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The growth of a successful business comes from the
growth of its people
On behalf of the QVCC Business & Industry Services team, I’m pleased to
share this booklet outlining some of our exciting training opportunities.
We offer a variety of workshops and seminars to help you, your
employees, and your business succeed. From essential soft skills and
computer training to HR fundamentals, leadership development, and
succeeding as a supervisor, QVCC has you covered.
Our programs are held here at QVCC throughout the year (see page 13)
and can also be customized and held onsite at your facility exclusively
for your employees (see page 1).
If you look through this booklet and don’t see the training topic your
people need, please let me know. I’d love to get together to learn more
about your company and see if the QVCC Business & Industry Services
department can create a program that meets your training needs.

Thank you very much,
Andrew V. Morrison
Interim Director, Business & Industry Services
amorrison@qvcc.edu
(860) 932 4360
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Customized Training
QVCC is here to help your employees boost productivity, learn new skills,
and refine existing procedures. Our customized training programs can be
modified to meet the needs of your particular business and can be held at
QVCC or onsite at your company.
Some of the most popular training programs include:
Computer Software
Business
Access
360-Degree Feedback
Computer Basics
Bookkeeping
Excel
Business Writing
PowerPoint
Communicating by Phone and
Adobe Illustrator, InDesign and
Email
Photoshop
Cultural Competence in the
Word
Workplace
QuickBooks
Customer Service
Grammar & Punctuation Review
Human Resources
Interpersonal Communications
Performance Appraisals
Myers Briggs Type Indicator®
Interviewing Skills
Public Speaking
Harassment Prevention
Time Management
HR Fundamentals
Train the Trainer
Workplace Skills for New Employees Stress Management
Manufacturing
Leadership
Benchwork
Building Dynamic Teams
Blueprint Reading
Budgeting for Managers
CNC Programming and Operation
Change Management
Internal Quality Auditing
Coaching, Mentoring and
Manual Machining
Motivating
Process Improvement
Conflict Resolution
Quality Control
Developing a Learning Culture
Shop Math
Project Management
Shop Safety
Skills for First-Time Supervisors
Strategic Planning
Leading Successful Meetings
Making It Work With Millennials
Don’t see the program you need listed above? Let us know! We offer free
consultations to determine if QVCC can develop a customized program that
matches your company’s exact needs.
Contact Andrew Morrison at 860-932-4360 or amorrison@qvcc.edu.
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Leadership @ All Levels
What is my leadership potential?
How can I develop and apply that potential in ways that benefit my
organization?
Leadership @All Levels, a four-module leadership development series,
will help you answer these questions, regardless of your position on the
organizational chart. The program operates from the assumption that
leaders are made, not born, and that anyone is capable of increasing their
value with their colleagues, teams and organizations.
2019 Schedule
Module 1:
Module 2:
Module 3:
Module 4:

Personal Leadership		
Interpersonal Leadership
Team Leadership		
Organizational Leadership

January 23, 30, February 6, & 13
February 27, March 6, 13 & 20
April 3, 10, 17& 24
May 8, 15, 22 & 29

Instructor: Rockie Blunt, Ed.D, has operated Blunt Consulting Group,
an organizational communications training and consulting company,
since 1987. In his extensive training over many years at Quinebaug Valley
Community College, he has earned a reputation as a lively speaker who
delivers informative workshops. A graduate of Yale University, Rockie has a
master’s from Clark University and a doctorate in human resource education
from Boston University. He is also an adjunct instructor at Assumption
College.
“QV’s Leadership @ All Levels program
helped me expand my voice as a leader and
gave me an added degree of confidence,
which enhanced my skills and abilities in my
workplace. The structure and delivery of the
content was extremely interactive and got
everyone thinking in proactive, rather than
reactive, ways.”
-
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Heather O’Rourke, FPQP
Lead, Client Financial Planning Services
Weiss, Hale & Zahansky Strategic
Wealth Advisors

Building Your Business Plan
Do you dream of running your own business?
Does your existing business or department need to update its blueprint
for success?
This hands-on workshop with a local business leader will get you working to
create or upgrade your business plan.
After completing the course, you will walk away with a new or updated
business plan, along with the skills necessary to sell the plan to potential
investors or financial organizations.
Time Commitment: 6 hours
Instructor: John Miller, is the president & CEO of National Chromium
Company, Inc., and former director of human resources for Day Kimball
Healthcare. John is also an adjunct business instructor at QVCC and the
principal of JPM Future Management, LLC. John earned his MBA from Bryant
College (now Bryant University).

HR Boot Camp
Explore essential human resources responsibilities
This two-day workshop serves as both a strong introduction for those new
to HR and a solid review of key issues and best practices for current HR
professionals. Topics include:
• State and federal laws that frame the employee-employer relationship
• Employment issues and how to address them
• Writing employee handbooks
• Effective interviewing techniques
• Legal information about hiring and firing
• Keeping records and documenting employee behavior
• Sexual harassment, hostile work environment, and workplace bullying
• Conducting performance appraisals
• Working with a company’s training and development efforts
Time Commitment: 12 hours		

Instructor: John Miller

Bring OUR workshops directly to YOUR employees! Call 860.932.4360
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ISO 9001:2015
Classroom and onsite workshop
This three-day Internal Quality Auditing workshop prepares you to perform
internal audits for an ISO 9001:2015 Quality Management and Quality Assurance System. On the third day of the seminar, you will perform an internal
quality audit at a local manufacturing facility.
• Learn accepted guidelines for conducting internal audits
• Discuss the auditor’s role
• Review the ISO 9001:2015 Quality Standard
• Practice preparing for an ISO audit using a case study
• Use a model internal audit procedure and accompanying forms
• Prepare for an on-site audit
• Perform an internal quality audit
Time Commitment: 21 hours			

Instructor: Chip O’Lari

Learning How to Give
and Receive Feedback
How can I improve my communication skills?
How can I improve my workplace and personal effectiveness?
This course is designed for anyone seeking to improve overall
communications and leadership effectiveness. If you work in a team setting
or in a supervisory capacity, you will benefit from this experiential real-life
workshop. You will work in small groups and practice giving and receiving
feedback, and push your comfort zone. Topics include:
• Understanding the important principles of giving and receiving feedback
• Adjusting your communication style in different situations
• Becoming more effective at setting clear expectations
• Coaching and mentoring others more effectively
• Resolving conflict and avoiding significant workplace issues
• Understanding the importance that recognition plays in all relationships
• Conducting one-to-one meetings more effectively
Time Commitment: 15 hours			

Instructor: Robert Tetreault

Bring OUR workshops directly to YOUR employees! Call 860.932.4360
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Workplace Skills
for New Employees
Learn to successfully navigate the early stages of your business career
Beginning a new job is challenging for first-time employees who must learn
about their organization, their coworkers, and themselves. This half-day
workshop introduces you to the dimensions of that learning process. Topics
include:
• Understanding organizational culture
• Observing business etiquette
• Professional communication skills (social style, listening, telephone, email)
• Working with older generations
• Motivating yourself toward success (emotional intelligence)
• Learning on the job (4 stages of skills development)
Time Commitment: 3 hours		

Instructor: Rockie Blunt, Ed.D

Making it Work
With Millennials
Gain mutual respect between generations
It’s well known that millennials — those born between 1981 and 1996 — are
the largest generation in the U.S. labor market. It is estimated that by 2025,
they will comprise 75 percent of the workforce.
No longer the “new kids,” they are rapidly assuming managerial and leadership positions. It is imperative that younger and older age groups come to
understand, respect, and work cooperatively with each other. This half-day
session shows you how to begin that process. Topics include:
• Defining the various generations
• Perceiving and being perceived by others
• Communicating to different outlooks
• Managing and motivating different age groups
• Millennials’ training and learning preferences
• Adapting to different values
Time Commitment: 3 hours		

Instructor: Rockie Blunt, Ed.D.

Bring OUR workshops directly to YOUR employees! Call 860.932.4360
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Soft Skills for Hard Results
“Soft” skills are required in the modern workplace
The new Soft Skills for Hard Results program will help employees build
professional workplace skills while developing their self-confidence,
proficiency, collaborative abilities, and expertise.
This series consists of six half-day workshops. Sign up for individual topics or
enroll in the entire series. Topics include:
Session 1
Session 2
Session 3
Session 4
Session 5
Session 6

Demonstrating Effective Interpersonal Skills
Communicating by Email and Telephone
Managing Your Time and Getting Organized
Dealing with Workplace Conflict
Working as Part of a Team
Interacting with Different Generations

Time Commitment: 3 hours per session

Instructor: Rockie Blunt, Ed.D.

Train the Trainer
Transform your talented employees into talented trainers

“Doing” and “teaching” are not mutually inclusive skills – an employee might
know how to run a piece of machinery or provide excellent customer service,
but it takes an entirely different set of skills to teach someone else how to
accomplish those same tasks. This three-day workshop covers the essential
stages in creating and delivering effective instruction, resulting in trainers
ready to contribute to your company’s workforce development goals.
Session 1

Session 2

Session 3

Adult Learning Theory
and Styles

Instructional Methods

Handling Difficult
Situations

Instructional Design

Effective Presenting
Skills

Learning Objectives

Using Visual Aids

Time Commitment: 18 hours

Practice Training

Evaluating the
Presentations
Instructor: Rockie Blunt, Ed.D.

Bring OUR workshops directly to YOUR employees! Call 860.932.4360
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Succeeding as a Supervisor
Being an effective supervisor means working with others to achieve a
department’s goals and objectives
Session 1: Developing Supervisory Skills
• Planning, Organizing, Motivating and Facilitating Work
• Supervising Former Co-workers
• Delegating and Giving Instruction
• Listening and Giving Feedback
Session 2: Bringing Out the Best in Your Staff
• Communicating with Different Personalities
• Motivating and Coaching Employees
• Using “Emotional Intelligence”
• Managing Problem Employees
Session 3: Developing Leadership Skills
• Creating A “Team” Environment
• Seeing Yourselves as Problem-Solvers
• Working With Internal and External Customers
Time Commitment: 18 hours		

Instructor: Rockie Blunt, Ed.D.

Managing Upward
Learn how to develop a more effective partnership with you supervisor
The relationship between the employee and his/her direct supervisor is one
of the most important partnerships in the work environment. A contentious
or non-productive relationship can result in a miserable situation, attrition
and unnecessary costs. The Managing Upwards workshop will describe
how to build and preserve a healthy partnership. Suitable for all levels in an
organization (everyone has a boss) and will also provide valuable insights to
those who approach the relationship from the perspective of the supervisor.
Time Commitment: 3 Hours 		

Instructor: Blaise Rogovich

Bring OUR workshops directly to YOUR employees! Call 860.932.4360
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Dealing with Change
Learn how to react to changes in the workplace
Let’s face it: sometimes changes happen to us. For most changes in the workplace, we can’t control it. What we can control, however, is our reaction to
changes that are imposed upon us.
This workshop explores techniques to analyze the impact of change with
the goal of finding ways to accept and adapt to the new reality. Workshop
discussions will draw on real-life experiences of class participants to devise
strategies for dealing with change.
Time Commitment: 3 Hours 		

Instructor: Blaise Rogovich

Influencing Change
Learn how to develop and implement strategies to lead and influence change
This workshop will help you learn how change is a constant part of our lives:
new technologies, revisions at work, political shifts, growth and changes
within our families.
It follows that we should be accustomed to change and that we can easily
accept a new environment. Instead, we find that it is hard for us to change
habits and to adapt to new work procedures. Organizational leaders such
as managers and supervisors are responsible for implementing change by
leading others through the change process.
Time Commitment: 3 Hours 		

Instructor: Blaise Rogovich

Bring OUR workshops directly to YOUR employees! Call 860.932.4360
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Workshops with John Rich
John Rich, Ed.D., has taught leadership and team development for Fortune
100 companies including Bank of America, Fleet Financial, The Hartford
Financial Services, Polaroid and Rhode Island Hospital. He has coached
executives at all levels of these organizations and brings more than 20
years of corporate and interpersonal skill building. He has a doctorate in
organizational development from the University of Massachusetts Amherst.
Cultural Competence & Interpersonal Effectiveness
Respecting co-workers is expected in the workplace, but understanding
co-workers can take some time. In this workshop, employees will identify
barriers to mutual understanding that enter the workplace from a lack
of awareness of the differences and similarities that exist between us.
By exploring what they know and don’t know about their co-workers,
participants will leave the workshop with an understanding of the
differences that exist in their workplace, how these differences affect
behavior, and how to be more effective in responding to these differences.
Time Commitment: 6 hours
Managing Projects & People
By working together on a hands-on project, workshop participants will learn
various approaches to project planning, implementation, and management.
Through activities and discussion, participants will examine the advantages
and disadvantages of various project management approaches. Well-suited
for supervisors and mid-level managers, this workshop is also a great skillbuilder for any employee who functions in a collaborative capacity.
Time Commitment: 6 hours
Building Dynamic Teams
Acting as a team requires an understanding of differences and how to
maximize the skills and benefits people bring to a team. This hands-on
workshop will give people an experience of forming a team and having
to overcome an obstacle as they move toward completion of a successful
project. Workshop topics include skill differentiation, decision-making styles,
interpersonal communications and conflict resolution.
Time Commitment: 3 hours
Bring OUR workshops directly to YOUR employees! Call 860.932.4360
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Managing Your Time &
Getting Organized
Help your employees learn to maximize every moment
Students will create a customized time-management plan to help them deal
proactively with everyday tasks while minimizing distractions and expanding
their productivity. Some of the subjects covered include setting goals and
objectives, prioritizing tasks, juggling multiple priorities and dealing with
distractions and interruptions.
Time Commitment: 3 Hours 		

Instructor: Rockie Blunt

Problem Solving & Root Cause
Analysis
Apply these concepts to your manufacturing environment
This course introduces the student to basic quality principles, problem
solving and process improvement methodologies, and the basic quality tools
used in manufacturing. Short lectures are combined with small group exercises, to develop a working knowledge of the concepts used by any organization to perform effective root cause analysis and create lasting process and
product improvements in the workplace.
Topics
Introduction to quality and value, problem solving methodologies (PDSA,
DMAIC, 10-step, 8D, etc.)
Variation, limits of inspection, red bead experiment, funnel experiment,
Taguchi, central tendency, dispersion
Problem definition, metrics, run charts – create problem statements from
customer communications, research organization’s metrics, create run
charts.
Quality tools - check sheets, pareto charts, SIPOC, process mapping, scatter
charts, 5-why’s, cause & effect diagram, brainstorming/affinity Force field
diagram, SMART goals, human error reduction, SPC/control charts, CI
Time Commitment: 14 hours 		

Instructor: Chip O’Lari

Bring OUR workshops directly to YOUR employees! Call 860.932.4360
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Introduction to Lean
Manufacturing
Do your entry-level employees need a basic understanding of lean
manufacturing?
This workshop is a quick and cost-effective way to bring your people up to
speed on essential concepts of lean manufacturing.
Learning To See
• The Value Proposition & Voice of the Customer
• Managing by Data, KPI’s
• Process Effectiveness (Quality) and Efficiency (Productivity)
• 8 Wastes
• Takt Time
• Value Stream Mapping
Lean Tools
•
•
•
•
•
•
•
•

5S (Workplace Organization
Root Cause Analysis and Corrective Action
Standard Work
Push, Pull, Flow, Kanban
Cell Design
Changeover/Setup Reduction
Mistake Proofing
Continuous Improvement

Time Commitment: 6 Hours 		

Instructor: Chip O’Lari

Bring OUR workshops directly to YOUR employees! Call 860.932.4360
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Introduction to Graphic Design
Boost the presence of your business through design
Start creating eye-catching business documents in-house by training your
employees in the fundamentals of graphic design. This introductory training program covers the essentials in Adobe Illustrator, Adobe InDesign, and
Adobe Photoshop.
Topics:
Adobe Illustrator
• Creating vector images
• Designing simple charts (bar graphs and pie charts)
• Working w/ text to create titles and dynamic headers
Adobe InDesign
• Document editing
• Page editing
• Setting up templates for documents
• Combining text and imagery to flow from page to page
Adobe Photoshop
• Basic photo and graphic editing
• Brightening and sizing images to prepare them for print and web display
Time Commitment: 12 Hours 		

Instructor: Jennifer Espeseth

Computer Training
Gain the computer skills necessary in today’s workplace
With a convenient schedule and knowledgeable instructors, it won’t take
long for you to master some of today’s most widely used software and
programs. QVCC offers a variety of computer courses, including:
• Computer Basics
• Microsoft Word
• Microsoft Excel		

• Microsoft Access
• Adobe Illustrator
• Microsoft PowerPoint • Adobe InDesign
• QuickBooks		
• Adobe Photoshop

Customized computer training for your employees can be held at the college
or at your site. One-on-one tutoring is available.
Bring OUR workshops directly to YOUR employees! Call 860.932.4360
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SPRING 2019 SCHEDULE
COMPUTERS

Computer Basics
Mon. & Wed.
March 11, 13, 18 & 20
5–7 p.m. • $175
Intro. to Excel
Wed.– April 3 & 10 • $135
Excel Beyond the Basics
Wed. – April 24 & May 1 • $135
Intro to Word
Mon. – April 1 & 8 • $135
Word Beyond the Basics
Mon. – Apr. 22 & 29 • $135
Intro. to QuickBooks
Mon. and Wed. – May 6, 8, 13 & 15
6–9 p.m. • $300

HUMAN RESOURCES

HR Boot Camp
Thurs. & Fri.- April 11 & 12
9 a.m. – 4 p.m. • $625
Grant Writing Fundamentals
Fri. - March 22, 29
9 a.m. – 4 p.m. • $200

MANAGEMENT SKILLS

Managing Your Time & Getting
Organized
Thurs. - March 14
9 a.m. – 12 p.m. • $175
Managing Upwards
Thurs. - April 4
9:00 a.m. – 12:00 p.m. • $125
Dealing With Change
Tues. - April 16
9 a.m. – 12 p.m. • $125
Influencing Change
Tues. - April 23
9 a.m. – 12 p.m. • $125
Learning to Give & Receive
Feedback
Thurs. - April 18, 25 & May 2, 9, 16
8:30 – 11:30 a.m. • $499
Managing Projects & People
Tues. - May 7
9 a.m. – 4 p.m. • $225

Bring OUR workshops directly to YOUR employees! Call 860.932.4360
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SPRING 2019 SCHEDULE
MANUFACTURING

Intro. to Lean Manufacturing
Tues. - May 14, 21
9:00 a.m. – 12:00 p.m. • $200
Problem Solving & Root Cause Analysis
Tues. - March 19, 26 & April 2, 9
8:30 a.m. – 12 p.m. • $499
ISO Internal Quality Auditing
Tues.-Thurs.- June 18, 19, 20
8 a.m. – 4 p.m. • $825

LEADERSHIP TRAINING

Leadership At All Levels
Module 1: Personal Leadership
January 23, 30 & February 6, 13
Module 2: Interpersonal Leadership
February 27 & March 6, 13, 20
Module 3: Team Leadership
April 3, 10, 17, 24
Module 4: Organizational Leadership
May 8, 15, 22, 29
Held on Wed. , 9 a.m. - 12 p.m.
$499 per module
“QVCC’s Leadership @ All Levels program
helped me develop the ability to better
understand and embrace the mission and
goals of my organization, and to use that
understanding to influence and motivate the
team that brings that vision to life.”
-

Joyce McOsker
Putnam Bank Training Officer

Bring OUR workshops directly to YOUR employees! Call 860.932.4360
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How to Register Your Employee(s)
To register an employee for a QVCC training program, the following information
must be provided to Business & Industry Services at (860) 932-4360:
1. Student/Employee Name (w/ middle initial if possible)
2. Date of Birth
3. Mailing Address
4. Email Address
5. Phone Number
Employee’s phone and email contact information will be used to alert the employee
in the event of a course cancellation, weather delay, etc. Please provide the most
appropriate phone number and email address to suit this purpose.
How To Pay
Companies can pre-pay by credit card at the time of registration, or QVCC can issue
an invoice upon completion of the training program.
Refund Policy
Companies are advised that registration constitutes contract for payment. Companies
will be charged for any registered employees who do not attend and/or complete
their program. To avoid such a charge, companies must withdraw employees no
fewer than five business days prior to a program’s start date. If a program is cancelled
by QVCC due to low enrollment, companies that pre-paid for an employee’s
registration will be issued a full refund.

Quinebaug Valley Community College does not discriminate on the basis of race, color, religious creed, age, sex
(including pregnancy, workplace hazards to reproductive systems, or sexual harassment), national origin, marital status,
ancestry, present or past history of mental disorder, intellectual disability, learning disability, or physical disability, sexual
orientation, transgender status, gender identity, gender expression, or genetic information, in its programs and activities.
In addition, the College does not discriminate in employment based on veteran status or criminal record.

Many thanks to all of our most recent training partners!
We hope to work with your company next.
APCM

Sound Manufacturing

ARS Products

Spirol International

bankHometown

TEEG

Benick Machining

Town of Putnam

BGR Radiator

Turbine Technologies

Dietz & Watson

Unicorr

EDAC Technologies

Web Industries

Ensinger Precision Components

Weiss, Hale & Zahansky
Strategic Wealth Advisors

Foster Corporation
Gentex Optics
Gerardi Insurance
Hillery Co.
Horizons CT
Hutchinson
InCord
Lake Road Generating Company
Linemaster Switch

Wepco Plastics
Westcott-Wilcox Elderly
Residential Housing
Westminster Tool
Whitcraft
Winchester Interconnect
Woodstock Academy
Woodstock Fair

Loos & Co
Miyoshi America
Northeast Opportunities for
Wellness
Numa Tool
Prides Corner Farms
Putnam Bank
Putnam Plastics
Siri Wire
Sonoco Protective Solutions
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