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Learn when it’s 
convenient for you!

USA offers students online certificate
programs, which means you can learn
anytime and anywhere it’s convenient
for you! These programs are designed
to provide the skills necessary to
obtain professional positions for
many in-demand occupations - all
within a three month delivery window.

• Online workforce development
• Begin when you wish & work at 

your own pace
• Web-based
• Highly interactive
• 24/7 access to expert instructors
• Programs in Medical Records,   

Paralegal Studies, Legal Transcription,
Office Skills AND MORE....
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On l i n e  L e a r n i n g

• Administrative Dental Assistant
Learn how to be vital part of a dental
pratice and work on behalf of the
patient and dentist. Program covers
dental terminology and anatomy, med-
ical records managment, accounts
receivable and reimbursement man-
agement, insurance and patient billing,
patient scheduling and procedural and
diagnostic coding. #08FMD899AG,
$1,595

• Administrative Medical
Specialist with Medical Coding
& Billing
Be a part of the medical industry
demand for individuals skilled in med-
ical office operations, billing and cod-
ing. This online program provides you
with the knowledge of medical billing
and reimbursement, an introduction to
the national diagnostic and procedural
coding systems,  medical terminology,
medical office computer software and
completing insurance forms.  Medical
coding covered includes CPT, ICD-9
and HCPCs. #08FMD900AG, $1,995

• Administrative Professional
with Microsoft Office
Specialist

Today more and more administrative

professionals are handling a wider vari-

ety of duties beyond traditional clerical

roles. This online Administrative

Professional with MOS course is

designed to give you the valuable skills

you will need to have a competitive

edge in today's workplace, including

training on the Microsoft Office Suite

of programs and optional training in

QuickBooks. Course objectives

include effective communication and

language usage, business correspon-

dence, leadership and management,

accounts payable and receivable and

inventory control. Microsoft programs

covered include Word, Excel,

PowerPoint, Access and Outlook.

#08FBU770AG, $1,995

For full details and demos of these online courses see
“Online Learning” at www.usacontinuinged.com
and choose “Programs through Gatlin Education Services.”

• Advanced Coding for the 
Physicians Office

This web-based program has been
designed to increase the skills of per-
sonnel in the front office, those coding
even the most extensive procedures.
Complete details in CPT-4, ICD-9 and
HCPCS coding, along with Correct
Coding Initiative (CCI), compliance
and reimbursement issues, E&M
guidelines and much more. This
course requires prior completion of a
Basic Coding class or the online AMS
program. #08FMD920AG, $1,395

• Advanced Hospital Coding 
& CCS Prep-Certified   
Coding Specialist

Increase your marketability by becom-
ing a Certified Coding Specialist
(CCS). Expand your ICD-9 and CPT-4
coding skills while preparing to sit for
the American Health Information
Management Association’s (AHIMA)
official certification exam.  This is not
an entry level course.  Completion of
the online AMS program or a basic
coding class is a prerequsite to
enrolling. #08FMD925AG, $1,695

• Bookkeeping the Easy Way
with QuickBooks
This online course introduces you to
the concepts of bookkeeping and
accounting using the theory of double-
entry bookkeeping. Through online
lessons with the assistance from expert
instructors you will gain an under-
standing of bookkeeping procedures
vital to developing and controlling a
business' financial activities.  You will
be posed with questions and problems,
as well as analytical situations
designed to explain not only the "how"
but also the "why" of bookkeeping
practices. The QuickBooks module of
this online course is designed to
demonstrate how to setup the software,
enter data accurately, and manage the
bookkeeping function for a small busi-
ness, including managing assets and
reports. #08FAC225AG, $1,695

• Medical Billing 
and Coding

Upon successful completion of the

Medical Billing and Coding course,

students will be prepared for an entry-

level position doing medical billing or

coding in a medical office setting and

will be prepared to sit for the CCA

national certification exam. This

course will provide you with the skill

set and expertise that will make you

irresistible to prospective health care

employers.  08FMD926AG, - 24.0 CEU,
$1595

New!
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For full details and demos of these online courses see

“Online Learning” at www.usacontinuinged.com
and choose “Programs through Gatlin Education Services.”

• Certified Bookkeeper
Program, AIPB Certification
Increase your earning potential,
enhance your professional status and
gain a decisive edge in today’s job
market by becoming a Certified
Bookkeeper. This course for experi-
enced bookkeepers only, leads to
national certification with the
American Institute of Professional
Bookkeepers (AIPB). #08FFI115AG,
$1,795

• Coding, Reimbursement &
Documentation for Physicians
This course is designed to teach  physi-
cians  how to maximize their reim-
bursement through proper coding and
compliance. Evaluation and
Management documentation can be
your worst nightmare, but with this
course you receive detailed specifics
needed for multiple or single organ
system examinations. Teaching physi-
cian guidelines along with most recent
changes will also be covered.
#08FMD921AG, $895

• Digital Arts Certificate
Through course projects, you will
apply learned objectives in digital art
studies, retouching, compositing, illus-
tration, identity design, color matching
and composition studies, photorealistic
imaging, color correction and art exhi-
bition development. This online pro-
gram also includes a course teaching
the professional applications Photoshop
and Illustrator or equivalent digital
imaging and vector drawing tools.
Each course in this certificate is
instructor-led, project-based and com-
pleted at your own pace. Expert
instructors provide critique and feed-
back within one to two business days,
helping you build a design portfolio for
perspective employers or clients.
Photoshop and Illustrator software is
not included in course fee; you must
purchase each on your own.

08FPH109AG, 22.5 CEU, $3195

• Entrepreneurship:  Start-Up 
and Business Owner 
Management Online 
Program

Interested in starting, owning and oper-
ating a business? This online program
provides an excellent foundation for
not just the start-up business owner, but
also the business owner or manager
wanting a further understanding  essen-
tial principles associated with owning
and operating a start-up or on-going
business. The program includes
Business Plan Development, Positioning
For and Finding Financing, Legal Issues
in Operations, as well as Buying and
Selling a Business. Grow in your
understanding of financial and account-
ing terms, gain confidence and improve
your communication skills.  All
required textbooks included. 
#08FBU568AG, $2,195

• Global English
This nationally recognized online

course and training program is

designed for students who want to learn

or improve their English language

skills.  It is designed to accommodate

all levels of students in both general

and business English.  The Global

English Program gives you a 12-month

license, with unlimited hours, to access

up to 14 courses for a full year.  You

will be assessed upon registration and

placed in the course that matches your

level of proficiency. The course will

cover listening, speaking, reading and

vocabulary at a foundation level, then

build on that foundation in the areas of

general and business English.  The gen-

eral and business English components

are each covered at intermediate and

advanced levels.

08FED230AG, CEU, $595

• HIPAA Compliance
This compliance course provides an
overview from a healthcare profes-
sional’s viewpoint and specifically
focuses on the HIPAA privacy regula-
tions. This course was designed to sat-
isfy the mandatory training component
of HIPAA Privacy for healthcare
organizations. This course is three
hours and licenses for four staff mem-
bers is included in the course fee.
#08FMD915AG, $599

•  ICD-10 Medical Coding: 
Preparation and Instruction 
for Implementation

This online program will show you how to
prepare for and implement the massive
changes to the existing coding system.
You will gain a comprehensive
overview of the changes in store for
both diagnostic and procedural medical
coding along with detailed information
on the impacts of the medical coding
changes to coders, healthcare staff,
physicians, software systems, docu-
mentation and information technology.
Structural changes to coding, terminology
and functionality between ICD-10 and
ICD-9 will be compared along with the
identification of strategies for training
personnel on the delivered changes.
#08FMD329AG, $1,595

• Medical Transcription 
Certificate

Medical Transcription (MT) is among
the 10 fastest growing occupations in
the U.S. MTs are skilled in medical lan-
guage and healthcare documentation,
interpret and transcribe recorded dicta-
tion of patient assessment and treatment
by physicians. This program gives you
knowledge of medical terminology,
basic human anatomy and proficiency
in transcription of medical reports.
Digital transcription equipment includ-
ed in course fee. #08FMD950AG, $1,595

““  II  rreeaallllyy  lliikkeedd  hhaavviinngg  tthhee  ssttuuddeenntt  bbuulllleettiinn  bbooaarrdd  ssoo  II  ccoouulldd  ttaallkk  ttoo  ootthheerr  ssttuuddeennttss
ttaakkiinngg  tthhee  ssaammee  ccllaassss  aanndd  ggooiinngg  tthhrroouugghh  tthhee  ssaammee  tthhiinnggss  II  wwaass..””

--  BBrrooookkee  AAlllloo,,  
MMeeddiiccaall  TTrraannssccrriippttiioonn  CCeerrttiiffiiccaattee  
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On l i n e  L e a r n i n g
For full details and demos of these online courses see

“Online Learning” at www.usacontinuinged.com
and choose “Programs through Gatlin Education Services.”

• Non-Profit Management
Certificate Program

The Non-Profit Management Training
Program is particularly well suited for
anyone in the non-profit field who has
recently assumed management respon-
sibilities, anyone who is working in a
non-profit organization, or anyone
who wants a basic and introductory
perspective on some of the unique
issues facing management of a non-
profit organization. This certificate
program consists of 10 modules geared
to provide the basic and essential
information in a timely manner
designed to fit your busy work and
family schedules. You will examine
the fundamental and introductory prin-
ciples of non-profit management as
well as the roles and responsibilities of
a nonprofit board of directors and the
management team, examine the essen-
tial aspects of fundraising, and become
acquainted with the fundamentals of
the budgeting process.  Required text-
books included.

#08FBU389AG, - 30.0 CEU, $2095

• Payroll Practice & 
Management

Due to changing IRS and employment

regulations, the field of Payroll

Accounting is one of the fastest growing

areas of today's business world. This

online program will instruct payroll pro-

fessionals in all facets of payroll duties

from the basics to the intricate areas of

fringe benefits, taxation and garnish-

ments. If you are a beginner, this  online

program will give you the skills and

knowledge of rules and regulations

required to understand this field. For

experienced students, you will increase

your skills. This program is an excellent

review for the Certified Payroll

Professional exam given by the

American Payroll Association.

#08FAC215AC, $1,595

• Pharmacy Technician
This program successfully prepares
you for an entry-level pharmacy posi-
tion with courses in pharmaceutical
terminology, basic anatomy relating to
pharmacology, and pharmaceutical
measurements.  It also requires a 20-
hour clinical rotation in both a retail
and hospital pharmacy. Upon comple-
tion you will be prepared to pass the
National Certification Exam offered by
the Pharmacy Technician Certification
Board. #08FMD960AG, $1,795

Need help paying for your online course?
Consider a Sallie Mae Continuing Education Loan.

The Sallie Mae Continuing
Education Loan is a private, credit-
based loan that provides financing
for postsecondary students not
seeking degrees and for part-time,
degree-seeking students.

• You must be a U.S. citizen or 
permanent resident and have an 
established credit history.

• The institution you are attending 
must be licensed or accredited by 
the department of education in the 
states in which they do business.

Key Features of
Sallie Mae Loans

• Competitive Rates

• Flexible terms

• Interest-only payments available

• Defer payments for up to 12 mos.

• No prepayment penalty

• Minimum loan $1,000

• Payment begins 30 days after 

disbursement

• Add’l 60% of the tuition can be 

included in loan for other 

associated educational costs

• Sallie Mae’s personalized service

Apply online at:
www.sal l iemae.com/cel
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• Records Management
Learn how to successfully develop and

maintain a records management sys-

tem in your office. This course pro-

vides an overview of records manage-

ment terminology, key concepts and

procedures.  Investigate the legal

issues and administrative policies to

conduct a  records inventory, deter-

mine vitality of records and develop a

retention schedule through various fil-

ing methods, coding systems, media

storage equipment, and disaster recov-

ery methods. #08FBU585AG, $1,395

• Revenue Cycle
Management for Healthcare
Providers
This course is designed to help physi-

cians or upper level medical office

managers develop an understanding of

the components of the revenue cycle,

the best methods of benchmarking per-

formance and proven methods of

inproving cash flow.  You will also

learn about the latest technology and

government regulations related to rev-

enue cycles. You should have a work-

ing knowledge of medical billing prac-

tices, medical coding and medical ter-

minology. #08FMD901AG, $895

• Veterinary Assistant
Through this online certificate pro-

gram you will not only learn how to

care for healthy and sick animals,

assist with surgical and treatment pro-

cedures, but also learn administrative

duties such as fee collection and

accounts payable. This online program

also covers the interpersonal commu-

nication skills necessary to successful-

ly interact with clients and their ani-

mals, as well as assisting the veterinar-

ian during examinations and proce-

dures. #08FMD890AG, $1,795

• Video Game Design &
Development
Develop your hobby with video games

into a career with this program. This

eight-module curriculum covers pro-

gramming language, mathematic skills,

3D graphic pipeline programming,

real-time game engine architecture and

artifical intelligence algorithms. Using

a comprehensive and analytical

approach, this program takes you

through concept design to implementa-

tion of your video game idea.

#08FCP070AG, $1,695

• Web Design Training
This online Website Design training

program focuses on developing the

visual graphic and information design

skills required to create compelling

Web sites. As a student, you'll gain pro-

ficiency in the software programs that

every Web designer needs to know:

Adobe Photoshop, Fireworks,

Dreamweaver, and Flash. Hands-on

projects focus on essential skills and

provide experience in professional

Web design project scenarios. Class

assignments include digital retouching

and compositing, XHTML page

markup, CSS-based layout and typog-

raphy, home page and navigation

design, Flash graphics and animations,

mouseover effects, competitive analy-

sis, site maps, wireframes, mood

boards, color palettes, blog layout, and

portfolio site design.

#08FCP530AG, 22.5 CEU, $3295

• Wedding Planner
Discover how you can be a part of the

exciting business of wedding planning

as a planner or coordinator.  This com-

prehensive online certificate program

will teach you everything an aspiring

planner needs to know to get started in

the business. Your assignments are

tools that you will be able to utilize in

your business including contracts,

business packages, profiling templates

for new clients and tools for designing

a signature wedding such as fabric

boards, design displays and presenta-

tion tools.  This online program will

also cover how to market your plan-

ning services through bridal shows,

websites, and public relations.

#08FCP660AG, $1,395

• Interior Design: 
Online Certificate 
Program

This nationally recognized Interior
Design online course is an exciting
interactive certificate program where
you will learn to create spaces for living,
working and enjoyment. The program
focuses on design theory, design
process methods and design studio
work.  The learning sequence study
included are the design elements and
principles, color theory, programming,
space planning and the design of resi-
dential, commercial and retail spaces.
#08FHM248AG, $2395

For full details and demos of these online courses see
“Online Learning” at www.usacontinuinged.com
and choose “Programs through Gatlin Education Services.”

““TThhee  tthhiinngg  II  eennjjooyyeedd  mmoosstt  aabboouutt
tthhee  VVeetteerriinnaarryy  TTeecchhnniicciiaann  ccoouurrssee
wwaass  bbeeiinngg  aabbllee  ttoo  ccoonnssttrruucctt  mmyy
ssttuuddyy  ttiimmeess  aarroouunndd  mmyy  oowwnn  
sscchheedduullee..””

--  MMoonniiccaa  AAssssoolliinnii
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For full details on these online courses see

“Online Learning” at www.usacontinuinged.com
and choose “JER Online  Workforce and Career Training Course Catalog.”

• Introduction to Law  
Legal systems exist to serve the inter-

ests of the citizenry. Laws under such

systems can deal with the public and

private safety and health of citizenry,

the means to resolve problems among

parties, certain ownership interests

which the law recognizes and protects,

and the legal systems of different

nations. 

#SAL2802-A, $159

• Contract Law**
By creating rules about what consti-

tutes contracts (basic contract law),

society describes those agreements that

help a society to conduct business.

Specialized rules apply to sales and

lease contracts.

#SAL2802-B, $159

• Legal Transcription Training
This Online Legal Transcription

Training Program provides the most

current and effective way to become a

legal secretary-transcriptionist. You

will learn about the profession, how a

law office works, fundamentals of law,

court systems litigation, and specialty

law. In addition the student in this

course will learn the ins and outs of

legal dictation resulting in mastery of

the subject. #SAL2803, $974

• Ethics and the Law**
Attorneys and paralegals need to

engage in ethical behavior, because of

the duties they owe to their clients and

to the legal system. They have access

to clients` information or property or to

information disclosed with an expecta-

tion of confidentiality. Therefore, attor-

neys and paralegals need to appreciate

the degree to which they have a duty to

act so as best to serve a client`s inter-

ests and to advance the interests of jus-

tice. #SAL2802-E, $159

• Business Organizations 
and the Law

By allowing for the creation of differ-

ent kinds of business organizations,

society ensures that different kinds of

businesses can exist to meet the differ-

ent demands of the marketplace. These

business organizations may appoint

individuals to act on their behalf. They

also must abide by certain minimal

standards regarding working condi-

tions. #SAL2802-C, $159

• Property Regulation and
Commercial Paper**
To allow for the more orderly transfer

of legal interests, societies have creat-

ed laws that describe the different

types of interests and how to transfer

such interests. This course focuses on

property interests, the impact of gov-

ernment regulations and how to create

and use negotiable instruments.

#SAL2802-D, $159

• Essential Spanish
Welcome to this new online Spanish

course. Intended for native speakers of

English who wish to acquire sufficient

Spanish to make a trip to a Spanish-

speaking country with confidence.

Acquire speaking, listening, reading

and writing skills which will be more

than enough to get you through most

situations you will encounter. You will

be tested on Listening, Reading and

Writing. Spoken words will not form

part of your assessment. Fully support-

ed by online tutors, who will monitor

and guide your progress and offer indi-

vidual support with email contact reg-

ularly to help with any problems.

Requires Macromedia Flash Player

(6.0 or later, std. with latest version of

Internet Explorer). 

#SAL400D, 2.4 CEU, $24

** These online courses qualify for the USA Center for Continuing
Education Paralegal Studies Certificate Program.

CAREER CAREER 

TRACK TRACK 

TRAININGTRAINING

CERTIFICACERTIFICATES TES ANDAND

COURSESCOURSES

Our program features high-quali-
ty instructor-led and self-directed
online courses and certificates
Choose a course of study from
our online course catalog and
take your learning needs to a
new level. Enroll today (start any-
time) or choose from a fixed start
date. University of South
Alabama online catalog in asso-
ciation with JER Group, Inc.
offers courses in over 45 different
subject areas.

All that is needed to take our
courses is an email address, web
browser and reliable Internet
Access.

Jump start your career today by
viewing our available online

course offerings.

Learn 
anytime 

from 
anywhere.
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• German Language Training
Guten Tag! Take advantage of this

online, interactive course to learn the

official language of Oktoberfest! This

course addresses all the skills critical

to language learning: reading, writing,

listening, speaking, vocabulary, gram-

mar and culture.  This online program

offers you support at each step of your

learning, including a placement test to

determine your level.**

#SAL1443, $299

• Dutch Language Training
This online course is the only solution

that offers you flexible, engaging and

comprehensive training in the Dutch

language. In addition to receiving sup-

port at each step of your learning, you

will benefit from a personalized course

of 750 hours from beginner to advanced

levels based on your preference of gen-

eral or business language.**

#SAL1446, $299

** Due to the interactive nature
of these online courses, your
computer must meet the mini-
mum configuration standards
of:

•  PC or compatible

•  700 MHz Processor

•  192MB RAM

•  Microsoft Windows« NT4/2000/XP

•  30MB available on hard disk

•  16-bit Windows«-compatible sound 

card

•  16 million-color graphics card and 

1024x728 display

•  Internet Explorer« 5 or higher

•  Microphone and speakers or headset

•  128 Kb/s Internet connection

•  Valid email address

• From Beans to Brew: 
Creating Characters

Have you ever wondered how writers

develop your favorite characters in

their books? This online course will

explore character development from

birth to death and how to create believ-

able and life-like characters. You will

utilize hands-on techniques to explore

your own life and those around you for

inspiration and details for your own

novel characters. #SAL209, $79

• Legal Nurse Consulting 
Certificate Program

This online course is a preparatory

course for clinical practice as a Legal

Nurse Consultant and for preparation

for national certification examinations

offered by various associations. The

only requirement for enrolling in this

program is state registration as a

Registered Nurse. It also provides an

excellent means to obtain an education

credential in legal nurse consulting and

meet continuing education require-

ments for re-certification as a legal

nurse consultant.  #SAL2850, $1,200

• Medical Secretary   
Certificate Program

This program provides educational

opportunities for those interested in

working as a medical secretary in sin-

gle or multi-physician practices or

large healthcare and allied health

organizations. In addition to adminis-

trative skills, medical secretary stu-

dents receive specialized training in

medical terminology, anatomy, med-

ical transcription, medical billing and

word processing.  Career opportunities

are best for those with formal training

in the use of computerized office

equipment and software as well as

excellent interpersonal communication

skills.  #SAL2900, $1129

• Typing Pal:  Online Typing
Course
Improve your productivity on a com-

puter keyboard with this fully-cus-

tomized online program that suits

beginners as well as those with more

keyboard experience. Keep track of

your progress and performance with

simple and detailed statistics. Fast-

track your keyboarding success in just

five days with this self-directed activi-

ty or you can take more time if needed

to get up to speed. #SAL2902, $99

• Business Writing Basics
Writing is a part of everyday life, par-

ticularly in the work setting. This

course will help you avoid common

grammar and spelling blunders and

outline ways you can make your writ-

ing more persuasive and professional.

IMPORTANT NOTE: INTERNET

EXPLORER (IE) BROWSER REQUIRED

Netscape or other browsers unaccept-
able for this training.
#SAL3411,  $27

““II  lloovveedd  tthhaatt  II  ccoouulldd  ffiinniisshh  iitt  aatt  mmyy
oowwnn  ppaaccee..  IIff  II  hhaadd  qquueessttiioonnss,,  II  nnoott
oonnllyy  hhaadd  mmyy  iinnssttrruuccttoorrss  bbuutt  tthhee
ccllaassss  mmeessssaaggee  bbooaarrdd  aass  wweellll..””

--  MMoonniiccaa  MMccEEllrrooyy

For full details on these online courses see
“Online Learning” at www.usacontinuinged.com

and choose “JER Online  Workforce and Career Training Course Catalog.”
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On l i n e  L e a r n i n g
VViiss ii tt   wwwwww..uussaaccoonntt iinnuuiinnggeedd..ccoomm//oonnll iinnee  lleeaarrnniinngg

aanndd  cchhoooossee   JJEERR  OOnnll iinnee  WWoorrkkffoorrccee   &&  CCaarreeeerr   TTrraa iinniinngg  CCoouurrssee   CCaattaa lloogg
ffoorr   eeaassyy  eennrrooll llmmeenntt   iinn  tthheessee   cc llaasssseess ,,   pplluuss   mmoorree   ttoo  cchhoooossee   ff rroomm!!   

PPrrooffeessss iioonnaall   DDeevveellooppmmeenntt
Ef fect ive  Communicat ion
Ef fect ive  Se l l ing
Coaching & Counse l ing
Conduct ing Per formance Rev iews
Conf l ic t  Intervent ion
Deal ing wi th Di f f i cu l t  Customers
Disc ip l in ing & Redi rect ing
Employees
Succeeding as  a  Superv i sor
Interv iewing Job Candidates
Set t ing Per formance Goals  &
Expectat ions

TTeecchhnniiccaall   WWrrii tt iinngg
Int ro  to  Technica l  Wr i t ing
Wri ters  a t  Work :  A  Rev iew for
Profess iona l s
Graphics  for  Technica l  Wr i ters
Cert i f i cate  in  Technica l  Wr i t ing

TTrraavveell   && TToouurr iissmm
Tak ing Of f  in  Trave l
Trave l  Sa les  & Trends
ARC Documents
Se l l ing Vacat ion Packages  & Tours
Hote l s  & Lodging
The Cru i se  Market
Automated A i r  Reservat ions

FOR EXPERIENCED HR 
PROFESSIONALS:

For up to eight hours of
PHR/SPHR re-certification credits,
the following courses are available:

• ADA Training & Certification Program     

• COBRA Training & Certification  
Program

• FLSA Training & Certification Program

• HIPAA Privacy Training & 
Certification Program

• 401(k) Training & Certification Program  

• Cafeteria Plan Training & 
Certification Program

• OSHA Training & Certification Program  

• Employment Closure Training & 
Certification Program 

CCoommppuutteerr   && AAppppll iiccaatt iioonnss
A+ Cert i f i cat ion for  PC Technic ians
Computer  Repa i r
Windows NT
Microsof t  Pro ject  2000
Pa lm Organizer
Lotus  Notes  5 .0
Visua l  Studio.NET & ASP.NET
Java
L inux
OO Analys i s  & Des ign wi th UML
Flash
Frontpage 2000 & 2002
F i reworks  MX

EE--CCoommmmeerrccee  &&  EE--MMaarrkkeett iinngg
Success  in  Bu i ld ing an E-bus iness
E lect ronic  Commerce -  Int ro ,
St rateg ies  & Secur i ty  I s sues
E-Market ing 1.1
Advanced E-mai l  Market ing
Cert i f ied eMarket ing Assoc iate
(CeMA)
Search Engine Training Workshop 
Advanced Information Page Creation
Engine Positioning Strategies

MMaarrkkeett iinngg  && SSaalleess
Sa les  Mgmt St rateg ies  & Tact ics
Clos ing the Sa le
Creat ing an E f fect ive  Sa les  Team
Master ing Cold Ca l l s
Negot iat ing for  the Sa les
Profess iona l
Qual i fy ing Sa les  Prospects
Deve loping a  St rateg ic  P lan
Se l l ing wi th an Unfa i r  Advantage

CCaarreeeerr ,,   TTeelleeccoommmmuutt iinngg,,
OOrrggaanniizzaatt iioonn
Job-Seekers  Workshop
5-Quick  Steps  to  Te lecommut ing
Interv iew L ike  a  Profess iona l
Gett ing the Job Of fer  You Want
Cover  Let ters  That  Get  Resu l t s
Resume Wr i t ing

CCuull iinnaarryy  AArrttss   EEdduuccaatt iioonn
Int ro  to  Food Handi lng:  Sa fety  &
Sani tat ion
Int ro  to  Contro l l ing Costs  to
Make Your  Restaurant  Prof i tab le

CCuussttoommeerr  RReellaattiioonnsshhiipp
MMaannaaggeemmeenntt
Bui ld ing St rong Customer
Re lat ionsh ips
How to Master  Customer  Serv ice
Cert i f ied Help Desk  Profess iona l
Cert i f ied Help Desk  Di rector
Cert i f ied Ca l l  Center  Profess iona l
Cert i f ied Knowledge Management

MMaannaaggeemmeenntt
ISO 9001:  2000
Six  S igma -  Green & B lack  Be l t
Intercu l tura l  Bus iness  Et iquette
St rateg ic  P lanning & Mgmt
Profess iona l  Network ing
Venture  Creat ion
Prevent ing Sexua l  Harassment
Fundamenta l s  o f  HR Mgmt
Cert i f i cate

FFoorree iiggnn  LLaanngguuaaggeess
Dutch,  Engl i sh ,  F rench,  German
Ita l ian & Spanish

OOSSHHAA,,   DDOOTT,,   EEPPAA
DOT Hazardous  Mater ia l s
Transportat ion
Hazardous  Waste  Mgmt
Shipping In fectous  Substances
Safety  Di rector  Program
Laboratory  Audi t  Essent ia l s
OSHA Tra in ing & Cert i f i cat ion
OSHA 8-Hr  Hazwoper  Ref resher
Hazard Communicat ion (HazCom)
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Cer t i f i ca te & Onl ine Program Appl i cat ion

Date: 

Please check the certificate program you are applying for:

� Accounting Assistant � Administrative Assistant
� Medical Off ice Manager � Executive Secretary
� Paralegal Studies � Photography
� Online Program: (t it le)

Personal Information:

Name:

Address:  

City/ State/ Zip: 

Day Telephone: Evening Phone: 

Email Address: Cell :

Employment Information:

Employed By: 

Number of years of employment in a related f ield ( if  applicable): 

Br iefly describe your experience in related work:  

Br iefly describe experience in supervisory work: 

Educational Background: (Highest degree attained)

High School Diploma: Inst itution: _________________Date: ___________

Associate Degree:_______ Inst itution: _________________Date: ___________

BA or BS Degree: _______  Inst itution: _________________Date: ___________

Masters Degree:  _______  Inst itution: _________________Date: ___________

Other: 

List any course(s) you have taken and passed within the last three years which you
think might apply towards this certificate program (include transcript/ verification letter):

Course: ______________ Institution: _________________ Date: ___________

Course: ______________ Institution: _________________ Date: ___________

Course: ______________ Institution: _________________ Date: ___________

Application Information:
A high school diploma, GED certificate or college grade report is required for admission*. To apply,
send completed application form, copy of diploma, and $25 nonrefundable application fee to: 

University of South Alabama Special Courses, 
2001 Old Bay Front Drive, Mobile, Alabama 36615-1427. 

* Not required for Photography Certificate.

Use this form to apply for any certificate programs described throughout this catalog. For more
information about the certificate programs or availability of courses, please call (251)431-6405.

Courses taken prior to certificate declaration may be applied to a certificate program with 
a one-year grace period, with retroactive payment of the certificate application fees.

USA Certificate Programs provide: 
•Instructors who are subject matter experts  
•High quality instruction
•Current materials and information 
•Skill based learning 
•Transferable to the job

If you are exploring new career opportunities or
wish to enhance your present career, USA
Special Courses offers six certificate programs.
Excellent educational alternatives, these non-
degree programs take an average of two years
to complete, provide hands-on "real world"
applications, and are taught by practicing
professionals in their respective fields. Choose
your area of interest from the following:

•Accounting Assistant
•Administrative Assistant
•Paralegal Studies
•Medical Office Manager
•Photography
•Executive Secretary
•Online Certificate Programs

Details about each certificate program are
described on the following pages. Required
and elective courses are given. The application
form on this page may be used to apply for
any certificate program. In addition:

1. Students working on two or more certificate
programs may not apply the same required
and elective courses to more than one
program. Substitutions must be made in order
to meet minimum classroom contact hours. 

2. Certificate programs must be completed by
the student within five years from the date of
the first class taken. (Effective Fall Term 1989)
Exception: Photography three (3) years.

3.  Students are under the certificate curricu-
lum in effect at the time of their application
into the program until they finish the program.
Course changes made after the application
DO NOT affect your curriculum requirements.

4. Courses taken prior to certificate declara-
tion may be applied to a certificate program
with a one-year grace period, with retroactive
payment of the certificate application fees.

5. Students usually take two to three years to
complete a certificate program. The pace is
determined by the student's personal needs
and schedule. Please note that many courses
include time consuming homework
assignments.   




