Q The Right Turn, Inc.

The Office Technology training classes are offered year-
round. This program is customized to the student’s
schedule and skill level. The student works independ-
ently with one-on-one help from an instructor. If attend-
ing full time, 24 hours per week, the total amount of time
to complete the core module and an in-depth module is

3-6 months.

Core Module
Basic Math skills
Basic English skills
Intro to computers
Keyboarding
10-key
Proofreading
Telephone skills
Customer service
Office etiquette
Internet & Email basics
Intro to filing
Resume

State application

In-depth Module

MS Access XP

MS Excel XP

MS PowerPoint XP

MS Word XP

QuickBooks 2002

MS Outlook

MS Publisher 2002

MS Windows XP
Advanced Internet & Email
Advanced Keyboarding
Advanced Proofreading
Business Writing
Electronic Calculator
Fundamentals of Account-

The majority of the curriculum is independent study.
Students can attend full-time or part-time depending on
their work schedule. Class time can be scheduled:

Monday - Thursday 8:00 a.m. - 3:00 p.m.

Tuesday & Thursday 5:00 p.m. - 8:00 p.m.

A student is considered complete when they obtain
full-time employment and possess the skills necessary
to maintain that position. Students receive a certificate

of proficiency for each subject completed.
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