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Ofhce Professional Certificate

The Penn State Office Professional Certificate (OPC) is a 40-hour professional
development program designed to equip administrative support professionals in all
areas of the University with comprehensive skills, resources, and other time-saving
tools for meeting job challenges and achieving unit priorities. The program

systematically develops the following broad competency areas: communications,
teamwork and diversity, customer service, office technology, professional
effectiveness, and Penn State goals and operations.

Objectives

¢ Use creativity and innovation to meet
current and future job challenges

* Capitalize on teamwork and
communication skills to work
collaboratively with others

¢ Increase productivity by utilizing
office technology software

e Utilize customer service principles
and techniques to meet ever-
changing customer needs

* Foster and support an increasingly
diverse workforce

* Enhance critical thinking and
problem solving abilities

e Apply time management techniques
to increase effectiveness

* Continuously improve work processes
to enhance efficiency and quality

* Contribute to the University’s
strategic priorities

Benefits

* Progress toward career and
professional development goals

¢ Enhanced motivation and initiative

* Insight into diverse areas of University
operations

* Creation of a portfolio that showcases
your technology skills

* Design of a unit-specific project that
demonstrates your ability to meet new
challenges

* Equivalent of six months of work
experience when bidding on open
positions at Penn State

 Greater effectiveness and efficiency
at work

¢ Cost effective use of resources for
professional development

¢ Identification of process
improvements

d Improved customer service

* More productive use of office
technology and software

* More proactive thinking

* Improved critical thinking and
judgment

More than 88% of past participants and their supervisors report that
participants are applying their new knowledge and skills learned in the program.

CREATING OUR FUTURE THROUGH PEOPLE AND PERFORMANCE

Excellence

in LEADERSHIP & MANAGEMENT



Office Professional Certificate
Fall 2009 — Spring 2010 Schedule

UNIVERSITY PARK

— PENN STATER CONFERENCE CENTER

Choose the morning or afternoon section.

Seminar

Presenter

Section 1

Section 2

Success Skills for Office Professionals

Diane Brown

Thursday,
September 17, 2009
8:00 am — 12:00 pm

Thursday,
September 24, 2009
1:00 pm — 5:00 pm

Organizing and Managing Your Time and Your Work

Tammy Miller

Thursday,
October 1, 2009
8:00 am — 12:00 pm

Thursday,
October 1, 2009
1:00 pm — 5:00 pm

Working Smarter through Innovation and Improvement

Marianne Guidos,
Dan Nugent

Thursday,
October 15, 2009
8:00 am — 12:00 pm

Thursday,
October 22, 2009
1:00 pm — 5:00 pm

Capitalizing on Diversity and Teamwork

Diane Brown,
Affirmative Action Office

Thursday,
October 29, 2009
8:00 am — 12:00 pm

Thursday,
November 5, 2009
1:00 pm — 5:00 pm

Thursday, Tuesday,

Best Practices in Project Management Bennett Hoffman November 12, 2009 November 19, 2009
8:00 am — 12:00 pm 8:00 — 12:00
Thursday, Thursday,

Essential Oral Communication Skills Lenny Pollack December 3, 2009 December 10, 2009
8:00 am — 12:00 pm 1:00 pm — 5:00 pm
Thursday, Thursday,

Key Written Communication Skills Angela Rogers January 14, 2010 January 14, 2010

8:00 am — 12:00 pm

1:00 pm — 5:00 pm

Concurrent Enrichment Sessions

¢ Key Financial Practices and Forms Janet Pearce Thursday, Thursday,
e “Onboard” with Travel Services Marguerite Gustkey January 28, 2010 January 28, 2010
* Working with Penn State Multimedia and Print Center Theresa Roby 1:00 — 5:09 1:00 pm — ?:00 pm
¢ Effective Penn State Records Management Robyn Dyke (Both Sections) (Both Sections)
* Employee Reimbursement System (ERS) Linda Hinman
Thursday, Thursday,

Customer Service is our Business

Brynn Rousselin

February 11, 201(1

February 18, 2010

M@-pmé-@-@-pﬂi

Cultivating Office Professionalism, Carol Eicher, Thursday, Thursday,
Busi Fui d Positive Thinki Rick Capozzi MarchﬁS, 2010 March 4, 2010
usiness Etiquette, and Positive Thinking p 100500 .00 5:00
Wednesday, Wednesday,
. April 14, 2010 April 14, 2010
Reception/Expo Everyone 1:00 — 3:00 1:00 — 3:00
(Both Sections) (Both Sections)
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Program Enrollment Form for

The Ofhice Professional Certificate

To enroll yourself or nominate another person for the Office Professional Certificate, please follow the steps below.

* Before enrolling yourself, please obtain approval from the person to ¢ After the form is completed, fax it to HRDC at 814-865-3522, or mail

whom you report, inform the dean/executive in your area, and
complete this form.

* If you are nominating another person, please complete this form and

and to confirm their participation.

inform that person. You may make additional copies of this form as

needed.

I am enrolling myself Participant is being nominated by (Print your name):

to HRDC, 420 James M. Elliott Building, University Park, PA 16802.

* Participants will be contacted by HRDC to provide additional details

Information about the Participant

Name of participant Penn State ID Number
Title Phone Fax
Office address E-mail
College/overall organizational area Department/unit/campus
Years of service at Penn State Years of experience in present position
Job classification: Exempt staff Non-exempt staff
Name of participant’s Human Resources Representative
Information about the Person to Whom the Participant Reports
Name Title
Phone F  E-mail
Office address
Preferred program period: 2009 - 2010 2010 — 2011
Budget that should be direct billed 0 _ -0 _ __ -
Budget Location Fund Project (optional)

Supervisor/Budget Admin./Exec. Financial Officer

(signature) (signature)

The designated budget will be direct billed $475 when the program begins.



L0L00TDIIN 0000-600S4 'PA'N

T089T Vd “Jred Lsiaaruny
Surpymg nomg "N sowe( 07k
ANISTOATU) 9781G BIUBA[ASUUD] oY T,
11U27) 71U dOPAd(T 22IN0SIY] UBWNE] B
$90IN0SIY] UBWNE] JO DWJO) 1B UU] :
i

JIVISNNId



