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EDUCATION &TRAINING

At the Division of Workforce Development (DWD), we understand that with training and education you can increase your job skills and employability.  We offer various classroom training programs designed to meet your needs and those of your future employer.

COMPUTER SKILLS

In today's job market computer skills are necessary for success.  Whether you are just starting or ready to learn how to create spreadsheets and presentations, DWD has the class you need.  Best of all, the class is of no cost to you!

The computer skills curriculum consists of individual classes that teach job seekers how to use the software applications most in demand by employers.

SUBJECTS:

DWD offers computer classes to strengthen your computer skills.  Attendees must be familiar with Computer Basics, File Management, and Microsoft Word before advancing to other computer classes.  
To enhance the learning experience, we recommend classes are attended in the order listed below.

• Keyboarding

• Computer Basics

• File Management

• Microsoft Word I

• Internet
• Email

• Microsoft Excel I

• Microsoft PowerPoint

• Microsoft Word II

• Microsoft Excel II

SCHEDULE:

Subjects are presented Monday through Friday in 1to 3 hour class periods.

MATERIALS:

Computers are provided for in-class training. Training materials are provided at no cost to students.

REGISTRATION:

All computer classes are on a first come, first serve basis. Please contact the appropriate center at least one week prior to the class to request special accommodations.
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DENVER WORKFORCE CENTERS

Denver Workforce Center at DIA

Fifth Floor, Main Terminal

8500 Pena Blvd

Denver, CO 80249

303.342.2590

Denver Workforce Center at Quigg Newton

4440 Navajo St

Denver, CO 80211

303.458.4891

Denver Workforce Center at Speer

1391 N Speer, Suite 500

Denver, CO 80204

720.865.5619 (for parking code)

Denver Workforce Center at Stapleton

3401 Quebec Street, #7700

Denver, CO 80207

720.865.0060

Denver Workforce Center at Westside

First Floor, Richard T Castro Bldg

1200 Federal Blvd

Denver, CO 80204

720.944.1615

COMMUNITY RESOURCE CENTERS

King M Trimble Resource Center

2980 Curtis St

Denver, CO 80205

720.865.2431

Mulroy Neighborhood Center

3550 W 13th Ave

Denver, CO 80204

303.623.1735 ext 226 
Training & Assessment Center at Speer

1391 N Speer, Suite 510
Denver, CO 80204

720.865.5580 (for parking code)

[image: image5.png]SUOIjed0T sse|D




[image: image6.png]suondiosaqg sse|)




TECHNICAL CLASSES

Prerequisite Classes: The following three classes are very comprehensive and set the foundation for the rest of the classes we offer.

Computer Basics: Understand hardware, software, and how to operate a computer.

File Management: Find and organize files using Windows Explorer.

Word I: Create, edit, format, save and print a document.

Upon successful completion of the prerequisites/ basics, you will be able to build on your knowledge with the following classes.

Excel I: Produce a spreadsheet, chart, and learn formulas.

Word II: Incorporate headers and footers, create tables, use.  AutoCorrect - Prerequisite—Word I.

Excel II: Freeze cells, work with multiple sheets.  Prerequisite—Excel I.

Internet: Understand and learn how to use the Internet.

Email: Setup a free email account and learn to use email.

PowerPoint: Create a slide presentation with animation 


CAREER DEVELOPMENT SKILL CLASSES

Assessment Tools include:  WorkKeys for Career Readiness Certification/CRC.  KeyTrain for WorkKeys (tests) remediation.  LearningLine, Success Profiler, and Smarthinking/Tutorline 

Computer Lab: Practice your computer skills with a trainer on hand to provide support.  Includes practice with Keyboarding and Mavis Beacon.
Cover Letters, References, Thank You Letters:  Provides samples and pointers.

Personal Financial Management:  Offers basic budget and credit information to aid with personal financial strategies. 

Interviewing Skills:  Covers tips and techniques to help prepare customers to interview for a job.

Network Plus: A forum for jobseekers to network, gain support, and meet recruiting employers in the metro area.

RENEW: A workshop for customers with an ex-offender background to provide tips to help deal effectively with this topic when interviewing and completing applications.

Résumé Tips: Focuses on tips, techniques and strategies for writing your résumé.
Salary Negotiations: Learn tips and techniques to negotiate for a higher salary.



DATE
CLASS


TIME



CENTER

July 2—Monday
Internet 



9a — 12p 


King

Word I


 

9a — 12p


Mulroy

Computer Basics

9a — 12p


Stapleton

File Management 
1:30p — 4:30p
King

Computer Basic

1:30p — 4p 

Quigg

July 3—Tuesday

Office Closed


8a — 10a 


Stapleton

Computer Basics

9a — 12p


Speer 510
Resume/



10a — 12p 

Westside 

Cover Letters
Computer Lab

1p — 4p


Speer 510
Email




1p — 4p 


Stapleton

July 4—Wednesday

All Centers — CLOSED — Independence Day

July 5—Thursday

Interview Skills

8:30a — 12p 

Westside Word II 



9a — 12p 


Mulroy

Word I




9a — 12p 


Speer 510

Office Closed


12:30p — 5p 

Speer 500
Word II



1p — 4p 


Speer 510

Word I 



1:30p — 4p 

Quigg

July 6—Friday

Office Closed


9:30a — 11a 

DIA 

Office Closed


2:30p — 5p 

Quigg

July 9—Monday

Computer Basics

9a — 12p


King

Word I




9a — 12p 


Stapleton

Excel I




9a — 12p


Mulroy

Word II



1p — 4p 


Stapleton

RENEW 



1:30p — 3:30p 
Speer 500
Computer Basics

1:30p — 4:30

King

(Spanish)
Excel I




1:30p — 4p 

Quigg


DATE
CLASS


TIME


CENTER

July 10—Tuesday

Word I




9a — 12p 


King 

Assessment Tools
9a — 12p 


Speer 510
Excel I




9a — 12p 


Speer 510

Power Point


9a — 12p


Stapleton

Resume Tips


9a — 12p 


Stapleton

Resume/



10a — 12p 

Westside 

Cover Letters

Word II



1:30p — 4:30p
King

Excel II



1p — 4p 


Speer 510

Network Plus 

1:30p — 3p 

Speer 500
July 11—Wednesday

Work Keys


8:30a — 12p 

Speer 510 (Adults Only)
Power Point


9a — 12p


Speer 510
Resume (WinWay) 
9a — 12p 


Stapleton

Excel I




9a — 12p


Stapleton

Work Keys


9:30a — 12p 

DIA 

Computer Lab

1p — 4p 


Speer 510
Excel II



1p — 4p 


Stapleton

Internet 



1p — 3:30p 

Westside 

Job Search

Personal Financial 
2p — 4p 


Speer 510
Management

July 12—Thursday

Interview Skills

8:30a — 12p 

Westside Assessment Tools
9a — 12p


Speer 510
Internet



9a — 12p 


Speer 510

Excel II

 

9a — 12p


Mulroy

Email




1p — 4p 


Speer 510

Excel II



1:30p — 4p 

Quigg

July 13—Friday

Salary Negotiations
9a — 12p


Stapleton

Office Closed


9:30a — 11a 

DIA
Work Keys


1p — 4p 
 

DIA 
July 16—Monday

Excel I




9a — 12p 


King

Computer Basics

9a — 12p


Speer 510
(Spanish)
Word I
(Spanish) 

1p — 4p


Speer 510
Power Point


1p — 4p


Stapleton

Excel II



1:30p — 4:30p 
King


DATE
CLASS


TIME


CENTER

July 17—Tuesday

Office Closed


8a — 12p 


Stapleton

File Management
9a — 12p


King

Assessment Tools
9a — 12p


Speer 510
Computer Basics 
9a — 12p 


Speer 510
Resume/



10a — 12p 

Westside 

Cover Letters

Internet



1p — 4p 


Stapleton

Computer Lab

1:30p — 4:30p 
King

Resume Tips


1:30p — 4p 

Quigg

July 18—Wednesday

Office Closed


8a — 12p 


Westside

Work Keys


8:30a — 12p 

Speer 510 (Youth Only)
Word I




9a — 12p 


Speer 510

Interviewing Skills
9a — 12p


Stapleton

Word I




9a — 12p


Stapleton (Deaf Participants) 
Work Keys


9:30a — 12p 

DIA 

Word II



1p — 4p 


Speer 510

Internet 



1p — 3:30p 

Westside 

Job Search

Interviewing Skills
1:30p — 3:30p 
Speer 500
Power Point


1:30p — 4p 

Quigg

Resume Tips


1:30p — 3:30p 
Speer 500
July 19—Thursday

Interview Skills

8:30a — 12p 

Westside Assessment Tools
9a — 12p


Speer 510
Internet



9a — 12p 


Speer 510

Office Closed


12:30p — 5p 

Quigg 

Computer Lab

1p — 4p 


Speer 510

Computer Basics

1:30p — 4:30p
King

July 20—Friday

RENEW 



9a — 11a


Stapleton

Office Closed


9:30a — 11a 

DIA 

Computer Basics 
1p — 4p 


DIA 

July 23—Monday

Word I




9a — 12p 


King

Word I




9:30a — 12p 

DIA 

Word II



1:30p — 4:30p 
King

Computer Basics

1:30p — 4p 

Quigg

(Spanish)

DATE
CLASS


TIME



CENTER
July 24—Tuesday

Email




9a — 12p


King

Assessment Tools
9a — 12p


Speer 510
Excel I




9a — 12p 


Speer 510
Resume Tips


9a — 12p 


Stapleton

Resume/



10a — 12p 

Westside 

Cover Letters

Excel II



1p — 4p 


Speer 510
Word II



1p — 4p


Stapleton

Computer Lab

1:30p — 4:30p
King

Network Plus 

1:30p — 3p 

Speer 500
July 25—Wednesday

Email




9a — 12p 


Speer 510
Resume (WinWay) 
9a — 12p 


Stapleton
Personal Financial 
10a — 12p 

Speer
Management

Work Keys


1p — 4p 
 

DIA 

Computer Lab

1p — 4p


Speer 510
Power Point


1p — 4p


Stapleton

Internet 



1p — 3:30p 

Westside 

Job Search

Word I (Spanish)

1:30p — 4p 

Quigg

July 26—Thursday

Interview Skills

8:30a — 12p 

Westside Assessment Tools
9a — 12p


Speer 510
Power Point


9a — 12p


Speer 510
Email




1:30p — 4p 

Quigg

July 27—Friday

Cover Letters


9a — 11p


Stapleton

Office Closed


9:30a — 11a 

DIA 

Internet / Email 

2p — 4p 


DIA

July 30—Monday

Power Point


1:30p — 4:30p 
King

Computer Basics

1:30p — 4p 

Quigg

July 31—Tuesday

File Management
9a — 12p


King

(Spanish)
Assessment Tools
9a — 12p


Speer 510
Computer Basics

9a — 12p


Speer 510
Resume/



10a — 12p 

Westside 

Cover Letters 

Resume Tips


1:30p — 4p 

Quigg
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