
Classroom
Onsite at your location
Webcast
Webinar
Lunch & Learn

Our courses have been created with
flexibility in mind. 
 
We continue to provide our Partners with the ability
to customize training deliverables to best meet
their needs. We recognize that in today’s
workplace one size does not fit all. That’s why we
have developed sessions that can be adapted to
best suit your workplace requirements -

 

Training is too important to take a chance.
Discover new skills by attending courses and
workshops that consistently meet the growing
demands of business. 
 
Your time is valuable, and we respect it.
 
All courses are taught by highly talented trainers
with 10+ years of experience.
 
Discover your intellectual, organizational,
and interpersonal abilities today!

EXPLORE OUR TRAINING SOLUTIONS AND
CREATE YOUR ACTION PLAN FOR SUCCESS.

ADMINISTRATIVE 
PROFESSIONALS

APC



Courses
LEARN |  GROW |  SUCCEED

This course aims to build and solidify one's knowledge of the fundamentals which are vital
in pursuing elevated accounting knowledge, in building a career in accounting, or in
managing a small business; a primer for beginners and a refresher for those who already
have an accounting background.

Business writing is a type of writing that seeks to elicit a positive business response. It's a
purposeful piece of writing that provides relevant information to help a reader know
something or do something. In this course, you will learn the steps to ensure your writing is
substantive, clear, correct, and easy to scan.

Learn basic skills that will help you with your current role and boost your chances of getting
a promotion. You will learn the basics of Microsoft Office such as Outlook, Word and Excel;
how to navigate databases and to correctly locate information; the functionality of various
technology-based customer communication tools such as chat programs, social media and
listening tools and much more.

Creating a Healthy Environment
Providing the skills for work life balance and creating an environment that is safe,
empowering, and satisfying will keep your staff happy, present, and engaged. We are offer
strategies for maintaining control through simple chair yoga exercises and mindful
meditations.  

Customer Service Professional
We are passionate about customer service. This three-part training program looks at
the role customer service providers have in delivering exceptional service, using
emotional intelligence, savvy communication and in dealing with difficult customers.   
Improve your business performance and sales revenue. 

Delegation
Delegation is learning how to empower your team by creating a course of
continuous learning.  Examine how delegating creates trust, empowers your
employees, and can lighten your load.  As a strong leader, delegating is a
core concept to your success.

Accounting 101

Business Writing

Computer Technology



Courses
LEARN |  GROW |  SUCCEED

You will learn and explain how and why we make the purchasing choices we do. The four
key economic concepts–scarcity, supply and demand, costs and benefits, and incentives
will be discussed to help us explain many decisions that we make. Learning these key
economic concepts will provide us with the tools to thrive in our current professional
administrative role.

We know that high trust organizations have lower costs and higher productivity.  In order to
build trust, we need effective communication.  Expressing our wants, feelings, and opinions
is just one part of communication; using active listening skills is another.  Learn how to be a
savvy communicator while empowering the people in your organization.

Have you noticed that in this great epoch of technology and communication, we are lacking
communication and especially etiquette?  Learn tips and tricks on how to get what you need
from your email conversations.  We provide the essential rules for more effective
communication in your emails and texts. 

Employee and Customer Engagement
Dive in with us and swim your way to higher retention and improved customer service
excellence through these interactive and engaging sessions.  The FISH! Philosophy helps
make the ordinary - extraordinary through the practices of Choose Your Attitude, Play, Make
Their Day, and Be There.

Event Management
Learn practical tips and best practices for successful event planning and execution.
The following key concepts will be addressed: create a comprehensive events
strategy, streamline your planning processes, manage your event budgets
effectively, secure the best venues and manage RFPs, drive attendance and engage
attendees, deliver a smooth onsite experience and show your event’s return on
investment

Facilitation Skills
Positive facilitation helps everyone feel that they had their say and worked
together to achieve the best possible outcome. Clearly, facilitation skills
have an important role to play in business success. You will learn that
facilitation skills can also help team members to understand how to
improve their own business communication.

Economics 101

Effective Communication

Email Communication



Courses
LEARN |  GROW |  SUCCEED

Many of us deal with angry or unhappy clients.  Knowing how to deal with these difficult
customers will put us at an advantage and help grow the business. In this workshop, we
highlight techniques on how to diffuse a situation and help your customers feel satisfied.

Recognizing that many organizations cannot afford to hire designated human resources
managers, this program is designed to help administrators provide more effective human
resource management within their organizations. You will learn: the legal requirements,
recruitment & selection overview, training & development, managing diversity & conflict
resolution, managing performance & employee relations and working together –
management and the union.

Learn how to navigate turbulent times and explore the symptoms and causes of team
conflict using social awareness and emotional intelligence.  Explore conflict management
styles and learn how to strategically use theses styles.  

Negotiation
Negotiation is not something to be avoided or feared – it’s an everyday part of life.  Any time
people are communicating and there are different goals in mind negotiation is happening.
Understand negotiation behaviours and learn strategies to create value in your interactions.

Performance Management
Create an engaged workforce by helping employees meet organizational goals
through performance expectations, coaching, and appraisals.  Define how you
communicate work instructions, monitor progress, provide feedback, and guide
employee career development in this program.

Discover your intellectual, organizational,
and interpersonal abilities today.

Handling Difficult Customers

Human Resources

Navigating Conflict

Problem Solving and Decision Making
In this 3-part course, we create opportunities to explore real life problems and
help develop an action plan to see it through.  With systems thinking, root
cause analysis, and understanding the decision-making process you will
acquire the tools needed to be a more effective problem solver.



Courses
LEARN |  GROW |  SUCCEED

Learn the practice of initiating, planning, executing, controlling, and closing the work of a
team to achieve specific goals and meet specific success criteria at the specified time.
Develop the critical project management skills needed to effectively manage programs or
projects in a variety of complex environments. 

Increasingly business communications are done through chat, email, and text.  Your
customers love to have options when it comes to contacting you and many still choose the
telephone.  Having great telephone etiquette sets you apart and lets your customers know
that they are heard.  In this session, we examine the techniques for great telephone
communication including the importance of words, tone, and even body language.   

Time Management
Good time management enables you to work smarter – not harder – so that you get more
done in less time, even when time is tight, and pressures are high. Failing to manage your
time damages your effectiveness and causes stress.

Project Management

Telephone Communication

           Your time is valuable, and we respect it. 
 
All courses are taught by highly talented trainers with 10+ years of
experience. Training is too important to take a chance - discover new skills
by attending seminars and workshops that consistently meet the growing
demands of business. 

Explore our training solutions and create your action
plan for success.

For more details contact Carmen Ferris at
carmen@mcca.mb.ca.

Understanding Communication Styles
The Platinum Rule helps us to understand different communication styles so we can take
our conversation to a higher level.  Learn strategies for creating clearer communication and
how to handle those ‘difficult’ people while building trust.


