
Workplace Innovation 

8/15 - 9/19  8:30am - 12:30pm 

Use inventive thinking techniques to 

improve work processes; assess innova-

tion projects using 6 different points of 

view. 

 

Supervision 

8/15ð9/19  1:00-5:00pm 

Apply strategies such as analysis, dele-

gation, staffing, leadership, problem 

solving, team skills, motivation, and 

training. 

 

SupervisorsñPersonal Skills 

9/26ð10/31  8:30am-12:30pm 

Time management, stress, & related 

challenges to a supervisor, personal 

planning, effective communication & 

assertiveness. 

 

Team Building / Problem Solving 

9/26ð10/31        1:00-5:00pm 

Benefits & challenges of group work, 

stages of team development, consen-

sus, data acquisition, and alternative 

solutions. 

Safety Workplace 

11/7ð12/19  8:30am-12:30pm 

Safety awareness, federal, state, & local 

compliance, inspections, risk analysis, 

health hazards, emergency preparedness. 

 

Human Resource Management 

11/7ð12/19    1:00-5:00pm 

Impacts of EEOC, job descriptions, recruit-

ment, interviews, orientation, policies/

procedures, compensation, & benefits. 

 

Organizational  Development 

10/30ð12/11  5:30-9:30pm 

Develop effective organizations through 

diagnosis, intervention, and continuous 

learning about structure, processes, re-

sources, culture, and change in a global 

Build effective leaders within your 

organization with these 

Leadership Development  courses!  
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Courses are held at NWTC - Crivitz  Call 1-866-854-3338 



This story can fit 150-200 words. 

One benefit of using your news-

letter as a promotional tool is 

that you can reuse content from 

other marketing materials, such 

as press releases, market studies, 

and reports. 

While your main goal of distribut-

ing a newsletter might be to sell 

your product or service, the key 

to a successful newsletter is 

making it useful to your readers. 

A great way to add useful content 

to your newsletter is to develop 

and write your own articles, or 

include a calendar of upcoming 

events or a special offer that 

promotes a new product. 

You can also research articles or 

ÆÉÎÄ ȰÆÉÌÌÅÒȱ ÁÒÔÉÃÌÅÓ ÂÙ ÁÃÃÅÓÓÉÎÇ ÔÈÅ 7ÏÒÌÄ 

Wide Web. You can write about a variety of 

topics but try to keep your articles short. 

Much of the content you put in your newsletter 

can also be used for your Web site. Microsoft 

Publisher offers a simple way to convert your 

newsletter to a Web publication. So, when 

ÙÏÕȭÒÅ ÆÉÎÉÓÈÅÄ ×ÒÉÔÉÎÇ ÙÏÕÒ ÎÅ×ÓÌÅÔÔÅÒȟ ÃÏÎÖÅÒÔ 

it to a Web site and post it. 

symbols. 

Once you have chosen an image, 

place it close to the article. Be 

sure to place the caption of the 

image near the image. 

This story can fit 75-125 words. 

Selecting pictures or graphics is an important 

part of adding content to your newsletter. 

Think about your article and ask yourself if the 

picture supports or enhances the message 

ÙÏÕȭÒÅ ÔÒÙÉÎÇ ÔÏ ÃÏÎÖÅÙȢ !ÖÏÉÄ ÓÅÌÅÃÔÉÎÇ ÉÍÁÇÅÓ 

that appear to be out of context. 

Microsoft Publisher includes thousands of clip 

art images from which you can choose and 

import into your newsletter. There are also 

several tools you can use to draw shapes and 

Inside Story Headline 

Inside Story Headline 

improvements to the business. Sales figures or 

earnings will show how your business is grow-

ing. 

Some newsletters include a column that is 

updated every issue, for instance, an advice 

column, a book review, a letter from the presi-

dent, or an editorial. You can also profile new 

employees or top customers or vendors. 

This story can fit 100-150 words. 

The subject matter that appears in newsletters 

is virtually endless. You can include stories that 

focus on current technologies or innovations in 

your field. 

You may also want to note business or eco-

nomic trends, or make predictions for your 

customers or clients. 

If the newsletter is distributed internally, you 

might comment upon new procedures or 

Inside Story Headline 

Caption describing picture or 

graphic. 

Caption describing picture or graphic. 

Ȱ4Ï ÃÁÔÃÈ ÔÈÅ ÒÅÁÄÅÒ΄Ó 

attention, place an 

interesting sentence or 

ÑÕÏÔÅ ÆÒÏÍ ÔÈÅ ÓÔÏÒÙ ÈÅÒÅȢȱ 
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This story can fit 150-200 words. 

One benefit of using your newsletter as a 

promotional tool is that you can reuse content 

from other marketing materials, such as press 

releases, market studies, and reports. 

While your main goal of distributing a newslet-

ter might be to sell your product or 

service, the key to a successful news-

letter is making it useful to your read-

ers. 

A great way to add useful content to 

your newsletter is to develop and write 

your own articles, or include a calendar 

of upcoming events or a special offer 

that promotes a new product. 

You can also research articles or find 

ȰÆÉÌÌÅÒȱ ÁÒÔÉÃÌÅÓ ÂÙ ÁÃÃÅÓÓÉÎÇ ÔÈÅ 7ÏÒÌÄ 

Wide Web. You can write about a 

variety of topics but try to keep your 

articles short. 

Much of the content you put in your 

newsletter can also be used for your 

Web site. Microsoft Publisher offers a 

simple way to convert your newsletter 

ÔÏ Á 7ÅÂ ÐÕÂÌÉÃÁÔÉÏÎȢ 3Ïȟ ×ÈÅÎ ÙÏÕȭÒÅ 

finished writing your newsletter, 

convert it to a Web site and post it. 

symbols. 

Once you have chosen an image, place it close 

to the article. Be sure to place the 

caption of the image near the 

image. 

This story can fit 75-125 words. 

Selecting pictures or graphics is an important 

part of adding content to your newsletter. 

Think about your article and ask yourself if the 

picture supports or enhances the message 

ÙÏÕȭÒÅ ÔÒÙÉÎÇ ÔÏ ÃÏÎÖÅÙȢ !ÖÏÉÄ ÓÅÌÅÃÔÉÎÇ ÉÍÁÇÅÓ 

that appear to be out of context. 

Microsoft Publisher includes thousands of clip 

art images from which you can choose and 

import into your newsletter. There are also 

several tools you can use to draw shapes and 

Inside Story Headline 

Inside Story Headline 

improvements to the business. Sales figures or 

earnings will show how your business is grow-

ing. 

Some newsletters include a column that is 

updated every issue, for instance, an advice 

column, a book review, a letter from the presi-

dent, or an editorial. You can also profile new 

employees or top customers or vendors. 

This story can fit 100-150 words. 

The subject matter that appears in newsletters 

is virtually endless. You can include stories that 

focus on current technologies or innovations in 

your field. 

You may also want to note business or eco-

nomic trends, or make predictions for your 

customers or clients. 

If the newsletter is distributed internally, you 

might comment upon new procedures or 

Inside Story Headline 

Caption describing picture 

or graphic. 

Caption describing picture or graphic. 

Ȱ4Ï ÃÁÔÃÈ ÔÈÅ ÒÅÁÄÅÒ΄Ó 

attention, place an 

interesting sentence or 
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