
Page 1 

 

2019 Administrative Professional Academy - South 
                         

Upcoming Learning and Development Opportunities for  
Team Members 

Course Title Audience Date Time Location 

Communicating with Impact TM 
Tuesday  

03/05/19 
1:00pm - 4:30pm 

Corporate Human Resources 
1430 Rt.34, Wall 

Conflict Resolution and Confrontation 
Management 

TM 
Friday 

03/15/19 
8:30am - 12:00pm 

Corporate Human Resources 
1430 Rt.34, Wall 

Embracing Change TM 
Friday 

03/29/19 
9:00am - 12:30pm 

Corporate Human Resources 
1430 Rt.34, Wall 

The Essentials of Excellent Customer 
Service 

TM 
Friday 

03/29/19 
1:00pm - 4:30pm 

Corporate Human Resources 
1430 Rt.34, Wall 

Effective Teamwork Strategies TM 
Wednesday 

05/01/19 
1:00pm to 4:30pm 

Corporate Human Resources 
1430 Rt.34, Wall 

PowerPoint Essentials: Microsoft Office  
Team 

Members 

Tuesday 
05/28/19 

9:00am - 12:00pm 
100 Tormee Dr., Tinton Falls 

IT- Computer Room 

Outlook Essentials: Microsoft Office  
Team 

Members 

Tuesday 
05/28/19 

1:00pm - 4:00pm 
100 Tormee Dr., Tinton Falls 

IT- Computer Room 

Conflict Resolution and Confrontation 
Management 

TM 
Friday 

06/14/19 
1:00pm - 4:30pm 

Corporate Human Resources 
1430 Rt.34, Wall 

Excel Advanced: Microsoft Office 
Team 

Members 

Tuesday 
06/25/19 

9:00am - 12:00pm 
100 Tormee Dr., Tinton Falls 

IT- Computer Room 

Word Advanced: Microsoft Office  
Team 

Members 

Tuesday 
06/25/19 

1:00pm - 4:00pm 
100 Tormee Dr., Tinton Falls 

IT- Computer Room 

Communicating with Impact TM 
Wednesday 

07/17/19 
9:00am - 12:30pm 

Corporate Human Resources 
1430 Rt.34, Wall 

Managing Multiple Projects & Priorities TM 
Wednesday 

09/11/19 
8:30am - 12:00pm 

Corporate Human Resources 
1430 Rt.34, Wall 

The Essentials of Excellent Customer 
Service 

TM 
Friday 

09/27/19 
9:00am - 12:30pm 

Corporate Human Resources 
1430 Rt.34, Wall 

Embracing Change TM 
Friday 

09/27/19 
1:00pm - 4:30pm 

Corporate Human Resources 
1430 Rt.34, Wall 

Essentials of Communication and 
Collaboration 

TM 
Thursday 
10/17/19 

8:30am - 12:00pm 
Corporate Human Resources 

1430 Rt.34, Wall 

Conflict Resolution and Confrontation 
Management 

TM 
Thursday 
10/17/19 

1:00pm - 4:30pm 
Corporate Human Resources 

1430 Rt.34, Wall 

Effective Teamwork Strategies TM 
Friday 

11/15/19 
1:00pm- 4:30pm 

Corporate Human Resources 
1430 Rt.34, Wall 
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The Learning & Development Department at Hackensack Meridian Health is authorized by IACET to offer 
CEUs (Continuing Education Unit credits) for each program.  Check with your professional organization 
for verification of CEU accreditation.  

 
 

 
 
 

 
 
Learning and Development Detailed Course Descriptions 
 

Course Description 

Communicating with 
Impact 

Many organizations focus on technical skills as all-important to success in the 
workplace. Yet strong interpersonal skills are equally essential in transforming 
individual contributors into exceptional performers who have a greater impact in 
their roles. 

This foundational course provides individuals with a powerful set of interaction 
skills that enables them to communicate more effectively with colleagues and 
customers and, in the process, build trust, strengthen partnerships, and achieve 
desired results. 

Conflict Resolution and 
Confrontation 
Management 

Unmanaged or poorly managed conflict in the workplace leads to reduced 
teamwork, cooperation, productivity and quality, as well as diminished 
employee commitment and morale. However, good conflict management skills 
can prevent these results. Successfully managed conflict can have a healthy, 
positive effect on your team and your organization. Well-managed conflict is an 
effective way to bring important issues to light and to open and strengthen the 
lines of communication and creativity with your team, boss, vendors and even 
customers. For you to be successful in your career, it’s important to develop the 
skills necessary to handle conflict and confrontation in an intelligent and 
effective manner. This course will give you insight on how to become proficient 
at handling conflict.  

How to register for a course in e-Learning:  
1. From the HMH intranet page or Team Meridian.com, navigate to Team Meridian University. 
2. Click on e-Learning in the content section of the page to enter Health Stream, our e-Learning delivery system.  
3. You will automatically log in.  
4. Search the course catalog or type in course title. 
5. Select a class and class date and click “Enroll”. 
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Course Description 

Effective Teamwork 
Strategies 

Teamwork is an essential competency in today’s business world. It is an important 
ingredient of successful organizations, and for that reason, it is important for 
everyone to work successfully with one another. However, effective teamwork 
doesn’t just happen- it takes good problem-solving, decision-making, communication 
and interpersonal skills.  

In this high‐impact training course, our expert trainers will give your team members 
time‐tested tips and techniques they can incorporate into their daily activities to 
help create an environment that will result in creative, effective and peak‐
performing teams. It will instill a passion that will allow them to rally other team 
members to high‐quality, top‐notch performances day after day. 

Embracing Change 

Effective teamwork doesn’t happen by accident. It requires each team member to 
consistently demonstrate good skill in these areas: conflict management, problem-
solving, decision-making and communication.  This workshop offers participants the 
opportunity to enhance their capacity in these skills, and become more effective in 
their interactions with colleagues.  It emphasizes the value of clear and open 
communication between team members and why it is critical to the team’s success. 

Essentials of  
Communication and 

Collaboration 

No matter what your job, you need the ability to work effectively with others. And, if 
you are also able to bring out the best in everyone you work with, the sky’s the limit 
for your success. Top executives repeatedly tell us that the employees who stand out 
are the ones with great communication and collaboration skills. In fact, most of them 
rank that capability higher than technical know-how.  In this course, you will learn 
how strengthening your collaboration skills will increase your personal productivity a 
hundred times over.   

The Essentials of 
Excellent Customer 

Service 

Customer service is a critical, must-have skill in today’s competitive business 
environment. People have a choice where and with whom they will do business. 
More than 90 percent of customers who are unhappy with the service they receive 
will never buy from that company again—worse yet, more than 95 percent of 
unhappy customers never tell a company they were displeased with the product, 
treatment or service they received, so there is no chance to correct problems or 
mistakes. This one-day course teaches real-world, practical, hands-on techniques 
and skills for providing quality customer service every day. Achieving customer 
service excellence is an ongoing process that requires an ongoing commitment and a 
lot of skill. 

Excel Advanced 

This class will introduce you to formulas and functions to help you build impressive 
spreadsheets with the applications built in capabilities. You will learn how to sort 
and filter your data, hide and secure your data and work with multiple spreadsheets 
at a time. You will learn how to create, analyze and communicate the value of your 
data with charts. 
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Course Description 

Managing Multiple 
Projects and Priorities 

Is this your situation?  

You are constantly faced with multiple projects and too many deadlines, all of which 
have top priority. Then, just when you think things are going smoothly, a crisis 
erupts, priorities change and the scramble is on. In the midst of this hectic activity, 
the daily work must continue. You have to return phone calls, attend meetings, 
prepare reports and schedules …as well as take care of all the other expected and 
unexpected interruptions that are part of your organization’s daily routine.  

If any of this sounds familiar to you, then this course was designed for you! 

Outlook Essentials 

Learn how to leverage the power of Microsoft Outlook to stay on top of all your 
important connections. In this course, you will be introduced to navigating your 
email messages, calendar, and contacts. You will learn how to quickly create, send 
and read email and organize your inbox; organize and add attachments and stay on 
schedule with calendars and tasks. Learn how to create contact lists and adding 
email signatures. Explore the Outlook interface and ribbon to see the many available 
features. 

PowerPoint 
Essentials 

In this PowerPoint Essential training, you will learn how to create, edit, and share 
PowerPoint presentations. We will look at how to build presentations from 
templates and how to build one from scratch. We will explore how to add and edit 
different types of content, like text, photos, graphs, video and even animations. 

Word Advanced 

Take advantage of word's Mail Merge feature to save time building customized 
documents. This course will help you to create personalized letters, envelopes, labels 
and even mail messages. It will show you how to use the Merge Tool add-in feature 
to add attachments to merged messages. Learn how to create a recipient list within 
Word or retrieve an existing contact list from Outlook and then use the list in mail 
merge to address labels and envelopes. 

 


