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Administrative Skills:
1. Admin Office Procedures
2. Admin Support
3. Archiving & Records Management
4. Basic Bookkeeping
5. Business Writing
6. Collaborative Business Writing
7. Executive Assistants
8. Meeting Management
9. Organizational Skills
10. Social Media in the Workplace
11. Supply Chain Management

Career Development
1. 10 Soft skills
2. Assertiveness & Self Confidence
3. Communications Skills
4. Creative Problem Solving
5. Enhancing your professional image
6. Entrepreneurial Skills
7. Expanding your skills
8. Interpersonal skills
9. Negotiating Skills
10. Personal Branding
11. Positioning yourself as professional
12. Project Management
13. Telework & Telecommuting
14. Time Management 

Human Resources
1. Business Succession Planning
2. Contract management
3. Crisis Management
4. Developing a Lunch & learn
5. Employee Onboarding
6. Employ Recruitment
7. Employee Termination
8. GDPR Awareness & Compliance
9. Generation Gaps
10. Health & Wellness
11. Hiring Strategies
12. Human Resources Management
13. Measuring Results from Training
14. Millennial Onboarding
15. Talent Management
16. Train the trainer
17. Universal Safety Practices
18. Workplace Diversity
19. Workplace Harassment
20. Workplace Violence

Personal Development
1. Adult Learning – Mental Skills
2. Anger Management
3. Attention Skills
4. Being a likable boss
5. Critical thinking skills
6. Decision making skills
7. Emotional Intelligence
8. Goal Setting & Getting things done
9. Improving Mindfulness
10. Improving self-awareness
11. Increasing your happiness 
12. Job Searching Skills
13. Managing Personal Finance
14. Managing workplace anxiety
15. Personal Productivity
16. Public Speaking
17. Social Intelligence
18. Social Learning
19. Stress management 
20. Work life Balance

Sales & Marketing
1. Body language basic
2. Call center training
3. Event planning
4. Creating a great webinar
5. Dealing with difficult people
6. High performance teams remote
7. Internet Marking Fundamentals
8. Leadership & Influence
9. Marketing Basics
10. Media & Public Relations
11. Middle Manager Training
12. Motivating your sales team
13. Presentation Skills
14. Proposal Writing
15. Sales Fundamentals
16. Telephone Etiquette
17. Tradeshow Staff Training

Supervisor & Managers
1. Change Management
2. Coaching & Mentoring for High performance
3. Developing new Managers
4. Effective Delegation
5. Employee Motivation
6. Facilitation skills
7. Knowledge Management
8. Lean Process & Six Sigma
9. Managing managers
10. Performance Management
11. Servant Leadership
12. Supervising others 
13. Team building for mangers
14. Team building through chemistry
15. Women in Leadership

Workplace Essentials
1. Appreciative Inquiry
2. Building Relationships & Networking
3. Business Acumen
4. Business Ethics
5. Business Etiquette
6. Civility in the workplace
7. Conflict Resolution
8. Customer Services Skills
9. Customer Support
10. Delivering Constructive Criticism 
11. Developing Corporate Behavior
12. Handling a difficult Customer
13. Networking with your company
14. [bookmark: _GoBack]Safety in the work place
