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Personal and Career

Analytical Thinking (PD) (C)

Prerequisite: Duration(1 Day)
No prior knowledge required

Learning Objectives
This workshop addresses the needs of individuals who assess data to make sound recommendations.

Attitude is a Choice (PD) (C)

Prerequisite: Duration(1 Day)
No prior knowledge required.

Learning Objectives
This workshop focuses on increasing attitudinal awareness and maintaining a positive perspective in the workplace.

Building Self-Esteem and Assertiveness (PD) (C)

Prerequisite: Duration(1 Day)
No prior knowledge required, completed pre-assignment

Learning Objectives

Today you will discover some simple techniques that dramatically change how you feel about yourself. You will begin
with increasing your self-awareness, then to recognize the importance of learning self-acceptance, and nurturing
your sense of self. You will learn how to free yourself from unnecessary guilt and negativity as well as how to
enhance your interpersonal relationships with others.

Business Etiquette: Gaining That Extra Edge (PD) (C)

Prerequisite: Duration(1 Day)
No prior knowledge required, completed pre-assignment

Learning Objectives

This workshop will reassure you that you can handle most of those socially difficult moments, and perhaps give you
that extra edge in areas that you'd never thought of before.

Decisiveness with Distinction: Decision Making and Problem Solving (PD) (C)

Prerequisite: Duration(1 Day)
No prior knowledge required.

Learning Objectives
This workshop addresses the needs of individuals who need to formulate solid and confident decisions.




Interpersonal Skills for Today's Professional (PD) (C)

Prerequisite: Duration(2 Day)
No prior knowledge required, completed pre-assignment

Learning Objectives

This workshop will help you to develop critical interpersonal skills that will pave the way to the achievement of
personal, team and organizational objectives.

Stress Management (PD) (C)

Prerequisite: Duration(1 Day)
No prior knowledge required, completed pre-assignment

Learning Objectives
This workshop explores the causes of such stress, and suggests appropriate initiatives for the company and its
employees to undertake. Participants will learn about the harmful long-term effects of stress on our mental and
physical health and will explore methods and strategies for managing individual stresses more effectively.

The Basic Goal: Goal Setting, Goal Getting (PD) (C)

Prerequisite: Duration(1 Day)
No prior knowledge required.

Learning Objectives
This workshop is a comprehensive focus on clarity and direction.

The Time Keeper (PD) (C)

Prerequisite: Duration(1 Day)
No prior knowledge required, completed pre-assignment

Learning Objectives
This workshop is full of ideas for organizing your work area and your paperwork and working on the “right” things.

Thinking on the Edge: Creative Thinking and Problem Solving (PD) (C)

Prerequisite: Duration(1 Day)
No prior knowledge required.

Learning Objectives
this workshop promises a fun, high impact day. A new training model , using interactive and experiential exercise



Understanding and Managing Anger (PD) (C)

Prerequisite: Duration(1 Day)
No prior knowledge required, completed pre-assignment

Learning Objectives
The co-worker who can effectively, yet tactfully, address the negative attitudes of his/her team mates, increases
his/her team’s chance of success as well as minimizes destructive conflicts. The customer service agent who can
defuse the angry customer not only keeps her customers loyal but makes her own day less troublesome. This one-
day workshop is to help give you and your organization that edge




Professional Specialties

Budget and Cost Planning (PD) (C)

Prerequisite: Duration(2 Day)
No prior knowledge required, completed pre-assignment

Learning Objectives
This workshop will not teach you how to be an accountant; however, it will familiarize you with the key concepts of
finance and accounting, help you learn how to read financial statements, and help you prepare budgets with more
confidence.

Coming to Win Win Situations: Negotiating Strategies (PD) (C)

Prerequisite: Duration(1 Day)
No prior knowledge required.

Learning Objectives
This workshop addresses the changing needs of the corporate world, focusing on mutually beneficial solutions.

Conducting Effective Meetings: Making Meetings Work (PD) (C)

Prerequisite: Duration(1 Day)
No prior knowledge required, completed pre-assignment

Learning Objectives

This program will be concerned with small working meetings - with groups that have a job to do requiring the energy,
commitment, and talents of those who participate.

Critical Elements of Customer Service (PD) (C)

Prerequisite: Duration(2 Day)
No prior knowledge required, completed pre-assignment

Learning Objectives

This workshop will provide tangible customer service skills to employees of all levels so that customers feel assured
that they have chosen the right organization to give their business to.

Customer Satisfaction: Servicing Customers on the Telephone (PD) (C)

Prerequisite: Duration(1 Day)
No prior knowledge required.

Learning Objectives
This workshop addresses the need for superior communication skills when serving customers on the phone.




Customer Satisfaction: Taking Care of Business Today and Tomorrow (PD) (C)

Prerequisite: Duration(2 Day)
No prior knowledge required.

Learning Objectives

This workshop helps Customer Service Representatives isolate customer needs and take ownership for their
satisfaction.

Getting Results through Effective Facilitation (PD) (C)

Prerequisite: Duration(2 Day)
No prior knowledge required, completed pre-assignment

Learning Objectives

This workshop has been created to make core facilitation skills better understood and readily available for your
organization. It represents materials and ideas that have been tested and refined over twenty years of active
facilitation in all types of settings.

High Finance without the High: Finance for the Non Financial Professional (PD) (C)

Prerequisite: Duration(1 Day)
No prior knowledge required.

Learning Objectives
This workshop explores the basics of financial statements, incorporating examples from your organization.

Negotiating For Results (PD) (C)

Prerequisite: Duration(1 Day)
No prior knowledge required, completed pre-assignment

Learning Objectives

This workshop provides you with an interactive approach to negotiations. The skills you acquire will help you in your
role as mediator and negotiator as well as in your day-to-day responsibilities.

Public Speaking Workshop: Conquer Your Fears (PD) (C)

Prerequisite: Duration(1 Day)
No prior knowledge required, completed pre-assignment

Learning Objectives

This one-day workshop is just for you! It's aimed at anybody who wants to improve their speaking skills in informal
situations. We'll give you the confidence and the skills to interact with others and to speak in informal situations and
in front of small groups.



Public Speaking: Presentation Survival School (PD) (C)

Prerequisite: Duration(2 Day)
No prior knowledge required, completed pre-assignment

Learning Objectives
In this comprehensive two-day workshop, you will master the skills that will make you a better speaker and
presenter.
It's like preparing every detail of a party. You are prepared, and it's going to be a smashing success.

Writing Business Reports and Proposals (PD) (C)

Prerequisite: Duration(2 Day)
No prior knowledge required, completed pre-assignment

Learning Objectives

The workshop will help you to identify the range of this kind of writing, the forms it takes, and the persuasive
techniques it requires.




Sales and Marketing

Building Relationships for Success in Sales (PD) (C)

Prerequisite: Duration(1 Day)
No prior knowledge required, completed pre-assignment

Learning Objectives
This workshop focuses on selling using a strategic relationship-building approach.

Dynamite Sales Presentations (PD) (C)

Prerequisite: Duration(1 Day)
No prior knowledge required, completed pre-assignment

Learning Objectives
This comprehensive workshop will take you through all the steps required to close the sale, including proposal-
writing, handling objections, dealing with difficult buyers, selling value, building trust and relationships, and of course
dynamically presenting your proposal to the decision-maker.

Marketing and Sales (PD) (C)

Prerequisite: Duration(1 Day)
No prior knowledge required, completed pre-assignment

Learning Objectives

This one-day workshop will show you how to get maximum exposure at minimum cost. Learn effective, low-cost, and
non-cost strategies to improve sales, develop your company’s image, and build your bottom line.

Overcoming Objection: Nailing the Sale (PD) (C)

Prerequisite: Duration(1 Day)
No prior knowledge required, completed pre-assignment

Learning Objectives

This workshop will help you plan, prepare and execute proposals and presentations that address customer concerns,
reduce the number of objections you encounter and improve your batting average at closing the sale.

Prospecting Lead: The Key to Success (PD) (C)

Prerequisite: Duration(1 Day)
No prior knowledge required, completed pre-assignment

Learning Objectives
After the workshop, you will know who to target and how to target them, and remember to do some prospecting every
day through warming up cold calls, following up on leads, or networking. You will also build your personal
prospecting plan to ensure your future by planting seeds daily.




Selling Smarter (PD) (C)

Prerequisite: Duration(1 Day)
No prior knowledge required, completed pre-assignment

Learning Objectives
This one-day workshop will help you develop those skills, enabling you to sell smarter.

Telemarketing: Using A Telephone as a Sales Tool (PD) (C)

Prerequisite: Duration(1 Day)
No prior knowledge required, completed pre-assignment

Learning Objectives

This one-day workshop will help you hone your communication skills, your ability to persuade, and your ability to
personalize each sales call to the person and to each situation.



Team Building

Building Better Teams (PD) (C)

Prerequisite: Duration(1 Day)
No prior knowledge required, completed pre-assignment

Learning Objectives

This workshop is a basic course for team leaders and members, designed to focus on the characteristics of an
effective team player and the elements of an effective team. You will leave this program with a plan for your personal
development as a team player and as a team leader and will have learned skills and techniques for improving the
functionality, efficiency and productivity of your ‘at work” team.

Building Cross Function Teams For Personal and Team Excellence (PD) (C)

Prerequisite: Duration(1 Day)
No prior knowledge required, completed pre-assignment

Learning Objectives
Explore the dynamics of teams and their members in this high energy workshop.

Developing High Performance Teams (PD) (C)

Prerequisite: Duration(1 Day)
No prior knowledge required, completed pre-assignment

Learning Objectives

If you want to develop your team leadership skills and unleash the talent of your individual team members, this
workshop is a practical look at current leadership practices that work.




Canadian Construction Association
Gold Seal Accredited Courses

Excel Introduction - Level 1 (A)
Duration (1 Day) SIC Credit: 1
Prerequisite:
This course assumes a basic knowledge of the Microsoft Windows operating environment.
L earning Objectives
This course provides competency in creating workbooks, modifying worksheets, formatting worksheets and
printing worksheets. This course also provides competency in creating and editing formulas, working with basic
functions and the Function Wizard, applying text attributes and other formatting characteristics, creating
workbooks from templates, using styles, adding worksheet backgrounds and applying AutoFormats

Excel Introduction — Extended Level 1(A)
Duration (2 Day) SIC Credit: 1
Prerequisite:
New User
L earning Objectives
Providing the same concepts as delivered in level one, focusing on the new user with little to no experience
with computers.

Excel Intermediate - Level 2 (A)
Duration (1 Day) SIC Credit: 1
Prerequisite:
This course requires an understanding of Excel Level 1 topics
L earning Objectives
This course provides competency in organizing and consolidating data from multiple worksheets, adjusting
the screen display, working with advanced functions, using advanced formatting features, using advanced
print options, filtering data, using comments, naming worksheet ranges and formulas, creating and modifying
charts, protecting data, importing and exporting data, saving worksheets and workbooks as Web pages, and
publishing worksheets and workbooks to the Web.

Excel Advanced - Level 3 (A)
Duration (1 Day) SIC Credit: 1
Prerequisite:
Excel Intermediate or equivalent experience
L earning Objectives
This course provides competency in validating data, creating and modifying list ranges, sorting database
data, using database functions, using the Advanced Filter and Automatic Subtotal features, creating and
modifying PivotTables and Pivot Charts, formatting and adjusting PivotTables, auditing worksheets,
performing what-if analyses, and working with scenarios.

Word Introduction - Level 1 (A)

Duration (1 Day) SIC Credit: 1
Prerequisite:
This course assumes a basic knowledge of the Microsoft Windows operating environment.
L earning Objectives
This course provides competency in using toolbars and menus, opening documents, moving through
documents, closing documents, and using document views; creating documents and entering text, saving
documents and working with document properties; selecting, editing, copying and moving text; inserting date
and time fields, using automatic text features; previewing and printing documents, creating and printing
envelopes and labels; formatting text using various tools and task panes, formatting paragraphs by changing
alignment and spacing, using tabs and indents, adding borders and shading, and creating and sorting lists;
formatting document pages by setting margins, alignment and page orientation and adding borders,
backgrounds and themes; using Find and Replace; checking spelling and grammar and using research tools.



Word Intermediate - Level 2 (A)
Duration (1 Day) SIC Credit: 1
Prerequisite:
This course assumes a basic knowledge of the Microsoft Windows operating environment and the
fundamental skills presented in Word Level 1
L earning Objectives
This course provides competency in working with graphics; using advanced formatting options; working with
headers, footers and columns; using styles; creating and formatting tables; using basic collaboration features;
and using charts, diagrams and organization charts.

Word Advanced - Level 3 (A)
Duration (1 Day) SIC Credit: 1
Prerequisite:
This course assumes a solid understanding of Word Level 1 and Level 2 topics.
L earning Objectives
This course provides competency in using mail merge, working with forms, large documents, Marcos, menus
and toolbars and sharing documents

Motivating A Team (PD) (C)
Duration (1 Day) SIC Credit: 1
Prerequisite:
No prior knowledge required.
L earning Objectives
This workshop addresses the needs of individuals who want to lead and inspire team members in the
corporate world.

The Leading Edge: Leadership through Effective Commu nication (C)
Duration (1 Day) SIC Credit: 1
Prerequisite:
No prior knowledge required.
L earning Objectives
This workshop addresses the needs of individuals who want to lead and inspire others in the corporate world.

Dealing with Difficult People (C)
Duration (1 Day) SIC Credit: 1
Prerequisite:
No prior knowledge required.
L earning Objectives
This workshop encourages participants to stay focused on their service outcomes, rather then their feelings
during a confrontation.

Resolving Conflict in the Workplace (C)
Duration (1 Day) SIC Credit: 1
Prerequisite:
No prior knowledge required.
L earning Objectives
This workshop focuses on values based conflicts in the workplace.

Interpersonal Skills for Today's Professional
Duration (2 Day) SIC Credit: 2
Prerequisite:
No prior knowledge required, completed pre-assignment
L earning Objectives
This workshop will help you to develop critical interpersonal skills that will pave the way to the achievement of
personal, team and organizational objectives.



Thinking on the Edge: Creative Thinking and Problem Solving (C)
Duration (1 Day) SIC Credit: 1
Prerequisite:
No prior knowledge required.
L earning Objectives
this workshop promises a fun, high impact day. A new training model , using interactive and experiential
exercise

Coming to Win Win Situations: Negotiating Strategies ©
Duration (1 Day) SIC Credit: 1
Prerequisite:
No prior knowledge required.
L earning Objectives
This workshop addresses the changing needs of the corporate world, focusing on mutually beneficial
solutions.

Problem Solving Toolkit: Problem Solving and Decisio n Making
Duration (1 Day) SIC Credit: 1
Prerequisite:
No prior knowledge required.
L earning Objectives
This workshop addresses the needs of individuals who seek solution-based alternatives.

Worldhouse Diversity: Understanding and Respect in the Diverse Workplace

Duration (1 Day) SIC Credit: 1
Prerequisite:
No prior knowledge required.
L earning Objectives
This workshop addresses the need to inspire managers and employees to value differences. When discrimination
decreases, productivity increases.

Delegation: The Magic of Involvement

Duration (1 Day) SIC Credit: 1
Prerequisite:
No prior knowledge required.
L earning Objectives
This workshop will unlock the secrets of effective delegation so that you as a manager/leader can achieve more, so that
your staff can develop new skills and heighten their involvement in business operations, and the organization can
maximize its efficiency, flexibility and productivity. In this workshop you will explore many of the facets of delegation: when
to delegate, and who to delegate to.

Speaking Under Pressure

Duration (2 day)  SIC Credit: 2
Prerequisite:
Mastering the Art of Communication (SDI) or equivalent is recommended
L earning Objectives
This course is aimed at improving your skills and learning some new techniques which will give you the persuasive edge
when you are making a presentation, fielding difficult questions, or presenting complex information.



The Minute-Taker's Workshop

Duration (1 Day) SIC Credit: 1
Prerequisite:
No prior knowledge required
L earning Objectives
This one-day workshop helps minute-takers understand their role and the best techniques for producing minutes that
include all the essential information needed.

Business Writing that Works

Duration (1 Day) SIC Credit: 2
Prerequisite:
No prior knowledge required
L earning Objectives
Learn how to enhance your organizational profile and capture your thoughts on paper so they are strong and persuasive,
but at the same time clear, concise, complete and correct.

Creating a Positive Work Atmosphere

Duration (1 Day) SIC Credit: 1
Prerequisite:
No prior knowledge required
L earning Objectives
This workshop addresses the need to create respect and understanding in the workplace. When derogatory remarks
decrease, job effectiveness increases in a positive work atmosphere.



Registered Insurance Brokers of Ontario
Continuing Education Accredited Programs

Excel Introduction - Level 1 (A)
Duration (1 Day) RIBO Management Credit: 6.5 Hours
Prerequisite:
This course assumes a basic knowledge of the Microsoft Windows operating environment.
L earning Objectives
This course provides competency in creating workbooks, modifying worksheets, formatting worksheets and
printing worksheets. This course also provides competency in creating and editing formulas, working with basic
functions and the Function Wizard, applying text attributes and other formatting characteristics, creating
workbooks from templates, using styles, adding worksheet backgrounds and applying AutoFormats

Excel Introduction — Extended Level 1(A)
Duration (2 Day) RIBO Management Credit: 6.5 Hours
Prerequisite:
New User
L earning Objectives
Providing the same concepts as delivered in level one, focusing on the new user with little to no experience
with computers.

Excel Intermediate - Level 2 (A)
Duration (1 Day) RIBO Management Credit: 6.5 Hours
Prerequisite:
This course requires an understanding of Excel Level 1 topics
L earning Objectives
This course provides competency in organizing and consolidating data from multiple worksheets, adjusting
the screen display, working with advanced functions, using advanced formatting features, using advanced
print options, filtering data, using comments, naming worksheet ranges and formulas, creating and modifying
charts, protecting data, importing and exporting data, saving worksheets and workbooks as Web pages, and
publishing worksheets and workbooks to the Web.

Excel Advanced - Level 3 (A)
Duration (1 Day) RIBO Management Credit: 6.5 Hours
Prerequisite:
Excel Intermediate or equivalent experience
L earning Objectives
This course provides competency in validating data, creating and modifying list ranges, sorting database
data, using database functions, using the Advanced Filter and Automatic Subtotal features, creating and
modifying PivotTables and Pivot Charts, formatting and adjusting PivotTables, auditing worksheets,
performing what-if analyses, and working with scenarios.

Word Introduction - Level 1 (A)

Duration (1 Day) RIBO Personal Skills Credit: 6.5 Hours
Prerequisite:
This course assumes a basic knowledge of the Microsoft Windows operating environment.
L earning Objectives
This course provides competency in using toolbars and menus, opening documents, moving through
documents, closing documents, and using document views; creating documents and entering text, saving
documents and working with document properties; selecting, editing, copying and moving text; inserting date
and time fields, using automatic text features; previewing and printing documents, creating and printing
envelopes and labels; formatting text using various tools and task panes, formatting paragraphs by changing
alignment and spacing, using tabs and indents, adding borders and shading, and creating and sorting lists;
formatting document pages by setting margins, alignment and page orientation and adding borders,
backgrounds and themes; using Find and Replace; checking spelling and grammar and using research tools.



Word Intermediate - Level 2 (A)
Duration (1 Day) RIBO Personal Skills Credit: 6.5 Hours
Prerequisite:
This course assumes a basic knowledge of the Microsoft Windows operating environment and the
fundamental skills presented in Word Level 1
L earning Objectives
This course provides competency in working with graphics; using advanced formatting options; working with
headers, footers and columns; using styles; creating and formatting tables; using basic collaboration features;
and using charts, diagrams and organization charts.

Word Advanced - Level 3 (A)
Duration (1 Day) RIBO Management Credit: 6.5 Hours
Prerequisite:
This course assumes a solid understanding of Word Level 1 and Level 2 topics.
L earning Objectives
This course provides competency in using mail merge, working with forms, large documents, Marcos, menus
and toolbars and sharing documents

Access Introduction - Level 1 (A)

Duration (1 Day) RIBO Personal Skills Credit: 6.5 Hours
Prerequisite:
This course assumes a basic knowledge of the Microsoft Windows operating environment. Basic knowledge of Excel
would assist but not required.
L earning Objectives
This course provides competency in database fundamentals, working with Access objects, creating databases and tables,
working with table data and structure, locating information, working with related tables, using select queries and advanced
query features, and creating advanced queries.

Access Intermediate - Level 2 (A)

Duration (1 Day) RIBO Personal Skills Credit: 6.5 Hours
Prerequisite:
This course assumes a basic knowledge of the Microsoft Windows operating environment and the fundamental skills
presented in Access Level 1
L earning Objectives
This course provides competency in creating and using forms and sub forms, using advanced form features, creating
and using reports, using advanced report features, enhancing forms and reports, using data access pages,
managing databases, and importing and exporting data.

Access Advanced - Level 3 (A)

Duration (1 Day) RIBO Personal Skills Credit: 6.5 Hours
Prerequisite:
This course assumes a basic knowledge of the Microsoft Windows operating environment and the fundamental skills
presented in Access Level 1 and Level 2
L earning Objectives
This course provides competency in designing applications, using advanced tools and controls, creating dialog
boxes, using macros, controlling data entry, using dialog boxes to filter records in reports, creating custom
switchboards, enhancing applications, using database utilities, and tailoring applications for multiple users.

Outlook Basic (A)
Duration (1 Day) RIBO Personal Skills Credit: 6.5 Hours
Prerequisite:
This course assumes a basic knowledge of the Microsoft Windows operating environment.
L earning Objectives
This course provides competency in working with contacts, using e-mail, formatting and managing messages,
creating and managing tasks, working with the Calendar, creating and managing notes, and finding and organizing
Outlook information



Outlook Advanced (A)

Duration (1 Day) RIBO Personal Skills Credit: 6.5 Hours
Prerequisite:
This course assumes a basic knowledge of the Microsoft Windows operating environment and the fundamental skills
of Outlook Basic
L earning Objectives
This course provides competency in configuring and customizing the Outlook interface, using the Journal, using
instant messaging, managing multiple e-mail accounts, communicating with newsgroups, creating Outlook forms,
using the Business Contact Manager, configuring security settings, collaborating with other Outlook users, and
working with offline folders and the remote mail feature.

Crystal Reports Introduction (B)

Duration (2 Day) RIBO Management Credit: 6.5 Hours
Prerequisite:
This course assumes a basic knowledge of the Windows environment and understanding of database concepts
L earning Objectives
This course provides competency in creating reports from a database. Concepts delivered include: creating a list
report, displaying data in a report, grouping report data, building formulas, formatting reports, enhancing reports,
creating and modifying pie charts and distributing data.

Crystal Report Advanced (B)
Duration (2 Day) RIBO Management Credit: 6.5 Hours
Prerequisite:
This course assumes a solid understanding of Crystal Reports Introduction topics. Knowledge of programming or
SQL would be helpful but not required.
L earning Objectives
This course provides competency in creating running totals, adding sub reports, cross-tabs, creating charts, report
speed, dictionaries and reporting Excel data.

Business Etiquette: Gaining That Extra Edge (PD) (C)

Duration (1 Day) RIBO Personal Skills Credit: 1 Hour
Prerequisite:
No prior knowledge required, completed pre-assignment
L earning Objectives
This workshop will reassure you that you can handle most of those socially difficult moments, and perhaps give you
that extra edge in areas that you’'d never thought of before.

Conducting Effective Meetings: Making Meetings Work (PD) (C)

Duration (1 Day) RIBO Management Credit: 6 Hours
Prerequisite:
No prior knowledge required, completed pre-assignment
L earning Objectives
This program will be concerned with small working meetings - with groups that have a job to do requiring the energy,
commitment, and talents of those who participate.

Negotiating For Results (PD) (C)

Duration (1 Day) RIBO Management Credit: 6 Hours
Prerequisite:
No prior knowledge required, completed pre-assignment
L earning Objectives
This workshop provides you with an interactive approach to negotiations. The skills you acquire will help you in your
role as mediator and negotiator as well as in your day-to-day responsibilities.



Time Management: Organize for Peak Performance (PD) (C)
Duration (1 Day) RIBO Personal Skills Credit: 6.5 Hours

Prerequisite:

No prior knowledge required, completed pre-assignment

L earning Objectives

This workshop helps you organize and prioritize for greater workplace efficiency. You'll learn to get a grip on your office
space, organize your work flow, learn how use your planner effectively, say no without guilt, and delegate some of your
work to other people. This workshop is full of ideas for organizing your work area and your paperwork and working on the

“right” things.



Rental

Lab Rental Call for Availability and Pricing (D)

Prerequisite: Duration()

Learning Objectives
Please contact us for details.
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