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Free Job Readiness Classes

Resume & Cover LetterPrep
Description: In this class you'll learn how to emphasize your skills and get one step closer
to landing the perfect job! Our step by step instructions will help you create a resume
and cover letter that will impress employers and help you get aninterview.

Interview & SelfPresentation
Description: The key to landing your perfect job is self-presentation and interview
skills. We'll teach you how to answer difficult interview questions, dress appropriately
for interviews, and the steps to take after the interview isdone.

Computer Lab Services

Mousing Around: Brand new to computers? Not ready to sign up for a class just yet?
Mousing Around is a tutorial to help you become comfortable using the primary
components of a computer.

Job Search & Resume Assistance: Need some guidance as you job search and/or
prepare/update your resume? Set up an appointment with a Learning Center staff
member today!
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Free Computer Classes

Computer Basics
Description: Having trouble understanding all the functions on your computer? Our computer

basics course will help you navigate the keyboard commands and computer functions to help
you feel comfortable using a computer in the workplace and at home.

Internet & E-mail
Description: Need help setting up an e-mailaccount or navigating the internet? We will teach you
to navigate the internet, apply for jobs online, and how to stay connected using email in the
workplace and at home.

Intro to Microsoft Word
Description: This class introduces participants to the various features of Microsoft Word. Participants
will learn how to create, modify, and save Word documents.

Intro to Microsoft Excel
Description: This class provides an introduction to various Microsoft Excelfeatures including:
basic data entry, formatting, and formula manipulation.

*Registration required. Please visit the Learning Center to sign up

Other Learning Center Classes

ESL Classes are available at no cost every Monday & Wednesday from 9:00am— 12:00 pm
& 5:00pm — 7:30pm.

CPR Certification Class is $40, payable via cash or money order ONLY. Must bring valid ID
and payment. Registration is REQUIRED. Offered at the Belton Learning Center

For more information on the classes listed above, please see the Learning
Center Classes & Events Calendar or contact us @ (254) 634-0637



