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Workshops may be set-up and delivered in North 

Bay and in your community for small groups to meet 
your training needs. Call today at 1.800.267.2577. 
 
Outlines / Manuals / Workbooks: www.crisplearning.ca 
Online Course 24/7: www.elementk.com 
Online Health & Safety: www.yowcanada.com 
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NATIVE EDUCATION & TRAINING COLLEGE 

90 Division Street North Bay ON P1B 8 Z 4 
Toll Free: 1.800.267.2577  www.nativetc.com   Fax: 705. 497.7839  

 
NETC Overview 
 
The Native Education & Training College is a non-profit post-secondary college. 
Our focus is to enhance and upgrade the skills of those employed by Aboriginal 
Canada from chief and council to the band office janitor. Our programs are 
delivered via distance learning, online, on the job training, workshops and 
community based corporate group training. 
 
Mission Statement  
 
To provide First Nation, Metis, Inuit and Aboriginal organizations, staff and 
management with skills development training diploma programs for communities 
across North America while encouraging, edifying, enabling, equipping and 
educating our students and corporate clients to complete their life-long learning 
goals.  
 
 
Contact Information 
 
Larry Stewart ~ Programs & Services: ntclarry@phonenet.ca 
 
Lee Stewart ~ Administrative Assistant: ntcadmin@phonenet.ca 
 
Toll Free: 1.800.267.2577 ~ Local Number: 705.494.4700 ~ Fax: 705.497.7839 
 
Website: www.nativetc.com 
 
Admission Requirements: Mature Student, 19 years of age. 
 
Program Type: Diploma 
 
Program Durations: 2 and 3 Semesters 
 
Grading Systems: Our passing grade is 70 % 
 
Transferring Student Credits and Transcripts: Accepted 
 
Re-application fee to complete your expired program: $100.00 
 
Student Application Fee: $100.00 
 
Textbook Fee: $975.00  
 
Postal Fee: $49.00 
 
Tuition Fee: $3,210.00 
 

¾ Total Tuition Fee Per Academic Year: $4,334.00 
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Administrative Assistant  
 
Today, the administrative assistant operates at a 
high level, often reporting to more than one 
person. Learn vital skills such as how to 
anticipate needs, be a communication liaison, act 
as a project manager, and operate as your boss' 
information manager. Our two-semester diploma 
program is available for individuals by distance 
learning, on the job training, and onsite in your 
community for small groups. 
 
 
Classroom Educational Assistant  

 
This entry-level educational assistant program 
will prepare you to secure employment as an 
Educational Assistant in a public school or 
private school classroom setting. The belief that 
teaching and learning are aspects of the same 
process is reflected throughout the program by  
critical thinking, collaborative learning and 
authentic problem solving. It helps beginning 
teachers become life-long learners.  
 
This program will provide you with information 
and opportunities to begin to contrast your own 
theory of teaching, one that is dynamic and will 
invariably change with opportunity and 
experience. This theory building is essential to 
the development of your identity as a teacher.  
 
 
Classroom Resource Worker  
 
Our two-semester diploma program will open 
doors for you at your local community school as 
a classroom resource worker. You will be 
working one-on-one with special need students 
in a classroom setting. Your distance learning 
and online program will consist of reading, 
writing assignments and multiple choice quizzes 
and internet research.  
 
Our online component provides over 200 self-
study Microsoft Office courses. Upon completion 
of each academic assignment, students will be 
required to email it in to the college for grading. 
 
 
Community Health Representative  
 
As part of the community health care team, you 
will have the opportunity to work with families, 
schools, individuals, provincial and federal, 

agencies, and community health peers. The 
program is designed to provide participants with 
the skills and knowledge they need to effectively 
manage health care services /requests, and act as 
a community health advocate and educator. 
 
 
Community Home Maker  
 
The Community Home Maker Worker is intended to 
provide students with an overview of 50% of the 
Personal Support Worker Training Program 
including the following modules: Individuality of 
the Person, Role of the PSW, Interpersonal Skills, 
Safety, Assisting a Person with Mobility, Abuse, 
Household Management, Optimal Support & Care 
Planning. 
 
 
Community Tourism & Travel 
 
Graduates of Tourism and Travel programs may be 
employed in a wide range of settings and under a 
variety of job titles in the Tourism Industry. While 
many of these positions require discreet 
knowledge or a higher level of a particular skill, it 
is clear that a cluster of common skills, knowledge, 
and attitudes essential to all entry-level employees 
in the Tourism Industry, have been identified. 
 
Employers require graduates with effective 
interpersonal skills, strong sales abilities, capacity 
for accurate work, and the ability to research and 
communicate product knowledge. The industry 
makes extensive use of computerized reservation 
systems for which graduates need in-depth 
preparation, and finally, graduates need to have a 
realistic view of the industry and its expectations 
of entry-level personnel. Thus, it is unlikely that 
graduates could be appropriately prepared without 
some opportunity to gain and reflect on practical 
experience during their time in the program. 
 
 
Construction Worker ~ Carpentry ~ 
Plumbing and Electrician  
 
This trades program was developed with reference 
to the Native Residential Construction Worker 
training module for in-school curriculum and 
practical applications as per standards for 
carpentry, electrical, and plumbing. This program 
may be delivered in your community for small 
groups or by distance learning for staff members. 
 

Two ~ Semester Diploma Programs 
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  Diabetes Worker  
 
Making diabetes education available to 
community members is essential to the healing 
and wellness of your community. Part of your job 
is to increase the knowledge of other health 
professionals and providers in the community 
who are involved in the care of people with 
diabetes. This ensures continuity and quality of 
diabetes care for the client from whomever they 
receive their healthcare. 
 
 
Disability Support Worker  
 
If you are interested in making a difference in the 
lives of individuals with developmental 
disabilities, consider the Native Education & 
Training College Disability Support Worker 
Program. During your two-semester program of 
study, you will be provided with the knowledge 
and skills required to support people with 
developmental disabilities to live in dignity, and 
participate and share in all aspects of life. Field 
placements help with your learning.  
 
Each week you will have the opportunity to apply 
classroom skills in actual settings where people 
with disabilities live, work and play.  Field 
placements assist you in determining an area of 
specialty. Many jobs result from field placement 
experiences. 
 
 
Early Child Educator Worker  

 
This program defines good learning experiences 
for young children and offers approaches to help 
the adult working with the children. Our program 
is specifically designed for teachers, 
administrators, parents, social workers, and 
others who work with young children. Early 
childhood education is discussed in terms of 
what is known about the developmental needs of 
young children and how the awareness of 
developmental needs can be used to plan early 
childhood programs. Students of this program 
benefit from up-to-date training materials and 
clear and concise study guides, which have been 
prepared by experienced professionals. 
 
 
Economic Development Officer  
 
Rural Development & Principles, Policies and 
Management comprehensively addresses the 
basic concepts, elements, paradigms, 

determinants, policy instruments strategies, 
programs, and management of rural development. 
The program emphasizes, in particular, the pivotal 
role of human resources as both a means and an 
end of development. New pedagogical features 
have been added in the Third Edition, including 
'Learning Outcomes' at the start of each chapter, 
and 'main points' summaries and 'questions for 
discussion at the end of chapters.  
The program will also focus on a multitude of 
module texts (4) from managing, communication, 
customer contact, personal improvement, human 
resources and organizational development. 
Participant will be able to select from more than 
200 titles in order to enhance their personal, 
professional and academic skills. Each program 
consists the following academic agenda: Reading 
Assignment / Writing Assignment Exercise 
Assignment / Quiz Assignment and Module 
Summary Assignment. 
 
 
Executive Assistant  
 
Our two-semester executive assistant diploma 
program will open doors for you from within your 
First Nation Community as an executive assistant 
working directly for the chief and / or council and 
for the community as a whole. Are you an 
Administrative Assistant ready to enhance your 
career? Do you want to improve your skills, and 
handle more responsibility with confidence? Take 
the next step to become an Executive Assistant.  
 
This diploma program will build your confidence 
and improve your professional skills in order to 
provide administrative support to the community’s 
professional teams. 
 
 
Facilities Building Maintenance 
Technician 
 
This program offers textbook theory and hands-on 
practical training as well. It is designed for  
trades people who are interested in general 
building and facilities maintenance systems. 
Rising fuel prices and the need to conserve energy 
have created a concern for the cost efficient 
operation of systems. It has also created a growing 
concern for the cost efficient operation of all 
systems. It has also created a demand for skilled 
technicians to service, install and design various 
types of systems and day-to-day building 
maintenance. 
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  Finance Clerk Bookkeeping / 
Accounting  
 
This two-semester entry-level / intermediate 
accounting program will be essential to your First 
Nation Community. Helping the community to pay 
bills, maintain payrolls, establish selling prices 
and calculate tax collection, are just a few of their 
responsibilities. Without the knowledge and hard 
work of bookkeepers / accountants, the business 
community would be a very disorganized one! 
Bookkeeping / Accounting is a well-paid and 
respected field, with qualified persons in high 
demand. 
  
Many individuals trained in Bookkeeping / 
Accounting use their expertise as a stepping-
stone for positions at the senior management 
level, while others prefer to use their skills to 
work part-time, or to work from home preparing 
tax returns for individuals and businesses. You 
will have the opportunity to learn it all – from 
preparing a balance sheet to computing the cost 
of the merchandise inventory! 
 
Our Bookkeeping / Accounting Training Program 
will provide you with the basic and intermediate 
principles and theory required to enter the field, 
as well as the training in specialized areas needed 
for advancement into supervisory positions 
within the accounting profession. 
 
 
Fire-Fighter 
 
The Fire-fighter Program is designed for First 
Nation communities at a community volunteer 
level. Participants in the program will gain the 
knowledge, skills and basic techniques required 
for basic fire-fighting services. They will learn fire 
apparatus operations, safety devices and features 
of fire-fighting vehicles and equipment, and the 
occupational health and safety requirements of 
the job. 
 
 
Healing & Wellness Counselor  
 
Community Healing & Wellness Counselors use 
their skills to assist individuals to identify, 
understand, and overcome personal problems or 
achieve personal objectives. In qualifying for a 
rewarding future as a counselor, the student will 
have the opportunity to learn from the theory how 
people think about problems, how to modify their 
behavior, and how to change their attitudes or 
their ways of experiencing life.  

The touchstones for beginning counselors is to 
begin thinking about how to choose to fit 
counseling into a personal life view, how to relate 
to other people, and how to value process, and 
outcome. The student will also incorporate a 
spiritual / cultural component to their counseling. 
This program will provide the skills and knowledge 
needed in the field of counseling in order to pursue 
a variety of employment opportunities. First 
Nations, social service and government agencies, 
hospitals, group homes, correctional facilities, and 
other establishments employ counselors. 
 
 
Heavy Equipment Operators  
 
Learn to operate the many different earthmoving 
machines used on construction sites and in heavy 
manufacturing. This occupation has enormous 
responsibilities attached to it. Every working day,  
the Heavy Equipment Operator is responsible for 
using the Industry’s most expensive and 
dangerous tools, and more importantly, he / she is 
responsible for the lives of those who work around 
the machinery. This requires an individual who is 
cool and collected in situations that would confuse 
some people. Heavy Equipment Operators usually 
earn above average wages, have the opportunity of 
working outside during nice weather, and have the 
satisfaction of knowing they posses the special 
skills needed to perform a job many people cannot. 
 
 
Human Resources Assistant  
 
Current and comprehensive, this engaging 
introduction to the essential concepts and 
techniques of HRM is offered with the  
inimitable clarity characteristic of Dessler and 
Cole. Significantly revised to reflect emerging 
trends in information technology and changes in 
legislation, and to better match the requirements  
of the CCHRA, this new edition continues to help 
students "make sense of HR."  Offering a whole 
new chapter on HRM and technology as well as 
fresh examples and photos, the Canadian tenth 
edition maintains its reputation of having the most 
in-depth coverage of emerging trends in HR. 
 
 
Mental Health Worker  
 
The demand for specialized worker with training in 
both mental health and addictions has increased. 
This two-semester Mental Health and Addiction 
Worker program has been designed to give 
students the knowledge, skills and attitudes 
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  required to be effective counselors in a variety of 
mental health and additions services. 

 
 

Personal Support Worker  
 
PSW’s will complete 13 modules from Mosby’s 
Canadian Textbook for the Personal Support  
Worker. Modules included: Individuality of the 
Person, Role of the PSW, Interpersonal  Skills, 
Safety, Assisting a Person with Mobility, Abuse, 
Household Management, Optimal Support & Care 
Planning, Personal Hygiene, Assisting the Family, 
Cognitive Impairment & Mental Health Issues, 
Assisting to Manage Ongoing Conditions, 
Assisting with Medications, and Assisting a 
Person Who is Dying. 
 
 
Post-Secondary Counselor 
 
Post-Secondary Counselors are vital to the 
education department and your community. 
They may have three primary job functions: 
research and develop relationships with a broad 
range of post-secondary institutions, private 
career colleges and training centres, focusing 
specifically on college academic education and 
training programs; work with students to 
develop their post-secondary plan and help 
them find the best possible fit; and coordinate 
with advisory, department heads and other staff 
as necessary to help organize an effective post-
secondary strategy for the student.  
 
As a professional academic advisor, you will be 
providing information, advice and guidance to 
help individuals navigate transitions in 
education and training. This diploma program is 
intended for individuals interested in, or working 
in career development, or academic advisors in 
education authority departments. You will gain 
the communication and assessment skills to 
facilitate, motivate and work successfully with  
community members, educational institutes and 
community committee’s. 
 
 
Public Works Construction 
Technician  
 
Our Public Works Construction Program features 
hundreds of standardized drawings and 
dimensional details covering all aspects of public 
works construction; from street improvement and 
sewers and sanitation, to street lighting, traffic 
signals, retaining walls, landscaping and 
irrigation systems units.  

This program also features cross-sections that 
clearly illustrate the latest approved techniques, 
and exhaustive notes covering every detail - with 
clearly spelled out answers to any question you 
might have. Most importantly, it contains all the 
latest changes that have been researched and 
approved by the 25-member "Greenbook" 
committee, which includes representatives from 
the North American Public Works Association. 
 
 
Receptionist  
 
Receptionists are the public face of your First 
Nation Community. Their position is highly visible 
and what they project can make or break the 
current administrations image. The first few 
minutes of contact between two people are 
crucial. This two-semester diploma program will 
enable you to handle all personal, professional 
and business tasks that will cross your desk on a 
daily basis. This program is available by distance 
learning. This program consists of seven modules 
with our online Microsoft Office library via 
www.elementk.com  
 
 
Social Services Worker  
 
Social work is a profession for those with a strong 
desire to help others. Social workers help people 
deal with their relationships with others; solve 
their personal, family, and community problems; 
and grow and develop as they learn to cope with 
or shape the social and environmental forces 
affecting daily life. They often encounter clients 
facing a life-threatening disease or a social 
problem requiring a quick solution. These 
situations may include inadequate housing, 
unemployment, lack of job skills, financial stress, 
substance abuse, etc. 
 
 
Youth Worker 
 
This program will focus on addressing the human 
service needs of youth in First Nation  
Communities. It will help equip and enable you to 
deal with well balanced and emotionally / 
psychologically wounded youth, as well as 
becoming a role model for your communities’ 
young people. It will deal with the sense of 
hopelessness that young people deal with daily, 
living in urban and remote communities. You will 
leave this program with a purpose driven plan, 
and goal, for your community’s youth.  
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Band Operations Manager 
 
At the Native Education & Training College you 
will learn how to flow in the four functions of 
management. While reporting to the chief and 
council, the band manager will oversee all day-to-
day operations and will ensure that all programs 
and services are being delivered respectfully, 
responsibly and, at the same time, meeting the 
communities’ needs. The band manager will, at 
times, oversee up to 12 departments and up to 
100 band employees, and must assemble a 
working team that can delivery to individuals, 
community groups, and outside agencies. During 
this program we look at business management, 
public administration, financial management and 
organizational behavior. 
 
 
Business Administration & 
Management 
  
In business, there is a great need for strong and 
creative leadership of skilled managers. No 
organization can function without effective 
management techniques.  
 
As a trained business manager, you can enter 
almost any business organization or government 
agency. You can move from one sector to 
another without losing your effectiveness 
because the principles of effective management 
do not change.  
 
This program teaches you these principles, which 
you will need to make effective management 
decisions that often spell the difference between 
profit and loss for your organization.  
 
This program will also provide students with a 
basic education in all aspects of business 
administration and management, as well as an 
introduction to all aspects of business which 
include: accounting, computers, macro and 
microeconomics, management, law, business 
math, labor relations in Canada, financial 
services, marketing, statistics, and 
communication. 
 
 
 
 
 

Chief and Band Councillor  
 

Experienced or newly elected chief and 
councillors will look at public administration 
and its current trends in contemporary 
business issues. The management component 
will explore the four functions of management. 
We have also included number modules that 
will help with the day-to-day challenges one 
might face. The program will consist of reading 
and writing assignments, coupled with 
discussion questions and exercises and online 
Microsoft Word applications. 
 
 
Child Daycare Center Manager  
 
This three-semester program will help you train 
for a rewarding future in child daycare 
management. Our child daycare management 
program has all the latest information to 
prepare 
you to manage a daycare facility. You will have 
the opportunity to learn about children and their 
development, financing and budgeting, staffing, 
licensing and certification, equipment, and 
more.  
 
Even students who have already completed 
their early childhood education (ECE) 
requirements enroll in our Child Daycare 
management program in order to compliment 
their expertise in working with children with 
learning how to own or operate a daycare 
centre. This program is available by distance 
learning, on-the-job-training and for small 
groups in your community. 
 
 
Community Economic 
Development Manager 
 
Semester 1: Management ~ Principals and 
Practices for Tomorrows Leaders: This 
comprehensive review of essential management 
concepts and issues is complemented by the 
authors' practical and student-friendly style. A 
practical text that comprehensively outlines the 
major issues in management today and those 
anticipated in the future, the authors make use of 
and build on management experience that 
students may have already had in their personal, 
school, or work lives. This new edition has an 
increased emphasis on management skill  

Three ~ Semester Diploma Programs 
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  development. Managers will look at the four 
functions of management.  

 
Semester 2: Rural Development Principles, 
Policies and Management: This semester   
comprehensively addresses the basic concepts, 
elements, paradigms, determinants, policy 
instruments strategies, programs, and 
management of rural development.  
 
The program emphasizes, in particular, the 
pivotal role of human resources as both a means 
and an end of development. New pedagogical 
features have been added in the Third Edition, 
including 'Learning Outcomes' at the start of each 
chapter, and 'main points' summaries and 
'questions for discussion’ at the end of chapters.  
 
Semester 3: Skills for Success: We will look at 
four workshops this semester, one per month on 
the following subjects: Project Management, 
Writing Business Proposals and Reports, Office 
Management, and Starting a New Business. 
Assignment for participating Managers will 
consist of reading and writing, drafting a 300-500 
to word essay / paper, completing exercises and 
quizzes and a 25 question multiple-choice exam 
at the end of each module.  
 
 
Education Director / Manager  
 
In his three-semester diploma program, we look at 
educational administration, concepts and 
practices. The Administration and Supervision 
specialization is designed for managers / 
educators interested in gaining knowledge and 
expertise in the area of school administration.  
The program curriculum focuses on educational 
administration, management, and the role of the 
director, manager, principal, community relations, 
and supervision of personnel. Graduates of the 
program seek professional opportunities as 
education managers and directors.  
 
Semester 1: Educational Administration Concepts 
and Practices: This most comprehensive and 
respected text on the market discusses all topics 
covered by other educational administration 
textbooks and much more: culture, change, 
curriculum, human resources administration, 
diversity, effective teaching strategies and 
supervision of instruction.  
 
The authors include more exciting pedagogical 
features than any text, and topics are covered in 
a direct and easy-to-understand manner, with an  

excellent blend of theory and practice. The 
academic agenda for semester one will consist 
of reading, writing and research assignments. 
 
 
Employment & Training 
Coordinator / Manager  
 
Employment and training coordinators / 
managers provide information to assist, and 
counsel clients on all aspects of employment 
and training regarding search and career 
planning. They also provide documentation and 
information to employers and clients regarding 
human resources and employment issues. 
Employment managers are employed primarily 
by First Nations, federal and provincial 
governments, and are also employed by private 
employment service agencies.  
 
This comprehensive review of essential 
management concepts and issues is 
complemented by the authors' practical and 
student-friendly style. A practical text that 
comprehensively outlines the major issues in 
management today and those anticipated in the 
future, the authors make use of and build on 
management experience that students may 
have already had in their personal, school, or 
work lives. This new edition has an increased 
emphasis on management skill development. 
 
 
Finance Manager  
 
Finance managers are responsible for the 
financial management of the organization, 
including payroll, invoicing and budget  
management, as well as other administrative 
duties as required by the reserve.  
 
Finance managers plan, organize, direct, 
control and evaluate the operation of financial 
and accounting departments. They develop and 
implement the financial policies and systems of 
establishments. Finance managers establish 
performance standards and prepare various 
financial reports for senior management. They 
are employed in financial and accounting 
departments throughout aboriginal 
organizations.  
 
This may be your opportunity to upgrade and 
enhance your skills as Finance Manager with 
our unique program. It is geared for working 
adults who can identify, measure, record and 
communicate financial information and control  
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  economic entities. Upon completion of our 
program, you will have a good academic 
grounding in accounting and the four functions 
of management. 
 
 
Health Services Manager  
 
This introductory program presents complete and 
accurate coverage of the basic skills needed to 
perform effectively as a health services manager 
in today's fast-changing work environment. 
Canadian examples, data, and illustrations have 
been integrated throughout, and the author draws 
on her extensive teaching and industry 
experience to provide real-life examples and 
scenarios to make key concepts come alive.  
 
This program showcases a fresh new design 
along with new material on medical office clinical 
and administrative procedures, job searches, 
resumes, and ethics. Catering to the needs of 
professionals entering a technologically driven 
workforce, the author has also updated key 
segments to reflect the move towards electronic 
environments, as well as included “Future 
Trends” textboxes that discuss the role of 
technology in the field of health office 
administration.  
 
Health services managers plan, direct, 
coordinate, and supervise the delivery of health 
care in their First Nation Communities. In the 
second and third semester we will look at the four 
functions of management, planning, organizing, 
leading and controlling your health services 
department. 
 
 
Housing Manager  
 
This distance-learning program is designed to 
accommodate both beginners and experienced 
housing managers. Participants will be 
introduced to the four functions of management. 
Students will also be able to upgrade their skills 
in public administration and understand that 
infrastructure is essential to health, safety and 
well being of any community. Housing Managers 
will also receive a good overview from CHMC.  
 
The Core of this program is delivered through 
modules and text, coupled with weekly reading, 
writing, multiple-choice quizzes, lesson 
summaries, and assignments. This program is 
available by distance learning, on-the-job-training 
and for small community groups. 

Human Resources Manager  
 
Are you serious about meeting the challenges 
of working in human resources? Are you 
interested in making a strategic contribution in 
your First Nation organization? Then you need 
this program.  
 
Acquire theoretical and practical knowledge 
and the skills required to become a successful 
practitioner of Human Resources Management 
in the areas of recruitment, training, 
performance management, compensation, 
health and safety, labor relations, and business 
management. Human capital is a critical 
organizational asset contributing to 
organizational agility, goal attainment, and 
ultimate viability through progressive human 
resources management.  
 
This course introduces students and managers 
to all of the Human Resources Management 
technical areas including the role of human 
resources within. This three-semester program 
is current, comprehensive and engaging. It 
will introduce you to the essential concepts and 
techniques of HRM. 
 
 
Lands & Resources Manager  
 
Managers will look at the four functions of 
management. This comprehensive review of 
essential management concepts and issues is 
complemented by the authors' practical and 
student-friendly style. A practical text that 
comprehensively outlines the major issues in 
management today and those anticipated in the 
future, the authors make use of, and build on,  
management experience that students may have 
already had in their personal, school, or work 
lives. This new edition has an increased 
emphasis on management skill development. In 
semester three we look at Claims & Negotiations. 
 
In general, there are two types of Aboriginal 
claims in Canada that are commonly referred to 
as “land claims” - comprehensive claims and 
specific claims. Comprehensive claims always 
involve land, but specific claims are not 
necessarily land-related. Comprehensive claims 
deal with the unfinished business of treaty-
making in Canada. These claims arise in areas of 
Canada where Aboriginal land rights have not 
been dealt with by past treaties or through other 
legal means. In these areas, forward-looking 
modern treaties are negotiated between the  
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  Aboriginal group, Canada and the province or 
territory. Specific claims deal with past 
grievances of First Nations related to Canada's 
obligations under historic treaties or the way it 
managed First Nations' funds or other assets. To 
honour its obligations, Canada negotiates 
settlements with the First Nation and (where 
applicable) provincial and / or territorial 
governments. 

 
 

Motel & Restaurant Worker Manager 
 
In the Motel and Restaurant Worker / Management 
Program the focus will be on the practical aspects 
of hospitality services. The program has been 
designed so students develop and acquire the 
skills and knowledge necessary to enter the 
workforce in their community and to perform their 
roles at the front desk, restaurant, and in key 
management functions. 
  
Students will be instructed in customer service, 
hotel services, and menu planning and design. 
They will also be provided with an introduction to 
managerial concepts including accounting, 
marketing, law and human resource, and the four 
functions of management.  
 
Graduates will have a good understanding of the 
front and back operations of a restaurant, hotel, 
resort and lodge and the basic managerial skills 
necessary to coordinate the day-to-day operation.  

 
 

Office Manager  
 
This three-semester office management diploma 
program continues to provide working managers 
with the most up-to-date information reflecting 
contemporary management thinking issues and 
trends that every office manager needs to know. 
The program provides a strong management 
based background while utilizing a humanistic 
approach for managing and supervising staff in 
an office environment. 
 
 
Pastoral Pentecostal Ministries  
 
Participants enrolling in this three-semester 
diploma program will meet the 12 educational 
requirements for recognition of ministries 
credentials through the Independent Assemblies 
of God Canada. Each module will consist of a 
reading, writing / essay, multiple choice, and 
module summary assignments, due on a monthly 

basis. This program will also include a work- 
placement in your local church assisting the 
pastor in a multitude of ministries. 
 

 
Public Works Manager  
 
This three-semester program will be an 
exhaustive, business-boosting reference to 
Construction Operations Manual of Policies and 
Procedures, and is loaded with procedures and 
step-by-step details for successfully managing 
construction operations that will apply to your 
community.  
 
You will learn many methods, strategies and 
tactics, ready-to-use and copy letters all laid 
out for you in a concise, easy-to-grasp style. 
This module, now the most timely, complete, 
and useful guide available for managing 
construction, is packed with practical 
information and sample forms and checklists. It 
also covers new developments in construction 
management software, as well as new material 
devoted to the Design-Build process. Included 
CD-ROM packs project delivery forms, word-for
-word letters, sample letters, and checklists to 
make the overall construction project 
management process easier and more efficient.  
 
In the 2nd semester, the program allows you to 
identify the knowledge and skills that the next 
generation of public works professionals will  
need to find solutions that deliver services in an 
environmentally and socially responsible way, 
at a level community members expect, and in 
ways that ensure the best economic choices in 
the long term.  
 
This program provides an overview for 
sustainability, framework for sustainable 
communities, and the center leadership created 
to assist public works professionals in taking 
an integrated, whole-systems approach to 
public works management. Finally, in the 3rd 
semester, you will look at a number of safety 
assignments such as WHMIS, OHSA, Fall 
Protection, and Dangerous Goods, etc, and will 
bring you and your public works staff up to date 
with current safety information and trends. 
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  Social Development Worker 
Manager  
 
The social development worker / manager will 
promote the restoration of health and will being 
of community members and will provide 
community members with the opportunities to 
achieve self-sufficiency and self-determination 
for themselves and for the community as a whole. 
The worker / manager will truly promote  
respect, empowerment and equality. The 
worker / manager will practice due diligence to 
make sure that the individuals needs are 
completely and totally meet. We will also look at 
the management principles and practices in 
leading, controlling, planning and organizing 
your department. 
 
 
Social Services Worker Manager  
 
The SSWM diploma program prepares graduates 
by giving them basic, intermediate and advanced 
knowledge and skills in the social service and 
human services field. The SSWM program is an 
integrated program combing academic 
instruction in the foundations of social work 
administration and, psychology. Managers will 
also look at the four functions of management. 
 
 
Teacher Professional Development  
Program 
 
Continue your life-long learning with our Teacher 
Professional Development Program. Upon 
completion of our program you will be up-to-date 
with current educational trends, will manage 
your classroom with ease and grace, and will 
have a greater understanding for special needs 
in the classroom, and be current with all 
Microsoft Office programs.  
 
This program consists of three comprehensive 
workshops: 
¾ Workshop 1: Special Education in Ontario 
     Schools 
¾ Workshop 2: Approaches to Behaviour and  
     Classroom Management  
¾ Workshop 3: Online Microsoft Office Library 
 
The Microsoft® Office bundle is designed to 
start with the basics of this word processing 
program and teaches you how to perform 
professional document authoring tasks. The 
course content is suitable for users who are new 
to Word, as well as people who have used Word  

before and are interested in learning about the 
new features in the 2010 version. 
 
 
Water Treatment Plant Manager  

 
In Semester 1, Managers will look at the four 
functions of management. This comprehensive 
review of essential management concepts and 
issues is complemented by the authors' 
practical and student-friendly style.  
 
A practical text that comprehensively outlines 
the major issues in management today and 
those anticipated in the future, the authors 
make use of and build on management 
experience that students may have already had 
in their personal, school, or work lives. This 
new edition has an increased emphasis on 
management skill development.  
 
Semester 2: Water Treatment Operator Module: 
The module covers everything water treatment 
operators need to know to perform their jobs and 
for compliance with changing regulations.  

 
Semester 3: Operator Certification Module: 
Water treatment and water distribution operators 
get everything they need from this module for 
the operators exam. The questions put forth are 
similar in format and content to actual questions 
in the certification exams. However the 
questions allow the operator to experience the 
types of questions that may be on an actual 
exam. Curriculum for Water Treatment: Evaluate 
Characteristics of Source Water, Monitor, 
Evaluate and Adjust Treatment Processes, 
Laboratory Analysis, Operate Equipment, 
Evaluate and Maintain Equipment, Safety and 
Emergency Preparedness, Perform 
Administration Duties. 
 
 
Youth Recreation Manager  
 
This three-semester diploma program is 
designed to provide recreation and leisure 
service practitioners / managers with the 
opportunity to acquire specialized skills, 
knowledge and attitudes related to youth and 
essential youth services.  
 
As a graduate of the Youth Recreation Manager 
program, employment opportunities would 
exist in many agencies, including: your First 
Nation Communities, municipalities, YMCA’s, 
youth clubs, youth centres, non-profit agencies, 
group homes and private industry. 
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