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	Classroom
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	Module I:  General Workplace skills 
	5

	
	· Personal Traits 

· Self Confidence 

· Honesty 

· Perseverance 

· Self Discipline 

· Responsibility 

· Positive Attitude 

· Work Ethic 

· Personal Hygiene 

· Teamwork 

· Interpersonal Skills 

· Group Dynamics

· Conflict Resolution 

· Negotiation 

· Cultural Diversity 

· Sexual Harassment 

· Shared Responsibilities 

· Information Management 

· Logical Reasoning 

· Critical Thinking 

· Problem Solving 

· Calculation, Measurement, Estimation 

· Effective Communication 

· Verbal/Non-Verbal 

· Written/Oral 

· Listening 

· Following, Giving Directions

· Safety 

· Proper Use of Equipment 

· Following Rules and Procedures 

· Emergency Procedures 

· Career Strategies 

· Professional Growth 

· Typical Career Paths 

· Job Opportunities 

· Technical Skills Required 

· Employer Expectations 

· Certification Requirements 

· Portfolio 

· Changing Technology 

· Basic Knowledge and Skills 

· Specific Knowledge and Skills 

· Lifelong Learning 
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	Module II:  Creativity/Design
	15

	
	· Creativity/Design 

· Creative Process 

· Design Process 

· Problem-Solving 

· Research 

· Idea Generation 

· Media Selection 

· Visual Communication 

· Typography 

· Color 

· Photos 

· Layout 

· Design Principles 

· Integrating Text and Graphics 

· Writing, Editing, Proofreading 

· Single-Page, Multiple Page Document 

· Hard-copy documents, Electronic documents 
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	Module III:  Hardware Review 
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	· Hardware Review 

· Computers 

· Scanners
· Printers 

· CD/DVD/ZIP 

· Digital Cameras 

· Proper Use 

· Terminology 

· Troubleshooting 

· Safety 

· Recycling 
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	Module IV: Software
	125

	
	· Software Review 

· Introduction to Page Layout Software 

· File Formats/compression/Resolution 

· Terminology 

· Software Integration 

· File Management/Back-Up 

· Troubleshooting 

· Font Management 

· Page Layout Software 

· Introduction and Overview 

· Application Working  Environment 

· Creating A New Layout 

· Toolbar and Tools 

· Using Guides 

· Working with Graphics 

· Working with Text 

· Integrating Text and Graphics 

· Linking Text boxes 

· Style Sheets 

· Libraries and Master Page 

· Color and Trapping 

· Tracking, Kerning, Hyphenation 

· Drop Caps, Bullets, Indents, Tabs 

· Rules, Borders, Dingbats 

· Templates 

· Books and Synchronization 

· Index and Table of contents 

· Wrapping Text 

· Pre-Press 

· Web Publishing 

· Converting to HTML or PDF 

· Working with Links 

· Web authoring Software 

· Introduction to the Internet 

· Introduction to Dreamweaver 

· Introduction to HTML 

· The Authoring Environment 

· Introduction to Site Design 

· Working with Type 

· Paragraphs and Styles 

· Links 

· Images 

· Tables 

· Frames 

· Using Layers 

· Creating Web Forms 

· Templates and Libraries 

· Animation 

· Using Behaviors 

· Plug-Ins 

· Uploading 

· Managing the Site 
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	Module V:  Project Management
	5

	
	· Project Management 

· Prioritizing 

· Planning 

· Organization 

· Workflow 

· Time Management 

· Deadlines 

· Goal Setting/Objectives 

· Handling Problems 

· Budgeting 

· Scheduling 

· Quality 

· Efficiency 

· Resource Management 
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	Module VI:  Client Relations
	5

	
	· Client Relations 

· Verbal Communication 

· Written Communication 

· Appropriate Communication 

· Professionalism 

· Conflict Resolution
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	Module VII:  Production
	10

	
	· Production 

· Design/Layout/Execution 

· Pre-Press 

· Proofing 

· Printing 

· Paper, Binding, Finishing 

· Color systems 

· Service Providers 

· Image Setters 

· Budgeting 

· Scheduling 

· Quality 

· Efficiency 

· Specifications  
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	Module VIII:  Business Management
	5

	
	· Business Management 

· Job Estimating 

· Job Set-Up 

· Workflow 

· Implementation 

· Storage 

· Record Keeping 

· Purchasing, supplies, Inventory 

· Receiving 

· Billing 

· Collections 

· Marketing 

· Advertising 

· Sales 
	

	
	TOTAL COURSE HOURS
	180
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