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Welcome!

Hillsborough Community College is an excellent choice for adult learners interested in both professional 
and personal growth and development.  The Centers for Continuing Education (CCE) is a division of HCC 
dedicated to providing high quality, non-credit educational experiences designed to advance the Tampa 
Bay Area’s economic growth, global competitiveness, and quality of life. 

This catalog offers a rich array of exceptional educational opportunities, all designed to prepare you 
for the realities of the 21st century economy. You will find a broad selection of education, training, 
testing, and assessment services; certification programs; business consultation resources; professional 
development programs; workforce training classes; and life-long learning opportunities.

The combined offerings of CCE provide you a full range of personal and professional development 
opportunities.  Building on our philosophy of ONE mission, ONE goal, ONE college, we hope you will think 
of CCE as your ONE RESOURCE for continuing education.

You can be assured that CCE is dedicated to your success!



Office HOurs and pHOne numbers:

administratiOn lOcatiOn:

39 Columbia Drive, Tampa, FL 33606

Office Hours:  8:00 am - 4:30 pm

Continuing Education: (813) 253-7980

Allied Health Programs: (813) 253-7980

Business and Professional Development: (813) 259-6010 

On-Campus Emergencies: (813) 253-7911

For IndIvIduals:

1. Tampa Bay Workforce Alliance - Workforce 

Investment Act (WIA) program

2. HCC Tuition Installment Plans (TIPS)

3. GI-Bill funding (selected courses only)

4. Veterans Administration - Vocational Rehabilitation 

Program

5. Department of Education - Vocational Rehabilitation 

Program

6. Your company tuition assistance program

For BusInesses:

1. Tampa Bay Workforce Alliance  

2. Incumbent Worker Training (IWT) Grant

3. Quick Response Grants

Tax deducTIon For educaTIonal expenses:

Program fees and expenses for professional 

development purposes (including travel, meals, and 

lodging) paid to maintain and improve professional skills 

may be tax deductible recommend that you seek the 

advice of the IRS or a qualified tax advisor .

refunds, cancellations & substitutions:

If you find it necessary to cancel your registration, call 

The Centers for Continuing Education @ HCC office 

immediately at (813) 259-6010 or (813) 253-7980.  Notify 

us first by phone and then follow-up your cancellation 

by written notification using U.S. Mail, fax, e-mail (CE@

hccfl.edu), or hand delivery.

Written notice must be received 3 business days prior to 

the course start date to be eligible for a refund.

By registering for a class with The Centers for 

Continuing Education, you are agreeing to our 

registration policies for refunds, substitutions, and 

stated fees.

Please be advised that refunds may take up to three 

(3) weeks to process from the point at which a class 

is cancelled or a student’s written notification of 

cancellation is received.

We reserve the right to cancel activities that do not 

meet minimum enrollment levels or for other good 

cause. Activities cancelled by the College will have 

refunds processed in full.
special needs & accommodation

CCE conducts its programs in barrier-free facilities. 

Prior arrangements to provide special assistance or 

accommodations must be requested at least five 

business days in advance of the accommodations need.

ONE Goal - ONE Community - ONE College

LEGEND 

day abbreviations:

M - Monday

T - Tuesday

W - Wednesday

TH - Thursday

F- Friday

S - Saturday

SU - Sunday

M/W = Monday & Wednesday

T-TH = Tuesday, Wednesday & Thursday

learning format

ILT = Instructor Led  or Face-to-Face Training 

Hybrid = a combination of Instructor-led and   

 e-Learning 
e-Learning/Online classes = 100% online



summer 2010 
cOurses Offered 
June-august
Hillsborough Community College 
reserves the right to make changes 
in the regulations, offerings, and 
fees announced in this schedule 
as circumstances require.
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The Continuing Education Office of Hillsborough 
Community College is an approved provider 
through the Florida State Board of Nursing.
please note: individual classes on and 
off site can be scheduled for groups of 8 
or more.   special discounted pricing is 
available for non-profit Organizations for 
cpr classes.  please call (813) 253-7980 or 
email ce@hccfl.edu for more information.

	nursinG refresHer cOurse
nur-8030  280 contact Hours
Enhance your skills and knowledge by participating 
in HCC’s Nursing Refresher course. This extensive 
review course is designed for nurses who are 
re-entering the work place or transitioning back 
into the clinical setting.  It is presented as a 
combination of webinars, lectures, hands-on 
interactive labs and an instructor lead clinical 
rotation. Prerequisites include a current Florida RN 
License and medical clearance stating that you 
are free from communicable disease and cleared 
to participate in patient care.  CPR training is a 
component of this course. A background check 
will be conducted at no additional expense. A 
certificate is awarded upon successful completion. 
This class meets once a week for seven weeks 
followed by four weeks of clinicals that meet 
Monday through Thursday from 7am to 3pm.

please register for the mandatory lab 
component of this course that has an 
additional fee of $64.00.

Hcc collaBoraTIon sTudIo
T/TH  5:00 PM-9:00PM          6/1 - 8/12/10

medical spanisH i
nur-8900  16 contact Hours
Enhance your communication skills, by learning to 
better communicate with your Spanish speaking 
patients.  Discover the world of Medical Spanish.  
No previous knowledge of Spanish is necessary. 
This course provides all healthcare workers with 
a working knowledge of medical Spanish to 
facilitate interaction with the Spanish-speaking 
patient.  Skills covered include medical histories 
and physicals, medical forms, common diseases, 
body parts and basic conversation. 

Hcc collaBoraTIon sTudIo
T/TH 6:00 PM-10:00 PM          7/20 - 7/29/10

NEW
medical spanisH ii
nur-8901 16 contact Hours
Sharpen your communication skills with your 
Spanish speaking patients.  This course continues 
to develop basic skills in listening and speaking 
Spanish. It builds upon the skills learned in 
Medical Spanish I.  This course will improve 
pronunciation skills, enhance use of medical 
terminology, and communication about disease 
processes, tests and treatments, diet and cuisine, 
and much more. 

Hcc collaBoraTIon sTudIo
S 6:00 PM-10:00 PM    8/10 - 8/19/10

iV tHerapy 
nur-8403  32 contact Hours
LET’S GET CERTIFIED!  Take home the basic 
knowledge of IV therapy practice. This class meets 
the Board of Nursing’s IV therapy requirements for 
LPN’s and RN’s. All interested healthcare providers 
are allowed enrollment. Participants receive 
documentation indicating successful completion of 
the course. RN’s are encouraged to participate as 
a refresher. 

please read IMporTanT InForMaTIon!
This is a hybrid course that requires guided 
independent study for a portion of the theory 
section of the course as well as hands-on lab 
sessions with an instructor for the peripheral IV 
insertion and Central Venous access care portions.  
Attendance in the labs is mandatory.

note: You must register and make payment 
at least 14 days prior to start date of class, 
in order to have materials mailed to you in 
advance.  Once materials are received and 
opened, a refund is not available.

planT cITY caMpus
T/TH 6:00 PM-9:00 PM        8/23 - 8/28/10
S                               9:00 AM-12:00 PM 

Hcc collaBoraTIon sTudIo  
S 9:00 AM-12:00 PM        8/7 - 8/21/10
S 8:00 AM-6:00 PM                   5/22/10
S 8:00 AM-6:00 PM                   6/26/10  

Allied Health 
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register online now at www.Hcccontinuinged.com and view a complete course listing!

accelerated certified nursinG 
assistant (cna)
nur-8017 180 contact Hours
Jumps start your career in the healthcare profession 
today with this Board of Nursing approved training 
program.  If you have a high school diploma or a 
GED, you can become a nursing assistant in just six 
weeks.  Training is conducted in both the classroom 
and the clinical setting with an additional online 
study component and online quizzes. Book purchase 
is required. CPR training is giving as a part of this 
course. The last two weeks will be in the clinical 
setting.  Uniform Scrubs are provided. Clinical times 
are 7am to 3pm on Saturday and 6pm to 11pm during 
weekdays.  A background check will be conducted at 
no additional expense. A certificate is awarded upon 
successful completion.

Hcc collaBoraTIon sTudIo

M/W                                       6:00 PM-9:00 PM 
S       9:00 AM-12:00 PM 
                                              6/21 - 8/4/10

Hcc collaBoraTIon sTudIo

T/TH   8:30 AM-3:00  PM            5/25/10 - 6/28/10

souTH sHore
M/W                               6:00 PM-9:00 PM and 
S                                  9:00 AM-12:00 PM
                                         7/12 - 8/23/10 



A
lli

ed
 H

ea
lt

h
 P

ro
g
ra

m
s

register online now at www.Hcccontinuinged.com and view a complete course listing!

accelerated certified nursinG 
assistant (cna) witH pHlebOtOmy 
traininG
nur-8019  270 contact Hours
Jump Start your career in healthcare today!  Become 
a Certified Nursing Assistant (CNA) with Phlebotomy 
skills. Obtain the skills and knowledge to provide 
confident patient care, while obtaining CPR training 
and certification. This class includes 3 weeks of 
clinical time spent in a local hospital or nursing home 
and laboratory. Book purchase is required. Uniform 
scrubs are provided.  A certificate is awarded for 
CNA and Phlebotomy Technician after successful 
completion of this course.  Clinical times are 7am to 
3pm on Saturdays and 6pm to 11pm on weekdays.  A 
background check will be conducted at no additional 
expense.

Hcc collaBoraTIon sTudIo
M/W    6:00 PM-9:00 PM and
S 9:00 AM-1:00 PM
 6/21  - 10/15/10  

NEW 
pHlebOtOmy tecHnician 
certificatiOn
nur 8425  88 contact Hours 
Broaden your horizons with a new career in 
Phlebotomy Technology!  Become a certified 
Phlebotomy Technician today.  This course is 
designed to give you the hands on experience and 
skills needed for state certification in just 88 hours. 
There are 48 didactic hours and 40 hours of hands-on 
clinical training. Upon completion of this course you 
will be able to identify and explain basic anatomy 
and physiology of the circulatory system, perform 
skin punctures, various types of venipuncture 
procedures with confidence using standard 
precautions, prepare specimens for laboratory use, 
and learn all aspects of a Phlebotomy Tech’s role in 
the clinical area.  The last two weeks of this course 
are held in the clinical area.  A background check 
will be conducted at no additional expense. All 
participants will recieve CPR training.

Hcc collaBoraTIon sTudIo
M/W 6:00 PM-9:30 PM      8/9 - 10/15/10

NEW
eKG tecHnician certificatiOn
Hes 8140  50 contact Hours
Keep up with the rhythm of a changing economy 
and step into a new career of EKG Technology.  EKG 
Technicians work in a variety of clinical settings.  
Acquire the skills to become an EKG Technician 
by completing this comprehensive course in just 
50 hours of hands-on skills training.  Learn how 
to properly use EKG machines, learn anatomy and 
physiology of the heart, disease processes that 
affect the heart, medications, Holter monitoring, 
12-lead EKG,  how to analyze EKG readings, and 
much more.  After completion of this course you will 
be prepared to function as an EKG Technician as 
well as, be prepared to take the exams for national 
certifications.

Hcc collaBoraTIon sTudIo
M/W 6:00 PM-9:30 PM              6/14 - 8/2/10

ONLINE CLASSES

aids certificatiOn (Online)
Hes-8015  4 contact Hour 
Enhance your knowledge of blood and/ or blood 
products.  All areas of HIV/AIDS education that are 
required for employees working in the health care 
industry are covered, and the knowledge necessary 
for the safe handling of blood and blood products is 
also covered.

preVentinG medical errOrs (Online)
nur-8300   2 contact Hours
Reports indicate that 98,000 people die each 
year due to medical errors. This course is a 
comprehensive review of current statistics, Institute 
of Medicine findings and recommended measures 
and interventions intended to reduce medical 
errors with an emphasis on safe medical practice, 
appropriate reporting mechanisms, and management 
of errors. This course fulfills the new Florida Board 
Licensure requirements. 

dOmestic ViOlence (Online)
nur-8101  1 contact Hour
Take home the knowledge needed to identify report 
and stop domestic violence. This course is an 
update and brief review of domestic violence issues.   
This course fulfills the Florida Board Licensure 
requirements.

blOOdbOrne safety (Online)
eVs-8200  1 contact Hour
Learn the skills to keep you and your patients safe.  
Enhance your knowledge of Blood borne pathogens 
and safety. This course covers Universal precautions, 
standard precautions, and needle stick prevention.  
The course is presented in an online format with a 
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register online now at www.Hcccontinuinged.com and view a complete course listing!

aids certificatiOn update fOr 
HealtH care wOrKers (Online)
Hes-8010  1 contact Hour
Update your knowledge.  This course covers all 
the information needed for people who work with 
blood and/ or blood products. All areas of HIV/AIDS 
education required for employees working in the 
health care industry is covered. This course fulfills 
the Florida Board Licensure requirements.

medical transcriptiOn (Online)
mre-8148   640 contact Hours
Aquire the skills to start a new career.  The Medical 
Transcription field is growing and the demand for 
qualified transcriptionists is in high demand. This 
Medical Transcription online training program 
consists of 21 modules, which prepares you to 
work as medical transcriptionists.  Numerous 
exercises and skills assessments throughout each 
module ensure that you master each skill before 
moving on to the next concept. This program offers 
knowledgeable student support specialists to help 
from program start to finish.  All materials needed for 
the program are included in the cost of the program.

Outpatient cOdinG & bilinG (Online)
mre 8145   640 contact Hours
Become a skilled professional today!  This Outpatient 
Medical Coding and Billing online training program 
equips you with the skills to become an outpatient 
coder.  The training consists of 19 modules, which 
includes exercises and skills assessments throughout 
each module to ensure your mastery of each skill 
before moving to the next concept.  Knowledgeable 
student support specialists are available to help from 
program start to finish.  All books and necessary 
materials are included in the cost of the course.  

AmErICAN HEArt 
ASSOCIAtION CPr 
CLASSES

NEW
bls instructOr  
certificatiOn cOurses
Hes 8052  8 contact Hours
BECOME A CPR INSTRUCTOR TODAY!  We offer 
a two part  BLS Instructor course which combines 
a self study (that must be completed prior to your 
scheduled class day),  followed by a one day training 
session in the classroom.  Follow these simple steps!    

1. Register and pay in full for the BLS instructor 
certification course.

2 Complete the self-study Core Instructor Course 
(text book and CD will be mailed at the time of 
registration – 84% minimum score required).

3. Present proof of a current AHA CPR card for 
healthcare providers and Certificate of completion 
from Core Instructor Course.

4. Complete the 1 day 8 hour skills session classroom 
training with evaluation.

Each student must complete the classroom training 
with evaluation by an instructor.  Upon successful 
completion an AHA BLS instructor certification cards 
is issued for a two year period before renewal is 
required.

Hcc collaBoraTIon sTudIo
S 8:00 AM-5:00 PM                    6/5/10 
S 8:00 AM-5:00 PM                    8/6/10

cpr fOr cHildcare wOrKers & 
eVeryOne 
Hes-8030  4 contact Hours

Learn to become a life saver. This CPR class 
meets state requirements for childcare workers. 
Students attending the class will learn CPR skills 
and certification for infants (birth-12 months), 
children (12 months-8 years) and complete adult 
applications. Textbooks are provided for classroom 
use. Registration ends two business days before 
start of class. 
*Please note - registration for this class is  
open to anyone who wants to learn life saving 
skills for personal development, professional 
certification or just good family care.

Hcc collaBoraTIon sTudIo
M        9:00 AM-1:00 PM                       5/17/10      

TcTc
S 9:00 AM-1:00 PM                      7/17/10          
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ASSOCIAtION CPr 
CLASSES CONt’D

cpr fOr HealtHcare prOViders & 
first respOnders
Hes-8050  4 contact Hours
*Please note - registration for this class is for 
professional certification of healthcare workers 
and first responders.

Take home the skills to be a life saver.  This course 
teaches the standard for adult, child and infant CPR 
for individuals who provide healthcare to patients in 
a wide variety of settings. Learned skill proficiencies 
will be demonstrated by each student for instructor 
evaluation and a written AHA examination will 
be scheduled at the end of class to complete the 
training certification. Students who test satisfactorily 
will receive a two-year AHA CPR card. Registration 
ends two business days before start of class. 

Hcc collaBoraTIon sTudIo
M          5:00 PM-9:00 PM   4/12/10 

souTH sHore
M       6:00 PM-10:00 PM  7/12/10

NEW
cpr prOficiency sKills test fOr  
On-line cOurse cOmpleters
Hes 8051  30 minutes

Complete the skills portion of the online CPR course 
at The Corporate Training Center in a private session 
with an instructor.  Register for the date of your 
choosing.  Please contact the Continuing Education 
Department at (813) 259 -6509 to schedule the 30 
minute skills session.  Please call to schedule your 
appointment, available appointments are Monday 
through Friday from 10:00 am until 3:30 pm.   All 
participants are required to complete the (AH) 
American Heart Association online component and 
print the completion certificate.  Bring certificate 
when you come for skills testing. Following the 
successful display of required CPR skills, a two year 
CPR card will be issued.

first aid traininG
Hes 8125  3.5 contact Hours
Be prepared to act fast in an emergency, get trained 
in First Aid.  This course is for the person who 
wants to learn how to provide emergency medical 
treatments for family members, friends or coworkers 
when unexpectedly medical complications and/
or injuries occur and professional  help is not 
immediately available. Completing students will 
receive a two-year AHA First AID  card at the end of 
class. Registration ends two business days before 
start of class. 

*Please note - registration for this class is  
open to anyone who wants to learn life saving 
skills for personal development, professional 
certification or just good family care.

Hcc collaBoraTIon sTudIo
S    8:00 AM-11:30 PM                             6/5/10 

NEW
first aid witH cpr & aed traininG
Hes 8130  7 contact Hours
Learn what it takes to be a life saver. This course is 
for the person who wants to learn CPR and First Aid.  
Take home the skills needed to perform CPR and to 
provide emergency medical treatments for family 
members, friends or coworkers when unexpectedly 
medical complications  and/or injuries occur and 
professional help is not immediately available.   
This course is also  for those designated as first 
responder.  Completing students will receive a two-
year AHA CPR card at the end of class.  Registration 
ends two business days before start of class. 

Hcc collaBoraTIon sTudIo
S         8:00 AM-3:00 PM  6/19/10 

NEW
safe summer cpr fOr family and 
friends 
Hes 8054  2.5 contact Hours
If a cardiac arrest happened to your loved one or 
a close friend, would you know how to perform 
life-saving CPR?  Come and obtain the skills to be a 
life saver!  This class will give you the knowledge 
to recognize when a family member or friend is 
experiencing a medical emergency, and equip you 
with the necessary tools to help.

Hcc collaBoraTIon sTudIo
S 8:00 AM-10:30 AM                    6/12/10
S 8:00 AM-10:30 AM                    6/26/10

NEW
medical etHical issues at tHe 
beGinninG Of life
Hes 8820  1 contact Hour
Explore ethical decision making at the beginning of 
life.  This course will discuss ethical issues at the 
beginning of life that have affected national laws.  
Participants will have the opportunity to discuss 
the roles that culture, religious values, financial 
status, and state law have on decision making at the 
beginning of life.

Hcc collaBoraTIon sTudIo
F  12:00 PM-1:00 AM          8/6/10
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NEW
medical etHical issues at tHe end Of 
life
Hes 8830  1 contact Hour
Take home the knowledge of dealing with end of life 
dilemmas.  This class will explore the development 
of the attitudes and laws that govern the end of life 
care from Hippocrates to the present time using 
Pellegrino’s Eras of Medicine outline.  The class will 
further explore issues of forgoing life sustaining 
treatment, the use of technology at the end of life, 
pain management, and killing vs. letting die.

Hcc collaBoraTIon sTudIo
F 12:00 PM-1:00 PM            8/13/10 

NEW
recOGnizinG and resOlVinG etHical 
dilemmas in HealtHcare
Hes 8840  1 contact Hour
This class will define the medical ethical principles, 
their applications on the healthcare unit, and      
aspects of justice stemming from Medicare, 
Medicaid and third part payers.  This class will focus 
on resolving healthcare dilemmas when two or more 
principles of ethics are in conflict.  A step by step 
process will be used to enable participants to resolve 
these conflicts. 

Hcc collaBoraTIon sTudIo
F    12:00 PM-1:00 PM                      8/20/10 

Go Far Without Your Car!
Register On-Line through www.ed2go.com/

conedhcc 
Learning is fun and ed2go online courses are affordable and 
effective. 

Each ed2go course comes equipped with a attentive instructor, 
lessons, quizzes, hands-on assignments, discussion areas, 
supplementary links, and more.

You can complete any course entirely from your home or office. 
Any time of the day or night.Introduction to Microsoft Excel

Intermediate Microsoft Excel
Introduction to QuickBooks
Accounting Fundamentals

Introduction to Microsoft Word
Introduction to PowerPoint

Real Estate Investing
Project Management Fundamentals

Computer Skills for the Workplace
Creating Web Pages

Introduction to Dreamweaver
GRE Preparation - Part 1

Speed Spanish
and more...

 Register Today at www.ed2go.com/conedhcc



register online now at www.TampaTraining.com and view a complete course listing!

B
u
si

n
es

s 
an

d
 P

ro
fe

ss
io

n
al

 S
ki

lls

12

CONfLICt mANAGEmENt 

GiVinG and receiVinG cOnstructiVe 
feedbacK 
ecd 8065  4 contact Hours

In this course, participants learn constructive 
approaches to giving and receiving feedback.

souTH sHore caMpus
F 12:30 PM-4:30 PM  6/11/10

resOlVinG cOnflict 
7 contact Hours
This course teaches leaders how to recognize that a 
conflict is escalating and minimize damage by using 
the most appropriate resolution tactic regardless of 
which stage a conflict is in. 

THe corporaTe TraInIng cenTer
T 8:30 AM-4:30 PM   6/8/10

ValuinG differences 
ecd 8905  4 contact Hours
Valuing differences gives people effective tools 
for appreciating others’ unique perspectives, 
understanding their inherent differences, and 
collaborating in a mutually beneficial way.

Hcc collaBoraTIon sTudIo
W 8:00 AM-12:00 PM  7/14/10

wOrKinG witH yOu is KillinG me 
ecd 8422  7 contact Hours
This course provides valuable insights for turning 
conflicts in the workplace into productive working 
relationships. Learn techniques to be more 
productive and improve your everyday interactions 
with others.

Hcc collaBoraTIon sTudIo
TH 8:30 AM-4:30 PM  8/12/10

CuStOmEr SErvICE

custOmer serVice GettinG it riGHt 
ecd 8873  7 contact Hours

THe corporaTe TraInIng cenTer
T 8:30 AM-4:30 PM                   6/8/10

effectiVe custOmer 
cOmmunicatiOns 
ecd 8432  7 contact Hours

THe corporaTe TraInIng cenTer
W 8:30 AM-4:30 PM  7/21/10

reacHinG fOr stellar custOmer 
serVice 
ecd 8978  4 contact Hours
Participants who attend this class complete the class 
having a greater appreciation for the role of customer 
service in a business and the role they play towards 
this end.

planT cITY caMpus
T 12:30 PM-4:30 PM  8/17/10

Business and Professional Skills



register online now at www.TampaTraining.com and view a complete course listing!
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GrOuP DyNAmICS

KeepinG yOur team On cOurse: 
tOOls and tecHniques 
ecd 8973  4 contact Hours

Keeping a team on course as it works to accomplish 
its mission and goals is the responsibility of all team 
members, not just the team leader. This unit provides 
12 tools and techniques to help team members 
direct the course of the team through a variety of 
challenges.

THe corporaTe TraInIng cenTer
T 8:00 AM-12:00 PM  7/20/10

strateGic prOJect manaGement 
ecd 8447  7 contact Hours
This program challenges participants to build a team 
with defined roles and responsibilities.

THe corporaTe TraInIng cenTer
T 8:30 AM-4:30 PM  8/10/10

 

team buildinG fOundatiOns fOr 
success 
ecd 8990  7 contact Hours
This program is designed to help make “teaming” a 
functioning reality in your workplace.

THe corporaTe TraInIng cenTer
M 8:30 AM-4:30 PM                  6/07/10



register online now at www.TampaTraining.com and view a complete course listing!
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LEADErSHIP DEvELOPmENt

adaptiVe leadersHip 
ecd 8002  4 contact Hours

Adaptive Leadership raises leaders’ awareness 
of the differences among people and situations. It 
teaches leaders how to tailor their approaches based 
on their team members’ motivations, personality 
styles, the organizational environment, and the 
situation.

THe corporaTe TraInIng cenTer
TH 8:30 AM-12:30 PM  6/3/10

buildinG an enVirOnment Of trust 
ecd 8877  4 contact Hours

In this course, leaders learn how to avoid the trust 
breakers and take action to create an environment in 
which people take risks, identify and solve problems, 
and work together to create and sustain high levels 
of trust.

THe corporaTe TraInIng cenTer
W 8:00 AM-12:00 PM                 6/30/10

buildinG winninG partnersHips 
4 contact Hours

This course helps leaders identify their role in 
establishing alliances between work groups, 
management, customers, and suppliers. Leaders 
learn how to establish true partnerships to meet 
customer needs by developing strategies for gaining 
people’s commitment to working together.

THe corporaTe TraInIng cenTer
T 12:30 PM-4:30 PM                 8/24/10

deleGatinG fOr results 
ecd 8886 4 contact Hours

In this course, leaders learn skills for successfully 
matching people, responsibility and authority to 
maximize involvement, productivity, motivation, and 
growth for individuals, groups, and the organization.

THe corporaTe TraInIng cenTer
TH 12:30 PM-4:30 PM      7/22/10

essentials Of leadersHip 
ecd 8884  4 contact Hours

This foundation course for all Interaction 
Management courses teaches leaders how to get 
results through people.

THe corporaTe TraInIng cenTer
T 12:30 PM-4:30 PM  6/22/10

mOnday mOrninG leadersHip
 12 contact Hours
This Workshop offers encouragement and directions 
that will help you become a better manager, 
employee, and person.

Hcc collaBoraTIon sTudIo
M 8:00 AM-11:00 AM          7/12 - 8/2/10

retaininG talent 
ecd 8882  4 contact Hours

This course helps leaders understand their critical 
role in retaining organizational talent. The learn 
to identify what it takes to keep employees happy 
and satisfied, and how to conduct “quick check” 
discussions critical for retaining valuable employees.

THe corporaTe TraInIng cenTer
T 8:00 AM-12:00 PM  6/29/10
W 8:00 AM-12:00 PM  8/11/10

tHe new GeneratiOnal mix 
ecd 8841  4 contact Hours

This workshop explores the dynamics existing 
between the generations and provides participants 
with the tools to create a cohesive workplace 
utilizing each generation’s strengths.  

Hcc collaBoraTIon sTudIo
W 8:00 AM-12:00 PM                8/25/10
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PErSONAL EffECtIvENESS

adaptinG tO cHanGe 
ecd 8901  4 contact Hours

This course develops the confidence and skills 
to embrace change and welcome change as an 
opportunity to grow and learn. Embracing change 
rather than fearing change is a valuable survival 
tactic in today’s world and this course teaches you 
how to do it!

Hcc collaBoraTIon sTudIo
T 8:00 AM-12:00 PM                  6/15/10

effectiVe cOpinG and stress 
manaGement tecHniques 
ecd 8443  7 contact Hours

In the course participants gain important insights into 
how stress in one life area impacts other areas.

Hcc collaBoraTIon sTudIo
T 8:30 AM-4:30 PM           6/8/10

essentials Of time manaGement 
maKinG minutes matter 
ecd 8870  7 contact Hours
Have you ever wondered why some people seem to 
accomplish so much more than others in the same 
number of hours without appearing to work any 
harder? Maybe the answer is they work smarter by 
managing their time more effectively. This program 
is designed to equip participants with the tools 
necessary to effectively manage their time.

THe corporaTe TraInIng cenTer
TH 8:30 AM-4:30 PM  6/10/10

imprOVinG persOnal prOductiVity 
ecd 8920  4 contact Hours
Improving Personal Productivity, which can be kicked 
off in a workshop or provided as a just-in-time 
reference tool, gives employees the skills they need 
to increase their productivity while decreasing stress 
levels.

THe corporaTe TraInIng cenTer
W 8:00 AM-12:00 PM                 6/16/10

career fitness bOOtcamp
14 contact Hours
More and more people have to reinvent themselves 
-- find new jobs where the skills they currently have 
can be transferred to another industry. Many of us 
will find ourselves working on a variety of projects 
at our jobs even though we carry a specific title 
or role in a department. The experience we gain 
from working with various departments provides 
“handson” working knowledge. Attendees will 
learn how to effectively market their skill sets to 
employers.

Hcc collaBoraTIon sTudIo
TH/F 8:30 AM-4:30 PM           8/5 -8/6/10
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PErSONAL EffECtIvENESS 
CONt’D

neGOtiatinG witH inteGrity 
ecd 8850  7 contact Hours
Participants in this program will enhance their 
negotiation skills in sales, contract administration, 
cross-functional transactions in the organization, with 
suppliers and with customers.

THe corporaTe TraInIng cenTer
TH 8:30 AM-4:30 PM  8/26/10

passpOrt tO retirement
fin-9103   6 contact Hours 
Your financial future depends on building and 
preserving your wealth.  This course will help you to 
understand tax shelters, trusts, and market trends.  
Textbook included.

YBor
M 7:00 PM-9:00 PM        7/12 - 7/26/10

dale MaBrY caMpus
W 7:00 PM-9:00 PM      7/14 - 7/28/10

Brandon
TH 7:00 PM-9:00 PM      7/15 - 7/29/10

prOfessiOnalism in tHe wOrKplace 
7 contact Hours
This course concentrates on managing your 
responsibilities with tact, poise, and polish. It will 
also explore how to get your point across with a 
positive, professional image.

THe corporaTe TraInIng cenTer
F 8:30 AM-4:30 PM  6/25/10

sexual Harassment: wHat it is, wHy 
it Happens, and wHat tO dO abOut it
ecd 8843  4 contact Hours
This workshop gives participants an understanding of 
legal, organizational, and individual aspects of socio-
sexual behavior in the American Workplace.

THe corporaTe TraInIng cenTer
TH 12:30 PM-4:30 PM  6/17/10

traininG OtHers 
ecd 8913  4 contact Hours
This program gives employees the skills they need 
to effectively help others prepare for new tasks 
and responsibilities. The course will also help build 
employee commitment to and understanding of the 
importance of training to your organization.

Hcc collaBoraTIon sTudIo
W 8:00 AM-12:00 PM  7/28/10

SuPErvISOry AND 

mANAGEmENt SKILLS

cOrrectinG perfOrmance prOblems 
ecd 8948  4 contact Hours
This course provides modeling and practice in how to 
hold discussions with employees about unacceptable 
performance. It focuses on discussions that are 
necessary after less formal feedback and coaching 
have failed to result in a turnaround.

THe corporaTe TraInIng cenTer
T 8:00 AM-12:00 PM                 7/13/10

essential cOacHinG sKills fOr 
manaGers 
edc 8941  7 contact Hours
This fast paced program provides participants with 
the skills needed to create empowered and self 
initiated team participants.

THe corporaTe TraInIng cenTer
TH 8:30 AM-4:30 PM  6/24/10

ridinG tHe waVes Of cHanGe 
4 contact Hours
In Riding the Waves of Change supervisors and 
manager will learn how to harness the energy 
created by the need for change.

THe corporaTe TraInIng cenTer
TH 8:00AM-12:00 PM  6/17/10

understandinG and wOrKinG witH 
diVersity 
ecd 8842  7 contact Hours
This program uses a practical approach to 
understanding and working with diversity in 
human nature. It is designed to provide insights 
and strategies that can be integrated into daily 
management style.

Hcc collaBoraTIon sTudIo
T 8:30 AM 4:30 PM    8/3/10

wHat GOOd manaGers dO: tHe first 
100 days 
4 contact Hours
This course will give new managers the basics of 
effective management for their first 100 days on the 
job.

THe corporaTe TraInIng cenTer
T 8:00 AM-12:00 PM  7/27/10
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WrIttEN AND vErBAL 
COmmuNICAtIONS

cOmmunicatinG and listeninG 
ecd 8895   4 contact Hours
This course equips employees with the skills they 
need to communicate clearly and listen carefully.

THe corporaTe TraInIng cenTer
S 9:00 AM-1:00 PM                 6/19/10

effectiVe business writinG 
7 contact Hours
This course offers effective strategies to sharpen 
your writing skills by structuring your ideas logically, 
exercising diplomacy in letters and reports, and 
shaping your arguments.

THe corporaTe TraInIng cenTer
W 8:30 AM-4:30 PM                 8/18/10

Grammar essentials
7 contact Hours
You learned the rules of grammar in school, but now 
you’d like to refresh and refine your grammar usage 
for your professional life.

THe corporaTe TraInIng cenTer
T 8:30 AM-4:30 PM  6/22/10

fASt trACK CErtIfICAtES

leadersHip and manaGement 
certificate prOGram
ecd 8444  21 contact Hours
This certificate program is for those looking to gain 
the leadership and management skills they need 
for handling difficult situations in today’s diverse 
workplace.

THe corporaTe TraInIng cenTer
S     8:30 AM-4:30 PM          6/12  - 6/26/10

 
prOfessiOnal administratiVe 
assistant certificate prOGram
ecd 8934  21 contact Hours
Become a proactive advocate for your company 
by developing skills in communication, planning, 
organizing, and relationship building.  You will learn 
how to be a more valuable asset by supporting the 
goals of the boss and the business.  As a participant 
in this innovative and intense program, you will gain 
practical skills that will help to improve your daily 
tasks and interpersonal skills.

THe corporaTe TraInIng cenTer
F 8:30 AM-4:30 PM             6/4 - 6/18/10 
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Courses for Licensed and 
Certified Professionals 

rEAL EStAtE/ 
CONStruCtION

new
Green buildinG fOr tHe real estate 
prOfessiOnal
ree-8003  3 contact Hours
Whether you need CE credits or have a curiosity of 
what “green building” is and how it will impact the 
future of your career.   Upon completion, students 
will understand their role in sustainability and the 
importance of their involvement for their profession.  
It serves as an introduction to the “Green Arena” 
offering resources and the basic knowledge they 
will need to add green building concepts, and the 
awareness of energy issues to the practice of their 
profession.  The course offers a manual, a certificate 
and a logo to us in marketing efforts.  Real Estate 
Profesionals will receive 3 CE credits toward their 
renewal requirement.

Hcc collaBoraTIon sTudIo
T 9:00 AM-12:00 PM                     5/20/10

rEAL EStAtE ONLINE 
CONtINuING EDuCAtION

14 HOurs cOntinuinG educatiOn
ree-8002  14 contact Hours
This Course satisfies the continuing education 
requirement for license renewal.

pOst license
Florida Real Estate Associates and Brokers must 
complete a post license course before their first 
license renewal on subjects approve by the Florida 
Real Estate Commission.

pre-license real estate cOurse i
ree 8040  63 contact Hours
This 63 hour pre-license course provides a practical 
understanding of the real estate business in Florida.  
The content is prescribed by the Florida Real Estate 
Commission, and includes a review of State License 
Law.  Textbook required.

THe corporaTe TraInIng cenTer
T/TH  6:00 PM-10:00 PM          5/25 - 7/15/10

real estate sales assOciate 
45 HOur pOst-license educatiOn
ree-8001  45 contact Hours
Florida Real Estate Brokers must complete 45 hours 
of post-license education before their first license 
renewal on subjects approved by the Florida Real 
Estate Commission.

real estate brOKers 
30 HOurs pOst-license educatiOn

Florida Real Estate Brokers must complete 60 hours 
of post-license education before their first license 
renewal on subjects approved by the Florida Real 
Estate Commission.

real estate manaGement fOr 
brOKers
ree-8110   30 contact Hours
Topics covered includes: Management Skills,..
Structuring the Organization, Business Policies and

Procedures, Managing Risk and much more.

real estate inVestment fOr brOKers
ree-8120   30 contact Hours
Topics covered includes: Ownership interest in Real 
Property, Income Taxes and Real Estate Investment, 
Investing in Industrial Properties, and much more.

leed Green assOciate exam prep
14 contact Hours
This 2-day course supplements individual preparation 
for anyone interested in passing the Leadership in 
Energy and Environmental Design (LEED©) Green 
Associate Exam.

THe corporaTe TraInIng cenTer
TH/F  9:00 AM-5:00 PM            6/17 - 6/18/10
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Education (CE) credits (Provider # 1055) and 
insurance pre-license education (Provider #443)  
for the insurance professional.  We also offer a 

wide variety of convenient e-Learning options for 
Insurance Professionals, including pre-license, 

exam-prep classes.  
Check our website:  www.tampatraining.com

accredited claims adJuster
rmi-8200  40 contact Hours
This course is approved by the State of Florida 
Department of Financial Services for those who 
wish to obtain the 6-20 0r 5-20 All Lines Insurance 
designation.  This course entitles the student to 
obtain the 6-20 licenses without taking a State 
examination.  Applicants for the Public Adjusters’ 
license must sit for the State Examination.  Adjusters’ 
Study Manual required.

dale MaBrY caMpus
M/W/F    6:00 PM-9:00 PM          6/9 - 6/30/10
M/W/F    6:00 PM-9:00 PM         7/14  - 8/4/10

Brandon caMpus
T/TH       6:00 PM-9:00 PM           5/25 - 6/24/10
T/TH       6:00 PM-9:00 PM            7/6 - 8/5/10

Hurricane lOss mitiGatiOn & etHics
rmi-8281  4 Hours of ce credits
This 4 hour intermediate level course meets the 
CE requirements on subject of discounts available 
on property insurance policies as well as Ethics as 
required by Florida Statutes.  The course is designed 
to broaden the insurance professional knowledge 
of The Florida Comprehensive Hurricane Mitigation 
Program.  Course Authority:  1-hrs 9910, 3-hrs 9908, 
2-hrs 324C, 2-hrs 324B

Hcc collaBoraTIon sTudIo
S 9:00 AM-1:00 PM                   7/10/10

flOrida nO-fault
rmi-8285  4 Hours of ce credits
This 4 hour intermediate level course meets the 
CE requirements of Florida Statutes.  This course 
will discuss the pertinent factors of the Florida PIP 
statutes 627.730 with a focus on the changes to PIP 
in 2008.  Students will also review and discuss actual 
cases in the Florida courts. Course Authority:  324C

Hcc collaBoraTIon sTudIo
S 9:00 AM-1:00 PM                  6/26/10
S 9:00 AM-1:00 PM                  7/31/10

an OVerView Of tHe claims 
enVirOnment
rmi-8286  9 Hours of ce credits
This 9 hour intermediate level course is designed 
to give insurance adjusters an in-site as to the who 
and what is involved in the process of dealing with 
claims.  Emphasis will be put on the importance of 
handling claims in an ethical, professional and sound 
business matter.  Course Authority:  324C

Hcc collaBoraTIon sTudIo
F 6:00 PM-10:00 PM                       6/4/10
S 9:00 AM-1:00 PM                         6/5/10
F 6:00 PM-10:00 PM                       7/9/10
S 9:00 AM-1:00 PM                       7/10/10

trends relatinG tO unfair claims 
practices
rmi-8283  4 Hours of ce credits
This 4 hour advanced level course meets the 
requirements of Florida Statutes.  The course covers 
implied obligation of good faith and fair dealing, 
statutory regulations of claims handling, implication 
of erroneous coverage decisions, insurers failure to 
settle, failure to investigate, liability and defenses to 
bad faith, as well as unauthorized entities as require 
by Florida Law.  Course Authority:  9908

Hcc collaBoraTIon sTudIo
S 9:00 AM-1:00 PM                       5/29/10
S 9:00 AM-1:00 PM                       6/26/10

fraud in tHe HealtH care industry
rmi-8284  7 Hours of ce credits
This 7 hour advanced level course meets the CE 
requirements of Florida Statutes.  This course 
discusses the issues and solutions related to 
insurance fraud and its impact on the health industry.  
Course Authority:  2-40

Hcc collaBoraTIon sTudIo
S 8:00 AM-4:00 PM                  6/12/10
S 8:00 AM-4:00 PM                  7/24/10

Insurance



register online now at www.TampaTraining.com and view a complete course listing!

In
su

ra
n
ce

20

INSurANCE PrE-LICENSE 
COurSES ONLINE

reGistered custOmer serVice 
representatiVe 40-40 license
rmi-8233  40 contact Hours
This course prepares students for the 4-40 Insurance 
License.  After successful completion of the course 
exam, students receive a designation exempting 
them from the State Examination for licensure as a 
registered Customer Service Representation. 
PLEASE READ IMPORTANT INFORMATION!  
Students may register for this course at any time. 
The course is taken online, and the end-of-course 
examination is given in the classroom on campus.   
Exam dates and campuses are listed below.  Check 
out our website at www.HCCcontinuingEd.com.

Brandon caMpus
S 9:00 AM-1:00 PM    5/22/10 
S 9:00 AM-1:00 PM    7/17/10

dale MaBrY caMpus
S 9:00 AM-1:00 PM    6/19/10
S 9:00 AM-1:00 PM      8/7/10

NEW (100% Online)
persOnal lines insurance
20-44 license
rmi-8900  52 contact Hours
This course is designed to prepare a student to 
become a Personal Lines agent with out the loss 
of production income and time.  No classroom 
required.  100% online.  Upon successful completion 
of this course, you will be eligible to sit for the State 
examination.

EXAm PrEP COurSES 
ONLINE

2-15 reView fOr tHe state 
examinatiOn
rmi-8231  30 days
This course is designed to prepare life and health 
students to sit for the State Examination with 
confidence.  The course follows the State Exam 
format and is great for cramming before the 
State Exam.  Check out our website at www.
HCCcontinuingEd.com

2-20 reView fOr tHe state 
examinatiOn (100% Online)
rmi-8232  30 days
This course prepares students for the property and 
casualty State Examination with confidence. The 
course follows the State Exam format.  Check out our

website at www.HCCcontinuingEd.com

INSurANCE CONtINuING 
EDuCAtION ONLINE

etHics in tHe insurance industry
rmi-8279  3 Hours of ce credits
This 3 hour intermediate level course is designed to 
increase the insurance professional’s knowledge of 
high standards of conduct that can result in meeting 
and exceeding the minimum standards required by 
State insurance regulations.  No Classroom required. 
Course Authority: CE9902

flOOd insurance cOncepts
rmi-8276  3 Hours of ce credits
This 3 hour intermediate level course is designed to 
increase the insurance professional’s knowledge of 
flood insurance in order to better serve his clients.  No 
classroom required. Course Authority:  CE 2-20.

etHics and tHe clients
rmi-8277  3 Hours of ce credits
This 3 hour intermediate level course is designed to 
comply with State requirement concerning ethics.  
The course contains an introduction to ethics, 
unauthorized entities, unfair trade practices, and 
agent behavior and client expectation.  No classroom 
required.  Course Authority:  CE 9908

HealtH saVinG accOunts/ medicare 
prescriptiOn druG benefit
rmi-8278 3 Hours of ce credits
This intermediate level course is designed to give the 
insurance professional an overview of the legislation, 
and explore the various aspects of health saving 
accounts.  No classroom required. Course Authority:  
CE 2-40.

elements Of HealtH insurance
rmi-8234  14 Hours of ce credits
This intermediate level course is an overview of 
the health insurance industry and the elements of 
traditional health insurance.  No classroom required.  
Course Authority:  CE2-40, 2-15, 2-20,  4-40

elements Of life insurance
rmi-8235  14 Hours of ce credits
This intermediate level course is designed to give the 
insurance professional an insight to the various uses 
of life insurance; types of life insurance; life insurance 
policy provisions and options and legal contract 
concepts.  No classroom required.  Course Authority: 
CE 2-16, 2-14, 2-15, 2-18.
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Human resources
sHrm - essentials Of Human 
resOurce certificate prOGram 
ecd 8406  15 contact Hours
The SHRM® Essentials of Human Resource 
Management Certificate Program offers a broad 
overview of the human resource functions.

THe corporaTe TraInIng cenTer
S    8:30 AM-4:30 PM               06/12  - 06/19/10

american payrOll assOciatiOn: pay 
train fundamentals 
ecd 8300  30 contact Hours
APA certification is a valuable, objective credential 
that verifies a specified level of knowledge, skills, and 
abilities in the payroll profession. Certification helps 
individuals demonstrate their payroll expertise, secure 
promotions, advance their careers, and enhance their 
standing within the profession.

THe corporaTe TraInIng cenTer
S      9:00 AM-3:00 PM                  6/5  - 7/10/10

 
american payrOll assOciatiOn: pay 
train mastery
ecd 8301  36 contact Hours

THe corporaTe TraInIng cenTer
S      9:00 AM-3:00 PM           7/24  - 9/4/10

CErtIfIED EmPLOyEE 
BENEfIt SPECIALISt

Gba 1 GrOup HealtH plan desiGn 
(cebs cOurse 1) 
ecd 8349  30 contact Hours 
Course 1 examines the employee benefit 
environment, the functional approach to benefit 
planning, and risk management and insurance 
techniques in employee benefits.

THe corporaTe TraInIng cenTer
T  6:00 PM-9:00 PM                    7/13 - 09/14/10
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Human resources 
training

cms 1 Human resOurces and 
cOmpensatiOn manaGement
(cebs cOurse 8)
ecd 8356  30 contact Hours 
Today’s competitive global world is extremely 
dependent on highly skilled and technologically adept 
workers. Employee benefits continue to be an integral 
part of the human resource and compensation 
management functions of an organization. This 
course can be applied toward the GBA and RPA 
designations; i.e., you need only to complete seven 
courses to earn both the GBA and RPA. It is also a 
required course for the CMS and CEBS designations.

THe corporaTe TraInIng cenTer
W  6:00 PM-9:00 PM                 7/14 - 09/15/10

rpa 3 asset manaGement (cebs 
cOurse 7)
30 contact Hours 
This course provides the necessary background on 
financial markets, how they are organized and how 
they operate. 

THe corporaTe TraInIng cenTer
T  6:00 PM-9:00 PM         7/15 - 9/16/10

NEED A 
COurSE?
We can 
bring it to your 
workplace.

call:
813-259-6010
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Computers and technology training
CCNA  CErtIfICAtION 
BOOtCAmP

cOmptia a+ bOOtcamp
70 contact Hours
If you are getting ready for a career as an entry-level 
information technology (IT) professional or personal 
computer (PC) service technician, the CompTIA® 
A+® Certification course is the first step in your 
preparation.

THe corporaTe TraInIng cenTer
M - F  9:00 AM-5:00 PM              6/21  - 6/25/10
 
COmPtIA A+ CErtIfICAtION 

cOmp tia a+ test preparatiOn 
ecx 8270   21 contact Hours
This course is designed to assist the participants in 
preparing for the CompTIA A+ Certification exam by 
ensuring the right people have the right skills.

THe corporaTe TraInIng cenTer
S         8:30 AM-4:30 PM              6/5 - 6/19/10

cOmptia ctt + (train tHe trainer) 
certificatiOn
ecx 8462  12 contact Hours
CompTia CTT+ proves the mastery of core instructor 
skills, including preparation, communication, 
facilitation and evaluation in a classroom 
environment.

THe corporaTe TraInIng cenTer
M/T 8:30 AM-4:30 PM              6/28  - 6/29/10

mCAS – mICrOSOft 
CErtIfIED APPLICAtION 
SPECIALISt 
The Microsoft Certified Application Specialist (MCAS) 
credentials are a key indicator of one’s skills in 
using the various Microsoft Office 2007 application 
software programs. Individuals who become an 
MCAS on one or more of the core Microsoft Office 
programs, can prove to a potential employer that they 
can meet globally recognized performance standards.

mcas access 2007 certificatiOn 
prOGram 
28 contact Hours

THe corporaTe TraInIng cenTer
T-F            8:30 AM-4:30 PM           6/8 - 6/11/10 
M/T          6:00 PM-9:30 PM           8/9 - 8/17/10
S               8:30 AM-4:30 PM        8/14 - 8/21/10
 

standalOne - mcas test preparatiOn 
and test day fOr access 2007 exam 
77-605  
7 contact Hours

THe corporaTe TraInIng cenTer
M 8:30 AM-4:30 PM  6/11/10 
S 8:30 AM-4:30 PM  8/21/10

mcas excel 2007 certificatiOn 
prOGram 
28 contact Hours

THe corporaTe TraInIng cenTer
M/W    6:00PM-9:30 PM             6/1 - 6/12/10
F    8:30 AM-4:30 PM           7/9 - 7/30/10
T/TH       6:00 PM-9:30 PM         8/17 - 8/26/10
S             8:30 AM-4:30 PM          8/21 - 8/28/10

standalOne - mcas test preparatiOn 
and test day fOr mcas excel 2007 
exam 77-602 
7 contact Hours

THe corporaTe TraInIng cenTer
S 8:30 AM-4:30 PM   7/17/10
S 8:30 AM-4:30 PM    8/28/10

mcas OutlOOK 2007 certificatiOn 
prOGram 
28 contact Hours

THe corporaTe TraInIng cenTer
T/W 6:00 PM-9:30 PM         6/8 - 6/19/10

standalOne - mcas test preparatiOn 
and test day fOr OutlOOK 2007 exam 
77-604 
7 contact Hours

THe corporaTe TraInIng cenTer
S 9:00 AM-5:00 PM  6/19/10

mcas pOwerpOint 2007 certificatiOn 
prOGram
21 contact Hours

THe corporaTe TraInIng cenTer
T-TH        8:30 AM-4:30 PM       6/22 - 6/24/10
M    8:30 AM-4:30 PM        8/2  - 8/16/10
M/W    6:00 PM-9:30 PM        8/2  - 8/11/10
S    8:30 AM-4:30 PM   8/14/10
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standalOne - mcas test preparatiOn 
and test day fOr pOwerpOint 2007 
exam 77-603 
7 contact Hours 

THe corporaTe TraInIng cenTer
TH 8:30 AM-4:30 PM  6/24/10 
S 8:30 AM-4:30 PM  8/14/10
M 8:30 AM-4:30 PM  8/16/10 

mcas wOrd 2007 certificatiOn 
prOGram
28 contact Hours

THe corporaTe TraInIng cenTer
W 8:30 AM-4:30 PM              7/7 - 7/28/10
M/W 8:30 AM-4:30 PM       7/20 - 7/31/10

standalOne - mcas test preparatiOn 
and test day fOr wOrd 2007 exam 77
7 contact Hours

THe corporaTe TraInIng cenTer
W 9:00 AM-5:00 PM  7/28/10
S 8:30 AM-4:30 PM  7/31/10

ADOBE - CrEAtIvE SuItE 
trAINING

adObe acrObat 
7 contact Hours 

THe corporaTe TraInIng cenTer
TH 8:30 AM-4:30 PM                    7/8/10

adObe dreamweaVer leVel 1 
ecx 8515  7 contact Hours 
In this course, students will learn how to use 
Dreamweaver to create and modify Web sites.

THe corporaTe TraInIng cenTer
T      8:30 AM-4:30 PM         6/15-6/16/10

adObe pHOtOsHOp leVel 1 
ecx 8501  14 contact Hours
Photoshop Level 1 provides instruction on how to use 
Photoshop to create professional-looking images for 
both print and the Web. 

THe corporaTe TraInIng cenTer
M/T 8:30 AM-4:30 PM           7/12  -  7/13/10

adObe pHOtOsHOp leVel 2 
 7 contact Hours
This course is a continuation of Adobe Photoshop 
Level 1.

THe corporaTe TraInIng cenTer
T 8:30 AM-4:30 PM                  6/29/10

adObe pHOtOsHOp elements
 7 contact Hours)

THe corporaTe TraInIng cenTer
TH 8:30 AM-4:30 PM  6/10/10
S 8:30 AM-4:30 PM  6/19/10
W  6:00 PM-9:30 PM           7/14  - 7/15/10
M 8:30 AM-4:30 PM  7/19/10
S 8:30 AM-4:30 PM  7/24/10

vIDEO & SCrEEN CAPturE 
trAINING

camtasia studiO 
7 contact Hours 
Camtasia Studio is a screen video capture program 
developed by TechSmith. It is used to capture a 
predefined portion of your computer screen to create 
a video recording.

THe corporaTe TraInIng cenTer
T 8:30 AM-4:30 PM  7/27/10
T 8:30 AM-4:30 PM  8/31/10

sOcial web marKetinG 101 
7 contact Hours 
This introductory course will help you understand 
and use Social networking tools necessary to 
communicate and build relationships with people as 
well as customers. This interactive class will get you 
started from scratch to create accounts and begin to 
connect to others online instantly. Millions of people 
are marketing themselves and their businesses using 
Twitter, My Space, Facebook and LinkedIn.

THe corporaTe TraInIng cenTer
S 8:30 AM-4:30 PM                    6/12/10
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mICrOSOft OffICE 2007 
COurSES

ms Office 2007 wHat’s new                     
7 contact Hours

THe corporaTe TraInIng cenTer
TH 8:30 AM-4:30 PM  6/17/10

Hcc collaBoraTIon sTudIo
F 8:30 AM-4:30 PM    7/9/10 
F 8:30 AM-4:30 PM  8/20/10

micrOsOft access 2007 leVel 1 
ecx  8553  7 contact Hours
This fundamental program, the first in a series, gives 
you hands-on experience designing and creating 
databases, tables, queries, forms, and reports.

Hcc collaBoraTIon sTudIo
W 8:30 AM-4:30 PM      7/7/10
F 8:30 AM-4:30 PM    8/6/10

micrOsOft access 2007 leVel 2 
ecx  8554  7 contact Hours
This intermediate program, the second in the series, 
gives you hands-on experience enhancing database 
designs.

THe corporaTe TraInIng cenTer
F 8:30 AM-4:30 PM  6/18/10

Hcc collaBoraTIon sTudIo
W 8:30 AM-4:30 PM  7/21/10
TH 8:30 AM-4:30 PM  8/19/10

micrOsOft access 2007 leVel 3 
ecx 8555  7 contact Hours
Advanced features of Microsoft Access are explored 
in this program.

Hcc collaBoraTIon sTudIo
T 8:30 AM-4:30 PM  8/31/10

access 2007 leVel applicatiOns 
deVelOpmment
ecx 8617  7 contact Hours

THe corporaTe TraInIng cenTer
M 8:30 AM-4:30 PM               06/21/10

micrOsOft access 2007 fast tracK 
learninG
 21 contact Hours
Learn Access Introduction, Intermediate and 
Advanced in three days.

THe corporaTe TraInIng cenTer
T-TH     8:30 AM-4:30 PM           6/8 - 6/10/10 
T/W 6:00 PM-9:30 PM          8/3 - 8/12/10
S 8:30 AM-4:30 PM      8/7/10 
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micrOsOft excel 2007 leVel 1 
ecx 8540  7 contact Hours
This fundamental program, gives you hands-on 
experience using Microsoft Excel spreadsheets to 
create basic data reports. 

THe corporaTe TraInIng cenTer
W 8:30 AM-4:30 PM     8/5/10

Hcc collaBoraTIon sTudIo
TH 8:30 AM-4:30 PM     7/8/10

dale MaBrY caMpus
S 8:30 AM-4:30 PM    7/10/10

micrOsOft excel 2007 leVel 2 
ecx 8541  7 contact Hours
In this follow up courses to Excel 2007 level 1, you 
will gain hands-on experience using the charting and 
list-management capabilities of Microsoft Excel.

dale MaBrY caMpus
S 8:30 AM-4:30 PM   7/17/10

Hcc collaBoraTIon sTudIo
TH 8:30 AM-4:30 PM   7/22/10

YBor caMpus
W 8:30 AM-4:30 PM     6/2/10

micrOsOft excel 2007 leVel 3 
ecx 8631  7 contact Hours
In this advanced program, the last in the series, 
you learn how to work with advanced features of 
Microsoft Excel.

THe corporaTe TraInIng cenTer
T 8:30 AM-4:30 PM     6/8/10

YBor caMpus
W 8:30 AM-4:30 PM  6/23/10
T 8:30 AM-4:30 PM  7/27/10

dale MaBrY caMpus
S 8:30 AM-4:30 PM                  7/24/10

micrOsOft excel 2007 fast tracK 
learninG
21 contact Hours
Learn Excel introduction, intermediate and advanced 
in three days. You will complete a wide range of 
standard and complex business-oriented tasks.

THe corporaTe TraInIng cenTer
T/W 6:00 PM-9:30 PM               7/6 - 7/14/10
S 8:30 AM-4:30 PM                  7/10/10

micrOsOft OutlOOK 2007 fast tracK 
learninG
14 contact Hours
Learn Outlook introduction, intermediate and 
advanced in three days. You will complete a wide 
range of standard and complex business-oriented 
tasks.

THe corporaTe TraInIng cenTer
M-W   6:00 PM-9:30 PM   6/8/10 - 6/12/10
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micrOsOft pOwerpOint 2007 leVel 1 
ecx 8617  7 contact Hours
This fundamental program, the first in a series, gives 
you hands-on experience using Microsoft PowerPoint 
to produce effective and professional presentation 
materials. 

planT cITY caMpus 
F 8:30 AM-4:30 PM  5/21/10

micrOsOft pOwerpOint 2007 leVel 2 
ecx 8618  7 contact Hours
This program, the last in the series, gives you hands-
on experience using the more advanced features 
of Microsoft PowerPoint to produce sophisticated 
presentations. 

planT cITY caMpus
F 8:30 AM-4:30 PM  6/11/10

micrOsOft pOwerpOint 2007 fast 
tracK learninG
14 contact Hours
Learn PowerPoint introduction, intermediate and 
advanced in three days. You will complete a wide 
range of standard and complex business-oriented 
tasks.

THe corporaTe TraInIng cenTer
T/W  8:30 AM-4:30 PM  6/22  6/23/10

micrOsOft wOrd 2007 leVel 1 
ecx 8625  7 contact Hours
This fundamental program, the first in a series, 
introduces you to the basic Microsoft Word features 
and gives you hands-on experience creating and 
editing documents.

THe corporaTe TraInIng cenTer
W 8:30 AM-4:30 PM    6/9/10 
W 8:30 AM-4:30 PM  8/11/10

YBor caMpus
TH 8:30 AM-4:30 PM  7/15/10

planT cITY caMpus
F 8:30 AM-4:30 PM    8/6/10

micrOsOft wOrd 2007 leVel 2 
ecx 8626  7 contact Hours
This intermediate program, the second in the series, 
gives you hands-on experience using more advanced 
formatting techniques, creating macros, merging 
documents, and using Word’s Internet features.

THe corporaTe TraInIng cenTer
W 8:30 AM-4:30 PM  6/23/10

planT cITY caMpus
F 8:30 AM-4:30 PM  8/13/10

dale MaBrY caMpus
F 8:30 AM-4:30 PM  8/27/10

Hcc collaBoraTIon sTudIo
TH 8:30 AM-4:30 PM  7/29/10

micrOsOft wOrd 2007 leVel 3 
ecx 8627  7 contact Hours
This advanced program, the last in the series, 
gives you hands-on experience in Microsoft Word’s 
advanced formatting and document management 
features. 

THe corporaTe TraInIng cenTer       
TH 8:30 AM-4:30 PM    6/3/10

Brandon caMpus
F 8:30 AM-4:30 PM  6/25/10

planT cITY caMpus
F 8:30 AM-4:30 PM  8/20/10

micrOsOft wOrd 2007 fast tracK 
learninG 
21 contact Hours
learn Word introduction, intermediate and 
advanced in three days. You will complete a 
wide range of standard and complex business-
oriented tasks.

THe corporaTe TraInIng cenTer
W 8:30 AM-4:30 PM             7/7 - 7/21/10
T/W  6:00 PM-9:30 PM      7/20 - 7/28/10
S  8:30 AM-4:30 PM                 7/24/10

micrOsOft prOJect 2007 leVel 1 
ecx 8610 7 contact Hours 

THe corporaTe TraInIng cenTer 
T 8:30 AM-4:30 PM  8/17/10

micrOsOft prOJect 2007 leVel 2
cx 8611 (fee $145) 7 contact Hours

THe corporaTe TraInIng cenTer 
W 8:30 AM-4:30 PM  6/16/10

ms sHarepOint 2007 intrOductiOn 
7 contact Hours
Microsoft® Office SharePoint® Server 2007 combines 
the familiar Office tools and the latest technology. 
It also extends the functionality of the applications 
and the web into a single environment to share 
information, no matter where you are or how you 
access it.

THe corporaTe TraInIng cenTer
M 8:30 AM-4:30 PM  7/26/10
TH 8:30 AM-4:30 PM  8/26/10
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mICrOSOft OffICE 2010

micrOsOft Office 2010 sneaK peeK 
eVent 

Experience the power of Microsoft Office 2010 
for yourself.  Join us for a sneak peek into basic 
and advance features of Microsoft’s latest suite of 
business applications software.

micrOsOft access 2010 leVel 1 
ecx 8553  7 contact Hour

THe corporaTe TraInIng cenTer
W 8:30 AM-4:30 PM    7/14/10

micrOsOft access 2010 leVel 2  
ecx 8554  7 contact Hour

THe corporaTe TraInIng cenTer 
W 8:30 AM-4:30 PM    7/28/10

micrOsOft excel 2010 leVel 1
ecx 8540  7 contact Hour

THe corporaTe TraInIng cenTer
TH 8:30 AM-4:30 PM      7/8/10

micrOsOft excel 2010 leVel 2
ecx 8541  7 contact Hour

THe corporaTe TraInIng cenTer
TH 8:30 AM-4:30 PM    7/22/10
W 8:30 AM-4:30 PM    8/18/10

micrOsOft wOrd 2010 leVel 1 
ecx 8625  7 contact Hour

THe corporaTe TraInIng cenTer
TH 8:30 AM-4:30 PM    7/15/10
W 8:30 AM-4:30 PM    8/11/10

micrOsOft wOrd 2010 leVel 2 
ecx 8626  7 contact Hour

THe corporaTe TraInIng cenTer
TH 8:30 AM-4:30 PM    7/29/10
F 8:30 AM-4:30 PM    8/27/10

mICrOSOft WINDOWS 7

windOws 7 OVerView 
90 minutes
This is a broad overview of Windows 7 and should 
appeal to the end-user and IT manager alike.

THe corporaTe TraInIng cenTer
W 11:30 AM-1:00 PM   7/21/10

windOws 7 basic 
7 contact Hours
This course will provide you with the basic skills 
needed to get started with personal computers and 
work with the various features, tools, and options 
available in the Windows 7 operating system.

THe corporaTe TraInIng cenTer
T 8:30 AM-4:30 PM     7/6/10
T 8:30 AM-4:30 PM   8/10/10

windOws 7 transitiOn frOm xp
7 contact Hours
This course is designed for persons who are familiar 
with and comfortable working in Windows XP and 
want to upgrade to the new and enhanced features of 
Windows 7. This course is not for first time Windows 
users.

THe corporaTe TraInIng cenTer
T 8:30 AM-4:30 PM   6/15/10
T 8:30 AM-4:30 PM   7/20/10
W 8:30 AM-4:30 PM   8/18/10

intrOductiOn tO cOmputers 
ecx 8036   7 contact Hours

THe corporaTe TraInIng cenTer
W 8:30 AM-4:30 PM   6/16/10

dale MaBrY caMpus
T 8:30 AM-4:30 PM   8/17/10

explOrinG tHe internet 
ecx 8526   7 contact Hours

This workshop provides you with hands-on experience 
connecting to the Internet, using Internet services, 
setting up newsreaders, transferring files with FTP, 
and configuring the browser.

THe corporaTe TraInIng cenTer
F 8:30 AM-4:30 PM   6/18/10 
T 8:30 AM-4:30 PM   8/17/10
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searcH enGine OptimizatiOn and 
pay-per-clicK marKetinG 
7 contact Hours
Upon successful completion of the course, you will 
understand how decisions early in the design phase 
affect SEO, how to avoid the major SEO pitfalls, and 
how to implement effective SEO strategies for your 
sites.

THe corporaTe TraInIng cenTer
T 8:30 AM-4:30 PM  6/15/10

tHe straiGHt scOOp On email
3 contact Hours
Email is a business necessity: it is fast, direct and 
inexpensive. This hands-on program will help 
business people in all positions become more 
efficient and effective in their email correspondence. 
The training includes a premier video selected by 
Human Resources Executive magazine as one of its 
Top Ten Training Products and a 16-page reference 
booklet.

THe corporaTe TraInIng cenTer
W 8:30 AM-11:30 AM  6/16/10

CCE e-Learning 
is a convenient way to get the education 
you seek with the flexibility your busy 
schedule demands.   

We offer over 300 online courses, all of which can 
be accessed from your personal computer … in the 
comfort of your home, your business, or wherever 

you can find a Wi-fi hotspot. 

check our website www.tampatraining.com for a complete 
listing of our e-learning options. 

On-line e-learninG 
classes 



register online now at www.TampaTraining.com and view a complete course listing!

C
o
m

p
u
te

r 
an

d
 t

ec
h
n
o
lo

g
y 

tr
ai

n
in

g

30

&LuNCH   LEArN SEmINArS
             Provided by The Corporate Training Center
             at Hillsborough Community College  

The Pitch and How to Make It   T 11:30 AM 1:00 PM 6/22/2010

25 Things You Should Know in Espanol  W 11:30 AM 1:00 PM   7/7/2010

Microsoft Office 2010 Overview   W 11:30 AM 1:00 PM 7/14/2010

Microsoft Windows 7 Overview   W 11:30 AM 1:00 PM 7/21/2010

Join our monThly presenTaTions 
on issues relevanT in Today’s workplaCe. 

TECH 
POWERSHOTS Classes
    2 contact Hours

Tech powershot classes are short-duration seminars designed to focus on 
specific key feature of current technology software and trends.

THe corporaTe TraInIng cenTer

pOwerpOint creatinG and deliVerinG presentatiOns 
TH   6:00 PM - 8:00 PM           6/3/2010

ms wOrd macrOs and fOrms 
TH   6:00 PM - 8:00 PM           6/17/2010

Hcc collaBoraTIon sTudIo

twitter, myspace and facebOOK…OH my!  
T   8:00 AM - 10:00 AM          7/20/2010
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2112 north 15th street 
Hcc cOllabOratiOn studiO - 6
1602 north 15th street 



  how To reGisTer

SImPLE WAyS!
 To register simply choose one of the following methods. Don’t 
 forget to include appropriate payment with each registration.

1. register online:
 You may use a major credit card or debit card – Start by browsing 
 our current class schedule at www.HCCcontinuingEd.com

2. register in person:
 First download the printable registration form provided in the registration tab at the top of the  
 home page. You will need a copy of Adobe Reader to open the form. There is an icon on the 
 registration page of the website to help you do this.  Next you need to bring your completed   
 registration form with your method of payment (major credit card, debit card, check or money  
 order) to HCC’s  Centers for Continuing Education.  We are conveniently located just minutes   
 from downtown Tampa on beautiful Davis Island.  The physical address is 39 Columbia Drive,  
 Tampa, Fl. 33606. The Administrative office hours are Monday-Friday 8:00 AM to 4:30 PM excluding  
 national and College holidays.

3. register by phone:
 You may use a major credit card or debit card.  Call (813) 253-7980  
 or Toll Free (866) 253-7077.

Class Cancellations:  HCC Centers for Continuing Education reserves the right to cancel a 
course or program. Refunds will be processed in a timely fashion.

Refunds, Cancellations & Substitutions: 
If you find it necessary to cancel your registration, call The Centers for Continuing Education @ 
HCC office immediately at (813) 259-6010 or (813) 253-7980.  Notify us first by phone and then 
follow-up your cancellation by written notification using U.S. Mail, fax, e-mail (CE@hccfl.edu), or 
hand delivery.

Written notice must be received 3 business days prior to the course start date to be eligible 
for a refund.

By registering for a class with The Centers for Continuing Education, you are agreeing to our 
registration policies for refunds, substitutions, and stated fees.

Please be advised that refunds may take up to three (3) weeks to process from the point at which a 
class is cancelled or a student’s written notification of cancellation is received.

We reserve the right to cancel activities that do not meet minimum enrollment levels or for other 
good cause. Activities cancelled by the College will have refunds processed in full.

for more information visit www.Hcccontinuinged.com 
or call (813) 253-7980
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registration made easy as 1, 2, 3, 4      
  step 1: fill Out your identification data

date ________________________________  date of Birth   ___/___/____   gender _________ 

name ________________________________company name___________________________ 

Home  street address ___________________ division department _______________________

city _____________state_____Zip_________ city _____________state_____Zip____________     
  
Telephone Home  (_____)________________ Business or daytime (_____)_________________  

email ________________________________nursing license # _________________________

                                                                     
The following information is required by the u.s. office of education  
and may be supplied voluntarily by you.

        White, non-Hispanic             Hispanic            african american            asian, pacific Islander              
        other

  step 2: record your program choices

course #                        location                               program Title                            date(s)                      Time(s)                  Fees

How did you hear about the centers for continuing education @ Hcc? 
        Web               direct Mail               referral              sales associate           employer

   step 3: tally your fees and record your method of payment     

check      visa       Mc       purchase order       voucher        purchase order or voucher #

account #_______________________________________ expiration date _______________

name on account __________________________ signature:   _________________________

card security code   ________________________    (located on the back of the card, usually 3 or 4 digits) 
 
  step 4: submit your registration 

via Mail: ce@Hcc, po Box 31127, Tampa, Fl 33631-3127
In person:  39 columbia drive, Tampa, Fl  33606

residency statement check One: (noTe: no fee difference will be assessed for non-residents)

 I certify that I have resided in Florida as a permanent resident for the past twelve consecutive 
 months or longer or otherwise meet the residency requirements outlined in the law of the state 
 of Florida. date of residency:

 I have not resided in Florida as a permanent resident for the past twelve consecutive months 
 and I do not meet residency requirements.

I declare under penalty of perjury punishable by law as a misdemeanor under section 837.06, F.s. 
the forgoing is true and accurate.

___________________________________________________________________________
signature:       date:

If you require special assistance, check 
the box and  an associate will contact 
you to discuss your needs



Now offering continuing education and 
professional development programs in 

our new Ybor City location –
 the Hcc collaboration studio.


