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Let the NEPA Manufacturers and Employers 
Association take care of your training needs. 

 
 For 50 years the Manufacturers and Employers Association, a non-
profit organization, has been providing quality service to the businesses 
of Northeast Pennsylvania.  Over the years our services have grown to 
include professional, technical, and cost-effective training services to 
meet our members’ needs. The Manufacturers and Employers 
Association responds to individual training needs and company 
training plans! 
 
The Manufacturers and Employers Association has the ability to pool 
more than 300 member companies representing over 20,000 
employees. Pooling our member companies enables us to offer our 
training programs at a discounted price.   
 
Most of all, our training programs are effective.  Over the last four 
years, approximately 7,000 individuals have participated in the 
Manufacturers and Employers Association’s training programs, and our 
clients keep coming back.  Classes are offered publicly in Schuylkill and 
Luzerne Counties or at your facility. 
 
The Manufacturers and Employers Association’s training programs 
meet the needs of an individual company.  We are able to customize 
the training to meet your specific needs.  If you are in need of 
leadership training for those managers who have come up through the 
ranks, we can give them the leadership skills they need for the 21st 
Century to help them succeed in their positions. 
 
MAEA offers on-site training in which our instructors and staff will 
come to your location!  Benefits include: 
 

 We offer all of our current training programs as on-site 
trainings including:  Human Resource, Safety, 
Supervisory, Team Leadership, Hands-On Computer 
Training, Process Improvement, and Personal & 
Organizational Development! 

 Some recent on-site trainings include:  NFPA 70E, Sexual 
Harassment, OSHA 10 Hour for the General Industry, and 
Communication for Teamwork. 

 Any of our existing trainings can be customized to your 
company’s specific needs. 

 We offer flexible scheduling such as half-day or full-day 
trainings. 

 
If you need convenient, cost-effective, quality training, please contact 
Christine Robbins or Gina Whalen. 

 
 
 
 

P.O. Box 541 
Pottsville, PA 17901 
Phone: 570-622-0992 
Fax: 570-622-2776 
 

One South Church Street 
303 Renaissance Center 
Hazleton, PA 18201 
Phone: 570-450-6893 
Fax: 570-450-6398 

Darlene J. Robbins 
President 
 

Gina Whalen, MS 
Director of Education & Member Services 
 
Christine Robbins, M.Ed 
Director of Training & Development 
 

Susan Brown 
Director of Financial Services 
 
Maureen Grant 
Human Resource Specialist 
 

Nathan Andrews, MBA 
Instructor & IT Professional 
 
Steve Bair 
Safety Instructor and Consultant 
 
David Martin 
Safety Instructor and Consultant 
 
Joan Trosterud 
Marketing and Administrative  
Coordinator 
 
Nancy McCloskey 
Office Assistant 
 

OFFICES: 

MANUFACTURERS AND 
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MAEA is an HR Certification Institute 
Approved Provider 

 
The HR Certification Institute has designated the 
Northeast Pennsylvania Manufactures and Employers 
Association (MAEA) as an approved provider of 
continuing education for certified professionals.   

 
The benefit of this development is that individuals with 
a PHR/SPHR certification can earn credit toward 
maintaining their certification when they attend HR 
Certification Institute approved Northeast Pennsylvania 
Manufactures and Employers Association programs. 

Having these pre-approved continuing education 
courses eliminates the guesswork for recertification 
candidates when planning their professional 
development activities. 

 

The HR Certification Institute 
HR Certification Institute is the leading independent, internationally recognized certifying 
body for the HR profession. Established in 1976, the HR Certification Institute awards 
certifications to professionals who meet minimum eligibility standards and pass a rigorous 
examination. HR Certification Institute testing requires professionals to demonstrate their 
expertise in both the underlying principles of HR practice and the real-world application of 
those principles. To remain certified, individuals must fulfill continuing education 
requirements or demonstrate their current knowledge of the profession through retesting. The 
HR Certification Institute is an affiliate of the Society for Human Resource Management. For 
more information about certification or recertification, please visit the HRCI website at 
www.hrci.org. 

 

Approved Provider Status 
HR Certification Institute Approved Providers undergo a thorough application and review 
process and submit to HRCI extensive information about their organizations' continuing 
education programs.  By being elevated to Approved Provider status, MAEA may determine 
and publish PHR, SPHR and GPHR recertification credit hours using the established 
criteria. The HR Certification Institute believes that pre-approved events meet the highest 
standards in the continuing education industry. 

 
Look for the HR Certification Institute Approved Provider seal throughout this training 
catalog for programs approved for recertification credit hours. 

 
 
 

The use of this seal is not an 

endorsement by the HR Certification 
Institute of the quality of the program. 

It means that a program has met the HR 
Certification Institute’s criteria to be pre-
approved for recertification credit. 

http://www.hrci.org/
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The Advantages of MAEA Trainings 
 

The Northeast Pennsylvania Manufacturers and Employers Association is your one stop business resource 
for all of your organization’s training needs.  The advantages of training your employees with MAEA 
include: 

 MAEA’s pricing is extremely competitive, which help organizations stretch their training dollars. 
 MAEA offers a comprehensive curriculum of trainings that include Supervisory Development, Lead 

Worker Development, Leadership, Management Development, Diversity, Human Resource, Safety, 
Hands-On Computer, Process Improvement, DOT, and Personal & Organizational Development. 

 Flexible scheduling to accommodate various shift needs. 
 Training can be quickly customized to meet your organization’s individual needs. 
 MAEA offers public trainings and can also come on-site to your facility. 
 MAEA instructors are highly qualified and have all worked in business & industry.   
 MAEA trainings are all supplemented by consulting services that can be applied directly to your 

organization. 
 MAEA notifies and coordinates grant applications for eligible member companies. 

“Cardinal Systems has used many of the MAEA trainings over the last couple of years.  The classes have been very well 
received by our employees, We have used both on-site training as well as off-site trainings and have not been disappointed 
with any of our trainings through MAEA.  All of the instructors know their subjects very well and communicate well 
within the classes.”  
  
Bobbie Donati, Director of Finance, Cardinal Systems, Inc. 
 

 

“We here at Weir Hazleton began using MAEA as one of our go to sources for employee training and development 
activities several years ago. We have found all of the employee training programs presented by MAEA to be extremely 
well designed and cost effective, with credible well versed instructors. We have also found that the diverse training topics 
offered by MAEA make them especially useful as a first stop for employee development needs.  I would strongly 
recommend MAEA employee training and development services to every employer in the area, and especially to those 
employers who struggle with the incongruity between developing their workforce and budget constraints.”  
 
Catherine Gasewicz, Human Resources Manager, Weir Minerals North America - Hazleton 

“Employees with access to training and development programs have the advantage over employees in other companies who 
are left to seek out training opportunities on their own. The investment in training that a company makes shows the 
employees they are valued. The training creates a supportive workplace. Employees may gain access to training they 
wouldn't have otherwise known about or sought out themselves. Employees who feel appreciated and challenged through 
training opportunities may feel more satisfaction toward their jobs.” 
 
Darlene J. Robbins, President MAEA  
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MAEA Has Their Own Training/Conference Room and 
Computer Lab 

 
The Northeast Pennsylvania Manufacturers and Employers Association is located in One 
Norwegian Plaza, Suite 250 in Pottsville.  We are proud to announce that we have our own, 
state-of-the-art training/conference room and computer lab available.   
 
Room Features Include: 

 825 square feet 
 Accommodates approximately 49 individuals 
 Connected kitchen area 
 Dividing wall to separate the area into sections that accommodate approximately 25 

individuals on each side 
 Two 100” screens  
 A 3000 Lumen LCD Projector 
 The capacity to play DVD’s and presentations from a PC that is included in the room 
 Internet availability 
 

 
 

The Computer Lab has 13 laptops and has 2003 to current versions of the following 
programs: 

 Microsoft Word in Levels I, II, and III 
 Microsoft Excel in Levels I, II, and III 
 Microsoft Access in Levels I, II, and III 
 Microsoft Power Point in Levels I and II 
 Microsoft Outlook 
 Microsoft Publisher 
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MAEA Training Progression Tool 
 

 
 
 
 

 
 
 
 
 

 
 
 

     
     
     
      
     
      
      
       
      
     
       
       
       
         
         
         

 
 
 
 
 

Lead Worker (Team 

Leadership) Certificate 

Series - 12 Hours 

 

Supervisor I – 12 Hours 

Supervisor II – 12 Hours 

Psychology in the Workplace – 12 

Hours 

Communications – 12 Hours 

Motivation – 6 Hours 

Interviewing – 3 Hours 

Coaching – 3 Hours 

Basics of Supervision – 6 Hours 

Professional Image – 3 Hours 

Avoiding Liability – 3 Hours 

Coaching – 3 Hours 

Planning, Organizing, and 

Prioritizing Work – 6 hours 

Developing Trust – 3 Hours 

Conflict:  Self -Management – 3 

Hours 

Managing Your Emotions 

Effectively – 6 hours 

 

Accountability – 6 Hours 

Meetings – 3 Hours 

Critical Thinking – 6 Hours 

Time Management – 3 Hours 

Body Language – 3 Hours 

Goal Setting – 3 Hours 

Team Building – 6 Hours 

Emotional Intelligence – 6 Hours 

Managing Difficult People – 6 

Hours 

Customer Service – 6 Hours 

Managing Change – 6 Hours 

Active Listening – 3 Hours 

Train to Retain – 12 Hours 

Workplace Respect – 3 Hours 

Financial Statements – 6 Hours 

Presentation Skills – 3 Hours 

Mentor Development – 6 Hours 

Critical Conversations – 3 Hours 

Communication Challenges – 3 

Hours 

Delegation – 6 Hours 

NEW Executive 

Customized Team 

Building  

Lead Worker (Team Leaders) 

Supervisory Development 

Management Development 

Leadership Development 
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MAEA On-Site Training 

In addition to the catalog of course offerings, MAEA staff instructors are also available to 
provide on-site training. Our staff trainers will assist you in designing training or 
development programs to meet your organization’s unique needs, including scheduling and 
location requirements. 

Benefits and Advantages of On-Site Training: 

 Your company’s unique needs are met: We get to know your organization and what 
specific goals you want to achieve in the training. Your employees receive information 
and skills to assist them in dealing with the real issues they face in their own day-to-day 
work environment. We provide the program materials and experienced instructors. 

 Flexibility and Convenience: The course content, date, time, and location will be 
established to meet your company’s needs. Courses can be scheduled for weekdays, 
weekends or evenings; whichever is most convenient. They can be held at your facility or 
any other meeting place of your choice. 

 Team Interaction: Your employees are trained together. Everyone receives the same 
message; they participate and interact; they become a team.  

MAEA Consulting Services 
MAEA provides an array of business solutions to employers’ problems. MAEA’s  
Consulting Services are custom tailored to each organization. Through these services, MAEA 
will help your company operate more efficiently and effectively. 
 
 MAEA has a staff of consultants who can help you establish best practice methodologies for 
the implementation in all aspects of your business.  Our experienced consultants will 
conduct an on-site evaluation of your current conditions, provide proposed solutions and 
assist in implementation and training.   
 
MAEA is able to assist in the following areas: 
Information Technology 
Organizational Development 
Process Improvement  
Office Lean 
Spanish Translation 
Communication 
Human Resources/Harassment 
Safety 
One-On-One Coaching 
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General Course Information 

BACKGROUND  
The courses offered by the Manufacturers and Employers Association are focused on business and industry, with 
content developed by external practitioners and staff instructors having extensive real-world experience.  The 
Manufacturers and Employers Association’s faculty are carefully chosen and consist of individuals who are both 
subject matter experts and skilled communicators and instructors.  Course maintenance is an ongoing priority for 
the Manufacturers and Employers Association, with input sought regularly from cooperating organizations, industry 
contacts, and periodic focus groups of member company representatives. 
 
ELIGIBILITY 
Enrollees are typically sponsored by their company.  The courses are designed for current and prospective 
supervisors, managers, and technicians, with final decision on the applicability of a specific course left to the 
discretion of the sponsoring firm. We will accept enrollment up to one day before the class takes place; however 
walk-ins are also welcome. 
 
FINANCIAL RESPONSIBILITY 
Financial responsibility for an enrollee’s participation in any of the Manufacturers and Employers Association 
programs rests with the sponsoring company, unless specific arrangements have been made in advance. 
 
COURSE ENVIRONMENT 
All sessions are conducted in an informal setting that is conducive to learning and to the open exchange of ideas 
among participants.  Interactive exercises are frequently used as part of the instructional method, along with a variety 
of audio/visual aids, participant manuals, and stimulating group discussions.  There are no entrance or completion 
examinations; participants are encouraged to demonstrate the knowledge acquired through open discussion with 
peers and during the course sessions. 
 
ATTENDANCE 
Because of the progressive structure of the courses, attendance is expected at all sessions.  Arrangements should be 
made with the instructors to address those situations where a specific session cannot be attended.   
 
RECORDS ADMINISTRATION 
The Manufacturers and Employers Association assumes responsibility for maintaining individual records on course 
participation.  Documentation of a student’s participation is available to the student or sponsoring firm or 
organization upon request from the Manufacturers and Employers Association office. 
 
REGISTRATION INFORMATION 
Enrollments are accepted on a first-come, first-served basis until respective class limits are reached.  Mail, FAX, 
phone-in, and e-mail registrations are accepted.    
 
CANCELLATION POLICY 
Cancellation deadline is three business days prior to course.  Cancellations made AFTER this deadline will be 
charged the full price.  Substitutions may be made at anytime prior to start of class at no charge.  No shows will 
be billed the full price. 
 
INCLEMENT WEATHER 
Due to the number of people attending courses, it is not practical to provide individual notifications in the event of 
class cancellations due to inclement weather.  Whenever there is a doubt, call the Manufacturers and Employers 
Association office at 570-622-0992.  Cancellations and rescheduling information will be provided via a recorded 
message. 
 
CERTIFICATIONS 
The Manufacturers and Employers Association offers several certification series, which are endorsed by the 
Pennsylvania Manufacturers Association (PMA), and the National Association of Manufacturers (NAM).  
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REGISTRATION FORM 

 
Companies may register by mail, phone, fax, or e-mail.  Copy then Fax registration form to 570-622-2776, or mail to MAEA, 

 P.O Box 541, Pottsville, PA 17901-0541 
You can call us at 570-622-0992, or 570-450-6893 or email crobbins@maea.biz to register as well. 

 

 
 

Name of Training 
 
 

Date (s) of Training 
 
Registrant Name 
 

Registrant Name 

 
 

 

 
 

 

 
 

 

 
 
 

Company Name: 
 
 
_____________________________________________________________________________________________ 
Company Phone Number:     Fax: 
 
 

 

Billing Address: 
 
_____________________________________________________________________________________________ 
Billing Contact:      Authorized by: 
 
 

 
 

Cancellation Policy: 
Cancellation deadline is three business days prior to course.  Cancellations made AFTER this deadline will be charged 

the full price.  Substitutions may be made at anytime prior to start of class at no charge.  No shows will be billed the full 
price. 

 

mailto:crobbins@maea.biz
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LEAD WORKER (TEAM LEADERSHIP) CERTIFICATE SERIES 
 
Lead Worker Certificate Series (2 Day Training) 
With appropriate training and development, your lead workers can be expected to exercise initiative, judgment and sound 
decision-making within the scope of their assigned authority. 
Help your leaders develop these skills and gain the confidence necessary to more effectively assert themselves with this two-
day certificate training. 
Day One Course Content: 

 Identifying four distinct leadership styles 
 Defining your authority and empowerment 
 Basic worker motivation and how to use it 
 The power of effective communication 
 The impact of active listening 
 Training others to become the experts 

Day Two Course Content: 
 Appropriate assertiveness to influence others 
 How to delegate effectively 
 How to give positive praise 
 Performance improvement through coaching 
 Conflict resolution tips 
 Decision making process 

 
Who Should Attend: Employees who have been assigned responsibilities including directing, leading, training, monitoring, 
evaluating or communicating regarding the work of peers or team members will benefit.  
Dates & Location:     January 24 & 31, 2014              9:00am-4:00pm                     The Top of the 80’s, Hazleton 
           September 9 & 16, 2014         9:00am-4:00pm    The Top of the 80’s, Hazleton 
Price:            $300/Member                            $600/Non-Member 
_____________________________________________________________________________
 

SUPERVISORY DEVELOPMENT CERTIFICATE SERIES 
 
For over 25 years, MAEA’s supervisory training programs have been graduating satisfied clients prepared to handle the day -
to-day challenges faced by supervisors in all types of environments.  In fact, supervisory training is MAEA’s most popular 
training program. 
 
What makes the Supervisor’s Certificate so popular? 

 The courses are practical and very hands-on and include real life examples and classroom exercises drawn from a 
variety of backgrounds. 

 Program content was selected by MAEA’s staff following a survey of needs expressed by local supervisors. 
 Time is allotted to discuss specific supervisory issues facing class participants. 

 
How many courses must be taken to receive a certificate? 
Participants who attend the following four components of the series will receive certificates of completion from the 
National Association of Manufacturers (NAM), the Pennsylvania Manufacturers Association (PMA), and the Northeast 
Pennsylvania Manufacturers & Employers Association. 

(1) Making the Transition to Supervisor I  
(2) Making the Transition to Supervisor II 
(3) Psychology for Supervisors 
(4) Effective Communications & Interpersonal Relations    
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Supervisory Development Certificate Series Benefits 
People often become supervisors because they did a good job in their hourly positions.  There is often little or no 
preparation for this increase in responsibilities and new supervisors usually imitate what their supervisors did – whether 
it was effective supervision or not.  The result is that ineffective supervisory habits get passed on.  In this fun, fast-paced 
and highly interactive program, participants learn tools they can use to be great supervisors: 
 
Who Should Attend This Series of Trainings:  Anyone who has recently been promoted to supervisor, who aspires to a 
supervisory position, or has been a supervisor for many years but lacks formal leadership training, will benefit from this 
program.  
 
Making the Transition to Supervisor I (2 Day Training) 
Thriving in a supervisory job requires stamina.  Supervisors must be able to withstand the pressure from the top and the 
demands coming up from their direct reports.  During this workshop, participants will explore the foundational aspects of 
being a good supervisor.   
Course Content: 

 Federal laws that directly impact supervisors and their employees 
 Skills to maximize the effectiveness of their communications 
 Guidelines to help achieve the goal of giving constructive feedback as opposed to criticism 
 Effective conflict management techniques   
 Understanding the difference between assertiveness & aggressiveness 
 Feedback, recognition and listening 

Date & Location: March 21 & 28, 2014          9:00am-4:00pm   The Top of the 80’s, Hazleton 
   September 19 & 26, 2014      9:00am-4:00pm The Top of the 80’s, Hazleton 
Price:   $300/Member           $600/Non-Member 
 
 
Making the Transition to Supervisor II (2 Day Training) 
Being an effective supervisor in today’s business environment requires excellent interpersonal skills.  This training will 
provide supervisors not only with interpersonal skills, but how to effectively manage other individuals. 
Course Content: 

 The history of supervision and management 
 Planning and time management 
 Organizing and delegating 
 Communicating instructions & interviewing 
 Motivating your employees 
 Exercising control, making decisions, & solving problems 
 Working in teams 

Date & Location: April 11 & 25, 2014          9:00am-4:00pm   The Top of the 80’s, Hazleton 
   October 24 & 31, 2014          9:00am-4:00pm The Top of the 80’s, Hazleton 
Price:   $300/Member           $600/Non-Member     
 
 
Psychology for Supervisors (2 Day Training)
This training provides supervisors with an overview of many of the basic theories related to employee attitudes and 
motivation in the workplace.  Starting with a review of basic motivational theories (Maslow, Herzberg, MacGregor, and 
others), the course focuses on understanding the forces that drive the individual employee and work team responses to 
situations and events in the workplace.  A number of contemporary concepts are also addressed, including the importance 
of change management, personal accountability, coaching, and mentoring as supervisory tools.   
Course Content: 

 The mind and behavior – motivation 
 Leadership 
 Emotional competence 
 Brain functions 
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 Psychology and training 
 Psychology and perception 
 Teams and behavior 

Date & Location: May 23 & 30, 2014         9:00am-4:00pm    The Top of the 80’s, Hazleton 
   November 14 & 21, 2014     9:00am-4:00pm The Top of the 80’s, Hazleton 
Price:   $300/Member          $600/Non-Member 
 
 
Effective Communications & Interpersonal Relations (2 Day Training) 
Increasingly, companies are focusing their attention on the human relation skills of their employees. Those skills, or lack of 
them, influence hiring, training, promotions, and compensation. The reason for this is simple: communication skills can 
determine a company’s success or failure. With this in mind, employees who have studied communications and 
interpersonal relations have a better chance of both getting the more desirable jobs and achieving success on those jobs. 
Participants of this highly interactive training will acquire the knowledge to greatly improve their communication skills.  
Course Content: 

 Common methods of communicating 
 The communication model 
 Ways to prevent loss of information 
 Overcoming barriers to effective communication 
 Understanding the individual & group structure 
 Communication through feedback 
 Techniques for becoming a better listener 
 Formula for an informal talk 
 Communications & organizational efficiency 
 Effective communications in training personnel 
 Conducting meetings 

Date & Location: June 20 & 27, 2014      9:00am-4:00pm  The Top of the 80’s, Hazleton 
   December 5 &12, 2014      9:00am-4:00pm The Top of the 80’s, Hazleton 
Price:   $300/Member       $600/Non-Member 
 

 
SUPERVISORY DEVELOPMENT TRAININGS 

 
Basics of Supervision (1 Day Course) 
The one-day supervisory class encompasses the basic principles of good supervisory management and addresses specific 
issues such as employee motivation and interpersonal communication. 
Course content:  

 The supervisor’s roles and responsibilities  
 Leadership  
 Planning and time management  
 Organizing and delegating  
 Motivation/motivating your employees  
 Communication/instructions/training   
 Group dynamics/conflict resolution  

Date & Location: July 18 or December 15, 2014  9:00am-4:00pm  The Top of the 80’s, Hazleton  
Price:   $155/Member               $310/Non-Member 
 
 
Improving Motivation in Your Workforce 
Seasoned managers will improve their management and motivational skills. New managers or supervisors will accelerate 
their management know-how. The latest concepts represented in this interactive course will provide participants with the 
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knowledge and skills to influence the behaviors of others with the result of improved productivity. Participants will be better 
prepared to change their own behaviors to have more of a positive impact on the bottom line. 
PHR/SPHR/GPHR (General) Recertification Credits:  6 
Course Content: 

 Definition of motivation 
 Individual motivation assessment 
 Factors that affect motivation 
 Frederick Herzberg motivation theory 
 Maslow’s Hierarchy of Needs 
 Locus of control 
 Creating a climate for motivation 
 Motivating high performers 
 Motivating problem personalities 
 Motivation by Changing Behaviors  
 Loss of motivation 

Date & Location:   July 31, 2014   9:00am-4:00pm   The Top of the 80’s, Hazleton 
Price:     $155/Member       $310/Non-Members 
 
 
Interviewing for Supervisors 
This training will review how to reduce turnover, improve productivity and consistently hire top performers!   
How Your Supervisors Will Benefit 

 Know what interview questions are both legal and effective  
 Elicit spontaneous, truthful responses  
 Recognize answers that predict performance problems  
 Obtain a complete picture of an applicant’s strengths and weaknesses  

How Your Company will Benefit 
 Reduce turnover by matching each candidate’s competencies to your job opening  
 Prevent costly and time-consuming discrimination-based lawsuits  
 Hire people who best fit your organization’s needs  

PHR/SPHR/GPHR (General) Recertification Credits:  3 
Course Content: 

 Overview of federal employment law: asking legally defensible questions  
 Preparing for the interview and interview questions  
 Setting the stage for the interview 
 Establishing a rapport with your applicant  
 Getting the most out of a completed application or résumé and identify “red flags”  
 Components of a behavior-based interview  
 Balancing talk with listening  
 Determining which applicant represents the best fit for the job, the department, and the organization 

Date & Location:  January 22 or July 23, 2014   1:00pm-4:00pm  The Top of the 80’s, Hazleton 
Price:   $100/Member    $200/Non-Member 
 
 
Avoiding Liability for Supervisors 
This is a basic introduction for supervisors and managers as to what purpose and function the human resource provides in 
organizations.   
PHR/SPHR/GPHR (General) Recertification Credits:  3 
 
Course Content:  

* Coaching 
* Compensation/Benefits 
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* Discrimination 
* Employee Development 
* Employee Relations 
* Government Compliance 
* Labor Relations 
* Performance Management  
* Recruiting 
* Sexual Harassment 
* Recordkeeping 

Date & Location: January 22 or July 23, 2014 9:00am-12:00pm  The Top of the 80’s, Hazleton 
Price:   $100/Member   $200/Non-Member 
 
 

Improving Your Professional Image 
Credibility is the key! At work, we strive to have and maintain credibility among our coworkers, managers, and customers. 
We want to be respected and viewed as the "right person to go to" or "the person who knows the job". Professionalism is the 
mirror to credibility, and unfortunately, what others "perceive" to be professional varies on their own “frame of reference". 
We can manage those actions which can take away from our credibility. If we focus on these actions, we lessen the chance of 
others' perceptions becoming altered, leaving them with the impression that we strive to make. This class focuses on how 
you can achieve the professionalism necessary to reach and maintain credibility in the workplace. By achieving these goals, 
you are most likely to be viewed as "professional" by all people you interact with at work. 
 

Course Content: 
 Definition of respect and credibility 
 Reality vs. perception 
 Understanding others' frames of reference 
 Achieving professionalism by: maintaining objectivity, maintaining consistency, acting assertive for business results, 

and maintaining a unified front for the company or your team 
 

Date & Location: January 29 or July 21, 2014 9:00am-12:00pm The Top of the 80’s, Hazleton 
Price:   $100/Member   $200/Non-Member 
 
 

MANAGEMENT DEVELOPMENT CERTIFICATE SERIES 
 
This new series provides the next level of development after our Supervisory Development Certificate Series.  The classes 
included are: 

 Critical Thinking and Problem Solving Workshop 
 All Day Team Building Training 
 Accountability and Empowerment 
 Project Management 
 Conducting Effective Meetings 

 
Critical Thinking and Problem Solving Workshop 
Critical thinking can be defined as reasonable reflective thinking focused on deciding what to believe or do.  In all 
professions, it is absolutely critical for associates to be able to utilize critical thinking in a proactive way to make 
improvements rather than simply reacting to situations.  This workshop will review the critical thinking process and stress 
the skills required.  In addition, the workshop will also focus on what we do all day long, everyday; problem solve and 
make decisions.  In this interactive workshop, we will review some problem solving techniques and actually perform the 
analysis for many common business situations.  Bring a calculator! 
Course Content: 
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 Definition of Critical Thinking 
 Type of Critical Thinking 
 Critical Thinking Process 
 Definition of a Problem 
 10 Step Problem Solving/Decision Making Model 
 Barriers to Problem Solving 
 Brain Storming – Starbursting 
 Cost Benefit Analysis 
 ABC Analysis/Pareto Analysis 

Date & Location: January 20 or August 18, 2014  9:00am-4:00pm    The Top of the 80’s, Hazleton  
Price:   $155/Member    $310/Non-Member 
 
 
All Day Team Building Training – Creating High Performance Teams and Communication Skills for Teamwork 
This course combines all of the aspects of our Creating High Performance Teams and Effective Communication for teams. 
A team-based high-performance workplace is one in which the traditional structure and management operating system, 
which concentrates decision-making authority at the top and requires order-following from all levels below, is set aside in 
favor of a more participative, decentralized style where teams are delegated management control of defined responsibilities.  
Team-based high-performance workplaces achieve record quality and productivity levels and increased stakeholder, employee 
and customer satisfaction.  
Course Content: 

 Difference between a group and a team 
 Who should be part of the team 
 Stages of team building 
 Empowerment 
 What is a healthy team 
 Self-managed & self-directed teams 

Communication Skills for Teamwork Component: 
Many companies struggle to create a climate where everyone gets along and works together to achieve company goals.  
Merging people into successful work groups doesn’t just happen.  Participants will learn to create successful teams by reading 
and reacting appropriately to their team member’s behavioral styles. 
This will start the teambuilding process “on the right foot” and maintain effective relationships. 
Course Content: 

 Understanding different behavioral styles 
 Identifying personal communication style 
 Strategies to reduce tension among different communication styles  
 Behavioral adaptability 
 The importance of active listening 
 Barriers to effective communication  

Date & Location: May 14 or December 9, 2014  9:00am-4:00pm  The Top of the 80s, Hazleton 
Price:   $155/Member   $310/Non-Member 
 
 
Accountability and Empowerment 
As managers, we know that one of our primary tasks is to delegate, however, why is it that we find our employees are not 
doing what we think they should be doing, and even more so, why do they point the finger elsewhere when the results are 
in? If we delegate in the most effective manner, we start the cycle of accountability. In this course, you will learn how to set 
clear agreements to begin the cycle of accountability. Also, you will learn ways to empower employees to remain on track and 
to hold themselves accountable for results when all is said and done. 
Course Content: 

 Define accountability 
 Barriers to accountability 
 The OZ principle 
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 Responsibility through delegation 
 Empowerment 
 Linking Empowerment to job performance 
 Personal accountability system 
 Project management 
 Linking accountability to job performance 

Date & Location:   February 14 or September 22, 2014   9:00am-4:00pm  The Top of the 80’s, Hazleton  
Price:     $155/Member            $310/Non-Members 
  
 
Project Management 
Project management is the application of knowledge, skills, tools and techniques to project activities in order to meet or 
exceed stakeholder needs and expectations of a project.   This class is intended to help potential project managers 
understand tools that are available for managing the details of the project on a day-to-day basis.  Focus will be on how to 
balance available resources and expectations, different stakeholder priorities, identifying needs, and quality.  Project 
management techniques and tools such as Gantt Charts, Stoplight Charts and Microsoft Project will be reviewed.  
PHR/SPHR/GPHR (Strategic) Recertification Credits:  6 
 Course Content: 

 What makes up a Project? 
 Understanding the Project Management Process 
 How to Plan a Project 
 Working with a Budget 
 What are Deliverables? 
 What are the risks? 
 What can go wrong? 
 What defines a successful project? 
 Converting Project to Practice 

Date & Location: January 28 or July 29, 2014    9:00am-4:00 pm The Top of the 80s, Hazleton 
Price:   $205/Member     $410/Non-Member 
 
 
Conducting Effective Meetings 
The success of every business is related to conducting effective meetings.  Effective meetings will improve the 
communication and relations between employees, ensure that company goals are reached, improve an organization's ROI 
(return on investment), and will save valuable time and resources. 
Course Content: 
 Definition of a meeting 
 Meeting statistics & trends 
 When to meet 
 Preparing for the meeting 
 Creating an agenda 
 Managing the meeting – before, during, and after 
Date & Location: March 7, 2014  9:00am-12:00pm The Top of the 80s, Hazleton  
Price:   $100/Member  $200/Non-Member 
 
 

MANAGEMENT DEVELOPMENT TRAININGS 
 
Mentor Development Training 
In today’s competitive workplace, businesses need to rely upon mentoring as a proven method for developing in -house 
talent.  Mentoring is a process of supporting individuals to make more conscious decisions about their professional lives. 
Mentors aid individuals in learning more about themselves, their interpersonal skills, and their styles of learning, leading, 
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managing people, making decisions, and managing conflict. Mentoring is a process for individuals to identify what’s 
important both personally and organizationally. Mentoring is a developmental process based on identifying and building on 
the individual’s strengths and internal resources.  It has been proved that companies that use mentoring extensively boast 
higher employee retention, more engaged employees, and stronger succession bench strength. 
 
We will explore how to develop a program for your business and prepare your mentors to work 
with your staff.  We look at how a mentor helps identify goals, barriers to success, and action 
strategies to help achieve these goals. The mentor supports the individual in staying committed to 
priorities she or he says are important.  This training will help provide you with an introduction to 
mentoring and provide you with skills and techniques for developing an in-house mentoring 
program.  This class is designed for individuals who are new to business mentoring or as a review 
for those currently supporting an existing program.   
PHR/SPHR/GPHR (General) Recertification Credits:  6 
Date & Location: July 22 or December 2, 2014 9:00am-4:00pm  The Top of the 80’s, Hazleton 
Price:   $205/Member   $410/Non-Member 
 
 
Effective Time Management 
In a world of ever-increasing demands, many people worry that they're going to drop one of the many balls they're trying 
to juggle.  Frequently, this sense of struggling to keep up creates a level of stress that keeps us from properly utilizing our 
time.  To start this important program, participants will discover useful stress management techniques that provide the 
foundation for the rest of the day.  Participants then learn several techniques to prioritize their multiple projects, 
demands, and to-do lists to stay on top of what is most important, even when priorities constantly change.  Next, they 
will learn how to manage paper, interruptions, meetings, phones, casual conversations, routine tasks, procrastination 
and numerous other efficiency blockers in a better way.  They will discover how to examine their own personal efficiency 
to identify peak performance time and how to schedule the most important things during those times.  Participants will 
also discover how goal setting has helped the most successful business professionals get more done and how to 
consistently dwell in the "world of important" and not in the "world of urgent".  Who Should Attend:  This course has 
been designed for individuals who feel overwhelmed by the competing demands placed on their time as well as for those 
who are determined not to let competing priorities reduce either their effectiveness or their satisfaction with their job 
and their life. 
Date & Location: February 18 or August 14, 2014  9:00am-12:00pm The Top of the 80’s, Hazleton 
Price:   $100/Member    $200/Non-Member 
 
 
Goal Setting 
This training will help participants identify priorities and set goals that will enhance their effectiveness, productivity, and 
success professionally and personally.   
Course Content: 

 Why set goals? 
 Difference between wishes, dreams, & goals 
 Three types of goals  
 Writing meaningful goals 
 The six step model for setting and achieving goals 
 Individual practice using a goal setting action form 

Date & Location: February 18 or August 14, 2014 1:00pm-4:00pm  The Top of the 80’s, Hazleton 
Price:   $100/Member   $200/Non-Member 
 
 
Training to Retain (Train the Trainer) – 2 Day Workshop 
This program will provide participants with information and experience in the concepts and techniques of designing and 
delivering participant-centered training programs.  In between sessions, participants will create their own training plan.  On 
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the second day of the workshop, students will actually present their own 8-step training plan for a job they will be 
responsible to train in their current position. 
PHR/SPHR/GPHR (General) Recertification Credits:  12 
Course Content: 
At the completion of this two-day workshop you will be able to: 
•  List the eight steps to an effective training session 
•  Identify the characteristics of today’s adult learner 
•  Determine how different people learn 
•  Design and develop a participant-centered training session 
•  Select delivery methods based on the audience 
•  Create effective visual aids 
•  Identify your own style and increase your training effectiveness  
•  Conduct a participant-centered training session with confidence 
•  Evaluate your training to assess your success 
Date & Location: January 14 & 21, 2014  9:00am-4:00pm    The Top of the 80’s, Hazleton 
Price:   $405/Member   $810/Non-Member 
 
 
Workplace Respect 
During this training we will explore what it means to interact with co-workers in a respectful manner and how to more 
graciously ask for respect from them. In our busy and ever-changing workplaces, disrespectful behaviors occur often, both 
knowingly and unknowingly. This valuable course offers participants an opportunity to investigate some root causes of 
disrespect and unclear personal boundaries. Participants will also gain some awareness and communication tools to help 
them better understand their version and their co-worker's version of respect so that it can be mutually exchanged.  
Course Content: 

 Understanding how changes in society, people, and the workplace have made "respect" such an important 
contemporary issue  

 Identifying the characteristics and definitions of workplace respect  
 Explore the way in which our values affect workplace interactions and expectations of respect  
 Learn to communicate our individual boundaries and requests for respect 

Designed For:  Anyone whose desire it is to draw clearer personal boundaries and foster the behaviors that are characteristic 
of respectful workplace  
Date & Location: January 29 or July 21, 2014 1:00pm-4:00pm    The Top of the 80’s, Hazleton 
Price:   $100/Member   $200/Non-Member 
 
 
Change Management – Building Resiliency  

Things are constantly changing, yet people are forever resisting change.  This training will identify tips and techniques to 
improve the change process 

PHR/SPHR/GPHR (Strategic) Recertification Credits:  6 
Course Content: 

 Definition of Change 
 Reactions to Change 
 Personal Change Assessment 
 Difference between voluntary and involuntary change 
 Resistance to Change 
 “Square Wheels” 
 The Process of Transition 
 Transition Leadership 
 How to present change effectively 
 Responding professionally instead of reacting with anger or fear 

Date & Location: June 12, 2014   9:00am-4:00pm  Top of the 80s, Hazleton 
Price:   $155/Member   $310/Non-Member 
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New 

Course 

New 

Course 

NEW Coaching:  Partnering for Performance 
Whether managers are trying to help employees enhance their performance, 
develop themselves toward future goals, or rebound after derailing, employees 
greatly benefit from being coached. In this training, we explore supervision 

from the mind-set of a coach; where a partnership supportive of employee development is the focus. 
We build the critical coaching skills necessary to enhance that partnership, and give managers the tools 
and confidence needed to embrace the coaching role successfully. We navigate through a coaching 
model which gives managers a solid framework for holding various types of coaching conversations, 
including the preparation, implementation, and follow-up needed to support the coaching partnership. 
Who Should Attend: Managers, supervisors, team leads, and anyone who does formal or informal workplace coaching. 
PHR/SPHR/GPHR (General) Recertification Credits:  3 
Date & Location: January 15 or July 30, 2014 9:00am-12:00pm  Top of the 80s, Hazleton 
Price:   $100/Member   $200/Non-Member 
 
 
Delegating and Presenting Work Effectively  

The main goal of any organization is to complete work effectively and efficiently.  One of the best ways to accomplish 
this goal is to properly delegate and present work.  This will identify tips and techniques to not only delegate work, 
but to increase decision making, increase productivity, and do so in a way to positively affect morale. 

Course Content: 
 Delegation defined 
 The delegation process 
 Completing each step in the delegation process 
 Prioritizing work 
 Presenting work  

Date & Location: May 8 or November 10, 2014 9:00am-4:00pm  Top of the 80s, Hazleton 
Price:   $155/Member   $310/Non-Member 
 

 
NEW Planning, Organizing, and Prioritizing Work Effectively  

Planning, organizing, and prioritizing work is a key element to being a successful leader in your 
organization.,  Given current time constraints and the hectic flow of work, being able to manage and 
plan work saves time, money and effort.  This class will review techniques to plan work and 

organize/prioritize it based on organizational objectives.   
Course Content: 

 Work Planning Process 
 Strategic, Tactical, and Operational plans 
 Organizational methods 
 Critical Path analysis 
 Prioritization techniques 

Date & Location: April 9 or October 13, 2014 9:00am-4:00pm  Top of the 80s, Hazleton 
Price:   $155/Member   $310/Non-Member 
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New 

Series 

New 

Offering 
NEW INTERACTIVE EXECUTIVE TEAM BUILDING  

 
NEW Interactive Executive Team Building Sessions 
This offering is available to be done on or off-site for your Executive or Management Team and can 

be customized to meet your needs.  9 hours of interaction over 1 ½ days may include the following topics: 
Session Topics: 

 Review and discussions of communications styles 
 Identifying personal communication styles 
 Strategies to reduce tension among different communication styles 
 Behavioral adaptability 
 Change management concepts  
 Reactions to Change 
 The process of transition 
 Change Model 
 An analysis of recent changes in your organization 
 Sharing concerns effectively and discussions on issues/concerns and successes 
 Team Emotional Intelligence 

 

 
NEW COMMUNICATION MASTERY CERTIFICATE 

SERIES 
This certificate series will explore all aspects of workplace interactions and helps develop a process for building effectiveness 
through effective communication.  Classes in this series include: 

 Effective Communications & Interpersonal Relations 
 Critical Conversations  - Having the “Hard To Have” Discussions 
 Overcoming the Communication Challenges of Today’s Workplace 
 Active Listening Skills 
 Body Language – The Art of Nonverbal Communication 
 Generations Working Together 

 
Effective Communications & Interpersonal Relations (2 Day Training) 
Increasingly, companies are focusing their attention on the human relation skills of their employees. Those skills, or lack of 
them, influence hiring, training, promotions, and compensation. The reason for this is simple: communication skills can 
determine a company’s success or failure. With this in mind, employees who have studied communications and 
interpersonal relations have a better chance of both getting the more desirable jobs and achieving success on those jobs. 
Participants of this highly interactive training will acquire the knowledge to greatly improve their communication skills.  
Course Content: 

 Common methods of communicating 
 The communication model 
 Ways to prevent loss of information 
 Overcoming barriers to effective communication 
 Understanding the individual & group structure 
 Communication through feedback 
 Techniques for becoming a better listener 
 Formula for an informal talk 
 Communications & organizational efficiency 
 Effective communications in training personnel 
 Conducting meetings 

Date & Location: June 20 & 27, 2014      9:00am-4:00pm  The Top of the 80’s, Hazleton 
   December 5 &12, 2014      9:00am-4:00pm The Top of the 80’s, Hazleton 
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Price:   $300/Member       $600/Non-Member 
 
 
Critical Conversations: Having the “Hard to Have” Discussions 
Communication is the most powerful tool we have in the workplace. Whether you are preparing for a “hard to have” 
conversation or discover you are in the middle of one, you can influence the outcome.  Participants in this seminar will 
learn how to master these critical conversations. They will learn communication tools which will help insure a win-win result 
when they are engaged in a conversation involving “at stake” issues. 
Objectives 

After completing this seminar, participants will: 
 Understand what makes a conversation “critical” 
 Appreciate the value of positive outcomes from critical conversations 
 Know how to prepare for a critical conversation 
 Recognize in themselves and in others the signs of emotions and stress which can impact a critical conversation 
 Learn to take charge and be responsible for the effectiveness of your conversations    
 Learn communication tools which create shared understanding and resolution 

Date & Location: February 5 or August 11, 2014 9:00am-12:00pm    The Top of the 80’s, Hazleton 
Price:   $100/Member   $200/Non-Member 
 
 
Overcoming the Communication Challenges of Today’s Workplace 
In this workshop we will explore the developments in the workplace that are intensifying the need to communicate more 
effectively.  There will be an emphasis on the personal and organizational benefits of being an effective communicator.  
 The following topics will also be covered: 

 Methods to Improve Your Cultural Savvy 
 Characteristics of Effective Business Messages 
 Guidelines for Writing Effective E-mails 
 Practicing Ethical Communications 

Date & Location: February 5 or August 11, 2014 1:00pm- 4:00pm    The Top of the 80’s, Hazleton 
Price:   $100/Member   $200/Non-Member 
 
 
Active Listening Skills 
Our ability to listen effectively is directly related to our success in team relationships.  Although listening is the 
communication skill we use most frequently, it is the skill in which we have had the least training.  Critical listening skills 
are very important in the workplace but unfortunately most of us do not possess them. The good news is that excellent 
listening skills can be learned.  During this training we will learn assess your current listening habits and explore ways to 
improve your listening skills through various techniques.  The skills covered in this training will strengthen your 
interpersonal effectiveness in many aspects of your professional and personal lives.   
Course Content: 

 Guidelines for Empathic (Active) Listening 
 Identifying the Worst Listening Habits 
 Types of Listening 
 Techniques to Improve Listening Skills 

Date & Location: March 17 or September 29, 2014 1:00pm-4:00pm    The Top of the 80’s, Hazleton 
Price:   $100/Member    $200/Non-Member 
 
 
 
Body Language – The Art of Nonverbal Communication 
The old adage is true:  People’s actions often do speak louder than their words.  It is a scientific fact that people’s gestures 
give away their true intentions.  Yet most of us do not know how to read body language, and we do not realize how our own 
physical movements speak to others.  By learning to interpret subtle body signals correctly, you can interpret their 
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underlying intentions and have confidence and control in any face-to-face encounter.  During this course, we will examine 
how to use nonverbal cues to communicate more effectively and get the reactions you want.  This course will also help you 
enrich your communication with and understanding of others, as well as yourself. 
Date & Location: March 17 or September 29, 2014 9:00am-12:00pm The Top of the 80s, Hazleton 
Price:   $100/Member    $200/Non-Member 
 
 
Generations Working Together 
Experts agree that the typical workplace today spans more age groups than ever before, but values 
can collide when members of different generations work together. Having a better understanding 
of others can make the working environment more productive. This program will focus on the 
different generations that are represented in today's workforce, each of their fundamental value 
systems, and the origins of these values systems.  By examining the value systems shared by 
generational groups, we can better understand their diverse beliefs and behaviors and discover 
the strengths of each demographically identifiable age group. 
PHR/SPHR/GPHR (General) Recertification Credits:  3 
Date & Location: October 20, 2014 9:00am-12:00pm The Top of the 80’s, Hazleton 
Price:   $100/Member  $200/Non-Member 
 

 
ADMINISTRATIVE PROFESSIONAL/SUPPORT STAFF 

CERTIFICATE SERIES 
 

Administrators and support staff at all levels in today’s dynamic business environment are constantly challenged to new 
levels of professional excellence.  This program provides participants with the opportunity to sharpen and build 
administrative skills and increase their value to the organization and to themselves.  Administrators must keep their 
departments moving ahead.  For every task outlined in an administrator’s job description, there are many more hidden 
responsibilities and opportunities.  By building their knowledge base, participants will learn to set the pace in their 
organizations.  They will be encouraged to try new skills and network with peers who face similar challenges.  This program 
is comprised of three core courses and a choice of two electives.  The three core courses are: 

 The Professional Administrator 
 Getting Your Message Across 
 Business Writing for Results 

 
The Professional Administrator 
It takes a lot to be a true professional in today’s workplace.  This program will give participants a new awareness of the sk ills 
needed to succeed.  Through interactive discussion and hands-on exercises, participants will learn new skills and increase 
their knowledge base so they can keep their department moving ahead. 
Course Content: 

 Professional excellence 
 How to be a take-charge assistant and use the skills necessary to excel in your job 
 How to deal effectively with change 
 How to incorporate the five R’s into your everyday approach:  Reliability, Responsiveness, Rapport, 

Resourcefulness, and Recovery 
Date & Location: June 16, 2014  9:00am-4:00pm  Top of the 80s, Hazleton  
Price:   $155/Member  $310/Non-Member 
 
 
Getting Your Message Across 
How to get a message across is at the very core of the successful professional administrator.  In this session, two key areas will 
be addressed:  successful communication and powerful presentation skills.  Participants will learn the skills necessary to 



 

*Dates and locations are subject to change, notification will be given to members before the class begins.  
The use of this seal is not an endorsement by the HR Certification Institute of the quality of the program. It means that a program has met the HR Certification Institute’s criteria to be 
pre-approved for recertification credit. 

23 

improve as communicators in all situations and with all persons whether they are a supervisor, a peer, an internal or an 
external customer.  Participants will enhance their public speaking skills in both formal and informal situations as they 
boost self-confidence.  Through hands-on exercises, participants will learn proven techniques that can be put into practice 
immediately. 
Course Content: 

 How to communicate – do it right the first time 
 Recognizing and overcoming barriers in yourself and others 
 Feedback as an essential communication tool 
 How to listen for better communication 
 Overcoming nervousness when speaking 
 How to use eye contact effectively 
 Understand how to use non-verbal communication and tone of voice effectively in getting a message across 

Date & Location: August 19, 2014 9:00am-4:00pm  Top of the 80s, Hazleton  
Price:   $155/Member  $310/Non-Member 
 
 
Effective Business Writing with an Emphasis on Emails 
This program is designed for anyone who needs to improve their business correspondence and letter writing skills.  
Participants will review grammar and punctuation basics and will learn how to better construct business correspondence for 
work purposes.  Participants will learn to write documents that are well organized, sequential, and action oriented.     
Course Content: 

 Effective business writing defined 
 The cost of poor writing 
 Constructing a paragraph 
 Spelling and grammar techniques 
 Techniques for effective writing 
 7 C’s of effective writing 
 Email etiquette 
 Setting the tone 
 Parts of a business letter 

Date & Location: July 15, 2014   9:00am-4:00pm  Top of the 80s, Hazleton  
Price:   $155/Member   $310/Non-Member 
 
 

PERSONAL & ORGANIZATIONAL DEVELOPMENT TRAININGS 
 
Developing Presentation Skills  
According to The Book of Lists, the fear of public speaking ranks number one in the minds of the majority of people. Far 
above the fear of death and disease, comes the fear of standing in front of a crowd.  As executives ascend within an 
organization, it should be expected that they would be required to speak in public on a regular basis.  The one thing that is 
often overlooked is whether or not the executive feels comfortable when speaking in public.  This class is designed to 
provide executives with methods for overcoming their fears of public speaking and to provide them with tools for becoming 
a better speaker.  We will examine how to tailor your presentations for a target audience.  In addition, we will review ways to 
prepare for a presentation and look at what tools could be used to strengthen your presentation.  A segment of the training 
will focus on Microsoft PowerPoint and how it can be used to strengthen your message. 
 
Date & Location: April 8 or October 14, 2014  9:00am-12:00pm Top of the 80s, Hazleton 
Price:   $100/Member    $200/Non-Member 
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Customer Service Excellence 
Retaining customers in today’s market has become increasingly challenging over the past few decades, yet creating 
customer loyalty is the number one key to company success.  More and more companies are learning how the cost of 
acquiring a new customer is far greater than the cost of maintaining a relationship with a current customer.  This course is 
designed to help your organization remain competitive and excel in customer satisfaction. 
Course Content: 

 Define customer service and your customers 
 Trends in customer service 
 Institute of Customer Service 
 Impressions 
 Why customers stop coming back 
 Tips to improve the way you are perceived 
 On-line customer service tips 
 Difficult customers 
 Role playing exercises 

Date & Location: August 22, 2014      9:00am-4:00pm   The Top of the 80’s, Hazleton 
Price:   $155/Member       $310/Non-Member 
 
 
Basic Financial Statements 
Revenue or expense budgets and financial statements are primary tools by which an organization determines, measures, 
and reports its financial performance. Many managers in non-financial positions are familiar with budgets but less familiar 
with financial terminology, financial statements, and analyzing financial reports. This 
workshop will help you increase your understanding of finance and in using financial tools 
to make better business decisions. PHR/SPHR/GPHR (Strategic) Recertification 
Credits:  6 
Course Content: 

 Balance Sheet 
 Income Statement 
 Cash Flow Statement 
 Liquidity/Profitability/Efficiency/Market Ratios 

Date & Location: February 21, 2014 9:00am-4:00pm    The Top of the 80’s, Hazleton                                                                                                     
Price:   $155/Member  $310/Non-Member 
 
 
Emotional Intelligence in the Workplace 
People at every level of their organization have some leadership responsibilities.  From managers to supervisors, and from 
executives to line workers, all people interact with co-workers in many capacities.  While their knowledge and experience 
help them do the jobs that they are doing, there is an additional set of skills that will have as much if not more to do with 
their (and their company’s) success - emotional intelligence. 
Emotional intelligence is a combination of personal competencies and social competencies.  During this workshop, 
participants will learn to identify personal tendencies, which will allow them to become more 
sophisticated in their ability to spot and use emotions to their advantage in every situation 
possible. 
PHR/SPHR/GPHR (General) Recertification Credits:  6 
Course Content: 

 Emotional intelligence defined 
 EQ vs IQ 
 Four crucial skills of emotional intelligence  
 Three measurements  
 Leaning into discomfort  
 How to listen so people will talk 



 

*Dates and locations are subject to change, notification will be given to members before the class begins.  
The use of this seal is not an endorsement by the HR Certification Institute of the quality of the program. It means that a program has met the HR Certification Institute’s criteria to be 
pre-approved for recertification credit. 

25 

New 

Course 

New 

Course 

 How to talk so people will listen 
 Team emotional intelligence 
 Applying techniques to increase your own emotional intelligence  

Date & Location: April 4 or October 27, 2014   9:00am-4:00pm  The Top of the 80’s, Hazleton 
Price:   $155/Member          $310/Non-Member 
 
 
Managing Difficult People & Stress 
This program will provide participants with the skills needed to effectively work with difficult individuals encountered 
from time to time in the workplace.  Time will be given in class to address participant’s specific needs and to develop an 
action plan for implementation back in the workplace. 
Course Content: 

 Define difficult people and personalities 
 Provide coping techniques and principles 
 Responses to conflict 
 Direct Assertion techniques 
 Behavior patterns and coping techniques of difficult personalities 
 Stress management techniques 

Date & Location: May 19 or November 7, 2014 9:00am-4:00pm  The Top of the 80’s, Hazleton 
Price:   $155/Member   $310/Non-Member 
 

 
NEW Developing and Maintaining Trust in the Workplace 

How important is trust when it comes to the success of your organization? This class is designed to 
help you understand how to build trust and how that impacts relationships with your co-workers, 

managers and customers. Explore the meaning of trust and measure your skill level in building 
trust through instruction, reflection, and class exercises. Develop strategic skills to build trust in the 
workplace. 
Course Content:  
 Identify and examine what trust is and its impact on the work environment 
 Identify specific elements of trust and how to use those elements to rebuild trust in the 

workplace. 
 Use skills to rebuild trust and re-frame difficult messages. 
PHR/SPHR/GPHR (General) Recertification Credits:  3 
Who Should Attend: Any employee who wishes to develop more effective relationships with others 
Date & Location: February 28 or August 13, 2014  9:00am-12:00pm The Top of the 80’s, Hazleton 
Price:   $100/Member    $200/Non-Member 
 

 
NEW Conflict:  Self-Management 

Participants gain a deeper understanding of their conflict patterns and acquire skills for responding 
constructively to interpersonal conflicts. Many people in organizations respond to conflict by trying 
to avoid it, or by reacting inappropriately because they don't know what to do with the emotions or 

the content driving the conflict. Ineffective conflict management is time-consuming; costing 
organizations money and productivity. This seminar is about managing differences productively 
and efficiently while maintaining positive relationships. 
PHR/SPHR/GPHR (General) Recertification Credits:  3 
Outline: 
 Understanding the Nature of Conflict: exploring common myths and metaphors about 

conflict 
 Building Skills for Constructive Resolution 
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 Creating an effective environment 
 Collecting information about the conflict 
 Communicating needs and desires 
 Creating options for mutual benefit 
 Confirming agreements to a solution 
 Understanding Personal Responses in Conflict 
 Identifying alternative strategies 
 Conveying understanding 
Who Should Attend: All levels of management and staff who are interested in constructive conflict. 
Date & Location: February 28 or August 13, 2014  1:00pm-4:00pm  The Top of the 80’s, Hazleton 
Price:   $100/Member    $200/Non-Member 
 

 
NEW Managing Emotions Effectively 

Managing ones emotions in the workplace is a critical skill to be effective and create a team 
environment.  This skill, although difficult, is one that can be accomplished through practice.  This 

course will provide techniques to help individuals remain calm and effective in difficult situations so 
that they remain credible, professional, and effective.   

Course Content:   
 How to determine you are losing control of your emotions 
 What are potential triggers to losing control 
 Proactive strategies to reducing emotions in the workplace 
 Breaking unproductive habits 
 Creating productive habits 
 Elements of self-discipline 
 Behavior modification techniques 
 Follow through techniques 
Date & Location: March 10 or November 12, 2014 9:00am-4:00pm  The Top of the 80’s, Hazleton 
Price:   $155/Member    $310/Non-Member 
 
 

MAEA IN PARTNERSHIP WITH OGLETREE DEAKINS OFFER 
EMPLOYMENT LAW WEBINARS 

 
The Ogletree Deakins Firm was established in 1977.  Today they have more than 600 
attorneys focusing on labor and employment law related matters in 40 offices across 23 
states, the District of Columbia, and the U.S. Virgin Islands.  Ogletree Deakins has been 
recognized among the top 30 law firms for client service (The BTI Client Service 30) in The 
BTI Client Service A-Team Survey 2011, a survey of law firm client service performance.      

 
The actual webinar topics will be determined throughout the year 

and advertised accordingly.  Webinars tend to be 1 ½ hour in length 
and are $49/Member and $99/Non-Member. 
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HUMAN RESOURCE TRAININGS  
 

Human Resources as a Strategic Business Partner 
Human Resources has evolved tremendously over the past decade.  HR professionals are no longer just paper pushers, 
keepers of documents, the new employee greeter or gate keepers.  HR has to become strategic partners to move our 
organizations forward and aid in their success.  This session will provide some insight into how HR roles are changing and 
what the 21st century will require from human resources.   
PHR/SPHR/GPHR (General) Recertification Credits:  6 
Course Content: 

 How HR relates to non-HR functions 
  Key issues of employment  -  finding and matching applicants with job requirements  
  Characteristics of effective compensation systems 
  Current benefit trends  
  Career development  
  Succession planning 
  Employee retention strategies 
 The Role of  HR in your organization 
 Human Resources Policies and Procedures - why we have them 

Date & Location: May 7, 2014  9:00am-4:00pm  The Top of the 80’s, Hazleton  
Price:   $100/Member  $200/Non-Member 
 
 

FMLA 
This training will begin with a brief refresher on the basics of FMLA (Family Medical Leave Act).  The common errors 
employers make and the ways to avoid them will also be reviewed.  The topic of employer and employee rights and 
responsibilities will also be addressed.  Finally the consequences to employers of failing to comply with FMLA will be 
reviewed. 
Course Content: 

 Employer Coverage 
 Employee Eligibility 
 Qualifying Reasons for Leave 
 Employee Right and Responsibilities 
 Employer Rights and Responsibilities 
 Prohibited Employment Actions 
 Enforcement Mechanisms 

PHR/SPHR/GPHR (General) Recertification Credits:  3 
Date & Location:  April 30, 2014    9:00am-12:00pm The Top of the 80’s, Hazleton  
Price:   $100/Member   $200/Non-Member 
 

 
NEW FLSA – The Fair Labor Standards Act:  Executive, Administrative and Professional 

Exemptions 
This training will provide information on the Fair Labor Standards Act, while focusing on the 

Executive, Administrative, and Professional Exemptions. 
Course Content: 

 Three tests for exemption 
 Permitted Salary Deductions 
 Hourly, daily, or shift basics 
 Payroll practices 
 Executive duties 
 Creative professional duties 
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 Administrative duties 
PHR/SPHR/GPHR (General) Recertification Credits:  3 
Date & Location:  March 26 or September 24, 2014  9:00am-12:00pm The Top of the 80’s, Hazleton  
Price:   $100/Member    $200/Non-Member 
 

 
How to Prepare For an Unemployment Compensation Benefit Appeals Seminar 
This seminar will provide information to aid in preparing for an Unemployment Compensation Benefits Appeal.   
PHR/SPHR/GPHR (General) Recertification Credits:  2 

Course Content: 
 Due process 
 Rules of evidence 
 Proof of burden 
 Recent law changes 
 Do’s and don’ts for a hearing 
 Continuances 
 Subpoenas 
 Telephone hearings 
 Mock hearing presentation 
 Question and answer session 

 

Date & Location:  October 22, 2014     9:00am-11:00am              The Top of the 80’s, Hazleton 
Price:        $75/Member  $150/Non-Member  
 

 
Good Hiring Practices, Holding Employees Accountable, and the Seven Tests of Discharging for Just Cause 
I.       Introduction:  Employment at Will  
II.      Good Hiring Practices 
III.     Holding Employees Accountable  
IV.     Disciplining Problem Employees 
V.      Confidentiality in the Workplace  
VI.     The Seven Tests of Discharging for Just Cause 

A. Notice 
B. Reasonable Rule 
C. Investigation 
D. Fairness 
E. Evidence 
F. Equal Treatment 
G. Penalty 

PHR/SPHR/GPHR (General) Recertification Credits:  3 

Date & Location: February 12, 2014     9:00am-12:00pm           The Top of the 80’s, Hazleton 
Price:                  $100/Member             $200/Non-Member 
 

 
Diversity in the Workplace – Respecting Differences 
Workplaces are being culturally diverse, and to succeed in this environment, organizations need 
to adapt and be able to manage multiple cultures.   
PHR/SPHR/GPHR (General) Recertification Credits:  3 
Course Content: 

 Explain the laws regarding discrimination 
 How to prevent illegal discrimination or harassment in the workplace 
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 Explains that diversity is the similarities, as well as the differences, among and between individuals at all levels of the 
organization 

 Interpersonal skills employees need in order to provide services to, work with, and manage persons and groups with 
similarities and differences 

 Behaviors employees are expected to exhibit in the workplace -- behavior that respects each individual, and values 
individual differences as well as common characteristics 

 How to increase employee understanding of how diverse perspectives can improve organizational performance 
Date & Location: December 8, 2014 9:00am-12:00pm The Top of the 80’s, Hazleton  
Price:   $100/Member  $200/Non-Member 
 

 
Employment Selection & Interviewing 
This course is for any member of your organization who has responsibility for interviewing.  Poor selection procedures cost a 
company lost time, disruption of work and in some cases, eventual employee failure. By learning to plan employee 
interviews and to evaluate, appraise and recommend candidates for employment, participants can have a direct effect on 
their organization's productivity and morale. 
PHR/SPHR/GPHR (General) Recertification Credits:  3 
Course content: 

 Establish a selection strategy  
 Prepare for the interview  
 Conduct an interview  
 Understand EEO laws affecting the employment process  
 Understand legal versus illegal questions  
 Evaluate and select the right candidate  

 
 
Unemployment Compensation Update 
This training will begin with the very basics of unemployment compensation and will take a look 
at the most common sections of the law affecting employers.  It will also address the changes to 
UC, the extensions, and the difference between short-term layoff verses permanent layoffs. 
PHR/SPHR/GPHR Recertification Credits:  3 
Course Content: 

 Financial eligibility in regards to base year, credit weeks, weekly benefit amounts, full-time 
weekly wage, wage investigations and prequalifying on a subsequent claim. 

 Factors that affect the weekly benefit amounts such as earnings, partial benefit credit, pension and partial denials. 
 Changes to UC 
 Extensions to UC 
 Difference between short-term and permanent layoffs 
 Question/Answer period 

Date & Location:  February 26, 2014  9:00am-12:00pm The Top of the 80’s, Hazleton  
Price:   $100/Member  $200/Non-Member 
 

 
Internal Investigation Training 
This training will review the internal investigation process and provide emphasis on the correct 
procedures and documentation requirements.   
PHR/SPHR/GPHR Recertification Credits:  3 
 
Course Content: 

 Liability responsibilities for supervisors and managers 
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 How to properly document 
 The importance of accuracy and complete documentation 
 Overview of the internal investigation process 
 Question/Answer period 

Date & Location:  January 13, 2014  9:00am-12:00pm The Top of the 80’s, Hazleton  
Price:   $100/Member  $200/Non-Member 
 

 

HANDS-ON COMPUTER TRAININGS 
Computer Trainings Have Been Updated to Include 2010 Versions and are held at the MAEA Computer Lab 

in Pottsville.  All Computer Trainings are $100/Member and $200/Non-Member For Public Offerings 
Excel I:  The First Step 
Create and format basic spreadsheets. Helps you grasp the fundamental skills for creating spreadsheets and workbooks.  The 
course also teaches you how to apply basic formulas.  Since how the data appears is vital for interpreting it, the session 
covers basic formatting. 
Course Content: 

 Create simple formulas 
 Copy and move data 
 Use functions in formulas 
 Create and save workbooks 
 Use functions in formulas 

Date:  March 20, April 24, or October 23, 2014.  9:00am-12:00pm.  
     
 
Excel II: Intermediate 
Course Content: 

 General features: Freezing panes, splitting windows, inserting, copying and moving sheets, hiding and protecting 
data  

 Formula and functions: Absolute and relative references, basic functions; MIN, MAX, AVERAGE, IF, rounding  
 Names: Naming sheets, cells, ranges, constants and formulae, using names for navigation, using names in formulae  
 Links: Creating external references, creating links using Paste Special, updating links, editing links  
 Printing: Setting and clearing print areas, printing named ranges. page break preview - controlling page breaks, page 

set-up  
 Pivot tables: creating pivot tables , modifying pivot tables  
 Charts: chart wizard, editing embedded charts, formatting charts  

Date:  April 17, August 21, or November 20, 2014.  9:00am-12:00pm. 
 
 
Excel III: Mastering 
Manage large amounts of data utilizing Excel’s database features. Learn how to customize the data search, refine your data 
selection and construct reports to meet the job’s exact needs.  With Mastering Excel III, you’ll know how to structure and 
apply financial formulas for examining multiple scenarios and how to build a powerful database management program. 
Course Content: 

 Create an Excel database 
 Manipulate database records 
 Add comparison criteria 
 Create a criteria range 
 Logical, financial, and round functions 

Date:  May 22, September 11, or December 11, 2014.  9:00am-12:00pm.   
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Excel - Just Formulas & Functions  
Excel has more than 500 built-in formulas and functions.  This class will explore some of the more commonly used formulas 
and work through hands-on examples of each.  Formula types covered include:  mathematics, logical, text, lookup, statistics, 
date/time, and financial. 
Date:  June 19, 2014.   9:00am-12:00pm.  
 
 
Excel – Pivot Tables and Charts  
Excel Pivot Tables & Charting - This course is designed for Excel users who would like to learn more about pivot tables and 
charting.  This training is for individuals at the intermediate and above level.  Topics of discussion will include: 

 Learn about pivot tables 
 Create and edit pivot tables 
 Adding and updating fields 
 Formatting pivot tables 
 Sorting & grouping data 
 Using pivot tables for calculations 
 Learn about charts 
 Create and update charts     
 Enhancing and customizing charts 
 Example data will be used to create pivot tables and various charts. 

Date:  July 17, 2014.   9:00am-12:00pm. 
 
 
Access I: Fundamentals 
Understand the concepts of a Window-based relational database management system.  Learn how to create a database that 
really works for you.  Access Fundamentals begins by showing you how to break up your data into manageable, logical units.  
The course then takes you through the basis of data relationships, tables and design.  You’ll understand how to lay out a 
data base that is sensibly structured, easily manipulated and customized for your needs. 
Course Content: 

 Design the database structure 
 Create and edit tables 
 Set field properties 
 Find, filter and print data 

Date: March 20, 2014.  1:00pm-4:00pm. 
 
 
Access II:  Intermediate 
Learn how to develop more sophisticated queries, forms and reports.  Intermediate Access walks you through the 
application’s advanced tools for retrieving and manipulating data.  The course teaches you how to create queries for 
modifying and/or delegating records and tables, the techniques for inserting calculations into reports and many time-saving 
methods to create user-friendly forms.  
Course Content: 

 Modify tables 
 Use queries with operators 
 Advanced query design 
 Import database objects 
 Use action queries 
 Use file/database utilities 

Date:  April 17, 2014.  1:00pm-4:00pm. 
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Access III:  Mastering 
Develop the skills to automate databases with Sub forms, Macros and Switchboards.  Mastering Access shows you how to 
automate the application so that the tools you need, such as reports and forms, are readily available.  From Macros to 
Switchboards and Custom Toolbars, you’ll learn how to fine-tune your database to make it a stand-alone product that 
enables you-and your team members-to perform jobs more efficiently. 
Course Content: 

 Create charts 
 Activate Microsoft Graph 
 Edit the layout of a Sub form 
 Work with ActiveX controls 
 Create and view indexes 
 Replicate databases 

Date:  May 22, 2014.  1:00pm-4:00pm. 
 

 
PowerPoint I:  Discovering  
Create professional looking presentations quickly and easily.  Learn how to create engaging electronic presentations with 
Discovering PowerPoint.  You’ll be taught the fundamentals of using design templates and formatting your own custom 
slide show.  The course also covers graphics, clip art and sound-giving your presentation energy and punch. 
Course Content: 

 Review of basics 
 Sharing / linking data with other Office programs 
 Modifying and formatting charts 
 Adding advanced special effects 
 Creating 3-D shapes 
 Advanced slide show techniques 

Date:  June 19, 2014.  9:00am-12:00pm.  
 
 
PowerPoint II:  Mastering  
Explore advanced PowerPoint features to customize your presentations for a wider audience.  Mastering PowerPoint covers 
the tips, tricks, and techniques you’ll need to elevate an average presentation to new heights.  Learn how to create your own 
templates and customized color schemes, incorporate tables and drawn objects and create accurate, professional 
organizational charts.  Master advanced features like importing existing data into current presentations or the Pack and Go 
feature to take your presentation on the road. 
Course Content: 

 Use slide masters 
 Edit notes and handout masters 
 Work with drawing objects 
 Customize color schemes 
 Create tables 

Date:  July 17, 2014.  9:00am-12:00pm.   
 

 
QuickBooks Level I and Level II 
In this course, you will learn the basic features of the software.   
Course Content Level I: 

 Setting up a company 
 Working with lists 
 Setting up inventory 
 Selling your products 
 Invoicing for services 
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 Processing payments 
 Working with bank accounts 
 Entering and paying bills 

Course Content Level II:  
This class will cover more intermediate features within QuickBooks, such as Pass –Throughs, Inventory, Sales Tax, Time 
Tracking, Payroll Setup, Payroll Processing, Estimates and Sales Orders, Budgeting, Forecasting, and Business Planning, 
Adjustments and Year End Procedures. 
 
 
Introduction to Computers 
The focus of this class is to give individuals basic skills in utilizing computers both in the workplace and at home.  It 
includes understanding both the hardware and software as well as how to maintain them effectively. 
Course Content: 
 Inside the computer 
 Working with your PC (keyboard, mouse, bar scanner) 
 Seeing, hearing, and printing data 
 Storing data (flash drives, CD/DVD) 
 Operating system basics  
 Working with application software 
 Networking basics 
 Presenting the Internet (www & e-mail) 
 Defending your computer 
 Routine maintenance 

Date:  May 15, 2014.  9:00am-12:00pm.   
 
 
Microsoft Publisher 
Learn basic skills needed to create professional pages quickly and easily using Microsoft’s desktop publishing program, 
Publisher.   
Course Content: 
 General layout & design 
 Basics in desktop publishing 
 Publisher screens, menus & toolbars 
 Drawing & editing functions 
 Managing pages 
 Working with graphics 
 Working with text frames 
 Designing for interaction  

 
 

Microsoft Outlook 
This class is intended for those individuals who have never used Microsoft Outlook or for those individuals who are just 
looking for a review.  Topics covered include:  different views and options, personal and global address books, composing e-
mails, utilizing the calendar and scheduling meetings, managing contact information, etc.     
Date:  May 15, 2014.  1:00pm-4:00pm. 
 
 
Microsoft Word I:  Fundamentals 
This training will give participants an understanding of the functions of Microsoft Word. During the session participants 
will receive training on many different uses of the program, including a basic introduction to the available text 
enhancements and page setup tools.  This training session is designed for those who are new to Microsoft Word. A basic 
knowledge of working within the Windows environment and using the mouse is desirable.  
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Course Content: 
 What is word processing? 
 Text entry 
 File management 
 Formatting & alignment of text 
 Printing/page setup  
 Time saving tips 

 
 
Microsoft Word II:  Intermediate 
This course will expand on existing knowledge of Microsoft Word. During the session participants will receive training on a 
variety of uses of Word in the workplace. The training session is designed for those who have a good grounding in Microsoft 
Word, for example, following attendance at an Introduction class.  
Course Content: 

 Auto text 
 Auto correct 
 Protecting data 
 Paragraph styles 
 Mail merge 
 Working with images 

 
 
Microsoft Word III:  Advanced  
Explore many of the more complex tools available in Microsoft Word, concentrating on working with long documents and 
reports. The training session is designed for those with an excellent existing knowledge of using Word for the creation of 
basic documents and who wish to expand on this and increase their productivity.  
Course Content: 

 Working with paragraph styles 
 Auto formatting documents 
 Word fields 
 Creating indexes 
 Adding objects 
 Macros 

 
 
Utilizing Facebook/Twitter/Linked In/You Tube Training  
This course is decided to introduce participants to the world of social media and how businesses are 
taking advantage of the benefits of it.  The course will cover the basics of social media along with 
exploring the ways it can be used to market your businesses or reach out to potential new employees 
and customers.  The course will focus on the top four social media sites:  Facebook, Twitter, LinkedIn, 
and You Tube.  Learn what each social media site has to offer and how to decide which one or ones 
will work best for your target audiences.  The course will be done in a computer lab with laptops 
connected to the Internet so we can work with the sites during the training. 
PHR/SPHR/GPHR (General) Recertification Credits:  3 
 
 
Utilizing Microsoft Visio 
Assumes no prior knowledge of the program and gives users a good basic familiarity with the program interface, showing 
them how to use the drawing tools to create shapes, how to manipulate shapes and assign them attributes. By the end of the 
training, users will be confident in using Visio to create basic diagrams and drawings.  Some sophisticated features such as 
styles, templates, stencils, master shapes and background pages also covered. Learn to add images to a diagram, work with 
layers and be shown the various commands for merging shapes as well as working with shape sheets and hyperlinks. 
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New 

Course 

New 

Course 

 
 
Microsoft Project Manager I:  Fundamentals 
This course provides fundamental project skills used in the areas of task, calendar, and outlining management, 
manipulation of data, views and reports, and project updating, tracking, and conflict resolution.  Learn to match Microsoft 
Project product features, identify component parts, identify options in the new project task pane, identify predefined filters, 
create a custom filter, identify predefined groups, identify project updating options, identify task updating options, and 
identify features of project tracking using baseline values. 
 
 
Microsoft Project Manager II:  Advanced 
Advanced functions of Project including advanced management of tables, views, and reports, the customization, 
automation, and exchange of data, project consolidation and collaboration, and project server and project web access.  
Learn to identify features of earned value tables, create a custom table, identify options for manipulating custom fields, 
create a consolidated project, identify options for sharing a resource pool, identify applications associated with Microsoft 
project server, save a web-based project file to the project server, and identify options to manage the enterprise resource pool. 
 

 
NEW Introduction to Microsoft SharePoint 

This training is designed to introduce Microsoft SharePoint and how it can be used to your team to 
collaborate and share information.  We will show how to create a team site, design and edit a 

documents library and share lists such as calendars and data tables.  Learn how to utilize 
SharePoint to share information even if team members are physically in different locations.  We will discuss everything from 
setting up the site to implementing documentation and permissions. 
Date:  January 23 or August 21, 2014.  1:00pm-4:00pm.   
 
 

NEW Introduction to Adobe Acrobat (Not Reader) 
Most people are familiar with the free Adobe Acrobat Read but are not aware of its partner Adobe 

Acrobat (Writer).  This training is designed to introduce what PDFs are and how they can be used to 
enhance and protect your business.  We will explore how we can create PDFs from single and 
multiple documents.  We will also look at how we can extract information and/or complete pages 

from existing PDFs.   Additional items include:  adding comments/notes, searching data, simple measurements and creating 
simple interactive forms.   
Date:  February 23, 2014 from 9:00am-12:00pm or September 11, 2014 from 1:00pm-4:00pm.   
 

 
NEW Introduction to Cloud Technology 

These days we have all heard the phrase “it’s in the cloud” when it comes to storing data, but what 
does that mean?  What is the cloud?  Where is the cloud?  This training is designed to explore what 
it means to store and access data and applications stored on the various online storage sites which 

have popped up all over the internet over the past few years.  We will discuss items such as iCloud from Apple, the ftp cloud 
Dropbox, Google, and many others.  We will look at the advantages and disadvantages of cloud computing as well as the 
concerns with privacy and security of data.        
Date:  January 23, 2014 from 9:00am-12:00pm or July 24, 2014 from 1:00pm-4:00pm.   
 
 

PROCESS IMPROVEMENT TRAININGS 
 
Introduction to Lean Manufacturing 
This class is a basic introduction to the concepts of waste elimination and lean 
manufacturing. The basic lean tools and their use will be discussed. Preparing the 
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organization for the lean manufacturing implementation, and selection of appropriate metrics will be covered.  The class 
also discusses how to recognize your key stakeholders and help to communicate the ideas of lean to the whole operation. 
PHR/SPHR/GPHR (Strategic) Recertification Credits:  4 
Date & Location: February 11, 2014          8:00am-12:00pm        The Top of the 80’s, Hazleton  
Price:   $130/Member  $260/Non-Member 
 
 
6-S 
This course is designed for participants to learn how the Lean Manufacturing tool of 6-S leads to pride in the work place 
while sustaining the improvements for cleanliness, organization, and most importantly safety.  The 6-S’s are about doing the 
basics but always thinking about how things effect a safe work environment. They provide a foundation on which to build 
other quality activities. With a tidy, disciplined housekeeping environment, you can see many of the things which need 
further attention. Companies that live in chaos, no matter how fashionable it is these days, spend a lot of time in 
unproductive activities.  
Implementing the 6-S’s requires full cooperation of all involved, not just the safety department. 
This in itself is an amazingly powerful activity. When people realize that these simple activities 
have such power, and that by implementing them well, the workplace becomes a more pleasant 
and safe place to work. 
PHR/SPHR/GPHR (Strategic) Recertification Credits:  3 
Course Content: 

 What is 6-S? 
 Why it is important to implement 6-S 
 What is Safety’s role  
 The implementation steps 
 Tools and techniques for implementation  
 Red tagging strategies  
 The keys to long-term 6-S success  
 Applications of the visual factory   
 Typical examples of visual management  

Date & Location: March 18 or September 23, 2014 9:00am-12:00pm The Top of the 80’s, Hazleton 
Price:   $105/Member    $210/Non-Member 
 
 
Root Cause Analysis
Root Cause Analysis is used to solve process problems or to determine why something happened.  The problem can be small 
(hole size of machined part is out of round) or large (what caused the tile to fall off the space shuttle)!  In either case, you try 
to determine why something happened so that a corrective action can be implemented and steps taken to prevent it from 
happening again. Engineers from the tile manufacturer, NASA engineers, astronauts, and Federal government inspectors all 
have to agree on the root cause.  Under these circumstances, special tools are required (management and planning tools).  
Those are the principles covered in the one-day class for Root Cause Analysis. 
PHR/SPHR/GPHR (Strategic) Recertification Credits:  6 
Course Content: 
 Root Cause Analysis - A management tool 
 How do you know there is a problem? 
 Is this problem special or common in nature? 
 What systems are in place to address problem(s)? 
 Root Cause Analysis techniques 
 Developing solutions 
 Evaluating solutions 
 Change analysis and case studies 
Date & Location: May 13 or November 11, 2014  9:00am-4:00pm  The Top of the 80’s, Hazleton 
Price:   $175/Member    $350/Non-Member 
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SMED 
SMED (Single Minute Exchange of Dies) Set-up or changeover reduction has been an important element of lean thinking 
for a number of years.  This class explores some of the ideas behind SMED and what tools are available for implementation.  
Other areas of setup time reduction will also be discussed.  This class also explores ideas regarding cellular manufacturing, 
production workstations and equipment arrangements.  Focus will be on equipment layout/sequence that support a smooth 
flow of materials and components through the production process with minimal transport or delay.  Implementation of this 
lean method often represents the first major shift in production activity, and it is the key enabler of increased production 
velocity and flexibility, as well as the reduction of capital requirements.     
Date & Location: March 18, 2014           1:00pm-4:00pm        The Top of the 80’s, Hazleton 
Price:   $105/Member  $210/Non-Member 
 

 
Kanban and Value Stream Mapping 
The word Kan means "card" in Japanese and the word "ban" means "signal". So Kanban refers to "signal cards".  This class 
looks at how Kanban can help establish a system continuous supply of components, parts and supplies, such that workers 
have what they need, where they need it, and when they need it.  Different types of Kanban methods will be discussed as 
well as additional JIT (just-in-time) concepts.  This course also provides participants with a visual tool that graphically 
identifies every process in a product's flow, giving visibility to both the value-adding steps as well as the non-value-adding 
steps.   Value Stream Mapping is an important tool used as part of Lean Manufacturing efforts to define Waste (non-value 
added activities) within any process, and provides the basis for a Lean implementation road map.  It creates a vision of the 
future by uncovering wastes and opportunities to create flow and make them visible to all.  
PHR/SPHR/GPHR (Strategic) Recertification Credits:  6 
Course Content: 

 An introduction to VSM 
 Definition of value stream mapping 
 Current state map 
 Lean value stream 
 How to generate a future state map  

Date & Location: June 24, 2014            9:00am-4:00pm        The Top of the 80’s, Hazleton 
Price:   $175/Member  $350/Non-Member 
 
 
Kaizen 
What is Kaizen?  How can we benefit from Kaizen?  How do we get started using Kaizen principles?  
Kaizen is a system of continuous improvement in quality, technology, processes, company culture, 
productivity, safety and leadership.  This class will explore the concepts of Kaizen and help 
organizations plan for Kaizen activities.  Areas of focus will include:  quality, automation, suggestion 
systems, just-in-time delivery, Kanban and 5S, etc. 
PHR/SPHR/GPHR (Strategic) Recertification Credits:  4 
Date & Location: February 11, 2014           1:00pm-5:00pm The Top of the 80’s, Hazleton 
Price:   $130/Member  $260/Non-Member 
 

 
Internal Auditing (2 Day Workshop) 
This two day, “Learn by doing” program will provide effective instruction in and practical application of the techniques for 
conducting process based audits of quality management systems which are designed to meet the requirements of various 
standards, e.g., ISO9001-2000, IOS 13485-2003, AS9100.  Participants will also learn how to audit for process and system 
effectiveness.   
PHR/SPHR/GPHR (Strategic) Recertification Credits:  12 
Who should attend - Both novice auditors and those with many audits under their belts. Newcomers will learn the basics of 
auditing and have an opportunity to practice learned techniques in real situations.  
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The two days of the course are separated by an intervening week wherein participants will conduct live audits at their own 
facility.      
Day One  
We discuss general quality system and audit principles. Participants will learn: 

* The process approach to quality system management 
* The purpose of quality systems audits, audit terminology, audit ethics 
* The difference between internal audits, second and third party (e.g., registrar) audits  
* The management role of the internal auditor and how that translates into action 
* The collaborative nature of auditing and the need to involve the auditee's manager  

 
Using one of their own company processes, participants will learn: 

* How to review, summarize and “flowchart" a process 
* How to identify and determine the nature and amount of objective evidence 
* How to conduct a process oriented audit (audit trails)  
* How to audit for process effectiveness 
* How to use the audit to add value to the process and the organization 
* How to prepare audit checklists 
* How to phrase questions and inquiries to gain the maximum amount of 
information 
* How to collect and record audit evidence 
* How to eliminate fear and suspicion of the audit process  
* How to make determinations of noncompliance and ineffectiveness 
* How to differentiate between minor and major non-conformances 
* How to write an audit report so that the facts are never in question  
* How to prepare and verify corrective and preventive action requests 

  
During the intervening week, participants will plan and conduct an internal audit of one of their organization’s macro level 
processes using one of the audit trails identified in Day One. They will document their audit detail, report and 
recommendations, including where applicable corrective/preventive action requests.  
 
Day Two 
Participants will present their audit reports to the group for discussion and feedback.  
Important: The audits conducted during the workshop are real audits, which may be used to fulfill part of your system 
auditing obligation.  
Date & Location: June 10 & 17, 2014     9:00am-4:00pm    The Top of the 80’s, Hazleton  
Price:    $405/Member   $810/Non-Member  
 

 
Basics of Six Sigma 
The structure of a Six Sigma organization is based on team(s) problem solving methodology.  The approach is to break down 
the problem by Defining, Measuring, Analyzing, Improving, and Controlling (DMAIC) the problem.  Upper management 
becomes involved as Champions and Sponsors of Problem Solving Teams. These areas have been 
targeted through Problem Solving Tools, Root Cause Analysis and SPC.  Six Sigma tools look at 
things differently with the goal of customer satisfaction  
PHR/SPHR/GPHR (Strategic) Recertification Credits:  6 
Course Content: 

 What is Six Sigma? 
 Six Sigma management concepts 
 Variation 
 Six Sigma technical concepts 

Date & Location: April 15, 2014      9:00am-4:00 pm The Top of the 80s, Hazleton 
Price:   $175/Member     $350/Non-Member 
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Introduction to FMEA (Failure Mode Effects Analysis)   
FMEA (Failure Mode Effects Analysis) is a structured technique to analyze a design or a process to determine shortcomings 
and opportunities for improvement.  

 Get a thorough understanding and working knowledge of the basics of FMEA. 
 Learn the best practice step-by-step procedures for performing FMEAs. 
 Examine the key factors that contribute to successful FMEA projects and how to implement an effective FMEA 

process. 
Date & Location: September 23, 2014   1:00pm-4:00pm The Top of the 80’s, Hazleton 
Price:   $105/Member    $210/Non-Member 
 

 
Lean Office 5-S & Value Stream Mapping 
Lean Office – 5S & VSM is not just for the manufacturing floor!  It is designed for individuals in sales, finance, purchasing, 
service, and all areas of the organization that may be considered as support functions.  The focus of the course includes 
practical examples of how to apply Lean tools such as 5S, 8 Wastes, and Value Stream Mapping in an office environment.  
The class discusses ways to evaluate your office to identify waste, who are your real customers and truly understanding your 
customers’ requirements.  
Date & Location: October 21, 2014   9:00am-4:00pm The Top of the 80’s, Hazleton 
Price:   $175/Member    $350/Non-Member 
 

 
NEW Creating Supplier Partnerships Through Certification  

From both a regulatory and business perspective, firms should partner with their suppliers (both 
vendors and contract suppliers) to assure that they receive materials and services according to 

predetermined specifications for quality, quantity and delivery. Some firms 
limit this activity to some degree of “qualification” while others extend it to 

“certification” or to some type of “strategic alliance”.  This course reviews the regulatory, legal and 
operational aspects including the role of the quality and operations functions. It includes a review 
of the techniques by which customers and suppliers can monitor one another via such techniques 
as statistical analysis and auditing. Particular attention is given to the problems involved in contract 
work (i.e. outsourcing), with an emphasis on the need for carefully defining the respective 
responsibilities of the customer and supplier.  
PHR/SPHR/GPHR (Strategic) Recertification Credits:  6 
Date & Location: August 12, 2014    9:00am-4:00 pm The Top of the 80s, Hazleton 
Price:   $210/Member    $420/Non-Member 
 

 

PURCHASING TRAININGS 
    
Basic Purchasing Techniques 
How do you directly contribute to your company's bottom line and profitability?  The answer is through effective purchasing 
techniques.  This course will review the overall purchasing function, steps to create an effective purchasing program, and 
how to create cost savings.  In our current business environment of holding customer pricing and always searching for cost 
reduction, this course is a must! 
Course Content: 

 Purchasing techniques  
 Strategic sourcing  
 An effective purchasing program  
 E-Procurement and strategic cost management 

Date & Location: March 14, 2014    9:00am-4:00pm  The Top of the 80’s, Hazleton 
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Price:   $175/Member    $350/Non-Member 
 
 
Supply Management Purchasing 
In the ever-changing, fast-paced business environment, it is extremely critical to minimize costs and ensure the effective flow 
of products and services to customers.  This course will provide techniques and methods to accomplish this goal.  Vendor 
negotiations, detailed planning, and reduced inventories all add to the effectiveness and bottom line of your company. 
Course Content: 

 Supply  challenges  
 Production planning  
 Inventory management techniques  
 Vendor negotiations to meet company goals 

 
 
Dynamics of Negotiations 
Perhaps the most critical skill that a professional could possess is the ability to successfully negotiate.  This interactive 
training will review what negotiations are, what is a successful negotiation, how it can directly affect your business, and 
how to become a successful negotiator. 
Course Content: 

 Negotiation defined 
 The dynamics of negotiation 
 Negotiation skills 
 Negotiation skill assessment 
 Negotiation Process 
 Case studies 
 Managing conflict 
 Preparing for negotiations 

Date & Location: June 26, 2014    9:00am-4:00pm The Top of the 80’s, Hazleton 
Price:   $155/Member    $310/Non-Member 
 

SAFETY TRAININGS 

OSHA Basics & Effective Safety Programs 

Complexities of OSHA are explained in plain & simple terms.  Let's face it, learning all those 
regulations, exceptions, interpretations, and directives can be frustrating.  We strive to keep it simple 
& practical - information you can apply directly to your workplace.  The course will also address 
effective safety programs that can work in your workplace.  PHR/SPHR/GPHR (General) 
Recertification Credits:  6  

Date & Location: June 4, 2014    9:00am-4:00pm The Top of the 80’s, Hazleton 
Price:   $155/Member    $310/Non-Member 
 
 
Hazard Recognition & Root Cause Analysis 
This course will cover recognizing and controlling hazards in your workplace.  You will learn different 
techniques that can be used to control your loss exposure.  The second half will focus on root cause 
analysis and digging down deep into an accident and its contributing factors.  PHR/SPHR/GPHR 
(General) Recertification Credits:  6 
Date & Location: July 24, 2014    9:00am-4:00pm The Top of the 80’s, Hazleton                                                                                                
Price:   $155/Member    $310/Non-Member 
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OSHA Compliance for Supervisors 
The first line supervisor is an extremely important person in the safety management process.  This process includes OSHA 
compliance and control of hazardous conditions and unsafe work practices.   Today, supervisors need to be aware of all the 
safety regulations that apply to manufacturing environments and must be able to communicate, apply and enforce those 
regulations effectively.  This program is designed to provide supervisors with detailed information that will enable them to 
manage the safety function and performance in their departments or work areas.   The intent is to get to the bottom line of 
a safety program:  Accident and Injury Prevention. 
Course Content:  

 Accidents and injuries:  an OSHA perspective 
 How to identify unsafe conditions, practices, and acts 
 Accident investigation 
 Safety inspections 
 Communications 
 Human relations   
 Employee involvement and training 

 
Who Should Attend:  This course is for anyone in a supervisory or managerial role. It will also serve as an excellent source 
of information for safety committee members or for human resource/safety practitioners. 
Date & Location: August 1, 2014    9:00am-4:00pm The Top of the 80’s, Hazleton 
Date & Location: April 28, 2014    9:00am-4:00pm St. Luke’s Occupational Medicine West, Allentown 
Price:   $155/Member    $310/Non-Member 
 

 
NEW Emergency Planning Workshop 

This course will focus on OSHA’S Emergency Planning standard. Every 
company is required to develop a written Emergency Action plan that 
addresses all natural or man-made emergencies that could occur in the 

workplace. It will also address developing effective Emergency Action Plans. Participants should bring 
a copy of their current Emergency Action Plan if available. 
PHR/SPHR/GPHR (General) Recertification Credits:  4 
Date & Location: October 6, 2014 9:00am-2:00pm  The Top of the 80’s, Hazleton 
Price:   $125/Member  $250/Non-Member 
 
 
NFPA 70E (Updated for 2012 Requirements)  
This program is designed for all personnel who work on, around, or near any type of electrically energized equipment. 
Electrical hazards, proper electrical work practices and procedures, and the safe installation of electrical equipment will be 
discussed. You will be introduced to the rules and regulations as required by the OSHA Electrical Safety Related Work 
Practices Standard 1910.331-1910.335. You will also learn how the NFPA 70E requirements work in conjunction with the 
OSHA requirements. Many industry leaders are adopting 70E as their safety standard. Designed to keep workers safe and 
up-to-date, this program provides workers with life saving information. It is perfect for those who need refresher training or 
those who have had little exposure to proper work practices. 
Date & Location: April 14, or October 17, 2014 9:00am-4:00pm   The Top of the 80’s, Hazleton 
Price:   $215/Member   $430/Non-Member 
Note:  The price of the training includes NFPA 70E®: Standard for Electrical Safety in the Workplace®, 2014 Edition 
Workbook, which is a $50 value. 
 
 
OSHA 10-Hour Voluntary Compliance Course for General Industry 
This 2-day course provides an overview of OSHA and key regulations that are required for all workplaces in complying 
with the OSHA regulations for General Industry.  The class will review key aspects of the regulations and provide 
implementation and compliance strategies.  This course is facilitated by an OSHA authorized facilitator using OSHA 
approved material.  
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Each participant who successfully completes the required hours will receive an OSHA issued completion card. 
Who Should Attend: Safety coordinators, safety committee members, human resource managers, operations managers, 
supervisors, and anyone else with responsibility for safety compliance. 
Course Content: 

 Introduction to OSHA and the regulations 
 Walking and working surfaces 
 Fire protection 
 Machine safeguarding 
 Personal protective equipment 
 Material handling 
 Hazard communication 
 Confined spaces 
 Ergonomics and blood borne pathogens 

Date & Location: January 27 & February 3, 2014  9:00am-3:00pm     The Top of the 80’s, Hazleton 
Price:   $360/Member    $720/Non-Member  
 

 
NEW OSHA 30 Hour for General Industry 

The OSHA 30 Hour Course for General Industry is designed for managers, supervisors, foreman 
and employees involved in general industry operations. This course will focus on the recognition, 

avoidance, abatement and prevention of safety and health hazards in the workplace. 
 This course also focuses on workers’ rights and employer responsibilities. This is a voluntary course and does not meet 
training requirements for any OSHA standard. 
This course is more appropriate for managers/supervisors or anyone with safety responsibilities. 
Date & Location:  May 16, May 22, June 5, June 11, and June 18, 2014  9:00am-4:00pm   The Top of the 80’s, Hazleton 
Price:   $995/Member    $1990/Non-Member  
 
 
Accident Investigation with Role Playing 
This class will review the basic steps in incident and accident investigation and give each student an opportunity to improve 
their investigative interviewing skills through role-play of accident scenarios.   
PHR/SPHR/GPHR (General) Recertification Credits:  4 
Course Content: 

 Describe why it is useful to conduct both incident and accident investigations. 
 List the phases of incident and accident investigations and what happens in each phase. 
 Discuss the planning process and decisions that have to be made before an 

investigation takes place. 
 Describe procedures for preserving the scene and collecting causal factor evidence. 
 Demonstrate techniques for interviewing witnesses and getting statements. 
 Describe why analyzing an accident's cause is critical. 
 Discuss methods used to analyze data and determine causation. 
 Analyze possible causes of an accident. 
 Develop recommended actions to prevent similar accidents. 

Date & Location: November 13, 2014    9:00am-2:00pm The Top of the 80’s, Hazleton 
Price:   $125/Member    $250/Non-Member 
 
 
Fall Protection for the General Industry 
Falls from elevation hazards exist in almost every workplace. Falls from elevations are the 4th leading cause of fatalities in the 
workplace. General Industry fall protection guidelines are somewhat vague, confusing and don’t always clarify what is 
required.  If your company needs assistance in developing a comprehensive employee fall protection plan that will work and 



 

*Dates and locations are subject to change, notification will be given to members before the class begins.  
The use of this seal is not an endorsement by the HR Certification Institute of the quality of the program. It means that a program has met the HR Certification Institute’s criteria to be 
pre-approved for recertification credit. 

43 

complies with the standards, then this workshop is for you. The course will cover standards and provide a base to implement 
a “Fall Protection Plan” at your facility. 
PHR/SPHR/GPHR (General) Recertification Credits:  6 
Course Content: 
* OSHA standards that apply 
* Sloped and flat roof work 
* Personal Protective Equipment 
* Fall arresting harnesses and equipment 
* Walking and working surfaces 
* Working from elevated platforms 
* Working on top of vehicles  
* Portable ladders  
* Scaffolding 
* Fall protection on aerial lifts 
* Housekeeping 
* Fall protection sample plans 
Date & Location: June 23, 2014   9:00am-4:00pm  The Top of the 80’s, Hazleton  
Price:   $155/Member    $310/Non-Member 
 

 
OSHA Record Keeping 
This presentation will focus on an overview of the OSHA recordkeeping standard, new changes 
to the forms, how to record hearing loss, provide various examples of situations and its record 
ability, recording the temporary worker injury, and how to complete the OSHA recordkeeping 
forms. 
PHR/SPHR/GPHR (General) Recertification Credits:  3 
Date & Location:  August 15, 2014  9:00am-12:00pm  The Top of the 80’s, Hazleton 
Price:      $100/Member $200/Non-Member 
 
 
Safety Committee:  Implementation & Continuation 
This course is intended for persons responsible for safety within their organization, as well as Safety Committee members 
themselves, who need to know how to organize and operate a formalized safety committee or 
improve and sustain an existing committee.  Pennsylvania’s Certified Safety Committee Program, 
providing 5% discounts off Workers Comp insurance for five years, will also be reviewed. 
Course Content: 

 Selecting and operating a safety committee 
 Functions and responsibilities of a safety committee 
 Guidelines for conducting effective safety meetings 
 The Safety Committee’s role within a corporate safety program 
 Tips on how to keep your safety committee from “dying” 

 
 
OSHA Required Written Programs 
This class focuses on the OSHA-required written programs for the General Industry sector (covered 
by 29CFR1910) and provides an overview of the applicable standards, program implementation, 
and components most frequently found deficient.  It also covers records retention requirements for 
each program. 
PHR/SPHR/GPHR (General) Recertification Credits:  3 
Date & Location: August 15, 2014     1:00pm-4:00pm  The Top of the 80’s, Hazleton 
Price:   $100/Member     $200/Non-Member 
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Forklift Train the Trainer – Classroom Instruction – Prerequisite is to be An Experienced Forklift Operator 
PHR/SPHR/GPHR (General) Recertification Credits:  6 
Course Content:  

 Organization of the training session 
 Steps to effective training 
 Practical applications 
 OSHA requirements per 29 CFR 1910.178 
 New OSHA regulations and S.O.P.’s 
 Provide sample tests, safety rules, and training and OSHA documentation checklist 
 Presentation of driver training program 
 Administer testing to individuals in the class.  
 Certificates for train-the-trainer candidates and for forklift operators will be provided by MAEA 
 Review paperwork for OSHA approval and provide written forklift policy 

Date & Location:  March 27 or October 30, 2014    9:00am-4:00pm      The Top of the 80’s, Hazleton 
Date & Location:  September 22, 2014          9:00am-4:00pm           St. Luke’s Occupational Medicine, Bethlehem 
Price:   $405/Member          $810/Non-Member  

 
Aerial and Scissors Lifts Train the Trainer  
In many work situations, employees are required to perform work at elevated levels. Even though the elevated work being 
performed may vary greatly from one industry to another, the means by which employees are lifted is generally the same. 
This course will provide the information to implement aerial and scissors lift safety procedures in your workplace. 
 
According to the Occupational Safety and Health Administration (OSHA),  aerial lifts and scissors lifts include elevating 
platform lifts and boom supported aerial platforms. The major causes of injury and fatalities are falls, electrocutions, and 
collapse or tip-over. Employers are required to implement safe work procedures and train employees on the safe and correct 
use of equipment. 
PHR/SPHR/GPHR (General) Recertification Credits:  4 
Course Content:  

 OSHA standards relating to aerial lifts and scissors lifts 
 Training certification procedures and record retention 
 Personal fall arresting systems 
 Accident prevention 
 Inspection and maintenance of lifts 
 Operator safety requirements 
 Hazards associated with lifts 
 Personal protective equipment 
 Ground personnel training 
 Group exercises and case studies 
 Final written exam 

Date & Location: June 6 or December 4, 2014 9:00am-2:00pm  The Top of the 80’s, Hazleton 
Price:   $335/Member   $670/Non-Member  

 
Respiratory Protection Program – Train the Trainer 
This course is designed for anyone responsible for administering a program on respirator use. The 
course will focus on employer responsibilities to provide respiratory protection that controls 
occupational diseases associated with breathing contaminated air.  
   Course content will provide information on the development and administration of an effective 
and compliant Respiratory Protection Program.   
PHR/SPHR/GPHR (General) Recertification Credits:  5 
Course Content: 
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 Overview of applicable OSHA and NIOSH regulations 
 Administration of the program 
 Components of a respiratory program 
 Medical evaluation of employees 
 Employee training 
 Fit testing methods 
 Inspection, cleaning and maintenance of respirators 
 Recordkeeping 
 Donning, doffing and user seal checks 
 Sample program guide 
 Group exercises 
 Written Final Exam 

Students will be donning and doffing respirators and are to bring a respirator used at their company. Prior experience with 
respirators is not required. 
Date & Location: September 8, 2014  9:00am-3:00pm  The Top of the 80’s, Hazleton 
Price:   $360/Member   $720/Non-Member  

 
Arc Flash Compliance and Electrical Safety 
The purpose of this course is to provide the student with an in-depth understanding of the current ARC Flash safety 
requirements listed in NFPA 70E, OSHA, IEEE 1584 and NIOSH. A complete presentation of ARC Flash standards and 
hazards will be provided along with examples and student exercises.  
Course Content: 
* NFPA 70E applicable rules for ARC flash 
* Safe electrical work practices 
* ARC Flash protection boundaries 
* Personal protective equipment and selection criteria 
* ARC Flash approach boundary terms 
* Applicable regulatory standards 
* ARC Flash hazard analysis and employer responsibilities 
* ARC Flash work permits -  working on live equipment 
* Final written exam  
 
Hands on Practice:  Throughout the course, students will have the opportunity to practice the skills learned through class 
interaction and observational exercises. The interactive exercises focus on awareness, safe work practices, maintenance 
requirements boundaries and regulations learned during class. 
Who should attend:  Individuals responsible for ensuring compliance, supervisors responsible for ensuring safe work 
practices and employees who are exposed to ARC Flash hazards. 
Date & Location: May 12 or November 20, 2014   9:00am-4:00pm   The Top of the 80’s, Hazleton 
Price:   $195/Member     $390/Non-Member 
 

Crane and Rigging Safety Train the Trainer  

The Crane and Rigging Safety Train the Trainer course will focus on the training required for General Industry crane 
operators and maintenance personnel.  Specifically the 29 CFR 1910 General Industry crane standard requires employers to 
provide work area specific training to designated crane users and maintenance personnel on the operations, daily 
inspections and testing, and safe hoisting practices.  It is considered a Best Practice to have a 
written program in place to detail the inspection, maintenance and training requirements 
for your facility. 
PHR/SPHR/GPHR (General) Recertification Credits:  4 
   Topics will include: 

 Written program sample 
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New 

Course 

 General overview of the crane standard 29 CFR 1910.179 
 Procedures for inspection and testing 
 Safe rigging practices 
 Types of lifting hardware and inspection 
 Elements of a Crane Safety training program 
 Operator certification requirements 
 Responsibilities for supervisors and managers 
 Written Final Exam 

Date & Location:  January 17 or July 14, 2014               9:00am-2:00pm           The Top of the 80’s, Hazleton 
Price:                     $335/Member                        $670/Non-Member 
 

Globally Harmonized System Hazard Communication Train the Trainer  

Employers are required to provide training for employees on the new Globally Harmonized Hazard Communication system, 
commonly known as GHS. This Train the Trainer course will cover the requirements of OSHA’s new GHS as it applies to 
employers and employees. This course is will address: 
PHR/SPHR/GPHR (General) Recertification Credits:  4 

 Review of the basic principles and techniques used in teaching adults 
 Review of the changes to 29CFR 1910.1200 
 New format of Safety Data sheets 
 New Labeling and Pictograms 
 New hazard classes 
 Timelines for compliance  
 Sample programs to assist in developing programs for your company 
 Checklists and employee quiz samples 
 

At the conclusion of this course participants will be able to: 
 Empower employees to identify and avoid potential problems 
 Asses situations where exposure to chemicals has occurred 
 Reduce chemical related illnesses and injuries 
 Teach the necessary components of this program. 

 
There is a final written test of 25 questions. 
Date & Location: June 9, 2014              9:00am-2:00pm           The Top of the 80’s, Hazleton 
Price:                  $195/Member             $390/Non-Member 
 

 
NEW Practical Ergonomics: Applying To Your Worksite 

Ergonomics involves reducing the motions or tasks of a job, reducing the exertion or effort of a job, 
improving postures, and improving the working environment.  This workshop will provide 

information as to OSHA’s focus in regards to ergonomics compliance and medical professionals will 
also provide information on reducing incidents, prevention, and case management. 
Course Content: 

 The Basics of Ergonomics 
 An Occupational Medicine Physician Discusses Ergonomics 
 All about “Work Station Analysis” 
 Strategies to Reduce Ergonomically-Related Injuries and Conditions  
 The role of stretching exercises and nutrition 
 Interactive component: the application of ergonomic interventions 

PHR/SPHR/GPHR (General) Recertification Credits:  6 
Date & Location: May 15, 2014             9:00am-4:00pm           The Top of the 80’s, Hazleton 
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Course 

New 

Course 

New 

Course 

New 

Course 

Price:                  $155/Member             $310/Non-Member 
 
 

NEW Job Safety Analysis (JSA) 
This workshop is essential for employees who are involved in developing and 

applying basic risk control procedures.  A Job Safety Analysis is a highly 
effective tool that can be used to examine a work task and identify the safest 
way to complete it. The JSA identifies hazards associated with a job and lists 

specific control measures to reduce risk. In a nutshell a JSA provides a structured approach to 
performing each task more safely and will result in lowered injuries and illnesses.  This workshop will 
focus on developing a JSA and implementing in the work environment. 
PHR/SPHR/GPHR (General) Recertification Credits:  4 
Date & Location: March 24 or September 17, 2014             9:00am-2:00pm           The Top of the 80’s, Hazleton 
Price:                  $125/Member                    $250/Non-Member 
 

 
NEW PPE Assessment Standards and Hearing Conservation Program 

This first phase of this workshop will focus on performing and developing a 
written and certified PPE assessment in the workplace and review of current 

OSHA standards  relating to Personal protective Equipment.  The second 
phase of this workshop will focus on developing a Hearing Conservation 

Program. A Hearing Conservation Program is required if noise levels are at or above 85 decibels. 
Hearing Conservation Standards will be reviewed. Examples of proven programs will be included in the 
course. 
PHR/SPHR/GPHR (General) Recertification Credits:  5 
Date & Location: February 20, 2014             9:00am-3:00pm           The Top of the 80’s, Hazleton 
Price:                  $140/Member                     $280/Non-Member 
 

 
NEW Machine Guarding for General Industry 

This workshop will focus on an employer’s responsibility to ensure 
safeguarding of all powered machinery that will protect employees. OSHA 

standards will be reviewed as well as acceptable guarding methods. Class 
discussion with real life case studies associated with occupational injuries and death in the 
workplace. A Machine Guarding checklist is provided. 
PHR/SPHR/GPHR (General) Recertification Credits:  3 
Date & Location: March 12 or September 30, 2014             9:00am-12:00pm           The Top of the 80’s, Hazleton 
Price:                  $100/Member                    $200/Non-Member 
 

 
NEW OSHA Compliance 101 

This class will focus on an employer’s responsibility to comply with all OSHA 
regulations in their workplace. Navigating OSHA regulations is sometimes 

confusing and time consuming. Learn how to determine what OSHA 
standards apply to your workplace. 
PHR/SPHR/GPHR (General) Recertification Credits:  3 
Date & Location: March 12, 2014             1pm-4pm           The Top of the 80’s, Hazleton 
Price:                  $100/Member                  $200/Non-Member 
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SAFETY TRAININGS AVAILABLE ON-SITE AT YOUR FACILITY 
 

MAEA’s experienced safety instructors are available to deliver the safety programs for your employees.  Each of 
these programs can be customized to meet your company’s specific needs. 

 
General Industry Programs 
Compressed Gases 
Electrical Safety 
Environmental Controls 
Fall Arrest and Protection 
Fire Protection 
Hand and Power Tools 
Machinery and Machine Guarding 
Material Handling - Powered Industrial Trucks 
Means of Exit and Escape/Emergency Action 
OSHA Inspections and Citations Rule 
Permit Required Confined Space 
Personal Protective Equipment 
Powered Platforms and Manlifts 
Safety Compliance Assessment Tool 
Safety Inspection Checklist 
Special Industries 
Toxic and Hazardous Substances 
Walking and Working Surfaces 
Welding Operations 
HAZMAT Technician Training 
Hazardous Materials First Responder Level 
Construction Industry Programs 
Concrete and Masonry 
Cranes and Derricks 
Demolition 
Electrical Safety 
Excavations 

Fall Arrest and Protection 
Fire Protection 
Applicable General Industry Standards 
General Safety and Health 
Hand and Power Tools 
Mandatory Written Programs 
Material Handling, Storage and Use 
Motor Vehicles 
OSHA Inspection and Citations 
OSHA Inspection and Citations 
Personal Protective Equipment 
Respiratory Protection 
Recordkeeping and Reporting Injury 
Safety Compliance Assessment Tool 
Scaffolds 
Signs and Barricades 
Stairways and Ladders 
Steel Erection 
Toxic and Hazardous Substances 
Underground Construction 
Welding and Cutting 
 
Additional Safety Programs 
Safety Committee Certification for PA 
Job Safety Analysis 
Comprehensive Safety Management and Leadership 
Heat Stress 
Hazwoper 8 Hour Refresher

 



Directions to Training Facilities 
 
MAEA Training Room from the North – One Norwegian Plaza Pottsville, PA 17901 
Take Interstate 81 South to Exit 124 St. Clair to 61 South.  Take 61 South into Pottsville.  
Turn right onto Norwegian Street and left into Norwegian Plaza.  The MAEA Training 
Room in on the 2nd floor in Suite 250. 
The Top of The 80’s from the South – 3 Top of the 80’s Road Hazleton, PA 18202 
Take Interstate 81 North to Exit 145.  Turn left onto Route 93.  Turn right into the 
Hampton Inn parking lot.  The Top of the 80’s is behind the Hampton Inn at the far end 
of the parking lot. 
The Top of The 80’s from the North – 3 Top of the 80’s Road Hazleton, PA 18202 
Take Interstate 81 South to Exit 145.  From the exit, go straight to the stop sign.  Turn 
right at the stop sign.  Go straight through the light and turn into Hampton Inn parking 
lot.  The Top of the 80’s is behind the Hampton Inn at the far end of the parking lot. 
American Red Cross Hazleton - 165 Susquehanna Blvd West Hazleton, PA 18202 
Take Interstate 81 to Exit 145, turn South onto Route 93.  Travel approximately 2 miles.  
The Red Cross Hazleton Chapter will be on the left. (Just beyond Pizza Hut).  Continue for 
1 block to the traffic light, Applebee’s and Lowe’s will be on the right.  Make a left turn 
down Irving St. to the Stop sign.  Make a left onto 22nd St.  The Red Cross driveway is the 
last driveway on right (beyond the playground).  Parking is behind the building and on the 
lower north side where the Training Room door is located. 

 
 
 
 
 
 

Benchmarking Tools 
Supplying benchmarking information is 
an important service that MAEA provides 
to area manufacturers and employers.  
The following surveys are available for 
purchase at member and non-member 
rates. 

Wage & Salary Survey 
National & *Regional Available 

 

Pay Trend Survey 
National & *Regional Available 

 
Personnel Practices Survey 

*Regional Available 
 

Holiday Survey 
 
*These surveys available free to member 
companies who participate in the surveys. 

Required Employment Law 
Posters 

Federal and state government regulations 
require all employers with at least one 
employee on payroll to post all current 
mandatory federal and state labor law notices. 
Failure to keep these notices up-to-date can 
result in substantial fines or frivolous 
employee lawsuits.  

 

MAEA assists area companies remain in 
compliance by providing the mandated 
Employment Law Postings.  Our combined 
Federal/State/OSHA posters are laminated 
and measure 27" x 39".  

English and Spanish posters are available for 
all states.  

Contact MAEA for poster prices and ordering 
information. 

 




