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HOW TO USE OUR CALENDAR

BUSINESS ETHICS (LEAD 1154)

Examine the role of ethics in business and the ethical dilemmas
encountered by managers and leaders. “Stakeholder and
Issues Management” is this course’s approach to teaching
business ethics. Emphasis is on the relationships among the
many and varied stakeholders who have roles in business
situations. Textbook required. (24 hours) $315

8 wks Th. Jan 25 18:30-21:30 DTN Y8 CRN 10316

YOUR FUTURE STARTS HERE LOOKFOR THESE EXCITING NEW OFFERINGS:

Car Rental Sector

If you're ready to upgrade your skills, change careers or prepare for a
promotion, you've come to the right place. VCC Continuing Studies offers
more than 40 certificate and diploma programs, scheduled during the day ~ Family Literacy Certificate

or in the evenings for maximum flexibility. Fashion Arts Diploma

Licensed Practical Nurse specialty courses

Customer Service

We know your schedule is hectic. Our Continuing Studies division offers
information sessions at convenient times throughout the year. Join us to For information: 604.443.8484
explore your career options, learn about our programs and ask questions

before you sign up for classes. Find out more about our information

session schedules online at www.vce.ca/cs.

Take control of your future today — explore your options at VCC.

VCC Continuing Studies D0171 280K Design — www.kaldor.com, VCC (Daniel Rohloff)
Produced by VCC Marketing & Communications ~ Production and Prepress — Daniel Rohloff
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WELCOME TO THE
CENTRE FOR CONTINUING STUDIES

It's here you'll find the hands-on, flexible
programming to help you advance your career
or explore a new one.

We're a highly regarded leader in our fields,
specializing in giving you the skills and
knowledge to succeed in today’s ever-changing
workplace.

Our continuing studies offerings include more
than 40 associate certificate, certificate and
diploma programs, all designed keeping your
schedule in mind — with day, evening or
weekend classes.

Every year nearly 26,000 students — close to half

of them part-time students like you — choose VCC

for its high-quality programming, expert faculty
and highly valued credentials.

We're pleased to have you with us.

Dale Dorn
PRESIDENT
VANCOUVER COMMUNITY COLLEGE

PROGRAMS OFFERED

BUILDING MANAGEMENT & SERVICES
Building Manager Certificate Program

BUSINESS
Associate Certificate in Leadership Coaching
Business English Package

Business Leadership & Management
Certificate Program

Business and Technical Writing
Certificate Program

Career Exploration

Customer Service Sector

Event Planning

Leadership Certificate Program

Management Skills for Supervisors
Certificate Program

Project Management

BUSINESS - SPECIALTY COURSES
Car Rental Sector

CAREER EXPLORATION
Career Exploration

COMPUTERS

Downtown Campus Computer Lab
Diploma in Networking Technology
IC3 Computer Certification

Web Development

COUNSELLING
Counselling Skills Certificate Program
Substance Abuse Certificate Program

EARLY CHILDHOOD EDUCATION

Early Childhood Care and Education Level 1
Family Child Care

Infant and Toddler Certificate Program
Special Needs Certificate Program

FAMILY LITERACY
Family Literacy Certificate

FASHION ARTS

Associate Certificate in Fashion Merchandising
Courses of Specialty in Fashion

Fashion Arts Advanced Certificate Program
Fashion Arts Certificate Program

Fashion Arts Diploma Program

GEMMOLOGY & JEWELLERY

Canadian Gemmological Association
Diploma Program

GIA Certification
Jewellery

HEALTH

CPR and First Aid

Dental

Foodsafe

Health Care and Professional Development
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LPN Continuing Studies

Nursing Competencies

Renal Dialysis Technician Certificate Program
Resident Care/HSW Continuing Studies
Sterile Supply Technician Certificate Program

HOSPITALITY
Baking and Pastry Arts

INTERIOR DESIGN
Interior Design Certificate Program

INTERPRETING
Court Interpreting Certificate Program

Health Care & Community Services
Interpreting Certificate Program

Professional Development Courses for
Translators and Interpreters

LANGUAGES
Languages

MANDARIN SCHOOL FOR
CHILDREN & YOUTH

English Writing and Comprehension
Fine Arts

Mandarin School for Children and Youth
Mathematics for Children and Youth

OFFICE ADMINISTRATION

Office Administration Certificate Program
Administration and Supervision

Business English

Communication/Work Skills

Keyboarding

Legal Office Skills

Medical Office Skills

Records Management Skills

PARALEGAL
Paralegal Certificate Program
Paralegal Diploma Program

PRIVATE INVESTIGATING
Crime and Justice Studies

SMALL BUSINESS
Small Business

TESOL PROGRAMS

TEFL Certificate for International Students
TEFL Certificate for Teaching Young Learners
TEFL Certificate: Part-time Program

TESOL Certificate Program

TESOL Diploma Program

TESOL Diploma Program for
International Students

TESOL Distance Diploma
Tutoring ESOL Certificate Program

WRITING
Creative Writing

REGISTRATION
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4 BUILDING MANAGEMENT & SERVICES / BUSINESS

BUILDING MANAGEMENT & SERVICES

Designed for building managers, this program

is recognized and supported by the Professional
Association of Managing Agents (PAMA), which is
committed to the improvement of education standards
within the property management industry. The Canadian
Administrative Housekeeping Association (CAHA) and
the Canadian Building Services Association (CBSA) also
support the program and recognize the Building Service
Management course for professional certification.

BUILDING MANAGER
CERTIFICATE PROGRAM
Senior Program Coordinator: Anne Tollstam, 604.443.8668

Program Coordinator: Jennifer Gossen, 604.443.8670
Program Assistant: Crystal Kreschuk, 604.443.8711

Graduates are well prepared for building service
management and leadership roles in hospitals, schools, and
commercial buildings, as well as on-site manager positions
in apartment buildings. Participants are trained in building
service management, landlord-tenant law, basic building
maintenance, fire safety and security matters and learn about
relevant office forms and record keeping.

ENTRANCE REQUIREMENTS:
REAL 1101 and REAL 1110 require a minimum Grade 10
English Level (ENG 059).

REQUIRED COURSES:
Students must complete all 4 courses for certificate.

Building Service Management (REAL 1110)
Building Cleaning (REAL 1103)

Law And Tenant (REAL 1101)

Building Maint & Cost Control (REAL 1102)

REQUIRED COURSES are currently scheduled for:

BUILDING SERVICE MANAGEMENT (REAL 1110)
Intended for building supervisors, service staff and others
who wish to advance. Topics include budget preparation

and controls, estimates and costing, purchasing and care

of equipment and chemicals, and inventory control. Learn
about teamwork and leadership skills, scheduling, motivating
and supervising a multicultural staff. Recognized by the
Canadian Administrative Housekeeping Association (CAHA)
and the Canadian Building Servicing Association (CBSA) for
Professional Certification credit. (40 hours) $365

10 Sa. Apr 14 09:00-13:00 DTN “B CRN 20248

VCC CENTRE FOR CONTINUING STUDIES

BUILDING CLEANING (REAL 1103)

Designed for building supervisors, staff, contract cleaners
and others responsible for general cleaning and floor
maintenance. Examine types of soils, cleaners, cleaning
chemicals, germicides and disinfectants, washroom and
window cleaning, sweeping methods and equipment,
floor machines and servicing specialty areas (not hands-on
with power equipment). Learn about safety, liability issues
and WHMIS regulations. Upon successful completion, a
transcript and a Document of Completion will be issued. (30
hours) $295

5 Sa. Apr 21 09:00-16:00 DTN “ CRN 20249

LAW AND TENANT (REAL 1101)

Learn to manage residential tenancies through a study of
landlord-tenant law, proper record keeping and practical
guidelines for dealing with tenants. The course examines
screening steps, tenancy applications, tenancy contracts,
handling evictions, dispute resolution, landlord/tenant
rights, the Residential Tenancy Act, and arbitration hearings
at the Residential Tenancy Branch. Condominium law is also
covered. Fee includes cost of Residential Tenancy Act and
Residential Tenancy Regulation. (20 hours) $280

8 Tu. Sep 25 18:30-21:30 DTN “B CRN 30020

Residential and commercial
construction in Vancouver is
booming - what impact does
that have on job opportunities
for building managers?

Demand has never been higher for people

with expertise in this specialty. Property
management companies, real estate developers
and condominium complexes regularly seek
graduates from VCC's Building Manager
certificate program.

BUILDING MAINT & COST CONTROL (REAL 1102)

An introductory course in the physical maintenance of
apartment buildings and other multi-unit residential
properties. Review the primary maintenance responsibilities
of residential building managers. Learn about maintenance
planning and cost control, preventative maintenance,
building inspections, supervising on-site trades work, basic
appliance repair, fire safety, security, and an introduction to
heating and plumbing systems. There is a field trip for the
building inspection session. (30 hours) $295

10 We. Sep 26 18:30-21:30 DTN & CRN 30021

REGISTRATION & INFORMATION 604.443.8484
FAX 604.443.8393

www.vcc.ca/cs

BUSINESS

The world's most successful companies are always
looking for the leaders of tomorrow. They need skilled
and experienced people to stay competitive.

That's why VCC's business courses are designed to

fit your schedule with evening and weekend classes.
Learn to manage people, projects and ideas by taking
VCC's part-time business programs while you work
full-time. Enhance your professional future and get the
skills you need to build a competitive edge.

For information on the Office Administration certificate
program please see page 28.

ASSOCIATE CERTIFICATE IN
LEADERSHIP COACHING

Senior Program Coordinator: Anne Tollstam, 604.443.8668
Program Assistant: Lynda Boothby, 604.443.8383

In almost every field where performance is crucial, coaching
plays an integral part. The more outstanding the performer,
the more likely they will have an organized and committed
partnership with a coach. Leadership Coaching is vital

to linking organizational goals with people’s creativity

and ingenuity. Coaching is a process for challenging and
supporting people to continually explore new ideas and
expand their capacity to produce results.

The program is offered as a subset of the Leadership
program. The associate certificate in Leadership Coaching
requires the following courses: Coaching for High
Performance, Essential Leadership Coaching Skills, Taking
your Leadership Coaching to the Next Level, the Coach'’s
Toolkit, Team Coaching and Skill Coaching. Expand to a
full Leadership Coaching certificate on completion of the
six core courses in the Leadership program (see Leadership
program for course descriptions).

REQUIRED COURSES:

Coaching For High Performance (LEAD 1115)
Skill Coaching (LEAD 1117)

Essential Lead Coach Skills (LEAD 1116)
Coaching Next Level (LEAD 1118)

Coach'’s Toolkit (LEAD 1120)

Team Coaching (LEAD 1121)

REQUIRED COURSES are currently scheduled for:

COACHING FOR HIGH PERFORMANCE (LEAD 1115)
Coaching is unlocking a person'’s potential to maximize their
own performance by helping them rather than teaching
them. You will be able identify when to coach and which
type of coaching to use, conduct a coaching discussion

to improve/sustain performance, offer effective feedback
regarding employee performance, assess your coaching
skills effectiveness and develop improvements (6 hours)
$165

1 Fr. Apr 20 09:00-16:30 DTN “& CRN 20402




SKILL COACHING (LEAD 1117)

Teaching or modeling behaviours on the job is a large part
of coaching. Skill coaching involves assessing performance,
providing advice/instruction, modeling behaviours, and
providing timely feedback to enable the employee to reach
higher levels of performance. Learn to: use a systematic
approach in skill coaching to achieve performance results;
coach with different learning styles; develop a repertoire

of coaching methods; use tools to prepare, conduct, and
follow up skill coaching; check for understanding; commit
to a personal action plan to enhance your skill coaching
effectiveness. (6 hours) $165

1 Fr. May 11 09:00-16:30 DTN “B CRN 20054

ESSENTIAL LEAD COACH SKILLS (LEAD 1116)

Deepen your understanding of essential communications
skills. Through demonstration and practice, you will
strengthen your leadership coaching skills, learn how

to apply in-depth levels of listening; ask questions that
stimulate employee insight/results and support employees
to take responsibility for agreed-upon actions. (6 hours)
$165

1 Fr. Oct 12 09:00-16:30 DTN “& CRN 30004

COACHING NEXT LEVEL (LEAD 1118)

Prerequisite: Coaching for High Performance (LEAD 1115).
Leader-coaches need to expand their capacity to assist
individuals and teams to achieve practical outcomes.
Building on the prerequisite, learn and practise new
strategies and skills. Learn when to use skill coaching and/or
motivational coaching and how to conduct collaborative
focused performance discussions, help employees overcome
performance obstacles; develop skills in self-management,
creative collaboration and accountability. (6 hours) $165

1 Fr. Nov 23 09:00-16:30 DTN & CRN 30005

COACH'S TOOLKIT (LEAD 1120)

Prerequisite: Coaching for High Performance (LEAD 1115).
This course focuses on tools and skills that are the building
blocks of leadership coaching. Each tool and skill will be
demonstrated and then practised in short exercises involving
coaching situations. Specific tools and skills will include:
creating the coaching environment, building support in the
workplace and a selection of practical resources to support
the coaching partnership. (6 hours) $155

1 Sa. Feb 23 09:00-16:30 DTN “& CRN 10002

TEAM COACHING (LEAD 1121)

Prerequisite: Coaching for High Performance (LEAD 1115).
This course focuses on tools and skills that are the building-
blocks of leadership coaching. Each tool and skill will be
demonstrated and then practised in short exercises involving
coaching situations. Specific tools and skills will include:
creating the coaching environment, building support in the
workplace and a selection of practical resources to support
the coaching partnership. (6 hours) $165

1 Fr. Mar 28 09:00-16:30 DTN ~& CRN 10003

BUSINESS ENGLISH PACKAGE

Senior Program Coordinator: Anne Tollstam, 604.443.8668
Program Assistant: Crystal Kreschuk, 604.443.8711

The following 4 courses may be taken individually at the
regular price of $85 each or for the package price of $310

- a savings of $30. Grammar Review for Productive Business
Writing (OACP 1104), Building a Powerful Vocabulary
(1106), Writing Dynamic Business Letters (OACP 1103), and
Memo, Email and Report Writing (OACP 1107). These are
not ESL courses.

On site business training - for further information on training
opportunities to be offered at your business site, please call
Anne Tollstam at 604.443.8668.

REQUIRED COURSES:

Those registering in all 4 courses, it is recommended that
you take the 4 Business English Courses in the following
order: Grammar Review for Productive Business Writing
(OACP 1104), Building a Powerful Vocabulary (OACP 1106),
Writing Dynamic Business Letters (OACP 1103) and Effective
Memo, Email and Report Writing (OACP 1107). Students

in the Office Administration Program must complete the
Business English Test which will be administered at the end
of the Business English Skills Package.

Grammar Review Bus Writing (OACP 1104)
Building Powerful Vocabulary (OACP 1106)
Writing Business Letters (OACP 1103)
Memos, Emails and Reports (OACP 1107)

ELECTIVE COURSES:

Business English - Non Package

Written & Verbal Comm for Bus (OACP 1196)
You Asked for More! (OACP 1197)

REQUIRED COURSES are currently scheduled for:

GRAMMAR REVIEW BUS WRITING (OACP 1104)
Review points of grammar and basic sentence structure.
Bring your own questions and concerns to share in this
workshop. (6 hours) $85

1 Sa. Apr 28 09:00-16:00 DTN “B CRN 20071

BUILDING POWERFUL VOCABULARY (OACP 1106)
No other undertaking can boost your performance as
quickly and surely as increasing your vocabulary. This
seminar will outline a system of ongoing study and give a

large number of new words and meanings. Please bring a
dictionary. (6 hours) $85

1 Sa. May 12 09:00-16:00 DTN “® CRN 20072

WRITING BUSINESS LETTERS (OACP 1103)

The modern and powerful language of business stresses
clarity, conciseness and courteousness. This course provides
the most up to date information on business writing and
business letters. Discover strategies on how to be an
effective business writer and achieve better results with your
writing. (6 hours) $85

1 Sa. May 26 09:00-16:00 DTN & CRN 20073

BUSINESS 5

MEMOS, EMAILS AND REPORTS (OACP 1107)

Email is quickly becoming the communication standard in
the business world. Learn netiquette, formatting and how to
be an effective communicator when sending memos, emails
and reports. This course discusses how clear and concise
writing can help you achieve results in all of your business
communication. (6 hours) $85

1 Sa. Jun 02 09:00-16:00 DTN “& CRN 20074

ELECTIVE COURSES are currently scheduled for:

WRITTEN & VERBAL COMM FOR BUS (OACP 1196)
Learn how to be an effective communicator in today’s fast
paced, multicultural, technological business world. Learn
the verbal and written skills necessary for business success.
Focus will be on communication theory, skills and practise
to teach students the power of clear business language and
professional communication. (12 hours) $125

4 Tu. Sep 25 18:00-21:00 DTN CRN 30007

ELECTIVE COURSES to be scheduled in upcoming terms:

YOU ASKED FOR MORE! (OACP 1197)

Improve business writing skills and build your vocabulary!
As an extension of Writing Dynamic Business Letters, we
will help you write clearly, concisely and correctly in order
to succeed in today’s business world. Reading material

and exercises will focus on how to read, comprehend and
write more effectively. Written in-class assignments such as
letters, e-mails and summaries will be checked for grammar
and clear writing. A must for students looking to improve
grammar, vocabulary and business writing skills. (12 hours)

BUSINESS LEADERSHIP &
MANAGEMENT CERTIFICATE
PROGRAM

Senior Program Coordinator: Anne Tollstam, 604.443.8668
Program Assistant: Lynda Boothby, 604.443.8383

Position yourself for career advancement and maximize

your leadership potential in a business environment to meet
the knowledge and skills base desired by industry. This
certificate program is designed for those who wish to qualify
as professionals in the public, private and non-profit sectors.
Building on excellent offerings in our business area, it
provides professional development in Leadership, Coaching,
Management Skills and other critical areas for success.

Core courses focus on timely and topical foundation
electives highlight issues related to supervision, leadership,
coaching and interpersonal communication. The program
comprises of 204 hours. Students must complete all 5 core
courses totalling 120 hours and select 84 elective course
hours from a number of already existing business certificate
programs.

Credit transferability - graduates of the Leadership certificate
program may ladder into BCIT’s certificate program in
Management Systems or HR Management.

Vancouver
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6 BUSINESS

REQUIRED COURSES:

Core courses: Introduction to Business LEAD 1150, Human
Resource Management 1151, Finance LEAD 1152, Sales &
Marketing 1153, Business Ethics LEAD 1154.

Sales and Marketing Management (LEAD 1153)
Human Resource Mangement (LEAD 1151)
Intro to Business (LEAD 1150)

Finance (LEAD 1152)

Business Ethics (LEAD 1154)

ELECTIVE COURSES:

Two of the following Management Skills courses:
Essential Management Skills MSKL 1103 or Interpersonal
Communication Skills MSKL 1101 or Team Skills 1102.

Two of the following Coaching courses: Coaching for High
Performance, Essential Leadership Coaching Skills, Skill
Coaching, the Coaches Toolkit, Team Coaching, and Taking
Your Leadership Coaching to the Next Level.

Four courses from the Leadership Certificate Program LEAD
1102, 1104, 1105, 1106, 1107, 1108, 1109, 1110, 1111, 1112,
1113, 1114, 1115, 1119, 1138, 1155).

Coaching For High Performance (LEAD 1115)
Essential Management Skills (MSKL 1103)
Facilitation Sks Team Leader (LEAD 1108)
Skill Coaching (LEAD 1117)

From Conflict To Collaboration (LEAD 1105)
Using Leadership Language (LEAD 1112)
Managing Change (LEAD 1102)

Perform Mgmt: Goals & Review (LEAD 1106)
Critical Thinking (LEAD 1101)

Diversity in the Workplace (LEAD 1164)
Interpers Communication Skills (MSKL 1101)
Step Up To Leadership (LEAD 1111)
Essential Lead Coach Skills (LEAD 1116)
Problem Solving Action Plan (LEAD 1104)
Science and Art of Leadership (LEAD 1119)
Speak Up (LEAD 1109)

Coaching Next Level (LEAD 1118)

Building A Productive Team (LEAD 1113)
Find Time For Results (LEAD 1114)

Team Skills (MSKL 1102)

Coach'’s Toolkit (LEAD 1120)

Creative Thinking At Work (LEAD 1110)
Team Coaching (LEAD 1121)

Bus Communication for Leaders (LEAD 1138)
Hiring Right Person (LEAD 1107)

Mgng Perf Through Train & Dev (MSKL 1105)
Progressive Discipline (LEAD 1155)

REQUIRED COURSES are currently scheduled for:

SALES AND MARKETING MANAGEMENT (LEAD 1153)
Focuses on topics most important to organizations: team
building, relationship selling, services and non-profit selling,
global selling, the multicultural workplace, technology,
small business and increasing competition. Critical and
contemporary marketing topics include integration of e

commerce and estimating marketing demand. Text required.

(24 hours) $315
8 Th. Apr 26 18:30-21:30 DTN ¥B CRN 20451

VCC CENTRE FOR CONTINUING STUDIES

HUMAN RESOURCE MANGEMENT (LEAD 1151)

For employees who may be management candidates within
an organization or who want to learn business management
skills for self employment. This course will cover an
understanding of human resource processes and systems
for supervisors, line managers and entrepreneurs. (24 hours)
$315

8 Th. Sep 27 18:30-21:30 DTN & CRN 30017

INTRO TO BUSINESS (LEAD 1150)

An overview of business operations in Canada providing
essential knowledge for all managers and staff. Examine the
issues arising from government policies, ethics, marketing,
finance and economics and the overall components of
business operations. Text required. (24 hours) $315

8 Th. Jan 24 18:30-21:30 DTN & CRN 10001

REQUIRED COURSES to be scheduled in upcoming terms:

FINANCE (LEAD 1152)

An introduction for financial decision-making for learners
with little or no previous exposure to accounting or finance
principles. Curriculum is organized around investment,
operating and financial management decision-making.
Learn how to analyze and plan for the financial health of

a business; ask incisive questions about financial reports;
gauge capital investment options and present effective
financial strategies. Text required. (24 hours)

BUISINESS ETHICS (LEAD 1154)

Examine the role of ethics in business and the ethical
dilemmas encountered by managers and leaders.
"Stakeholder and Issues Managment” is this course'’s
approach to teaching business ethics. Emphasis is on the
relationshjips among the many and varied stakeholders
who have roles in business situations. Textbook required
(24 hours) $315

ELECTIVE COURSES are currently scheduled for:

COACHING FOR HIGH PERFORMANCE (LEAD 1115)
Coaching is unlocking a person’s potential to maximize
their own performance by helping them rather than
teaching them. You will be able identify when to coach
and which type of coaching to use, conduct a coaching
discussion to improve/sustain performance, offer effective
feedback regarding employee performance, assess your
coaching skills effectiveness and develop improvements
(6 hours) $165

1 Fr. Apr 20 09:00-16:30 DTN “& CRN 20402

ESSENTIAL MANAGEMENT SKILLS (MSKL 1103)

Learn to develop and implement performance management
strategies; use effective business writing skills; develop and
institute a goal-setting/achievement plan managing time
and priorities efficiently. (24 hours) $315

8 We. Apr 25 18:30-21:30 DTN CRN 20053

FACILITATION SKS TEAM LEADER (LEAD 1108)

Leading productive teams is an acquired skill. Learn how to
focus the work team without stifling creativity. Assist your
team to analyze issues from different perspectives and to
build on their collective synergy. Learn about the tools and
techniques for generating ideas and determining solutions.
Sharpen your facilitation skills by learning and practising a
variety of techniques. (6 hours) $155

1 Sa. Apr 28 09:00-16:30 DTN “B CRN 20057

REGISTRATION & INFORMATION 604.443.8484
FAX 604.443.8393

www.vcc.ca/cs

SKILL COACHING (LEAD 1117)

Teaching or modeling behaviours on the job is a large part
of coaching. Skill coaching involves assessing performance,
providing advice/instruction, modeling behaviours, and
providing timely feedback to enable the employee to reach
higher levels of performance. Learn to: use a systematic
approach in skill coaching to achieve performance results;
coach with different learning styles; develop a repertoire

of coaching methods; use tools to prepare, conduct, and
follow up skill coaching; check for understanding; commit
to a personal action plan to enhance your skill coaching
effectiveness. (6 hours) $165

1 Fr. May 11 09:00-16:30 DTN “B CRN 20054

FROM CONFLICT TO COLLABORATION (LEAD 1105)
Learn practical information and skills to resolve conflict
caused by differences in goals, employee performance and
work habits. Define causes of conflict; understand conflict
management concepts and styles; assess your current
strengths and areas for improvement in resolving conflicts;
use specific communication skills to clarify and understand
issues, interests and concerns; apply the conflict resolution
process to your everyday work situations; set goals for
building competency in the use of conflict resolution skills
and methods. (6 hours) $155

1 Sa. May 12 09:00-16:30 DTN & CRN 20058

USING LEADERSHIP LANGUAGE (LEAD 1112)

"Lack of communication” is one of the most-cited causes
of a multitude of workplace ailments. Whether it is with
your staff, peers, or supervisors, clear, direct communication
results in more productive interactions and effective actions
of others. After this course, participants will: understand the
communication process in organizations; have improved
awareness of key problems in organizational communication;
understand the impact of perception on the communication
process; have analyzed communication styles in
organizations, to assist in more effectively getting the job
done. (6 hours) $155

1 Sa. May 26 09:00-16:30 DTN “& CRN 20059

MANAGING CHANGE (LEAD 1102)

Change is constant. Employees dread hearing another
change is on the way, especially while still adjusting to the
last one. Organizations need to consider both the business
side of change and the human side. Managers will learn how
to address employees’ emotions as they manage the change
process. Participants will recognize how they personally
react to change, come to understand their role in the
change process, apply five steps to communicating change
to employees, deal with employee resistance, and increase
team commitment to change. (6 hours) $165

1 Fr. Jun 01 09:00-16:30 DTN “& CRN 20055

PERFORM MGMT: GOALS & REVIEW (LEAD 1106)
Performance management involves working with employees
in setting and reaching agreement on goals, action plans
and follow-up reviews. Through discussion and practise you
will gain the knowledge, skills and confidence to understand
the key aspects of effective performance; write performance
goals, measures and action plans; provide positive and
constructive performance feedback, leadership, training,
information and support required for successful achievement
of goals. (6 hours) $155

1 Sa. Jun 09 09:00-16:30 DTN “B CRN 20060




CRITICAL THINKING (LEAD 1101)

Critical thinking was identified by the Conference Board of
Canada as one of the most-desired skills in leaders today.
Using case studies and current events, this course will help
you apply critical thinking in what you do at work and show
you what immediate benefits to expect. (6 hours) $165

1 Fr. Jun 15 09:00-16:30 DTN “8 CRN 20056

DIVERSITY IN THE WORKPLACE (LEAD 1164)

Whether with colleagues or customers, diversity reigns. In
today’s world, it is critical to develop attitudes and skills
that enable us to work well in multicultural, multilingual
environments. Join us to explore the many layers of human
diversity; the ways in which it shapes our interpersonal
relationships and strategies for responding to both the
charm and the challenge that diversity brings to our
workplace. (6 hours) $155

1 Sa. Jun 23 09:00-16:30 DTN & CRN 20403

INTERPERS COMMUNICATION SKILLS (MSKL 1101)

In this session, you'll learn how to use effective verbal

and non-verbal communication skills, conduct organized
interviews, use decision-making methods in individual

and group situations, utilize appropriate assertiveness
techniques, and make win/win decisions one-on-one and in
groups. (24 hours) $315

8 Tu. Sep 25 18:30-21:30 DTN “B CRN 30001

STEP UP TO LEADERSHIP (LEAD 1111)

Becoming a leader is not an easy transition. It requires a
whole new set of skills, as well as an understanding and
acceptance of new roles, from “doer” to “delegator.” At
the end of this course you will understand the skills required
to effectively lead by: using leadership skills; coaching

staff; giving performance feedback; creating a motivational
workplace; delegating work; employing problem-solving
techniques; writing a back-at-work plan for applying
leadership skills. (6 hours) $165

1 Fr. Sep 28 09:00-16:30 DTN & CRN 30012

ESSENTIAL LEAD COACH SKILLS (LEAD 1116)

Deepen your understanding of essential communications
skills. Through demonstration and practice, you will
strengthen your leadership coaching skills, learn how

to apply in-depth levels of listening; ask questions that
stimulate employee insight/results and support employees
to take responsibility for agreed-upon actions. (6 hours)
$165

1 Fr. Oct 12 09:00-16:30 DTN & CRN 30004

PROBLEM SOLVING ACTION PLAN (LEAD 1104)
Effectiveness of leaders is determined by their ability to
successfully resolve complex problems, both on their own
and with their work team. Learn about interpersonal skills for
successful group/team participation in the problem-solving
process; steps in the problem-solving process; leading the
problem-solving process; techniques for assisting in the
problem-solving and decision-making process; getting from
a solution to an action plan; successful implementation of an
action plan. (6 hours) $155

1 Sa. Oct 13 09:00-16:30 DTN “& CRN 30013

SCIENCE AND ART OF LEADERSHIP (LEAD 1119)
Creating the balance between science and art is integral to
everyday leadership. Take a fast journey through the current
science of leadership from systems thinking to appreciative
inquiry. This taste of science will provide you with an overview
of many of the ideas currently being used in organizations

to create innovation and change. Delve into current thinking
on the art of leadership and how personal values, beliefs and
ideas create you as a leader. (6 hours) $155

1 Sa. Oct 27 09:00-16:30 DTN “8 CRN 30003

SPEAK UP (LEAD 1109)

In this highly participatory course practise proven techniques
to communicate your ideas more powerfully, overcome
nervousness, gain and maintain favourable attention, “read”
your audience, use visual aids, handle impromptu speaking
situations, organize and practise for a business presentation,
use non-verbal communication to reinforce the spoken
message, and make the presentation more memorable. You
will have the opportunity to make a presentation and receive
constructive feedback in a supportive environment. (6 hours)
$155

1 Sa. Nov 17 09:00-16:30 DTN “B CRN 30014

COACHING NEXT LEVEL (LEAD 1118)

Prerequisite: Coaching for High Performance (LEAD 1115).
Leader-coaches need to expand their capacity to assist
individuals and teams to achieve practical outcomes.
Building on the prerequisite, learn and practise new
strategies and skills. Learn when to use skill coaching and/or
motivational coaching and how to conduct collaborative
focused performance discussions, help employees overcome
performance obstacles; develop skills in self-management,
creative collaboration and accountability. (6 hours) $165

1 Fr. Nov 23 09:00-16:30 DTN ~& CRN 30005

BUILDING A PRODUCTIVE TEAM (LEAD 1113)

Building your team is never easy, but it is essential in
producing the results you and your employer require.
Participants will: understand the importance of team-building;
identify the characteristics of an effective team; apply
measures and technigues to build synergy in the workplace;
use skills to identify and resolve key team concerns. The net
result? Increased work productivity, improved work quality and
enhanced team morale. (6 hours) $155

1 Sa. Dec 01 09:00-16:30 DTN & CRN 30015

FIND TIME FOR RESULTS (LEAD 1114)

Never enough time in a day? Learn how to get daily

results through practical techniques. Manage your day,
your projects and yourself. Learn the following time “diet”
techniques: analyzing your day; setting goals and priorities;
delegating; creating productive meetings; handling
interruptions; understanding your self-motivation to
complete your day and projects. (6 hours) $155

1 Sa. Dec 15 09:00-16:30 DTN & CRN 30016

TEAM SKILLS (MSKL 1102)

Learn your personal leadership style and how your style
impacts a team; how a team develops and moves effectively
through each stage; tools and skills which address critical
team challenges; what motivates and demotivates your
team; how to facilitate effective meetings and identify what
stressors affect a team and how a leader can minimize them.
(24 hours) $315

8 We. Jan 23 18:30-21:30 DTN & CRN 10004

BUSINESS 7

COACH'S TOOLKIT (LEAD 1120)

Prerequisite: Coaching for High Performance (LEAD 1115).
This course focuses on tools and skills that are the building
blocks of leadership coaching. Each tool and skill will be
demonstrated and then practised in short exercises involving
coaching situations. Specific tools and skills will include:
creating the coaching environment, building support in the
workplace and a selection of practical resources to support
the coaching partnership. (6 hours) $155

1 Sa. Feb 23 09:00-16:30 DTN “B CRN 10002

CREATIVE THINKING AT WORK (LEAD 1110)

People today are asked to do more with less and find
innovative ways to save money. Creative thinking is a tool
you can use to accomplish both. It can help you solve
problems, save money and make do with less - all required
in today’s business environment. This course covers the
fundamentals of generating new ideas and options. Topics
include: what is creative thinking, opening mental locks, soft
and hard thinking, the creative process, and challenging the
rules. (6 hours) $155

1 Sa. Mar 08 09:00-16:30 DTN ¥B CRN 10005

TEAM COACHING (LEAD 1121)

Prerequisite: Coaching for High Performance (LEAD 1115).
This course focuses on tools and skills that are the building-
blocks of leadership coaching. Each tool and skill will be
demonstrated and then practised in short exercises involving
coaching situations. Specific tools and skills will include:
creating the coaching environment, building support in the
workplace and a selection of practical resources to support
the coaching partnership. (6 hours) $165

1 Fr. Mar 28 09:00-16:30 DTN & CRN 10003

BUS COMMUNICATION FOR LEADERS (LEAD 1138)
Learn the importance of effective business communication in
today’s modern, multicultural business world. This course will
teach leaders how to communicate at work, in small groups,
teams and across cultures. Focus will be on the relationships
between communication and culture, ethics and technology.
Learn how to use powerful written and oral communication
skills to succeed at work. (6 hours) $155

1 Sa. Mar 29 09:00-16:30 DTN “B CRN 10006

ELECTIVE COURSES to be scheduled in upcoming terms:

HIRING RIGHT PERSON (LEAD 1107)

You're hiring - but interviewing and selecting the best
candidate is difficult and time-consuming. Employee
turnover, costly hiring expenses and the ever-changing

job market make the interviewer’s role an important one.
Enhance your interviewing skills with this hands-on course.
Learn a simple five-step process to prepare for and interview,
along with a seven-point system to use during the interview.
Practise interviewing and receive detailed feedback. Bring a
job description for a current vacancy in your organization, if
possible, for use in class. (6 hours)

MGNG PERF THROUGH TRAIN & DEV (MSKL 1105)
Effective management of employee training and
development is more important than ever in today’s
workforce. This course provides students with the tools and
insights required to master the art of helping employees
reach their full potential through professional development
training. You will experience constructive hands-on case
studies featuring actual companies and situations. (24 hours)
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PROGRESSIVE DISCIPLINE (LEAD 1155)

This course reviews fair procedure and legal requirements for
a managerial response toward improving poor performance
(culpable and non-culpable) and correcting misconduct in
the workplace. While the course is designed for a unionized
workplace, the principles for a non-unionized workplace are
also discussed. (6 hours)

BUSINESS AND TECHNICAL WRITING
CERTIFICATE PROGRAM
Senior Program Coordinator: Anne Tollstam, 604.443.8668

Course Advisor: Jennifer Gossen, 604.443.8670
Program Assistant: Crystal Kreschuk, 604.443.8711

Clear and concise writing can work for you! Learn to sell
your ideas and present information in a variety of written
forms. Technical communication requires special skills.
Today's professionals spend more of their time producing
written documentation. Courses will be of interest to those
in diverse fields, including science, health, technology and
all business occupations. Assignments are designed to build
your professional portfolio.

This progam consists of nine one-day courses. Participants
may register for courses individually. Courses are offered on
Saturdays on a rotating basis.

REQUIRED COURSES:

Proposal Writing (TECW 1105)

Design & Writing Manual (TECW 1107)
Industry Specific Rpt Writing (TECW 1108)
On Line Documentation (TECW 1106)

Info Design & Human Factors (TECW 1110)
Document Project Management (TECW 1104)
Technical Communication (TECW 1101)
Current Issues Tech Writing (TECW 1102)
Editing (TECW 1103)

REQUIRED COURSES are currently scheduled for:
PROPOSAL WRITING (TECW 1105)

An effective proposal sets you apart in a competitive market-
place. This course examines the principles and techniques of
writing and presenting winning proposals. The course covers
process, style, content and delivery. (6.5 hours) $155

1 Sa. Apr 21 09:00-16:30 DTN ¥B CRN 20250

DESIGN & WRITING MANUAL (TECW 1107)

Review the document development process for
producing effective manuals and training guides. You
will learn techniques for increasing the usability of your
manuals through reader analysis and peer reviews. Learn
techniques of information design and considerations for
internationalizing your document. (6.5 hours) $155

1 Sa. May 26 09:00-16:30 DTN “& CRN 20251

INDUSTRY SPECIFIC RPT WRITING (TECW 1108)

This course focuses on the structure, content, format,
audience, purpose, and style of reports. Topics covered
include understanding the components of the report

format and using these in a manner that facilitates reader
access and comprehension; communicating effectively

and clearly with readers as a result of addressing their
concerns, needs, and interest; and analyzing and developing
a clear and appropriate structure to facilitate reading and
comprehension. (6.5 hours) $155

1 Sa. Jun 23 09:00-16:30 DTN “B CRN 20252

VCC CENTRE FOR CONTINUING STUDIES

ON LINE DOCUMENTATION (TECW 1106)

This session provides an overview of tips and success
strategies for writing online documentation, and the
principles of good writing and design in an online
environment. Topics include: what is online determining
project scope and terms of reference, standards of the
development process, developing a document plan or
storyboard, principles of online writing and design, creating
a prototype, user-testing and delivering the final project. (6.5
hours) $155

1 Sa. Sep 29 09:00-16:30 DTN “B CRN 30031

Why is there a need for
technical writers, and how can
| become one?

Many companies that previously contracted-out
the writing of their technical manuals and other

documentation are now relying on in-house staff
for that job. Our Business and Technical Writing

certificate program gives you the skills to design
and write polished technical materials for

online or print distribution.

INFO DESIGN & HUMAN FACTORS (TECW 1110)

This course explores effective audience-centred information
design for print and web-based media. Preview the
principles and processes of effective information design, as
well as human factor issues for consideration and analysis.
This is not a computer course. (6.5 hours) $155

1 Sa. Oct 27 09:00-16:30 DTN “& CRN 30033

DOCUMENT PROJECT MANAGEMENT (TECW 1104)
This session covers the critical steps in managing document
projects from conception or proposal through to delivery.
Learn how to produce a document plan and how to monitor
project process. (6.5 hours) $155

1 Sa. Nov 24 09:00-16:30 DTN “& CRN 30032

TECHNICAL COMMUNICATION (TECW 1101)

Examine the various forms and styles for producing

effective technical writing. Content includes techniques for
describing, defining and interacting in print. (6.5 hours) $155

1 Sa. Jan 26 09:00-16:30 DTN & CRN 10008

CURRENT ISSUES TECH WRITING (TECW 1102)

Update your writing skills by adopting the techniques of
successful technical writers. Review trends in the technical
communication profession and growth in the application
of online writing. Discuss the development of a work
portfolio and its use as an employment aid. Review the key
characteristics necessary for success in this field. (6.5 hours)
$155

1 Sa. Feb 23 09:00-16:30 DTN “& CRN 10009

REGISTRATION & INFORMATION 604.443.8484
FAX 604.443.8393

www.vcc.ca/cs

EDITING (TECW 1103)

Successful technical writers have good style and design
skills built on a foundation of strong technical skills in writing
mechanics, editing and plain language. This course focuses
on the use of editing skills to improve writing. Practise the
three levels of editing, as well as peer review and group
editing. Topics include: grammar review, plain language,
conceptual and stylist editing, proofreading, peer and group
editing, interpersonal issues in editing, and computerized
document checkers. (6.5 hours) $155

1 Sa. Mar 29 09:00-16:30 DTN “& CRN 10010

CAREER EXPLORATION

Senior Program Coordinator: Anne Tollstam, 604.443.8668

Learn more about yourself. Explore your dreams, interests,
temperament and skills. Consider what you like to do, how
you like to do it. Identify and prioritize your core values, a
critical component in managing a purposeful career.

REQUIRED COURSES:
Career Exploration (OACP 1184)

REQUIRED COURSES are currently scheduled for:

CAREER EXPLORATION (OACP 1184)

This course offers a holistic approach to exploring your
passions, interests, skills, personal style and potential in order to
gain a deeper understanding of yourself and what career areas
may be most compatible for you. Thought-provoking exercises
and dynamic group discussions will expand career possibilities
that are secured in a strong foundation of personal values,
vision and self-worth. Consolidation of your preferences and
values will reveal themes which require thorough investigation
into reliable resources. The components of your career plan will
be grounded in the knowledge you have accumulated and self
management techniques will be offered to help you overcome
potential personal limitations and fears around making a career
change. (18 hours) $197

6 We. Sep 26 18:30-21:30 DTN “8 CRN 30018

CUSTOMER SERVICE SECTOR

Senior Program Coordinator, Anne Tollstam, 604.443.8668
Program Coordinator, Nadia Albano, 604.443.8670
Program Assistant, Kevin Coutts, 604.443.8677

Increased competition and expanding industries are forcing
businesses to pay more attention to satisfying customers
and providing excellent customer service. Meeting or
exceeding customer demands for quality service has many
implications for small business owners, industry professionals
and those in sales and retail. Exhibiting excellent customer
service is the least expensive way that your company can
set itself apart from the competition. In fact, companies that
put heavy emphasis on customer service are more likely

to survive and succeed than competitors who emphasize
advantages such as lower prices.

What are you waiting for? These Customer Service Courses
will give you the skills and qualities you need to improve
your customer service and your bottom line.

ELECTIVE COURSES:

Car Rental - Customer Serv 1 (BUSI 1266)
Introduction to Sales Cycle (BUSI 1268)
Introduction to Marketing Plan (BUSI 1269)
Building Your Sales Future (BUSI 1270)




ELECTIVE COURSES are currently scheduled for:

CAR RENTAL - CUSTOMER SERV 1 (BUSI 1266)
This course will provide you with the tools you need to
follow the cycle of selling - from initiating conversation with
your clients, establishing their needs, helping them come
to a buying decision and closing with a sale. Building a
strong relationship with your customer is also important as
it creates repeat customers and loyalty. You will learn the
art of differentiating the four different types of shoppers by
identifying body language and communication skills (verbal
and non verbal). What are customers thinking? You should
find out! (6 hours) $195

2 Fr.Sa. Apr 13 09:00-16:00 DTN “B CRN 20477
2 Fr.Sa. Jul 06 09:00-16:00 DTN “& CRN 20420

INTRODUCTION TO SALES CYCLE (BUSI 1268)
Almost all of us working in tourism, hospitality, travel or
business deal with customers every day. But did you know
that there are specific qualities and skills that will not
only enhance your relationships with customers but also
advance your sales career? This course is designed to
upgrade your sales skills and increase your marketability
by understanding and using the Sales Cycle. You will
learn how to find solid leads, and understand your client’s
buying process and selection criteria. All of industries
and professions from front desk agents to regional

sales managers will benefit from enhancing sales and
successfully dealing with customers as learned in this
course. (12 hours) $195

2 Fr.Sa. Apr 20 09:00-16:00 DTN “& CRN 20478

INTRODUCTION TO MARKETING PLAN (BUSI 1269)
Moving on from relationship selling and cold calls

as learned in Stage 1, Stage 2 will teach you how to
contribute to marketing plans. You will learn how stating
your goals and listing the actions you will take to achieve
company sales objectives can help enhance your profit.
This course will characterize the six key market segments
and show you how to sell to their needs. We will discuss
topics such as networking, building a customer base and
how to evaluate and respond to requests for proposals.
(12 hours) $195

2 Fr.Sa. May 04 09:00-16:00 DTN & CRN 20479

BUILDING YOUR SALES FUTURE (BUSI 1270)

The final course in this series will show the dedicated sales
professional how to build for the future. We will see how
honing negation skills, identifying deal breakers, knowing
legal obligations, and preparing contracts will get you ready
for a successful future in sales. We will also discuss proven
methods for managing your time and motivating your team.
(12 hours) $195

2 Fr.Sa. May 25 09:00-16:00 DTN & CRN 20480

EVENT PLANNING

Senior Program Coordinator: Anne Tollstam, 604.443.8668
Program Coordinator: Nadia Albano, 604.443.8670
Program Assistant: Kevin Coutts, 604.443.8677

Looking to develop a career as a professional event planner?
These detailed, dynamic courses will teach you everything
you need to know. Document of completion issued upon
successful completion o