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Course targetskills for secretaries

Secretaries and administrative assistants can strengthen their skills through a class offered by the Rogue
Community College Business Development Center.

“Success Skills for Secretaries and Administrative Assistants” will meet 6-9 p.m. Mondays and Wednesdays,
October 12-21, at the RCC Riverside Campus, Building A, Room 12, 202 S. Riverside Ave., Medford.

Topics include the following:

Decision Making and Problem Solving in Difficult Times
Engineering Flexibility in the Face of Change

Organizing Yourself to Expand the Time Available

Growing Professionally: Becoming a More Capable Business Person
Working in Harmony with Different Personalities

Dealing Effectively with Criticism and Manipulation
Communicating Effectively with Difficult People

Speaking Assertively with Confidence
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Courtesy, Courage and Poise
The instructor is Joyce Loyd. Tuition is $240, which includes the text.

Pre-registration is required by noon two working days before the class to avoid cancellation. Enrollment is
limited. Register on-line, at any RCC registration site, or call the BDC at 956-7494 for telephone pre-
registration or further information.
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The Small Business Development Center is partially funded by the U.S. Small Business Administration. SBAOs funding is not

an endorsement of any products, opinions or serviceSBW funded programs are extended to the public on a nondiscriminatory basis.

Reasonable accommodations for persons with disabilities will be made if retjueatlvance. Contact RCBlusiness Development Center, 214 SW Fourth
Street, Grants Pas5®7494 to make arrangements.




