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LAW 
ENFORCEMENT

Ethical Challenge: Finding Courage During 
Difficult Times

This seminar addresses many of the difficulties in 
policing from a moral or ethical standpoint. This is a 
hands-on seminar which requires small group and your 
direct involvement for we all bring our own stories and 
experiences and can learn and grow together.  Ethics 
is not a soft subject and it takes great courage to be 
the ethical officer when faced with a difficult situation. 
This is not about judging right or wrongs, but to give 
you more tools to draw upon when confronted with an 
ethical dilemma rather than just acting instinctively and 
facing the consequences. Some of the main topic areas 
are policing in a changing world; personal accountability; 
philosophy of peer accountability; learning to see 
the world through the lenses of others, and role and 
responsibility of management, especially the sergeant.

Course: 2LEF-0519
POST: 09250-0943
POST Hours: 4

Sect 1  W  10/6/2021-10/6/2021
8:00 AM - 12:00 PM

Instructor: Everett Doolittle
Tuition:  $159.00

LOCATION:  Online via Zoom*  
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Communication and the Gentle Art of 
Interview: The Cognitive Interview

Communication and the Gentle Art of Interview is a 
course on gathering information, motivation, conflict 
resolution, and negotiation in resolving issues and 
conflicts.  Research shows that it is the interview 
process that is the cause of why cases fail more than the 
interrogation, for interviewing is more than a questioning 
process to gather knowledge.  The major areas covered 
are: motivation strategies the five steps of conflict 
resolution the cognitive interview process This class 
requires participation and hands-on learning.

Course: 2LEF-0088
POST: 09250-0950
POST Hours: 7

Sect 1  M  10/18/2021-10/18/2021
8:00 AM - 4:00 PM

Instructor: Everett Doolittle
Tuition:  $249.00

LOCATION:  Century East Campus - Room 2313

Interviewing and the Gentle Art of 
Persuasion: Conflict Resolution

Persuasion rather than interrogation is the strategy of this 
course.  Interrogation and the gentle art of persuasion 
is designed for investigators in situations where the 
subject is not cooperating and/or lying and address 
persuasion strategies, question formulation, motivation 
enhancement, themes and rationalization development, 
probing processes, and negotiation strategies, for all 
of life is a continued process of negotiation.  This class 
looks at real-life cases, interrogations, and requires small 
group participation.

...continues on next page

*SPECIAL NOTICE: This course will be held virtually through Zoom.  You will need Internet connection and an email address.  Approximately three 
days prior to the start of class, you will receive an email with the Zoom link to your class meeting.  To prepare for your class, setup and test your 
Zoom connection.  A troubleshooting guide can be found here.  Your instructor will not be able to troubleshoot technology issues during class. 

https://www.zoom.us/signup
https://mnscu.rschooltoday.com/cad_clients/mnscu/uploads/files/Century%20College/Troubleshooting%20Zoom%20Audio%20Issues.%20April%202020.pdf


Criminal Prosecution for Police

Have you ever put a lot of work into cases only to 
have the case be declined for prosecution? This course 
discusses several facets of criminal prosecution including 
following a case from the point of referral to the jury. 
Expect several case examples including those that were 
never prosecuted, some that were rejected by a judge, 
and others that have resulted in convictions.

Course: 2LEF-0457
POST: 09250-0864
POST Hours: 4

Sect 1  W  10/27/2021-10/27/2021
8:00 AM - 12:00 PM

Instructor: Benjamin Lacy
Tuition:  $159.00

LOCATION:  Century East Campus - Room 2313

Police Report Writing

Improve report writing skills by learning the tools to 
create a clear, concise, and correct narrative.  Expand 
your knowledge on how police reports are used in the 
courtroom to make your reports more effective.

Course: 2LEF-0489
POST: 09250-0929
POST Hours: 3

Sect 1  F  12/3/2021-12/3/2021
1:00 PM - 4:00 PM

Instructor: Luke McClure
Tuition:  $119.00

LOCATION:  Century East Campus - Room 2306  
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Courtroom Testimony

Perhaps the most dreaded duty of law enforcement 
is being called into court to testify.  This course will 
help you gain the confidence and communication skills 
needed to make testifying at least a “not bad” experience 
(possibly even a good one).  Take the trepidation out 
of testifying, learn what to expect so you can handle a 
successful direct, cross, and re-direct examination in an 
effective manner. Improve community relations and hold 
offenders accountable.  Course will include live practice, 
an overview of Court rules, and an outline for common 
cases.

Course: 2LEF-0540
POST: 09250-0949
POST Hours: 3

Sect 1  F  11/19/2021-11/19/2021
1:00 PM - 4:00 PM

Instructor: Luke McClure
Tuition:  $119.00

LOCATION:  Century East Campus - Room 2306 

Interviewing and the Gentle Art of 
Persuasion: Conflict Resolution
...continued from previous page

Course: 2LEF-0079
POST: 09250-0951
POST Hours: 7

Sect 1  M  10/25/2021-10/25/2021
8:00 AM - 4:00 PM

Instructor: Everett Doolittle
Tuition:  $249.00

LOCATION:  Century East Campus - Room 2313

NOTE: It is suggested, but not required, that students 
have completed “Interviewing and the Gentle Art of 
Communication” class for the best opportunity; for they 
build on one another. 
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Culture and Team Building Using Mindful 
Performance

Teamwork makes the dream work, right? But let’s be 
honest; sometimes working on a team, especially a 
virtual team, can be more of a nightmare, no matter how 
great the people are. We are used to things operating a 
certain way, and now we have to do things differently, 
darn it! Learn how to take a mindful approach to 
your team interactions, from hosting better meetings 
to collaborating more effectively.  Show up for your 
colleagues and those closest to you! At the conclusion 
of the program, attendees will: Improve clarity and focus 
while reducing distractions that eat away at their day so 
they can deliver at their best re-frame any conflicts, both 
past and present, as opportunities for transformation 
by attacking the problem, not the person. Learn how to 
better connect emotionally with colleagues to improve 
trust, receptivity, and genuine engagement.  This course 
is part of the ‘Mindful Performance Leadership Series.’ 
Course may be taken independently. If classes are 
completed as a series a certificate will be awarded for 
the series. 

Course: 2LEF-0528
POST: N/A
POST Hours: Not eligible

Sect 1  Th  10/14/2021-10/14/2021
9:00 AM - 11:00 AM

Instructor: Theresa Rose
Tuition:  $75.00

LOCATION:  Online via Zoom*  

Impact of Bias and Stereotypes in the 
Workplace

What are implicit and explicit biases, and why is it 
important to understand where they originate? We’ve 
all heard stories of workplace bias and stereotypes in 
the news and in our personal and professional lives. 
Explicit biases and stereotypes are those that we are 
conscious of and implicit biases and stereotypes are 
those that live deep in our unconsciousness. Both types 
of biases and stereotypes can have a dramatic effect on 
workplace effectiveness, engagement, and productivity. 
This training is intended to help you understand and 
minimize the role of bias within your experiences and 
communications.  Through education and discussion, 
this training strategy will help you understand how to 
effectively recognize and manage your own and others’ 
biases and stereotypes at work. 

Course: 2LEF-0496
POST: 09250-0932
POST Hours: 4

Sect 1  Tu  9/21/2021-9/21/2021
8:00 AM - 12:00 PM

Instructor: Lisa Sorensen
Tuition:  $159.00

LOCATION:  Century East Campus - Room 2313 

BUSINESS & CAREER 
DEVELOPMENT

Dissecting Groupthink

Have you ever been a group of people who placed 
more importance on everyone getting along over what 
they accomplished? If so, you may have experienced 
“Groupthink.” Groupthink occurs when members of 
group make decisions that seek to achieve consensus 
of the group over critical or creative thought process. 
This occurs when cohesive groups tend to think as one 
collective organism rather than individuals. 

...continues on next page



How to Avoid the Horror of Bad PowerPoint
...continued from previous page

In just 31/2 hours you will learn how to: 
• Be more productive with presentation time
• Get people to remember more from your 

presentations  
• Leverage useful tips, hacks and techniques for 

improving PowerPoint and Apple Keynote slides
• Design slide graphics for the artistically challenged
• How to plan and execute great looking and effective 

presentations
• Frame your presentation in terms of the audience
• Present slides in a compelling and dynamic way

Course: 2LEF-0454
POST: N/A
POST Hours: Not eligible

Sect 1  M  12/6/2021-12/6/2021
12:00 PM - 4:00 PM

Instructor: Art Shore
Tuition:  $159.00

LOCATION:  Century East Campus - Room 2306

NOTE: Registration will close at the end of the day on 
December 1st, 2021.  
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Dissecting Groupthink
...continued from previous page

Groupthink tends to silent dissenting viewpoints, 
opinions from outside groups and ignoring moral or 
ethical consequences. This phenomenon can cause good 
people to make bad decisions that can lead to disastrous 
situations. This class will focus on understanding 
groupthink and how it differs from conformity, identifying 
why it occurs, and ways to overcome and discourage 
Groupthink.

Course: 2LEF-0531
POST: N/A
POST Hours: Not eligible

Sect 1  Th  11/18/2021-11/18/2021
8:00 AM - 12:00 PM

Instructor: Holly Phillips
Tuition:  $159.00

LOCATION:  Online via Zoom*  

How to Avoid the Horror of Bad PowerPoint

You’ve seen it. You’ve lived it. Heck, you may have even 
caused it! What is it? Death By PowerPoint! You shoot 
people with bullet point list after bullet point list and 
wonder why no one remembers anything from your 
presentation. Think about this way - if you can’t inspire 
anyone with your ideas, it won’t matter how great 
those ideas are. Why? Because, ideas are only as good 
as the actions that follow the communication of those 
ideas. Your presentations are vital to communicating 
and inspiring action in others. In this engaging and 
informative session, you will learn how to improve any 
slide presentation.

...continues on next page

*SPECIAL NOTICE: This course will be held virtually through Zoom.  You will need Internet connection and an email address.  Approximately three 
days prior to the start of class, you will receive an email with the Zoom link to your class meeting.  To prepare for your class, setup and test your 
Zoom connection.  A troubleshooting guide can be found here.  Your instructor will not be able to troubleshoot technology issues during class. 

https://www.zoom.us/signup
https://mnscu.rschooltoday.com/cad_clients/mnscu/uploads/files/Century%20College/Troubleshooting%20Zoom%20Audio%20Issues.%20April%202020.pdf


6

Effective Communication, Part 1

This workshop will help you write clear, concise, 
effective correspondence that reflects your 
professionalism.  Through engaging, hands-on practice, 
you will sharpen your business writing skills and gain the 
confidence you need to be a more effective writer in any 
situation. You will learn how to: 
• Assess the audience before beginning to write
• Focus and clarify the purpose of the document you 

are writing
• Use formal or informal writing style appropriately
• Eliminate unnecessary and confusing words and 

phrases
• Compose clear, concise sentences and paragraphs to 

convey the intended message
• Organize documents for maximum clarity and impact
• Write professional emails that get read
• Design aesthetically pleasing documents
• Apply proofreading tips
• Overcome confusing words

Course: 2LEF-0362
POST: N/A
POST Hours: Not eligible

Sect 1  Tu  10/5/2021-10/5/2021
8:00 AM - 4:00 PM

Instructor: Jeannette Grace
Tuition:  $249.00

LOCATION:  Century East Campus - Room 2313

MARKETING &
COMMUNICATION

Customer Service Skills

Understanding the importance of quality customer 
service skills is an art that is being lost in today’s 
society.  Gaining new customers and retaining your 
current customers is indispensable. In this course 
you will: Identify who our customers are and define 
customer service today Understand the essence of 
quality customer service techniques for better time 
management and conflict resolution Demonstrate 
interpersonal communication with: customers, teams 
and co-workers Identify the methods by which we deliver 
customer service Understand body language, social cues 
and how to read others Develop your plan of action and 
implementation strategy

Course: 2LEF-0532
POST: 09250-0946
POST Hours: 3

Sect 1  W  12/8/2021-12/8/2021
9:00 AM - 12:00 PM

Instructor: Jana Fischer
Tuition:  $119.00

LOCATION:  Online via Zoom*  

*SPECIAL NOTICE: This course will be held virtually through Zoom.  You will need Internet connection and an email address.  Approximately three 
days prior to the start of class, you will receive an email with the Zoom link to your class meeting.  To prepare for your class, setup and test your 
Zoom connection.  A troubleshooting guide can be found here.  Your instructor will not be able to troubleshoot technology issues during class. 

https://www.zoom.us/signup
https://mnscu.rschooltoday.com/cad_clients/mnscu/uploads/files/Century%20College/Troubleshooting%20Zoom%20Audio%20Issues.%20April%202020.pdf
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Conversational Intelligence

It isn’t always about how smart you are, rather how 
effective you are in creating powerful conversations to 
build trusting relationships and mutual success.  
Business at its core is about people connecting with 
people, with everything happening through conversations.  
Sharing and challenging different perspectives comes 
with the territory of moving up the ladder.  Yet authentic 
communication can be a challenge, and if done poorly, 
can lead to miscommunication, lack of trust, and poor 
collaboration between team members.   If you tend 
to put off business conversations and want to expand 
your conversation skills to help you create buy-in for 
your ideas, make better-informed decisions and obtain 
committed action from others, this interactive workshop 
is for you.  After attending this session, our goal is for you 
to answer “yes” to the following statements: 
• I understand my communication style and can 

effectively communicate with different styles
• I can share my perspectives and desires in a way 

that makes the other person want to hear more and 
feel safe to share their perspective – even when we 
disagree

• I can express my thoughts and feelings in ways that 
can strengthen relationships and builds success

Course: 2LEF-0524
POST: N/A
POST Hours: Not eligible

Sect 1  Tu  10/12/2021-10/12/2021
8:00 AM - 12:00 PM

Instructor: Nanette Gesche
Tuition:  $159.00

LOCATION:  Online via Zoom* 

Using Emotional Intelligence and 
Microaggressions in the Workplace

This session combines two areas that can increase or 
decrease one’s influence in seconds.  Research shows 
that 85% of what sets successful people apart from 
struggling individuals is their ability to use emotional 
intelligence effectively.  Emotional intelligence is a 
type of intelligence that involves the ability to monitor 
one’s own and others’ emotions, to discriminate among 
them, and to use the information to guide one’s thinking 
and actions.  Microaggressions are the everyday 
verbal, non-verbal, and environmental slights, snubs, 
or insults, whether intentional or unintentional, which 
communicate hostile, derogatory, or negative messages 
to target persons.  Taking steps to demonstrate effective 
emotional intelligence behaviors and positively address 
and mitigate microaggressions in the workplace requires 
identifying what microaggressions are and understanding 
the negative impact that microaggressions can have 
on communication, trust, and overall effectiveness. 
Participants will learn: what emotional intelligence and 
microaggressions are and the positive and negative 
effects they can have on one’s own effectiveness and 
influence how to recognize, monitor and demonstrate 
emotional intelligence for increased personal 
and professional effectiveness how to respond to 
microaggressions in a positive and effective manner 

Course: 2LEF-0539
POST: N/A
POST Hours: Not eligible

Sect 1  M  10/11/2021-10/11/2021
12:00 PM - 4:00 PM

Instructor: Lisa Sorensen
Tuition:  $159.00

LOCATION:  Online via Zoom*  
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Communicate with Style

In a meeting, you observe a teammate with their brows 
furrowed and arms crossed.  You believe they are angry. 
They could simply be demonstrating behaviors common 
to their learning style.  Another team member jumps to 
conclusions without seeming logical thought.  This could 
be an outcome of their preferred learning style.  Move 
from assumptions to sound reasoning for communication 
behaviors. Discover your preferred learning style and 
how it shows up in day-to-day work life.  Lacking an 
understanding of learning styles, can lead to negative 
assumptions and an unhealthy work environment. This 
class will bring many “aha” moments about yourself 
and your co-workers. The formal learning assessment 
completed during the workshop is the 4MAT Leadership 
Behavior Inventory. 

Course: 2LEF-0534
POST: N/A
POST Hours: Not eligible

Sect 1  F  10/29/2021-10/29/2021
8:00 AM - 12:00 PM

Instructor: Liz Weatherhead
Tuition:  $159.00

LOCATION:  Online via Zoom*  

The Art of Effective Communication

Do you wonder why you get frustrated when 
communicating with others; you don’t feel heard or you 
feel misunderstood?   In this course you will:  Learn 
the communication feedback process model, State the 
different types of communication, Understand what 
makes communication ineffective, Learn the different 
styles of communication and what your style is and how 
it affects your communication, and Establish an individual 
plan for effective communication 

...continues on next page

Persuasive Communication through Mindful 
Performance

In this challenging digital environment, we must engage 
our colleagues, customers, and key influencers in a whole 
new way if we are expected to see desired bottom-line 
results. Discover how to increase your impact through 
the screen by communicating with greater empathy with 
your words and creating a stronger digital presence 
based on genuine connection. Show up for your key 
influencers so you can make a bigger impact. At the 
conclusion of the program, attendees will: Conduct 
an on-the-spot assessment of their digital presence 
to uncover opportunities for improvement, including 
audio, camera angle, lighting, background, wardrobe, 
and personal grooming Generate more activity by 
reframing those dreaded, time-wasting interactions into 
welcome, meaningful connections Discover the 3 Cs to 
persuasive communication – Confidence, Connection, 
and Collaboration This course is part of the ‘Mindful 
Performance Leadership Series.’ Course may be taken 
independently. If classes are completed as a series a 
certificate will be awarded for the series. 

Course: 2LEF-0529
POST: N/A
POST Hours: Not eligible

Sect 1  Th  10/28/2021-10/28/2021
9:00 AM - 11:00 AM

Instructor: Theresa Rose
Tuition:  $75.00

LOCATION:  Online via Zoom*  
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Effective Communication, Part 2

This workshop focuses on advanced writing skills.  Learn 
to organize your documents and write persuasively so 
your audience reads what you write, likes it, and takes 
action. You will learn how to:
• Use four phases of writing
• Frame issue persuasively
• State views confidently
• Acknowledge the other sides
• Provide solid evidence
• Make strong recommendations
• Communicate a call to action
• Avoid jargon and legalese
• Create comprehensive, persuasive proposals
• Format business letters, research memos, and 

business briefs
• Overcome confusing words.

Course: 2LEF-0363
POST: 09250-0947
POST Hours: 7

Sect 1  Tu  11/16/2021-11/16/2021
8:00 AM - 4:00 PM

Instructor: Jeannette Grace
Tuition:  $249.00

LOCATION:  Century East Campus - Room 2311 

Social Intelligence

Social Intelligence is about understanding your 
environment and having a positive influence. Increasing 
Social Intelligence will provide professional and personal 
benefits. Social Intelligence is a critical tool for coaching 
and development. Improving social skills through active 
listening, understanding body language, and being more 
empathic will give you the advantage in your interactions. 
Social interactions are a two-way street, know the rules 
of the road! Areas covered:
• Self-awareness
• Empathy
• Active Listening
• Social Cues
• Interpersonal Communication
• Body Language
• Building Rapport
• Conversation Skills

Course: 2LEF-0495
POST: N/A
POST Hours: Not eligible

Sect 1  Tu  11/9/2021-11/9/2021
12:00 PM - 4:00 PM

Instructor: Lisa Sorensen
Tuition:  $159.00

LOCATION:  Century East Campus - Room 2313 

The Art of Effective Communication
...continued from previous page

Course: 2LEF-0497
POST: 09250-0933
POST Hours: 3

Sect 1  W  11/3/2021-11/3/2021
9:00 AM - 12:00 PM

Instructor: Jana Fischer
Tuition:  $119.00

LOCATION:  Century East Campus - Room 2313  

*SPECIAL NOTICE: This course will be held virtually through Zoom.  You will need Internet connection and an email address.  Approximately three 
days prior to the start of class, you will receive an email with the Zoom link to your class meeting.  To prepare for your class, setup and test your 
Zoom connection.  A troubleshooting guide can be found here.  Your instructor will not be able to troubleshoot technology issues during class. 

https://www.zoom.us/signup
https://mnscu.rschooltoday.com/cad_clients/mnscu/uploads/files/Century%20College/Troubleshooting%20Zoom%20Audio%20Issues.%20April%202020.pdf
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Negotiating with Purpose

Dive into various negotiating techniques and how to 
approach, structure, and plan for a negotiation. This 
will include concepts like BATNA/WATNA (Best/
Worst Alternative To Negotiated Agreement),  zero-
sum negotiation and expanding the pie, understanding 
conflict spirals, and the difference between positions and 
interests. 

...continues on next page

Creating Candid Conversations: 
Without Twisting Arms

People don’t stop sharing ideas because they don’t have 
or don’t know how to give an opinion.  They stop sharing 
ideas because no one seems to be really listening.  To 
help you generate honest conversations about how to 
bring about change and keep your employees engaged, 
we will have fun practicing desired skills using business 
speed dating.

Course: 2LEF-0462
POST: 09250-0952
POST Hours: 4

Sect 1  Tu  12/7/2021-12/7/2021
8:00 AM - 12:00 PM

Instructor: Nanette Gesche
Tuition:  $159.00

LOCATION:  Century East Campus - Room 2313 

The Good Fight Club: Constructive Conflict

Conflict is a normal by-product of communicating with 
other people.  How we deal with conflict and differing 
perspectives impacts our ability to get along, work with 
others, and set the tone for our team.  We will identify 
your preferred style for dealing with conflict, outline 
strategies for dealing with differences, and build skills for 
positively resolving conflict for productive outcomes.

Course: 2LEF-0538
POST: N/A
POST Hours: Not eligible

Sect 1  Tu  11/30/2021-11/30/2021
8:00 AM - 12:00 PM

Instructor: Nanette Gesche
Tuition:  $159.00

LOCATION:  Century East Campus - Room 2311

Negotiating with Purpose
...continued from previous page

Day two will build on the techniques, strategies, and 
tools learned in the first class. Apply your new skills in 
simulated negotiations and debrief as a group.

Course: 2LEF-0533
POST: N/A
POST Hours: Not eligible

Sect 1  Th  12/2/2021-12/9/2021
8:00 AM - 12:00 PM

Instructor: Benjamin Lacy
Tuition:  $249.00

LOCATION:  Century East Campus - Room 2306

NOTE: Expect 30 minutes to 2-hours of work outside of class 
between classes in order to read and understand the simulations 
for day 2. This is a class with real-world applications with the 
understanding those enrolling have numerous obligations. 

*SPECIAL NOTICE: This course will be held virtually through Zoom.  You will need Internet connection and an email address.  Approximately three 
days prior to the start of class, you will receive an email with the Zoom link to your class meeting.  To prepare for your class, setup and test your 
Zoom connection.  A troubleshooting guide can be found here.  Your instructor will not be able to troubleshoot technology issues during class. 

https://www.zoom.us/signup
https://mnscu.rschooltoday.com/cad_clients/mnscu/uploads/files/Century%20College/Troubleshooting%20Zoom%20Audio%20Issues.%20April%202020.pdf


MANAGEMENT & 
LEADERSHIP

How to Build a Better Organization: Hiring 
and Retaining Employees

Does your organization struggle to attract, hire and 
retain great employees? Is there high turnover rate at 
your organization? Employees are the life blood of any 
organization. Hiring and retaining the best employees can 
assist in the growth and development of an organization. 
In world shaped by globalization, it is important to 
understand what the work force looks like today and what 
is in store for the future. 

...continues on next page

Leadership Essentials in Mindful 
Performance

Energy management is an inside job. With stress levels 
climbing to all-time highs, occasional attention to self-
care is no longer enough. We need to be diligent about 
managing our energy – physical, mental, and emotional 
– every single day. As leaders, when we show up fully for 
ourselves, we can show up for our teams and customers. 
Discover mission-critical actions you can take to keep 
your energy tank full (or at least not running on fumes!) 
So you can enjoy the journey that life brings while also 
contributing to the success of your organization.

...continues on next page
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Rapid Conflict Resolution Skills and 
Practice Cases

Nothing will undermine team success more than 
unresolved team conflict. This creates “negative 
undertow” in a team. This class will focus on the 
reflective method of conflict resolution where a person 
reflects on their own views but also makes a solid effort 
to be understanding of the other person’s views, needs, 
perspective, emotions and interests. Several interesting 
practice case studies will be worked on in breakout 
sessions throughout the class so participants understand 
how to work with the reflective method.

Course: 2LEF-0537
POST: N/A
POST Hours: Not eligible

Sect 1  Th  12/16/2021-12/16/2021
8:00 AM - 12:00 PM

Instructor: Michael Kiefer
Tuition:  $159.00

LOCATION:  Century East Campus - Room 2313

How to Build a Better Organization: Hiring 
and Retaining Employees
...continued from previous page

This class will highlight techniques and methods on how 
to use this information to hire and retain employees for a 
better organization now and for the future.

Course: 2LEF-0530
POST: N/A
POST Hours: Not eligible

Sect 1  Th  9/30/2021-9/30/2021
8:00 AM - 12:00 PM

Instructor: Holly Phillips
Tuition:  $159.00

LOCATION:  Online via Zoom*  
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Leadership Essentials in Mindful 
Performance
...continued from previous page

At the conclusion of the program, attendees will: 
• Assess their current health, vitality, and performance 

across nine core areas of mindfulness score 
• Learn the value of taking a mindful approach to daily 

activities including nutrition, sleep, exercise, and 
stillness and how that impacts our resilience, growth, 
and communication abilities 

• Discover easy-to-remember ways to improve energy 
levels by taking deliberate, consistent action on 
the important items, not just the urgent. 

This course is part of the ‘Mindful Performance 
Leadership Series.’ Course may be taken independently. 
If classes are completed as a series a certificate will be 
awarded for the series. 

Course: 2LEF-0527
POST: N/A
POST Hours: Not eligible

Sect 1  Th  10/7/2021-10/7/2021
9:00 AM - 11:00 AM

Instructor: Theresa Rose
Tuition:  $75.00

LOCATION:  Online via Zoom*  

Leadership

Are you interested in becoming a more effective leader?   
In this course you will:
• Identify leadership opportunities in everyday life
• Understand the differences in power vs. influence
• Learn the seven skills of effective leaders
• Understand the phases in negotiating
• Implement strategies to build resilience as a leader

...continues on next page

Team Motivation and Drive with Goal 
Setting

Research studies consistently show people who set work 
and personal goals are more energized, self-confident and 
successful. This class is designed to walk participants 
step-by-step through a personal and work goal setting 
process. 
It will help participants understand the importance 
of setting balanced life goals in the areas of career, 
relationships, wellness and relaxation. 
It also presents a proven achievement formula that can be 
applied to any goal with relevant examples as illustration. 
Anyone at any time can plan for their positive future with 
goal setting. 
This class is designed as a “mini-retreat” providing 
participants with ample time and guidance to reflect and 
design a bright, successful blueprint for their future.

Course: 2LEF-0535
POST: N/A
POST Hours: Not eligible

Sect 1  Tu  10/26/2021-10/26/2021
8:00 AM - 12:00 PM

Instructor: Michael Kiefer
Tuition:  $159.00

LOCATION:  Online via Zoom*  

Leadership
...continued from previous page

Course: 2LEF-0499
POST: 09250-0935
POST Hours: 3

Sect 1  W  10/13/2021-10/13/2021
9:00 AM - 12:00 PM

Instructor: Jana Fischer
Tuition:  $119.00

LOCATION:  Online via Zoom*  
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Designing and Implementing an Effective 
On-boarding Program

Too few companies appreciate how important the 
employee on-boarding experience is. Studies show 
new hire productivity comes faster with an efficient 
and enticing on-boarding experience, with 90% of 
employees deciding whether to stay with the company 
with the first 6 months of starting a new position. Guiding 
new employees through each step of the on-boarding 
process can get them up to speed faster, ensure that 
appropriate goals are being assigned, help foster a sense 
of community and support, and increase productivity. This 
class will review key tools and techniques for effective 
on-boarding of new staff as well as staff accepting 
promotional opportunities.

Course: 2LEF-0522
POST: N/A
POST Hours: Not eligible

Sect 1  W  12/8/2021-12/8/2021
12:00 PM - 4:00 PM

Instructor: Lisa Sorensen
Tuition:  $159.00

LOCATION:  Century East Campus - Room 2311

Situational Leadership, Delegation, and 
Decision Making

Most people in a leadership role get comfortable using 
the “one leadership style” fits all method. In today’s 
diverse workplace this attitude is ineffective. This class 
features two leadership assessments participants take 
during class that will cover the six basic leadership styles 
along with specific situations where each style should 
be applied. Participants will learn how to “situationally 
match” leadership style to particular work situations.  
Another module in this class will cover delegation 
pointers and critical decision making skills with a 
checklist.

...continues on next page

Fostering an Inclusive Climate

Inclusion is ultimately about how your team functions 
and performs based on the quality of social connections, 
openness to learning, agility, and depth of decision 
making. How can you foster greater inclusion within your 
work group? Throughout this course you will be asked to 
reflect upon your own experiences and apply the lessons 
in your own role. You will examine the concept of climate, 
specifically inclusive climates, as well as learn about the 
specific behaviors and skills you need to demonstrate in 
order to be successful in shaping an inclusive climate. 
Analyze strategies for enforcing ethical standards, assess 
the inclusiveness of your unit’s climate, and examine the 
critical role of leadership in setting an inclusive climate. 

Course: 2LEF-0498
POST: N/A
POST Hours: Not eligible

Sect 1  Th  10/28/2021-10/28/2021
12:00 PM - 4:00 PM

Instructor: Lisa Sorensen
Tuition:  $159.00

LOCATION:  Century East Campus - Room 2313 

Situational Leadership, Delegation, and 
Decision Making 
...continued from previous page

Course: 2LEF-0536
POST: N/A
POST Hours: Not eligible

Sect 1  Th  11/4/2021-11/4/2021
8:00 AM - 12:00 PM

Instructor: Michael Kiefer
Tuition:  $159.00

LOCATION:  Century East Campus - Room 2313 

*SPECIAL NOTICE: This course will be held virtually through Zoom.  You will need Internet connection and an email address.  Approximately three 
days prior to the start of class, you will receive an email with the Zoom link to your class meeting.  To prepare for your class, setup and test your 
Zoom connection.  A troubleshooting guide can be found here.  Your instructor will not be able to troubleshoot technology issues during class. 

https://www.zoom.us/signup
https://mnscu.rschooltoday.com/cad_clients/mnscu/uploads/files/Century%20College/Troubleshooting%20Zoom%20Audio%20Issues.%20April%202020.pdf
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Microsoft Office 2019/365: Excel Level I

New to Excel? Using it forever? This class is a must. Old 
habits die hard. Sit right down and acquire foundations 
of Excel & Office using 21st century tools. Learn how to 
make entries in cells, including formulas and functions. 
Tell your story with Styles and Themes and charts. Work 
on analyzing data with challenging formulas including the 
If function. There’s plenty here for all. Materials will be 
provided.

Course: 2LEF-0469
POST: 09250-0898
POST Hours: 7

Sect 1  W, Th  9/15/2021-9/16/2021
8:00 AM - 11:45 AM

Sect 2  M, W  11/8/2021-11/10/2021
8:00 AM - 11:45 AM

Instructor: Donna Seys
Tuition:  $195.00

LOCATION:  Online via Zoom*  

Microsoft Office 2019/365: Excel Level II

It’s time to explore views, data protection, and creation of 
Macros. ‘What-if’ analysis tools help discover all possible 
answers to changing variables in formulas. And Tables, 
the gem of Excel, turns any dataset into a dynamic range. 
Discover what you’ve been missing in Excel. Materials 
included in course fee.

Course: 2LEF-0470
POST: 09250-0899
POST Hours: 7

Sect 1  M, W  9/20/2021-9/22/2021
8:00 AM - 11:45 AM

Sect 2  M, W  11/15/2021-11/17/2021
8:00 AM - 11:45 AM

Instructor: Donna Seys
Tuition:  $195.00

LOCATION:  Online via Zoom*  

COMPUTERS

Microsoft Office 2019/365: Excel for 
Absolute Beginners

Are you afraid to take an Excel class as you’re an 
absolute beginner? Welcome aboard! This class is 
directed to those who have never opened Excel. Learn 
data entry, basic formulas, sheet manipulation, row/
column management, sort, and number formats. Obtain 
skills to promote yourself to our Level 1 class. Materials 
will be included.

Course: 2LEF-0541
POST: N/A
POST Hours: Not eligible

Sect 1  Th  9/9/2021-9/9/2021
8:00 AM - 11:45 AM

Instructor: Donna Seys
Tuition:  $109.00

LOCATION:  Online via Zoom*  
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Microsoft Office 2019/365: Excel Level III

All roads have led you to this destination. Dive into Pivot 
Reports and learn the solution to slice and dice data 
within Excel. Discover how tools from previous classes 
are brought together for a complete solution. Learn to: 
exchange data between Excel and other programs, work 
in a single file simultaneously, customize features to your 
liking, and advanced Macro instruction. Materials are 
included in course fee.

Course: 2LEF-0471
POST: 09250-0900
POST Hours: 7

Sect 1  M, W  9/27/2021-9/29/2021
8:00 AM - 11:45 AM

Sect 2  M, Tu  11/22/2021-11/23/2021
8:00 AM - 11:45 AM

Instructor: Donna Seys
Tuition:  $195.00

LOCATION:  Online via Zoom*  

Microsoft Office 2019/365: Excel Level IV

Produce powerful, interactive reports in minutes instead 
of hours. Drop data to Excel from another source? Save 
endless hours with Power Query to quickly import, clean, 
shape, and analyze disparate data sources. Construct and 
share data through geographical 3D Maps, PowerPivot, 
and dynamic dashboards. Transform those large data sets 
into clear summary reports. Data crowns distributed at 
end of class! Materials are included in course fee.

...continues on next page

Formulas and Functions in Excel

This class will focus solely on the use of formulas and 
functions. Spend time learning the proper way to use 
Dates, Lookup, and If functions. Discover the value of 
Named Ranges and where to use them. What about the 
new XLookup? And the Spill area? Step up your game, 
increase your confidence, and build a better data story.

Course: 2LEF-0525
POST: 09250-0948
POST Hours: 7

Sect 1  M  10/11/2021-10/11/2021
8:00 AM - 12:00 PM

Instructor: Donna Seys
Tuition:  $109.00

LOCATION:  Online via Zoom*  

Microsoft Office 2019/365: Excel Level IV
...continued from previous page

Course: 2LEF-0472
POST: N/A
POST Hours: Not eligible

Sect 1  M, W  10/4/2021-10/6/2021
8:00 AM - 11:45 AM

Sect 2  M, W  11/29/2021-12/1/2021
8:00 AM - 11:45 AM

Instructor: Donna Seys
Tuition:  $195.00

LOCATION:  Online via Zoom*  

*SPECIAL NOTICE: This course will be held virtually through Zoom.  You will need Internet connection and an email address.  Approximately three 
days prior to the start of class, you will receive an email with the Zoom link to your class meeting.  To prepare for your class, setup and test your 
Zoom connection.  A troubleshooting guide can be found here.  Your instructor will not be able to troubleshoot technology issues during class. 

https://www.zoom.us/signup
https://mnscu.rschooltoday.com/cad_clients/mnscu/uploads/files/Century%20College/Troubleshooting%20Zoom%20Audio%20Issues.%20April%202020.pdf
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Microsoft Office 2019/365: 
PowerPoint Level I

Whether you are using it for personal or professional use, 
learn the basics of this fantastic presentation software. 
Learn to: create and modify a presentation, insert objects 
into a presentation, finish a presentation, and work with 
advanced tools.  The textbook is included in the course 
fee and will be provided in class.

Course: 2LEF-0473
POST: 
POST Hours: 7

Sect 1  M  12/6/2021-12/6/2021
8:00 AM - 3:30 PM

Instructor: Donna Seys
Tuition:  $195.00

LOCATION:  Century East Campus - Room 1733

Microsoft Office 2019/365: Word Level I

Learn the basics of this tried and true word processing 
software. Write with confidence by creating, editing, and 
formatting documents, create and format tables and learn 
tips & tricks to expand your Word horizons.  The textbook 
is included in the course fee and will be provided in class.

Course: 2LEF-0476
POST: 09250-0904
POST Hours: 7

Sect 1  M  10/18/2021-10/18/2021
8:00 AM - 3:30 PM

Instructor: Marnie Matz
Tuition:  $195.00

LOCATION:  Century East Campus - Room 1733 

Microsoft Office 2019/365: Word Level II

Stay with the flow by illustrating documents with 
graphics, work with themes and building blocks, merge 
documents, work with styles and templates while 
developing multi-page documents.  The textbook is 
included in the course fee and will be provided in class.

Course: 2LEF-0478
POST: 09250-0905
POST Hours: 7

Sect 1  M  10/25/2021-10/25/2021
8:00 AM - 3:30 PM

Instructor: Marnie Matz
Tuition:  $195.00

LOCATION:  Century East Campus - Room 1733

Microsoft Office 2019/365: Word Level III

Integrate with other programs and collaborate with 
co-workers, friends, or family while learning advanced 
graphics, how to build a form and customizing Word to 
best suit your needs.  The textbook is included in the 
course fee and will be provided in class.

Course: 2LEF-0479
POST: 09250-0906
POST Hours: 7

Sect 1  M  11/1/2021-11/1/2021
8:00 AM - 3:30 PM

Instructor: Marnie Matz
Tuition:  $195.00

LOCATION:  Century East Campus - Room 1733 
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Microsoft Office 2019/365: 
PowerPoint Level II

Build on your knowledge of presentation software basics 
by enhancing charts, inserting illustrations, objects and 
media clips, plus advanced features of the software.  
The textbook is included in the course fee and will be 
provided in class.

Course: 2LEF-0475
POST: 
POST Hours: 4

Sect 1  M  12/13/2021-12/13/2021
8:00 AM - 12:00 PM

Instructor: Donna Seys
Tuition:  $109.00

LOCATION:  Century East Campus - Room 1733

Microsoft Office 2019/365: OneNote

Dive into the best Microsoft program you are probably 
not using. Digitally capture and share thoughts, ideas 
and to-do’s from just about any device while keeping it 
all in one place. Share notebooks with others to view or 
edit, or share a snapshot with someone who does not 
have OneNote. Attach spreadsheets, video diagrams, 
and information from the internet. OneNote is a great 
21st century time management tool with unlimited 
possibilities.  The textbook is included in the course fee 
and will be provided in class.

Course: 2LEF-0477
POST: 
POST Hours: 4

Sect 1  W  12/15/2021-12/15/2021
8:00 AM - 12:00 PM

Instructor: Donna Seys
Tuition:  $109.00

LOCATION:  Century East Campus - Room 1733
QuickBooks

Begin your understanding of the basics of accounting 
and how to properly record information in this hands-on 
class, using QuickBooks 2021 DESKTOP. Learn how to 
set up a company, work with lists, set up inventory, sell 
your product, invoice for services, process payments, 
work with bank accounts, enter & pay bills, and use the 
EasyStep Interview.  NOTE: The textbook is included in 
the course fee and will be provided in class.

Course: 2LEF-0379
POST: N/A
POST Hours: Not eligible

Sect 1  M, W  11/29/2021-12/1/2021
8:00 AM - 2:30 PM

Instructor: Dhanmati Ramlall
Tuition:  $449.00

LOCATION:  Century East Campus - Room 2312 

*SPECIAL NOTICE: This course will be held virtually through Zoom.  You will need Internet connection and an email address.  Approximately three 
days prior to the start of class, you will receive an email with the Zoom link to your class meeting.  To prepare for your class, setup and test your 
Zoom connection.  A troubleshooting guide can be found here.  Your instructor will not be able to troubleshoot technology issues during class. 

https://www.zoom.us/signup
https://mnscu.rschooltoday.com/cad_clients/mnscu/uploads/files/Century%20College/Troubleshooting%20Zoom%20Audio%20Issues.%20April%202020.pdf
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About Us
Century College Continuing Education and Customized Training (CECT) is Minnesota's largest provider of training and 
development for professions and the trades, serving 10,000 individuals annually. We serve both workers and employers through open 
enrollment classes at the campus and customized contract training at the work site. CECT offers a full-time, year-round staff of training 
experts, instructional support staff and customer service representatives.

Century College
Continuing Education and Customized Training

3300 Century Avenue North
East Campus, Room 2330

White Bear Lake, Minnesota 55110

CONTACT US

SLOT Program Information:
Sharon Mason
651-773-1743

sharon.mason@century.edu

General Information:
651-779-3341

CECT@century.edu

Ask to be subscribed to our SLOT Monthly Newsletter!

____________________________

QUICKLINKS:

How to Register

Browse Subject Areas

Online Courses

Teach at Century CECT

 Facebook   @CenturyCECT 
 
 Twitter   @CenturyCECT 

https://www.facebook.com/CenturyCECT
https://twitter.com/CenturyCECT
mailto:sharon.mason%40century.edu?subject=SLOT%20Program%20Information
mailto:CECT%40century.edu?subject=General%20Questions
https://www.century.edu/continuing-education
https://www.century.edu/continuing-education/program-areas/public-safety-ems-fire-law-enforcement/law-enforcement
https://www.century.edu/continuing-education
https://www.century.edu/teach-us
https://www.facebook.com/CenturyCECT
https://twitter.com/CenturyCECT

