


Special Interest

Se_rvSafé )

ServSafe® Food Protection
Manager Certification

This ServSafe® course provides comprehensive
training in all areas of food safety and sanitation:
Preventing Food Borne lliness, Hazard Analysis Critical
Control Point (HACCP), Cleaning and Sanitizing, Pest
Control, Food Security, Proper Food Temperatures, Food
Worker Hygiene, Food Allergies, and more. Training is
provided by a registered ServSafe® instructor and proctor.

You will be given instruction to help you prepare for and take
an exam at the end of the class. A certificate will be issued
to those who successfully complete the exam. A picture ID is
required for exam.

This training is recognized by the following organizations:

National Restaurant Association Educational Foundation; New
Jersey Restaurant Association; American National Standards
Institute (ANSI); Conference for Food Protection; New Jersey
State Department of Health; and the Ocean County Health
Department.

The cost includes instruction, textbook ($80), & exam. Cost: $199

CEFO 802-01CSP Jan 17 1Session Tu 9:00am-3:30pm
CEFO 802-02 CSP Feb 21 1Session Tu 9:00am-3:30pm
CEFO 802-03 CSP Mar 20 1Session Tu 9:00am-3:30pm
CEFO 802-04 CSP Apr 24 1 Session Tu 9:00am-3:30pm
Instructor: John Lukens, FSS Consultants 1/2 hr lunch on own

Bookkeeping

The Bookkeeper

This course will prepare you for an entry level Course Code:  CEBC 212-01 CSP
boc;kkee;:ing position Er grep?r: I?’exl:xkekrienced Dates: Feb 22-Apr 25 * 10 Sessions
students for entry into the Certified Bookkeeping

Program. Topics include: Cash &  Accrual W * 6:00-9:30pm
Basis Accounting, Financial Statements and Instructor: Cindy Stephens
their Preparation, Capital Accounts, Accounts

Receivable, Accounts Payable, Accruals &

Deferrals, Payroll, Inventory, Depreciation, Bank

Reconciliations & Taxes. Textbook required:

Double Entry Bookkeeping (approx $20). 3.5 CEU

Cost: $457
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Today’s Legal Office
Assistant Certificate Program

Prerequisites: Proficient typist, general office skills, Microsoft Office

The Bureau of Labor Statistics indicates that the
expansion of the legal services industry will result in
employment growth nationwide. Learn how a law office
operates and how to handle administrative responsibilities.
In our career program you will acquire the skills necessary to
enter this dynamic field by completing the following four (4)
courses:

¢ CELW 107 Legal Terminology Fall 2012

¢ CELW 111 Legal Office Procedures

¢ CELW 114 Legal Correspondence Fall 2012

e CELW 115 Legal Office Projects

According to the Bureau of Labor Statistics Occupational Outlook Handbook,
2010-2011 Edition job opportunities for legal office assistants will increase by
| 18% through 2018.

Legal Office Procedures

(Students must have legal terminology textbook)

This course provides a background of the law office Course Code:  CELW 111-01 CSP

and an overview of the duties required of the legal Dates Feb 22-Apr 25 * 10 Sessions
support staff. The prepquth.m‘ of pleadings and W + 6:30-9:30pm

other court papers used in civil matters from the
initial filing of a lawsuit through discovery, trial and Instructor: - Susan Rumpf, Attorney
the appellate procedures are examined. Other

areas of the law are described such as family,

wills, trusts and probate; business organizations;

real estate; and criminal law. Actual legal cases

provide realistic training in these areas of the

law. Textbook required: Legal Office Procedures

(approx $70). 3.0 CEU Cost: $399

Legal Office Projects

Prerequisite: Students must have legal terminology textbook
Prepare memos, correspondence and legal Course Code:  CELW 115-01 CSP
documents using transcription. Prepare new Dates: Mar 26-May 14 ¢ 8 Sessions
clle'n'r f‘!|e5, calculate and prepare client bills and M * 6:30-8:30pm
maintain records. Prepare check requests and
distribution to vendors, prepare expense reports nstructor: Lisa Hummel
and update the office calendar when required.
Research the Internet for information relevant to a
case the firm is handling. Textbook required: Legal
Office Projects with CD, 2nd Edition (approx. $55).
1.6 CEU Cost: $199
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Construction

Construction Management
Certificate

The Construction Management Certificate program
provides the skills and knowledge needed for today’s
construction industry. Individuals who currently manage
construction projects, plan to be in a managerial position, or
would like to learn more about their industry will benefit from
these courses.

In order to qualify for the Construction Management Certificate
students must complete a total of four core courses and two
elective courses. Upon completion of all required courses, contact
the Department of Continuing Education and the Construction
Management Certificate will be issued.

Core Courses (30 hours each):

¢ CEPS 129 Construction Jobsite Management Fall 2012
¢ CEPS 131 Construction Materials & Methods Fall 2012
¢ CEPS 130 Fundamentals of Construction Estimating
¢ CEPS 128 Understanding Construction Drawings

Elective Courses: Any business course described in the “Business” section of this catalog that
is at least three contact hours.

Construction Management median salaries are $95,200.

Understanding Construction Drawings I
This course will provide the student with the ability Course Code:  CEPS 128-01 CSP
to efficiently locate information on different parts Dates Feb 22-Apr 25 * 10 Sessions

of a construction drawing, and effectively cross-
reference information between drawings. Various W ¢ 6:30-9:30pm
residential and commercial drawings will be Instructor: - Wayne Kierce

reviewed and interpreted. Information regarding
basic technical drawing techniques, drafting
expressions, demonstration of the use of symbols,
plan reviews, elevations, sections, and details will
be discussed. Mechanical and electrical drawings
will be analyzed to show the relationship between
sizing and basic trade information requirements.
Textbook required: Understanding Construction
Drawings (approx $163). 3.0 CEU Cost: $365

Fundamentals of Construction Estimating

Begin with a review of all procedures required Course Code:  CEPS 130-01 CSP

in compiling an estimate for construction work. Dates: Feb 27-Apr 30 * 10 Sessions
Students will move to quantity take off, pricing
of the contractor’s work, sub trade work, site M * 6:30-9:30pm
overheads, and compiling bid documents. Case Instructor:  Wayne Kierce
study of a residential & commercial project will be

presented and a complete estimating process for

each will form the basic framework that can easily

be applied to various trades on many different

types of construction projects. Textbook required:

Fundamentals of Construction Estimating (approx

$171). 3.0 CEU Cost: $365
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Property Manager Certificate
Career Path Courses \

The Property Manager Certificate Program offers the
student an opportunity to learn the basic elements and
requisite knowledge of financial management, small
business management, and related skills as well as legal
issues to effectively execute his/her duties. While this
program is focused on common area realty associations
including Adult Communities, the subject matter of this
program provides information also applicable to Apartment
Buildings, Office Buildings, Shopping Centers, Industrial
Complexes, and a multitude of other properties.

To earn the Property Manager Certificate, candidates must
complete ten (10) required courses which include six (6) core
and four (4) elective courses. Each course will expose the
student to the basics of the subject matter and is designed to
provide the student with a general understanding of the related
topics to fulfill the learning experience.

WHO SHOULD ATTEND?
* Applicants desiring to enter the Property Management Field

* Existing Property Managers & Management Personnel desiring
to expand knowledge

* Consultants to the Property Management Field
* Others looking to better understand the role of the Property Manager

CORE COURSES:

e CEBM 326 Accounting & Finance for the Non-Financial Property Manager
* CEBM 327 Budgeting & Project Development & Management

e CEBM 328 Small Business Management for Property Managers

e CEBM 329 Legal Issues of Real Estate & Property Management

e CEBM 331 Property Management Essentials

* CEBM 333 Marketing Management of Real Estate Properties

ELECTIVES: Select 4 (Also listed in the Business Section)

e CEBM 627 Art of Delegating Effectively

* CEBM 334 Building High Performance Teams

« CEBM 609 Conflict & Negotiation Skills

» CEBM 607 Customer Focus

¢ CEBM 224 Meeting Management

e CEBM 336 Understanding Organizational Stress

¢ CEBM 406 Alternative Dispute Resolution

To earn this certificate, you will need to successfully complete the required six (6)

core and four (4) elective courses. Additional courses will be offered during the
summer and fall semesters.
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Understanding Organizational Stress

The demands of work, home and society can place
a lot of stress on anyone. This workshop will help Jan 26 * 1 Session
you identify your personal stressors through a

stress indicator and will explore some techniques Th + 6:30-9:30pm
to manage and prevent stress. 0.3 CEU Cost: $59 Instructor: Raymond Hohman

CEBM 336-01 CSP

Accounting & Finance for the Non-Financial Property
Manager

This course is focused on the accounting and Course C CEBM 326-01 CSP
financial aspects of the preplanned community. It Dates: Feb 2-Mar 1 * 5 Sessions
explains what the key financial statements mean,

how they work and relate to each other and how Th + 6:30-8:30pm
your actions as a manager affect them and your Instructor: Raymond Hohman
business. Topics include: Double Entry Bookkeeping,

Cash  versus  Accrual  Accounting, Financial

Statements, Internal Controls and Audit Reports,

Financial Statements, Investment Management,

Asset Reserve Reports, Treasurer Reporting and

Board Oversight. 1.0 CEU Cost: $137

Building High Performance Teams

This course will demonstrate how property Course Code:  CEBM 334-01 CSP
managers can lead a team of property owners Dates: Mar 8 * 1 Session

(who establish the team goals) through the logic
of human communication and the process of Th * 6:30-9:30pm
awareness building. All will learn that they are Instructor: Michael Forcella

greater collectively than individually and that

there is an appreciation for the Association.

Cost: $59

Property Management Essentials

This course will focus on the largest and most Course Code:  CEBM 331-01 CSP
expensive elements of a community’s budget: the Dates: Mar 15-Apr 5 * 4 Sessions
assets of the community. The scope of property

management services center on maintaining the Th * 6:30-8:30pm
clubhouse and related amenities such as all common Instructor: Raymond Hohman
grounds, and other internal resources owned by

the community. This is in addition to providing

the services to the homeowners as outlined in

the Community offerings and any applicable

governing documents. Textbook recommended:

Barrons Real Estate Guide Dictionary of Real Estate

Terms (approx $16). 0.8 CEU Cost: $111

Legal Issues of Real Estate & Property Management
CEBM 329-01 CSP

Whether the property consists of a single building

or numerous buildings and amenities that span Dates: Apr 26-May 17 * 4 Sessions
several acres, it is imperative that it be managed in

accordance with the governing documents, which Th * 6:30-8:30pm

may include a Deed of Indenture, By-Laws, Rules Instructor Ruth Deane, Esquire

and Regulations and applicable laws. Relevance
of each document will be discussed. Laws against
discrimination and laws that apply to specific types
of properties will be examined. The procedures
for amending the governing documents will be
discussed. 0.8 CEU Cost: $111
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Registration Information

ONLINE: Register & pay for most classes by visiting
www.ocean.edu/cpe.htm

Click the Registration link, then Register Online Now! link

IN PERSON™: Toms River Campus, Administration Bldg.
(ADMIN, Bldg. #9, 1st floor)
Registration & Records Office

PHONE™" 732.255.0404

FAX*: 732.864.3849

MAIL TO*: Registration & Records Office
Ocean County College
College Drive * P.O. Box 2001
Toms River, NJ 08754
Please make check payable to OCEAN COUNTY COLLEGE

*Registration form is available online at www.ocean.edu/cpe.html, click the Registration link.
PLEASE NOTE: If payment is not made, you will be dropped from the class.

IMPORTANT! You must bring your registration receipt/confirmation to class with you. If you are not on
the instructor’s attendance sheet, you will not be allowed in the class without the confirmation. When
registering by phone, in person or by mail, your registration confirmation will be emailed to you within
24 hours. If you do not receive it, check your SPAM mailbox. Course confirmation sent from the email
address datatel@viking.ocean.edu.

DON’T WAIT TO REGISTER!

Decisions to run classes are made a week prior to the
class starting. A class may cancel if students
wait to register.

HELP US ENSURE THAT CLASSES RUN BY REGISTERING EARLY!

Registration forms can be downloaded at:

www.ocean.edu/cpe.htm
click on the Registration link.
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Important Information

There are no requirements to attend most noncredit Continuing Education classes for adults. Most
classes do not require a high school diploma or GED, although some experience may be necessary.
Check course description for details and required prerequisites or call the Department of Continuing &
Professional Education at 732.255.0409.

Office Location

Our administrative office is located in Library Bldg., #3 (Lot #1) on the OCC main campus. All correspondence may be mailed
to: Ocean County College, Attn: CPE, College Drive, PO Box 2001, Toms River, NJ 08754-2001.

You Can Reach Us!
Office Hours: Mon.-Fri. 8:30am-4:30pm ¢ Phone: 732.255.0409 ¢ Fax: 732.864.3855
Continuing Education Units

CEUs are awarded for participation in occupations and professional development courses. CEU eligible courses are identified
in this brochure. 80% of attendance and in some cases, a passing grade, are necessary to receive CEUs. CEU grade reports
are available upon request by calling 732.255.0409.

Certificate Programs

When you successfully complete all the courses in a Certificate Program request your certificate through the Request Information
link on our website. You may request a transcript for a non-certificate course.

Employer-Sponsored Registration

Purchase orders, vouchers and letter of intent (on company letterhead for pre-approved companies only) are accepted by
mail. A completed registration form must accompany these documents.

Class Confirmation

Course confirmations/registration receipts are emailed upon registration. (Note: a registration receipt can be printed when
registering online.) It is the responsibility of the student to confirm the start of the course and the room assignment by
checking online at www.ocean.edu/cpe.htm. The weekly schedule goes online each Friday. All classes are at OCC, unless noted.

Course Changes/Cancellations

Ocean County College reserves the right to cancel a course entirely or to change its time, location or instructor. In the event
a course is changed, students will be notified. Notification of course change/cancellation will be made by postcard or phone
call. If a course is cancelled, all registered students will be issued a full refund.

Disability Accommodations

Ocean County College complies with Section 504 of the Rehabilitation Act of 1973 and the Americans with Disabilities
Act of 1990. If you feel that you are entitled to accommodations based on disability, please contact Deborah Robinson at
732.255.0409. We request that documentation of disability and accommodations be presented at least three weeks prior to
the beginning of class.

Emergency Closing

For emergency/inclement weather closing information, check the college website at www.ocean.edu or call 732.255.0400.
Information will also be broadcast on local radio stations.

Bookstore

Textbooks are available at the College Bookstore, in the College Center Annex unless stated otherwise in the brochure text.
Book prices are correct at the time of publication. Note: they are subject to change by the time of brochure distribution.
Books can now be purchased online from the bookstore page of the college’s website at www.ocean.edu. For bookstore
hours, call 732.255.0333.

Parents of All Students Under the Age of 18

In case of an emergency, OCC will administer First Aid and/or arrange for transport to a hospital unless otherwise notified.
A completed Registration/Health and Waiver Form must be submitted with a child’s registration form. Forms can be found
on the CPE web page.

Student Misconduct

Student misconduct on OCC’s campus is not tolerated at any time. For a list of misconduct examples, see the OCC Student
Campus Life Policy #5247 at www.ocean.edu. OCC administration will address all Continuing Education (CPE) student
misconduct incidents and deal with each situation appropriately.

Refund Policy

We will be pleased to offer you a refund for a class ONLY if you withdraw at least four business days, between the hours of
8:30am-4:30pm, prior to the start date of the class. Refunds will be issued within 2-4 weeks based on the original payment
method. There will be no refunds issued should a student be dismissed from class for misconduct. There will be no refunds
for trips or ticketed events. Student substitutions will not be permitted for courses.

Disclaimers

Ocean County College does not endorse or recommend any specific vendor listed in this brochure. The college is not responsible
for brochure text omissions or errors.
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Important Information

WE HAVE MOVED!

The Continuing & Professional Education Office has moved to the
Library, Building #3, parking lot #1.

CONTINUING & PROFESSIONAL EDUCATION
INSTRUCTORS NEEDED!

Applications are being accepted to conduct business courses, computer
courses, Allied Health courses to include Health Information Technology,
Medical Billing & Coding (daytime) and Nursing Professional Development,
& avocational courses and children’s summer camp classes. Industry training
experience in subject area and teaching experience required.

Please email your resume to: drobinson@ocean.edu
For additional information, visit the
“Become an Instructor” link on our website:

www.ocean.edu/cpe.htm

For directions to Ocean County College’s main campus,
Continuing & Professional Education and the Department of Business
Education & Training, visit our website:

www.ocean.edu/cpe.htm

OCEAN COUNTY
COLLEGE
BOARD OF TRUSTEES®

Carl V. Thulin, Jr. Chair
Linda L. Novak, Vice Chair
Jerry J. Dasti, Treasurer
Stephan R. Leone, Secretary
Thomas E. Monahan
Joanne Pehlivanian
Dr. Wilda Smithers
Harvey L. York

Mary A. Alburtus
Student/Alumni Representative

John C. Sahradnik, Counsel

OCEAN COUNTY
BOARD OF CHOSEN
FREEHOLDERS’

Joseph H. Vicari, Director
Gerry P. Little, Deputy Director
John C. Bartlett, Jr.
Liaison to Ocean County College
John P. Kelly

James F. Lacey
*at the time of publication

SPRING 2012

CONTINUING & PROFESSIONAL
EDUCATION BROCHURE

Deborah A. Robinson, Director
Continuing Education & Grants
732-255-0409

Produced by the
OCC Office of College Relations
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