor

Patty Fountain

Discover how to produce an event that wows
invitees! Learn what type of event suits your needs
in this beginners course. A seasoned event planning
professional will guide you through setting up your
event and budgeting — which includes food and drink
costs; attracting sponsors; and making your event
successful, and even profitable! Leave with loads of
ideas for you next event — whether it's for 50 or 500!

1980 Sec. A
Wednesday (2 sessions), 10/26-11/2, 6-8PM
		
ACEC Rm 2101
		$59

Water and wastewater plant operators are in short
supply in Illinois and across the country. Receive an
introduction to the skills and knowledge needed to
enter this essential industry. After completing this
course, you will be equipped with the necessary
knowledge to pass the licensing exam and become
a certified operator. Leave prepared to take the next
steps toward employment in this field.

1847 Sec. A
		
		

Monday (10 sessions), 9/12-11/14, 6-9PM
ICN Rm 1102
$425 (plus textbooks)

Become an Eye Care Assistant

Discover a bright future working in health services as
an eye care assistant in optometry and ophthalmology!
You'll be introduced to the role of ophthalmic assistant
and learn about patient care, anatomy of the eye,
and professional skills to be successful. Participants
will leave this class with the tools to join the rapidly
growing eye care industry and be prepared to take the
Certified Ophthalmic Assistant (COA) exam through
the Joint Commission on Allied Health Personnel in
Ophthalmology (JCAHPO).

Joshua Williams

1848 Sec. A
Tuesday (8 sessions), 9/6-10/25, 6-8PM
		
ICN Rm 1102
		$249

Illinois regulations require food establishments to have
at least one certified food protection manager (CFPM)
on staff. This course uses the National Registry of Food
Safety Professionals examination, which is approved
by the American National Standards Institute. You will
learn about basic food safety, personal hygiene, crosscontamination and allergens, time and temperature,
and cleaning and sanitation. Certification is required
every five years.

1843 Sec. A
		
		
		

Monday 10/17, 9AM-3PM &
Wednesday 10/19, 9AM-2PM
ACEC Rm 2101
$125 (includes exam)

ServSafe Food Protection Manager

The state requires all food service establishments be
under the supervision of a certified food protection
manager. This hands-on course will prepare you to
earn an ANSI accredited food safety certification from
the National Restaurant Association. The exam is
proctored on site at the end of the second day. You will
learn the importance of food safety through lectures,
demonstrations, hands-on activities and personal
experiences from our certified ServSafe instructor.

Scott Rowan
2025 Sec. A
		
		
		

Wednesday 10/5, 5-9PM &
Friday 10/7, 9AM-2PM
ACEC Rm 2206/2207
$169 (includes exam)

Consider real estate investment as an avenue to earn
extra income or pursue a new form of employment.
Gain the knowledge you need to become a landlord in
this class. Explore the basics of flipping houses and
estimating construction costs. Learn how to manage
rentals and approach lenders. Leave class with the
confidence to find investment opportunities that can
lead to greater financial independence.

1967 Sec. A
Tue/Thu (2 sessions), 10/18-10/20, 6-9PM
		
ACEC Rm 2101
		$99

Fulfill your state required training to serve alcohol.
Learn to check ID-cards properly, practice intervention
techniques to prevent excessive alcohol consumption,
and familiarize yourself with the local and state laws
regarding alcohol service. After successful completion
of this program, you will receive a certificate and an
official Beverage Alcohol Sellers/Servers Education &
Training (BASSET) identification card from the Illinois
Liquor Control Commission.

2015 Sec. A
Tuesday 10/4, 5-9PM
		
ACEC Rm 2101
		$39

Healthcare Provider BLS CPR/AED

Master life-saving techniques. Learn basic
life support, determine how to relieve airway
obstructions, and recognize signals of an impending
heart attack in this course designed for healthcare
professionals. Practice on a manikin and become
adept in fundamental CPR skills so that you can
approach any future emergency situation with
confidence. Receive your CPR certification card after
successful completion of this workshop.

Dawn Wilson
1857 Sec. A
		
		

Wednesday, 12/7, 6-9:15PM
ACEC Rm 2102
$50 (includes text & certification exam)

For additional CPR training locations and times, please check
with Carle BroMenn Medical Center at Carle.org/events.

Online Professional Learning
• Collaborative Management
• The Keys to Project Management Success
• Effective Copywriting
• Power BI
• Managing Generations in the Workplace
• Integrated Marketing Best Practices

EWS & FSS
Essential Workplace Skills
Promote critical workplace behaviors and ensure incumbent workers are set up to
succeed, regardless of industry. Created with insights from over 140 employers and
developed with industry professionals, the Essential Workplace Skills
Series (EWS) provides an intentional and consistent approach to soft3 PD hours
skills training. In addition, each workshop delivers action plans for
for K-12 educators
immediate, on-the-job integration. Open-enrollment or customized
available for each
trainings available.
completed EWS

EWS Workshops Include:

• Communicating Effectively
• Practicing Professionalism at Work
• Thinking Critically at Work
• Understanding Customer Service Essentials
• Advancing Equity, Diversity & Inclusion

session!

Tuesday 9/13
Wednesday 9/28
Thursday 10/13
Wednesday 11/19
Thursday 12/1

heartland.edu/ews
$10 off each course when you sign
up for all sessions.

Fundamental Supervisory Skills
Equip your supervisors with fundamental tools, strategies, and action plans that build
their confidence and effectiveness. In this series, participants will learn how to better
support direct reports and guide day-to-day team efforts, while pursuing big-picture
organizational goals. The essential know-how gained through these sessions will help
prepare supervisors to drive results that foster overall success.

FSS Workshops Include:

heartland.edu/fss
$10 off each course when you sign
up for all sessions.

• Balancing Authority & Influence
• Sparking Employee Excellence
• Making Feedback & Evaluation Meaningful
• Resolving Difficult Situations
• Leading Through Change & Transition

Thursday 9/22
Wednesday 10/5
Wednesday 11/16
Tuesday 11/29
Thursday 12/8

Workplace Strategy & Communications
Managing Difficult Conversations

Difficult conversations can't be avoided. Learn
skills to adeptly manage conflict and controversial
discussions, and discover strategies to listen mindfully
and communicate with empathy. Then, practice your
new skills as you navigate challenging encounters
in personal and professional settings. Leave with
effective, clear steps to take when conversations
approach uncomfortable or uncharted territory. (2 PDs)

Julie Navickas

1953 Sec. A
Thursday 10/20, 9-11AM
		
ACEC Rm 2101
		$35

Cybersecurity & Natural Disaster
Survival for Businesses

Is your business resilient enough to survive cyber
attacks, natural disasters, or even the aftermath of
a pandemic? Learn the basics of cybersecurity and
how to protect vital business files — including
disaster recovery, and business continuity. Discover
how planning and preparation can save you, your
clients, and your business from months of recovery
or even, ruin.

Cliff Magee

1851 Sec. A
Wednesday (5 sessions), 9/21-10/19, 6-8PM
		
ICN Rm 1003
		$165

Post-Pandemic Office

The pandemic changed everyday life. By being forced
to slow down, many people are now reshaping the
meaning of work and how it's completed. This can
make returning to the office challenging for both
supervisors and those they supervise. Through the
Post-Pandemic Office series, focus on rekindling
office culture, refreshing professional skills, and
re-imagining how work gets done. Learn how to build
office culture in an online, hybrid, or in-person setting.
As you navigate your return to work, join us for this
important series to help you re-imagine your work day!

Sarah Dolan

2055 Sec. A
Wednesday (3 sessions), 11/30-12/14, 2-4PM
		
ACEC Rm 2101
		$75

Creating a Social Media Strategy
for Your Business

Grant Writing Fundamentals

Julie Navickas

Kathy Sawyer

1948 Sec. A
Wednesday 11/2, 9-11AM
		
ACEC Rm 2101
		$35

1846 Sec. A
		
		

Interviewing 101

Become an Effective Leader

Social media has evolved into a primary marketing
tool for businesses. Discover just how influential
this channel can be for converting leads into sales,
retrieving consumer analytics, and staying connected
with your community. Determine which platforms
align best with your marketing goals, and learn how
to maximize their potential to best reach your target
audience. Leave with the knowledge to create an
intentional social media strategy through purposeful
content creation and mindful scheduling habits.

Whether you're applying for an entry-level position or
a senior role, it's likely that you'll be asked to interview
with a potential employer before receiving a job offer.
A job interview gives you the chance to show off your
skills, highlight your qualifications, and make a strong
impression on the hiring team. Learn how to ace an
interview by gaining valuable preparation tips and
practicing common interview questions.

Julie Navickas

1984 Sec. A
Tuesday 11/15, 9-11AM
		
ACEC Rm 2101
		$35

Critical for the success of many nonprofit and public
agencies, winning grant money comes down to the
proposal. From identifying potential funders to a
follow-up course of action, this class will cover the
basics of grant writing. Take away essential information
and useful tips on grant proposal content, format, and
submission. Learn how to write a compelling need or
problem statement, realistic goals and objectives, a
clear description of methods, a workable evaluation
plan, and an accurate budget. Registration ends one
week prior to the start of class. (7.5 PDs)

Friday 9/23, 8AM-4:30PM
ICN Rm 1301
$135 (includes lunch & materials)

Discover your leadership style and learn how to
effectively work with co-workers and their styles.
First, you'll take the 5 Voices assessment to find your
strongest and weakest voice. Then, investigate each
voice: the strengths and weaknesses and how they
relate to leadership styles. Use your knowledge to help
transform a team to get the best out of each employee.
Walk away knowing how to use your voice to make an
impact in an organization.

Stephanie Duquenne

1969 Sec. A
Wednesday 9/7, 6-7:30PM
		
ACEC Rm 2101
		$29

Connect with like-minded professionals. Enhance in-demand skills. Increase workplace engagement.

Early/Late Fall

2022

Find your

PROFESSIONAL
DEVELOPMENT
opportunity inside!

YOUR PATH TO
LIFELONG LEARNING

heartland.edu/continuingEd

1500 W. Raab Road, Normal, IL 61761

YOUR PATH TO
LIFELONG LEARNING

Customized Training

Save the Date!

Facilities Rentals

Facility Rentals

Host your next meeting, training, or special
event at Heartland Community College!
We offer spaces that accommodate 10-200 people with flex
seating arrangements. Our beautiful 400-seat auditorium
is perfect for anything from speakers to panels to theatrical
performances. We offer hybrid options, with Zoom
conference areas that can seat 16 and Zoom
classrooms that can seat 70. All this comes with
free, ample parking and affordable rates.
We offer business solutions to meet your needs, from
professional development to customer service to
communication to supervisory or employee skills workshops.
Call us to discuss how we can serve you, your employees,
and customers.

So, let us host
your next event,
no matter how
big or small!

Angie Coughlin
Director, Outreach & Professional Development

Samantha Nussbaum
Coordinator, Facilities Use

angie.coughlin@heartland.edu
(309) 268-8193

samantha.nussbaum@heartland.edu
(309) 268-8177

heartland.edu/facilities

