PROFESSIONAL DEVELOPMENT (ADMINISTRATIVE SUPPORT) CERTIFICATE

Participant:________________________________ TAMS ID:____________________________  

Office/Unit:___________________Location: _________________________Date:___________				
Required Courses:					Date(s) Completed:

Conflict Resolution at Work				______________	
	3 days
						______________	

							______________

Customer Service and Professionalism
	1 day						______________
								
Required Online Programs: 

E-mail Etiquette   					______________

Time Management and Organizational Skills	 	______________

Electives (1 Needed):

[bookmark: _GoBack]Factual Documentation (formerly Writing Skills)
	1 day						______________	

Managing Difficult Calls
	1 day						______________		

Electives Online (Microsoft Office) (2 Needed): 

Access 2010						______________

Excel 2010						______________
	
Outlook 2010						______________													
PowerPoint 2010					______________

Word 2010						______________

Please note:  If you have taken Resiliency prior to September 2016, you will be given credit for it as an elective.  Please note date completed.
		
Resiliency						______________
		1 day

Once this form is completed, please email it to dhs.setu@maine.gov
