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Management/Leadership

Coaching Others 20 Minutes
Learning how to be a good coach to those in your organization is a key part of the 
organization’s success. Learn how to use the ACE model for coaching employees, how to 
create a culture of accountability, and how to avoid common coaching mistakes.

Improving Performance & Documenting Discipline 45 Minutes
Are you comfortable having difficult employee conversations and resolving conflicts?
Learn the difference between coaching to motivate versus coaching to correct by using 
the steps of progressive discipline. 

Leading Remote Teams 20 Minutes
Leaders face unique challenges when working with remote teams. Learn valuable 
techniques to develop, manage, and maintain a highly successful and productive virtual 
team. 

Management Essentials 20 Minutes
From planning to coaching to leading, today’s managers must take on many roles to 
ensure the success of their team. Navigate interactive scenarios and activities to learn 
detailed methods and handy tips for mastery of these roles.

Inspiring Employee Engagement 20 Minutes
A disconnected and unengaged workforce leads to low performance, but how can you 
motivate your employees? Learn how to identify motivational triggers and use the most 
effective methods for providing performance feedback.

Conducting Effective Performance Appraisals 20 Minutes
Providing timely and effective feedback is critical to every manager’s role. Without it, 
employee performance can wane and lead to turnover. Learn the steps for preparing and 
delivering effective performance appraisals that result in improved performance and 
motivated employees.

Recruiting Basics for Recruiters and Managers 45 Minutes
To find quality candidates quickly, you must know how to effectively plan and prepare. 
Learn how to forecast your staffing needs, identify the specific skills and attributes 
needed for each position, and understand the employment laws that affect recruiting.
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New Manager Training 75 Minutes
First-time supervisors and managers are required to master a wide variety of skills to 
successfully lead their teams. Build a solid foundation of knowledge with the following 
essential topics: 
• Time Management
• Stress Management
• Business Ethics
• Creative Problem Solving

• Interpersonal Skills
• Communicating Effectively
• Conflict Resolution 
• Coaching Others

• Workplace Harassment
• Meeting Management
• Presentation



Workplace Safety

Confined Space 20 Minutes
Employees who work in confined spaces must be trained to comply with the OSHA 
standard to ensure their health and safety. Learn the hazards of working in a confined 
space, important precautions to take, and how to use the required protective and 
emergency equipment. 

Forklift Safety 30 Minutes
Improperly trained forklift drivers pose immediate dangers to themselves and other 
employees. Learn basic lift truck specifications, safety precautions, and related OSHA 
standards. When taken with a driving assessment, this course satisfies OSHA standards 
for Forklift Safety Certification. 
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Electrical Safety 25 Minutes
Learn how to recognize and protect yourself from Workplace Electrical Hazards and what 
to do if electrical shock occurs.

Bloodborne and Airborne Pathogens 25 Minutes
Learn how to identify and protect yourself Bloodborne and Airborne Pathogen hazards and 
what to do if an exposure incident occurs.

Back Safety and Manual Material Handling 20 Minutes
Learn how to recognize back injury risk factors, eliminate or reduce back injury hazards, 
handle materials safely, and recognize and report concerns.

ARC Flash Hazard Awareness 20 Minutes
Learn how to identify the hazards of an ARC Flash Event, follow NFPA 70e safe work 
practices, including hazard elimination and controls, and work safely using appropriate 
PPE and labeling practices.

Fire Prevention and Safety 20 Minutes
Learn what causes fires, fire prevention and protection measures, how to extinguish a 
small fire, and what to do if a fire injury occurs.

HAZCOM: Your Right to Understand 25 Minutes
After completing this course, you will understand: the OSHA Hazard Communication 
Standard, How Hazardous Chemicals Can Affect Your Body, GHS Compliant Product 
Labels, Safety Data Sheets (SDS) and Where to Find Them, and How to Protect Yourself 
from Hazardous Chemicals.

Hearing Conservation 25 Minutes
After completing this course, you will be able to recognize and measure noise levels, 
understand ear damage and testing, and take appropriate steps to protect your hearing 
from dangerous noise.



Workplace Safety

PPE – A Guide for Knowing What to Use and When 20 Minutes
Personal Protective Equipment (PPE) is worn to prevent serious workplace injuries and 
illnesses that may result from contact with chemical, radiological, physical, electrical, 
mechanical, or other workplace hazards. Learn the most common types and uses for PPE 
in the workplace.

Safe Driving 90 Minutes
Dangerous driving situations can occur at any moment. Are you fully prepared to safely 
manage them? Become a safer driver by learning to examine your driving environment, 
anticipate the actions of other drivers, and make proactive decisions based on awareness 
of your surroundings.

Lock Out Tag Out 20 Minutes
Over a thousand people die each year due to contact with electrical current. An effective 
lockout program can prevent many such fatalities, as well as related electrical injuries. 
Learn to prevent serious employee injuries and fatalities caused by the unexpected 
energization, startup, or release of stored energy during machinery repairs, maintenance, 
cleaning, and operation. 

Safety Basics 45 Minutes
Build your foundational knowledge of Personal Protective Equipment (PPE), machine and 
electrical safety tips, fire safety, hazard communications, preventing back injuries, 
confined spaces, ladders and elevated work, accident reporting, substance abuse, and 
general housekeeping tips. 

Slips, Trips, and Falls 20 Minutes
Slips, trips, and falls can be extremely costly and many can be easily prevented by 
implementing specific standards and protocols. Learn how to identify the risks and causes 
of potential Slips, Trips, and Falls as well as prevention methods.
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Machine Guards 15 Minutes
Learn how to use machine guards to keep yourself safe around hazardous equipment. 

Respiratory Safety 20 Minutes
Learn the how to protect yourself from respiratory hazards, including how to use and 
maintain appropriate respirators. 

Scaffolding Safety 20 Minutes
Identify scaffolding requirements and hazards and learn how to use fall protection and 
guardrails to protect yourself. 

Ladder Safety 20 Minutes
Did you know that every year there are thousands of workers injured in ladder-related 
accidents – many of which result in death? Learn how to choose the best ladder for each 
situation and how to use it safely.



Employee Development

Business Ethics 20 Minutes
Employees make better decisions in less time when they are guided by a solid foundation 
of business ethics. Learn how ethics applies to you and your organization, how to 
contribute to an ethical workplace, and how to formulate an informed response when 
faced with an ethical decision.

Communicating Effectively 10 Minutes
Effective communication is essential to your success, and it takes commitment and 
practice to master. Learn how to build confidence in your approach to communications 
and identify ways to improve your communication skills. 

Creative Problem Solving 10 Minutes
Decisions and challenges arise on a daily basis, and your success depends on how 
effectively you deal with them. Learn useful techniques to boost your creative approaches 
to problem solving. 

Customer Service Basics 15 Minutes
Excellent customer service requires patience and attention in each new situation. Learn 
foundational concepts and best practices to take your customer service to the next level. 

Conflict Resolution 10 Minutes
Conflicts are inevitable. Since the stakes can be high, especially in today’s business 
environment, conflict resolution is a crucial skill. Learn the ins and outs of conflict 
resolution, including the consequences of unresolved conflicts, the most effective 
resolution methods, and what to avoid. 

Developing and Delivering Effective Presentations 15 Minutes
How confident are you in your presentation skills? Are you assured, engaging, and
organized? Learn how to create a more compelling presentation, how to maintain a
positive mindset, and how to apply strategies to recover when presentation problems
occur.

Business Writing 10 Minutes
Effective business writing enables you to present yourself and your business in a positive 
light, while also avoiding miscommunications. Learn the basics of business writing, how to 
effectively use grammar and punctuation, and best practices for composing a variety of 
business communication.

Handling a Difficult Customer 15 Minutes
When properly engaged and managed, a difficult customer can become a loyal fan. Learn
how to quickly identify and engage with difficult customers and effective techniques for
managing them, including the AIM model.
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Employee Development

Improving Interpersonal Skills 10 Minutes
Interpersonal skills are becoming increasingly important in the business world, especially 
as we become more reliant on technology to communicate. Learn the most important 
interpersonal skills to cultivate, the tools available to help you improve these skills, and 
how to get feedback from others. 

Meeting Management 10 Minutes
Unproductive meetings with no clear objectives or tasks lead to frustration and loss of 
valuable time. Learn how to use SMART meeting techniques, how to prepare a 
comprehensive and realistic meeting agenda, and how to keep your next meeting on track.

Office Etiquette 10 Minutes
With the ever-evolving configuration of internal office landscapes, office etiquette is more 
important than ever. Learn how to create a respectful, shared work environment that 
promotes positive interactions. 

Stress Management 10 Minutes
Effective stress management is important for your health, mood, longevity, and 
productivity. Learn how to identify your personal stress triggers and techniques for 
reducing stress in your life. 

Negotiation Skills 10 Minutes
Negotiation skills are a key ingredient to succeeding in business. Learn how to use the 
PEACE model to negotiate for agreement instead of conflict. 

Time Management 10 Minutes
Do you ever find yourself thinking that there is too much work and not enough time or 
resources to get everything done? It’s all about how you manage your time. Learn 
techniques to improve your time management skills, as well as your productivity.

Introduction to Six Sigma Process Improvement 60 Minutes
Six Sigma is a quality management methodology that measures conformance to 
customer requirements. Learn the concepts of Six Sigma and practical applications to 
help your business eliminate errors, improve business processes, and sustain quality 
improvement. 

Work-Life Balance 10 Minutes
We’ve all heard that it’s important to maintain a work-life balance, but what does that 
really mean? And how do you accomplish it? Explore what work-life balance looks like for 
you, recognize the signs when your life is out of balance, and discover techniques you can 
use to create more balance.
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Human Resources/Legal Compliance

Disability Discrimination and Reasonable Accommodation 20 Minutes
The Americans with Disabilities Act (ADA), as amended by the ADA Amendment Act 
(ADAAA), and state and local laws prohibit employment discrimination against qualified 
individuals with a disability. Navigate interactive scenarios to learn how to effectively and 
legally manage individuals with disabilities and when to provide reasonable 
accommodations.  

HIPAA Compliance Training 30 Minutes
Healthcare workers who handle protected health-related information (PHI) are required 
to follow HIPAA's Privacy and Security rules to maintain confidentiality. Learn these rules, 
as well as security measures for protecting PHI, including electronic "ePHI“, to prevent 
privacy breaches.

Understanding FLSA and Payroll Regulations 30 Minutes
As a manager, what do you need to know about the Fair Labor Standards Act (FLSA) and 
payroll regulation requirements? Learn why FLSA is so important and how to ensure that 
you maintain compliance at all times.

PCI Compliance 15 Minutes
The Payment Card Industry Data Security Standard (PCI DSS) is a set of security 
standards designed to ensure that all companies that accept, process, store, or transmit 
credit card information maintain a secure environment. Learn compliance requirements, 
consequences of non-compliance, responsibilities of each department, and best practices 
for employees to ensure compliance. 

Managing to Avoid Being Sued 45 Minutes
In our litigious society, managers often fear getting sued and fail to address employee 
performance issues or poor workplace behaviors. Learn the most common Equal 
Employment Opportunity Laws and Regulations and practice realistic scenarios to learn 
how they apply in the workplace.

Workplace Harassment Prevention 15 Minutes
What should you do if you witness or experience sexual harassment? Learn how to 
recognize the conduct and circumstances that can lead to sexual harassment and hostile 
work environments, as well as the possible dangers of office relationships.
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We evaluate, streamline, document, and drive adoption of your business processes to 
power your company’s transformation to the next level.

Process Engineering

Ignite Performance
We drive your company’s growth and success by aligning your goals, processes, and 
activities to a framework that generates results. 

eLearning

DBE Certified

From strategy development to internal communications to training, we identify and 
execute the right solutions to drive your employee adoption.

Solution Implementation

We foster collaborative training environments that maximize learner engagement and 
retention through targeted activities and discussions.

Facilitated Training 

FUEL it Sessions

Highly engaging, interactive custom courses are our specialty! We also offer a full 
library of ready-to-launch topics to support your immediate needs.

Our monthly training sessions provide opportunities for individual professional 
development. Open for anyone to attend, the “lunch-and-learn” style format also 

encourages networking with other organizations.
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