OCCUPATIONAL EXTENSION

For More Information Conta
Lisa Jomes, Secretary;
Jemnifer Lowery, DMrecior

Visit our Websit

- i SFSLETES.
in-shop, hands-on acivides w develop ther knowledge spbdﬂmﬂrmﬂm::u:afdlaez osls, re
and proper cleaning rechniques. Course work will iInclude safery, tools, elecoridy, conro
?’snemcu:ulpnuem Financial assistance may be available for this course.

6:00 pm - %30 pm L1160 ROC, Foom 206
AUTOCAD (INTRODUCTION) $ 1.20. 00
Learn basic AuroCATY skills dimensional drawings. Toy Ln:th:k.'iumC.'iD
‘waols and commands, h‘:’mmﬂ;ﬂm :.L; :mjﬂ.l.n:.ne _;Etumphﬂnh 0h|:§]ri
of the CADD ::p'mn::i )'\cur mastery of AucCAD anmp:mld: umﬂﬁwmpuﬁnﬂfﬁ ocr:::I;nc:
ur current skills.

& TH 00 pm - 500 p 9/14-11,2/10 BOC, Room 920

This course will provide an overves of elecerial »ing techrkques and 15 sulable for studenes wich no prior

knowledge of eleceical theory or irswlladgon.  Emphasis will be phoed on the design and insallcion of

residental slecrrical systemes. will irclude an overview of hom e elscorical systems, droule design, elecirical
Fmarcial assistance may be avalable for this course.

530 pen 913121510 , Boom 205 MeEnighe

This course covers rJl: Inn:rpl::ﬂmn of blueprnc and specificadions that
n trades. Fr i5 placed on Interprecaton of dewmlls for foundadons, foor plans,
elevations, In.d.:cbed‘uks 'I'hbcuu::eldllnhaam:rdlc different methods of material coses esdmackon.

'I'.I'pnu compleon, stsdents should be able m read and ineerpret a set of construcion prine.
6:00 pmi - %30 po 9131271310 ROC, Room 903 St
ME.[:I CAL CODING (INTRODUCTION) $120.00

An integral pare of many medical office assisrans’ dutes involves the use of ICD9 and CFT coding:
patlent records, pacent billing, drsurance clam preparaton, and insurance claim processing. This

oourse will ghve an ln-depth unde ufﬂn:oodln;pm:mmdwﬂ]mlsnr:ﬁeﬁ:rmﬁnr
currendy employed medical assismnts and record clerks.
T&TH 5:30 pim - 530 per 10405.11,04,10 ROC, Room 1804 WDC Andrews

MANICURIST TRAINING

This provides a 300-hour course study for leaming the skills nesded o care for nails of the
hands and feer ms required by the North Carnbira Board of Cosmetc Ars. The 5'|.I|:I|E|Cl marrer incudes
theory and practice in irgg, nadls g, and pex pmgmm consses of
ONE course. This Is a mpmha:u'me course o provide cralring Ecur beoou:gg
reglstered manicurises. Th::upp]ri: for the courss 1s approximanshy lﬁ] L] l{rhtrt memlnu}

‘the mal pracrice insurance 1s §15.00. tration for this conrse is on Amgast ]l]onl.l.‘un 17,
2000 between the bnul:ofg-DDlrI- 00 pm in the new Workforce Development Cen

;30 10.30 3."

rg, Eacilicies,
. Class size I.: I.I.mlmd.l:n 10 students and p uwm:u: Is dred. Interested studenics must
e listed on the Norch Carcling Nurse Alde Eﬂ,ﬁ'ﬂ'} q'nirer?u
T&TH 5:30 pm - 530 pen '24.11/11/10 ROC, Room 1802 Locklear

An understanding of medical rerminology 1s essendal for an; working In any al:u]'mnmad.tn]
office.  This class is designed o meet medical termi needs ufsrud.zm_s enrolled in RCC's

INTRODUCTIC :N TO BE.E. EEEPING
This courss will cover instructlons on working, managing and handling bees for profic, how o harvest
honey and n and basic bee behavior Smadents will partcipate In one feld wip ac a Jocal bee yard.

;Hlsme call Jenn Lﬁeérluw:t]mglﬂ} 72 %D}ﬁ(ﬁ.{ﬂ - -—
TH £:00 pm pe TBA TS

INTRODUCTION '[l:) PLANT MILRCJPRI IPAGATION

Studenes will learn abour media pararion, scedlizacion, ard mernit for clonl diff=rene =] cnt'
gnms. Emphasis will be phnadg: underscanding the basic !:EJPIF:IFW mmusmg:d green Eacilicis T'."F'
s requires hands-on acdvicles.
&:00 pm - 500 pen 10/05.11/23/10 ROC, Room 903 Walters



PROFESSIONAL MEDICAL CODER

Students will learm bow to use the CPFT marmal the [CT-3-
CM to find medical codes for any disease, condition, and
treatment or surgical procedures. This coumse imparts a
working knowledge of diagnostic and procedural coding
systems. If you are energetic, enjoy challenging

work and want to learn the language, rules, and |
procedures of the healthcare feld, this is the
course for you. Textbooks required. r.\ e
Pre-registration for this class is opticnal. an

Homwever, slots will be fll=d on a imt-come,

firstserve basis. Students may pre-register on Heesday, August 31, 20010 at 2:30pm at the
Workforee Development Center in Boom 1804 on the RCC Campus. A registration fee of $175.00
will be due at this time or a cost authorzation form from a sponsorng agency. Please bring the
oorrect change, Class will meet on Frodays beginning November 12-December 17, 20100

T&TH E:15am - 2:15 pmi 211217710 RCC, Boom 1804 Andrews
Financial assistance may be available for stndowts.

HEALTH INSURANCE BILLING CLERK

The responsibility for processing health Insurance daims requires
knomledge of a1l aspects of medical iInsurance, Arcording w the 2008
Oocupation Culdook Handbook, the growth in the medical area 15 far
exceeding the malned porermal employees. As anentry-level insurance
clerk you will be In & posirlon o move up the ladder w sucress.

This training inchudes:
= Roles and Responsibdlices of the = Legal and Regulamoy
Health Insurance Clerk Corslderations
= Whar is Health Insurance = Reimbursement Issues
= Managed Health Care = Filing Clatms
= Life Cycle of an Insurance Claim = Medicare
= Medicald
And MOore...

Pre-megtararon for this dass 1s opoomal. However, slos will be Alled
an a frsr-come, firseserve basls. Smdents may pre-register on Tuesday,
August 31, 2010 ar 2:30pm at the Workdforce Developmen: Center In
Foom 1804 ar the ROC Campus. A reglscracion fee of $175.00 will be due ar the dme ar 2 ooso
authortzarion fiorm from spomsong agency Please bring the comect change.

M &W B3lam - 200pm 913-131510 ComTech, Room ADSD  Andrews
Fingnciql aesisignes may be gradabls, plogse comtact M. feunffer Lotary
Gt (910) 2723609 or Ms. Lisg Jones gt {910) 2723603

all imto practice. By the snd of this courss, youll knowr bow to Bnd pour way
through both the CPT manual and the IC0-5.0M manual.

Requiremenis: -
Intermet access, =-mall, and the Microsoft Internes Explorer or Bozila Firefox
Wb browser.

¥u'll mead access o boch of the maln mediml coding books wsed o this

course:
= 08 CPT manual, Professional Bditioo

= 2008 ICD 0.Ch, Phesician Eliclon
Please bave access o books before regisiering for dass.
Na pdor medics] experience is required, bat dge of medical and human sacamy will be belpful.

The Hndlmlfmd.hxn'h-'mheuﬁﬂ:d oa the following dabes for pour canvendence:
The course is offered the 3rd Wednesday of ench month.  www.edlgn com/robesopce
dwgast 18, 2010 Sepeember 15, JIII.D DOiciober 20, 2010 Movember 17,2010 December 15, 2010

T



Office Technology/Customer Relations Specialist
& “Improve Your Employability Skills™

A “Duality Service Turns New Customers
Nuw inte Repeat Customers™

1n this courss emphasis is placed on leaming how o use the compuer
in & work environment serong. Students will be uughl: introduction
o Microsoft Word, Microsoft Excel, Windows, creating professional

, and the impormnce of effecove commumcation. Great
employess are and always will be the back bone of any business and
business cannot exist withour good customer service. This course is
also designed o teach the basics of customer satisfaction and how
w project a profesional image. Registration fee Is $175.00 amd

- are required.
“Dediver Excoptional Service in Fvery Sifnation, Everyedere, Brory Time™
Maw 8:30 am - 2:00 pm 9/13-12/1510 RCC, Room 1804 THA
T&TH 8:30 am - 2:00 pm 921-12/16/10 COMpach, Room AD50 THA

Finawcial assistawce available to stadewts.

PRAXIS I PREPARATION ( LINE

Are you o prospective teacher who needs o pass the Praxis 1 Exam? Have you already arempeed the
Praxis I and not been successful? IF you arswered yes o elther of thess questions, then this course 1s
for you! ¥ou'll develop all the skills you need for the test as we revies and prepare for everything it
irchudes.

wou'll get Eamiliar with the different rypes of questors cthar appear on the Reading and Weidng cesis.
Your'll maseer the many areas of math char you'll be tesesd on: umber operarions, negatve numbers,
exponents, square roos, order of operacons, decimals, fractions, pereentages, algebn, geometry, daa
analysis, graphs, probabilicy, and measurements. To prepans for the essay, we'll discuss what consdrutes a
high scoring one. We'll also go through the process of writing an essay in the amount of tme allocsd .

You'll learn usefal wse-aking stategies and get plenty of pracice questons that are similar towhatyou'll
find on the sxam. ¥ou'll ako have the opporcunicy to ke a falllength practics w=s ineach subjectarsa,
Using clear explanations, rumercus examples, and graphics and animacion, this course will pot only
prepares you for the Praxis 1, but do o in a way chac's fun and incsresang.  After compledng this course,
you'll be weally ready w pass the Praxis 1 Exam.
The course is $63.00 and is offered the 3rd Wednesday of each month.
Augues 18, 2010 Seprember 15, 2010 Ocpober 20, 2010
Hovember 17, 20010 December 15, 2010

ON-LINE MEDICAL TRAINING
www.ed2Zgo.com/robesonce

Medical Transcription 565.00
Take your firs step woned o lucrative career as o medical marscriptionisd You'll keam how e transcribe
the most comman medical repors used in both in-patient and out-patient sertings. We'll eview s lot of the

vou might have fargomen since high schoal and apply it t the reports. You'll bave the opparmnicy
o lisen o real dicmton and trarscribe it on your computer wsing the same ools real tanscriptionss we.
We'll akso ook at how you mn further your education ro mke adwmnomge of the new job markers awmilable ©
cranscriptoniss and posidon yourself for the furure in this exciting feld. By the end of the course, you'll
know the basics of the major repors and key clinical poins of major dsese prooesses.

HIPAA Compliance $65.00
Are you a bealth came professional or consdering o @er in the bealth care indumry? Do you provide
products or services o a health care organizntdon? If the answer w either of these questions is yes, then it's
mardaesry that you understnd the requi of HIPAA pli This groundbreaking l=gilarion
requires all healds umpm&-mmhmuk::mﬁll steps o protect privace informacion. But what exacdy
does HIPAA require?

Human Anatomy l.mlPhK:.l 565.00
}[umn.ﬂmmflnd. Physiclogy focuses on the strucrure and fanction of the human body. In this coumse,
you'll gain an undesmnding of basic chemisry, the human cell, and the anatomy of the body's omgan
lfimmlnd.ﬂzphlrhurhq-d.a You'll also learn bow our omgan systems work ogether © allow = ©
process sensations, think, communicare, grow, move, repoduce, and say alive. In addidon, we'll mlk about
difierent disorders, rcent acvances in medicine, and ways w0 mke care of our bodies.

Each course is §65.00 and begins the Srd Wednesday of sach month.
Angust 18, 2010 September 15, 2010 Dctober 20, 20010
17, 2010 December 15, 2010



Basics for the Home Gardener 55.00
Pruning 15 an tmparant bur somewhat dauncing sk, Mowcos gardeners ’
are often Intmidacsd when it is tme o nnm:h'pm:lnuscmamml:lk fruns
and vines. Some stimply refuss to prune for fear they will harm the plants. This
course s designed 1o bocer the canfidence of inex parden=rs ready
o take on the challengs of pruning. When the cask of pruning &5 simpltfied
and fis concepts are explained, the gardener 15 no longer afraid to dive Inm
the sk,

Pruring ard training Thals ard Safecy
Ocnamental trees Ornamental shrubs
Frult rees Graps vinss
Grourd covers Rosss

Tredlises and Arbors Espalier

Brambles

Each srudent will be assisted In developing a personal 12 monch pruning
caendar chat fits his ar her needs or desires. Pruning Basies for the Home
Gardener alsa covers opics induding:

Br. J=F McPherson will be che inscrucrar. Mr. McPherson & a Fr al and
tzacher. He also owns and operates onchards, vineyards and a produce farm. Hease |odn this fan and excitng
class. Class will indude 2 field crip o the farm 0 stxdents can s== for themesves examples of how some:
planis can be pruned and crained. The dass 1s selffsuppocing so all partdpanis mast pay the reglstracion.

M G0 pen - 830 pen 13- 10410 RCE, Room 14388 McPherson

TEACHER RECERTIFICATION CREDIT IS AVAILARLE FOR MOST COMPUTER COURSES AT THE RATE
OF ONE TRC OR CEU PER 10 HOURS OF CLASSROOM INSTRUCTION OR ONLINE INSTRUCTHIN
FOR STUDENTS WHO ATTEND AT LEAST S0% OF A COURSE!

Whick conrse sbowla you talke® f}mﬂh?hﬁnﬂbﬂvbb@}mhﬂ?&bﬂh}lﬂﬂﬂa
kepboarding cowrse.  [f you cam hpe but are an ab; Iy muth fbo salect froms
Lwitrodeciion foPC'sMiorasefT Windows XP/ ¥Vista or Wiedows 7. Ooe you are comyfo riatble uath Windoms,
you mighf by mord procesing with Word or dafabaseghreaddbest sofiware such as Access or Excel, or
arher sftware for specialized purposes (eg., PowerPoins, QrickBooles or FromtRage).
“MﬁmmmwinaWmuﬂhmmnmaﬁ.wmmﬁ

MICROSOFT OFFICE 2010

Microsoft Ofice 2000 offers Aexble and powerful pew ways w0 deliver your best work; at the cnﬁ\:: at
home, oratschool, Microsoft Office 2010 allows you to express your kdeas more visually and ic s more
"role-based" than previous versions. Co-authodng In Word 2010, PowerPolne 2010, Eecel, Web App, and
Opelore 2010 shared norebooks enable you m edie the same file at the same ome wich other people
— even when they're In differenc locatons. New feamares Include Screen Capruring and Clipping waols,
Jumnplist in Windows 7, new animarions in PowerPolne 2010, and Social Connscmr.

T&TH G000 pm - %00 pm T30 BCC, Boom 1805 Twey

Sa 2:00 am - 1.00 pm. 1R 102310 BCC, Boom 1804 Iwey and Locklear

'WEB 2.0: BLOGS, WIKIS, AND PODCASTS (on-line)

In this course, you'll learn bow o creats your own blog, wikl, and audio and video podoast. Through
hands-on actwites in each lesson, you'll pracdce worcing with free Web 2.0 tools like Blogger, Wikispaces,

and YouTake, and you'll explors oppormandtes to use tooks lke these for personal, business, educadonal,
and palicical projeces. You'll also Jearn crcks for promoting your Web 2.0 content and for drving visioes
o your brand-new sites. www edige. comirobesenor

EASY CLASSROOM PODCASTING (on-line)

Harve you ever fel ke you justcan't reach your scudencs? They speak the language of technology whileyou
speak che language of, well, teachers. Bur whar If there was a bridge berwesn the rao? In this professional
tralning course, you'll learn bow 1o make podeasts, that creace 2 memorable learning expedence for your
students. ¥ou'll Gnd thedr interes: reignied when you scare using thedr fsorie formars: audio, images, and
wideo, You won't even need an IPod or a big budget 1o harness the power of podeastng in your dassroom.
INTRODUCTION TO WINDOWS 7 =
Windows 7 was designed for pecple who wanc ic all! It is a full mphnemem operadng syseem. Windows
7 simplibes everyday msks, such as connecing o any ovallable wireless nerwork, managing princecs,
cameras, ard ocher devices bewer, and ik has a bullin defense againsc spywars and ocher malware. A
I'ﬂdulm'ny_ﬁw of $5.00 will be required.

6:00 pm - %00 pm 10/4-11210 RCC, Boom 1ED5 Tinlng
Sn 2:00 am - 1:00 pem. WIEIDSIL0 FRCC, Boom 1EDS Watts

9



REPAIR PART I
This course & a hardson approach to insmling, upgrading, and mainmuning compucers, You'll learn o
diagnose, Idemtfy ard repair falling components of perscnal computers and idenelfy areas of pocendal
upgrades. A fechrology fee of 35.00 ol be required.
T&TH &0 pm - %30 pm 71021710 BCC, Boom 811

SOCIAL MEDIA & E-MAIL MADE EASY

People who have lride or no experience wicth compurers will be amazed with the computer knowledge

lhqwﬂlpm from this course. The beginner will get an Incoducton o the computer thar includes
the following: pares of the computer, memory, keyboard pracdce, and word processing, This class also

Includes Windows XE Learn commands, features, menus; one will be Inroduced o true muldasking builc

in nerworking capabilicles, ard much more. A fechrology foe of $5.00 aall be required.

M @00 pm — 500 prm 213110110 COMT=ch Canter, Boom AD50 Hryant

Th 6:00 pm - %00 pm /161 L0410 Fairmont Community Bldg Stubbs

Maln Streer, Falrmont

INTRODUCTION TO WINDOWS VISTA

Whether you're a beginner or an experienced Windows user, pou won't want o miss out on everything
this powerful new version has eo offer. In this course, specifically designed for beginners and casual

uszrs, pou'll learn 1o use Vism's best and most imporant featurss, A techwology foe of £5.00 will be
required.
M G:00 prm - 500 pm '14-11/2/10 R, Room 1806 WDC Locklear

MICROSOFT EXCEL 1

Discover dozens of shorroaes and wicks for sexdng up fully formared workshess quickly and -:B\:lem];
Learn the secrees behind weriting powerful formulas, using funcdons, sordng and analyzing dam, creatng
custom charts, buikling lnks, and creating macros and custom wolbar burtons. A fecbrology fee of
F5.00 will be required.

6:00 pm - %00 pm 2'14-11,2,10 COMTech Center, Boom AD50

This course covers basic keyboarding skills. Empl:n:hhcu:ld:l:mud:lsjmm cormect technigques, and
deweloping spesd and accuracy Basic word proces and No previous
curupmgrap:ﬂ:un:rqﬂr:d.drﬂdnd ﬁliﬂ'l}ﬂ]aﬂlhm@m No teadbrook regeined!
TH &:00 pm - %00 pen 114,10 CDOMT=ch Canter, Boom A0S0 Cheepcdins

lemlrer Lowery, DHrector; (310} 272 3609; |lowery @ robeson edn

Do you hawe trouble ficting radicional dassroom courses Inwo your busy schedule? Is raveling to and from
classes a problem? Contnuing Educadcn cnline courses are mvallable on your Internet-connected home
computer an & schedule you choose. Courses begin every monch and last six weeks. Fach course consiscs
of rvelve lessons, with reo Jessons released sach week. You can view your lessons 24 hours a day, ssven
dajslwe:k from any computer tha has Intermier aceess. All you need 1s a connecdon to the Wordd Wde

Web, e.mail, and for some coursss the Ippm_pﬂnmmd'mme Prior to smring each course, you will be
mqul.rud 1) w complees an on-line orlenadon ard (2) reglster for the course in person at the Waorkforees
Dievelopment Cenrer on the BOC Campus or by phore ar (910) 2723603,

I you haven't experienced our online courses, you're missing the best craining on the Weh! Once you've
mken coe, you'll be back for more! Pleass call or emall for more informadon

Visit our Websiie at wwrw.ed Zgo. comy/robesonce for 2 complete lisz of all the course offerings
Each course I §65.00 and the courses are offered the 3rd Wednesday of each month.
Auguase 18, 2010 Saptamber 15, 2000 Ccmobar 20, 2010
November 17, 2000 Diecember 15, 2000
Graot Writing & Nonprofit Manoge ment Computer Applications
A m Z Grane Wridng Incro o Windows XFP
Actvanced Grane Proposal Wridng Incre o Windows Visa
Becominga Grant Writlng Consultant Incro o Microsoft Word 2003
Gret Granis Inero o Microsoft Word 2007
Intreducion ro Noaprofic Management Inero o Microsoft Excel 2003
Marketng Your Nonproft Inero o Microsoft Excel 2007
Suardng a Nonprofic Incro o Microsoft Access
Wricing Eff=ctve Grant Proposals Incre o Microsoft Publisher

Most of the coursss lispsd above are also available in a iIntermediave version and an
10 advanced verslon,  Please visit the website: woow.ed 2Zgo.comyrobesonec



BCC i= commutted toodfering high quality on-line courses thar enhance the professional developmentof
teachers, eeacher assistan s, subscituces, counselors, libradans, and parens. TEACHER EECERTIFICATION
CREDIT 15 AVAOABLE FOR MOST COMPUTER COURSES AT THE RATE OF ONE TRC OR CFU FER 10
HOURS OF CLASSROOM INSTRUCTION OR ONLINE INSTRUCTION FOR STUDENTS WHO AT TEND AT

LEAST 80% OF & COURSE mwweddgo comirobesoncs
Courses for Teaching Professionals

Crearing a Classroom Web Sive Easy Classroom Podoastng

Creating E-12 Learning Macerials Microsoft Excel in the Classroom
Inc=grating Technology in the Clhssroom Microsoft Word in the Classroom
Microsnft PowerPolne the Chssmom Microsoft Word in the Classmom
Enhancing Language Development in Childbood Differentiaced Inscruction In the Clhssroom

Gulded Reading and Writng: Swacegies for Maxdmum Swdent Achlevement
Vizit the wweebsite for a complete listing of cowrses for Toaching Professionals

* Advance PC Security * Intermediate Nersorking
# Inroduction o Nermorking # Inwroducion vo PC Secury
* Inwoduccion vo PC Troublashooing * Wirelsss Nermorking

“Save Your Gas Toke an online cowrse"

* Creafng Web Fagss 1& I1 * Inmoducion to Photshop
# Inwoduction to InDesign C53 # Inwoducion o Microsoft Visio 2007
* Flaszh E and Flash C54

Each course is §65.00 and che courses are offered the 3rd Wednesday of sach month.
Augasc 18, 2010 Seprtember 15, 2010 Ccmber 20, 2000
November 17, 2000 Diecember 15, 2000

p—— — —————————————————————————
“Shori-Term Training for Long-Term Carcers™ NETWORK CABLING SPECIALIST
This course Is designed oo thres pares: Incroducdon o Telecommunicacions, Incroducrion o Neos ork)
Cabling: Copper-Bassd ms, and Inroducrion m Nerwork Cabling: Fber Opeic-Bassd Systems.  The
course will sz = with the knowledge and skills ro become ::rr.rlﬂy-hnel:a:hm:hmlnrhe
Nerwork ling indusery  The focus of the course will inchude: ool use comstruclon rechniques,
croubl arxl repair for copper based and fiber opc based syscems. Supply fee for class 1s §325.00,

The registration fiss for the dass 1= §175.00.
M, T, ™ 9:00 am - 100 pen 22011290 ROC, Room 1220 Gasile

Advanrages o ml;mmd:d.l.lmm
* Prey Dr::rOE unkles
. mmnﬂ':nbdhqlndmmbﬂtqaf ﬁmunmmm
= Mullple Cerdficacions

1. Cooper 2. Flber 3. Volce Commuricarions
This isa great Frogrems for: “Firg Thre Career Seckers”, “Lifesime les mers” and “Do. dbrsalfers
AR com tha sruders ars oreline access m a valmble wool, job s=arch 1
which anpliuu.-?ed :umm search for jobs. C:ﬁnﬂsmg’!ﬂnmmnﬂl!esem lnﬂf:h:
inchude company names, addresses, and celephone numbsers.
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