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Join us for a week of FREE training showcasing workshops, information sessions, and learning
opportunities for City employees of all levels and professional disciplines. Attending the EXPO involves
more than just discovering learning opportunities. Participants can meet with consultants who are
leaders in their fields of expertise, participate in new course offerings, and network with fellow City
colleagues. There are over 40 unique sessions at EXPO 2015 that highlight the many available programs
in all of Citywide Learning & Development’s portfolios.

Registration:
EXPO events are open to all agency staff. There is no cost to attend, but applicants must pre-register

through their agency training liaisons and receive confirmation to attend. The application for EXPO
classes is located on the last page of this brochure.

Location:
Citywide Training Center

1 Centre Street, 24th Floor South
New York, NY 10007
212-386-0005
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EXPO 2015 Schedvule at a Glance

THURSDAY, JANUARY 8

9:30 a.m. —12:30 p.m.

e Cross Functional Collaboration

Lean Six Sigma: Streamlining Your Work
PowerPoint 2013 - The Essentials

Tactical Communication

1:30 p.m.—4:30 p.m.
e Breaking the Cycle of Procrastination

Performance Management
Your Role in Implementing Change

MONDAY, JANUARY 12

9:30 a.m. —12:30 p.m.

e Creative Problem Solving
Corruption Prevention Awareness
Developing Talent through the Public
Service Corps (PSC)
PowerPoint 2013 — The Essentials
Writing Effective Emails

1:30 p.m. - 4:30 p.m.
e Defining Procurement/Business
Requirements
e Getting Results When You Aren’t in
Charge
e PowerPoint 2013 — The Essentials
e Mac Fundamentals

Data Analysis - Using the NYC Open Data Portal
Developing Talent through the Public Service Corps (PSC)
Honoring Public Service in City Government

Pursuing an Advanced Degree with MGSP

Data Analysis - Using the NYC Open Data Portal

Degree Fast-Track Programs: LIU/Murphy School
Motivating Yourself for Professional Success

FRIDAY, JANUARY 9

9:30a.m.-12:30 p

Conflict Resoluti

10:00 a.m. -12:00

.m.

on

p.m.

A Safe Drive with NYC Fleet
Becoming a Human Resources Professional

Getting Started with Access 2010

Honoring Public Service in City Government
Managing Stress
Successful Letter and Memo Writing

e Project Management Professional (PMP) Certification

1:30 p.m.—4:30 p.m.

Winners
Grammar Basics

2:00 p.m. -4:00 p.m.
e CompTIA Certifications

TUESDAY, JANUARY 13
9:30 a.m. —12:30 p.m.
e Degree Fast-Track Programs:
LIU/Murphy School
e Excellence in Customer Service
e Neuroleadership
9:30 a.m. —-11:30 a.m.
e MS Office Suite 2013: A Powerful Tool at
your Workplace
10:00 a.m. —12:00 p.m.
e Agency Training Liaisons: Let’s Meet at
the CTC

12:30 p.m. —-2:30 p.m.
e MS Office Suite 2013: A Powerful Tool at
your Workplace
1:30 p.m. - 4:30 p.m.
e Powered by DEM: NYC Energy Initiatives
e Pursuing an Advanced Degree with
MGSP
e Thinking Like a Consultant
3:00 p.m.—-5:00 p.m.
e MS Office Suite 2013: A Powerful Tool at
your Workplace
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Building Tomorrow’s Workforce Today
Government Innovation and Design: Fred Hayes Prize

Fundamentals of Supervision
Managing Stress
SMART Board Basics

WEDNESDAY, JANUARY 14

9:30 a.m. - 12:30 p.m.

Bought for You by OCP

Brilliant Briefings

Communication Strategies for the
Administrative Professional

Digital Citizenship

Excel 2013 — The Essentials

The New Green Book: What are the
New Internal Control Standards All
About?

The Value of Mentoring Employees
World Café: Inter-generational
Dynamics

1:30 p.m. - 4:30 p.m.

58 Little Things that Have a Big Impact:
MicroTriggers

Corruption Prevention Awareness
Excel 2013 — The Essentials

iPad at Work: Essential Tools for
Getting the Job Done!

The New Green Book: What are the
New Internal Control Standards All
About?

SMART Board Advanced Training
Structured Interviewing



Thursday, January 8, 2015
9:30a.m.—12:30 p.m.

Cross Functional Collaboration

Collaboration is a critical component within teams, across programs, and among organizations. At this EXPO workshop
we’ll define collaboration and its core principles and explore the complexities, the opportunities, and the desired
conditions and skills needed for successful collaboration in our work environment.

Target Audience: Leaders, Managers and Supervisors

Data Analysis — Using the NYC Open Data Portal
One of the greatest challenges managers face today is making sense of the data they already have. Being able to quickly

and efficiently summarize and analyze data is essential to making better business decisions. This EXPO session will
highlight a few of the most effective techniques in summarizing and displaying data to extract actionable intelligence
quickly and accurately; and will also introduce participants to the NYC Open Data Portal.

Target Audience: Managers, Supervisors, and Team leaders involved in data analysis

Developing Talent through the Public Service Corps (PSC)

This EXPO session will provide an overview of the Public Service Corps (PSC) Program offered through Citywide Learning
& Development. Participants will learn how the PSC Program can assist their agencies and the work they do, while also
allowing students to gain job experience.

Target Audience: Managers and Supervisors

Honoring Public Service in City Government

For over fifty years the Hundred Year Association has recognized New York City employees for outstanding work on the
job and within the community. Meet the 2015 winners of the Association’s Isaac Liberman Public Service Award to hear
about the exceptional work currently taking place within City agencies and the inspiration behind it.

Target Audience: Staff at all levels

Lean Six Sigma: Streamlining Your Work

Lean Six Sigma (LSS) provides tools and techniques to streamline tasks, improve time management, and produce higher
quality work while providing exceptional service to internal and external clients. These tools, originally developed at
Toyota and Motorola, are now used in government and higher education. At this EXPO seminar, participants will be
introduced to LSS to learn proven methods for being more creative and resourceful when performing daily and long-
term project tasks in their agencies. These methods, including eliminating wasteful task steps will result in individuals
performing with increased ease, efficiency and quality.

Target Audience: Managers, Supervisors, Project leaders and employees who are performing a leadership role

PowerPoint 2013 — The Essentials
In this EXPO session, participants will learn how to create, edit, and build a content-rich presentation that includes text,

images, animations, and web links. We will look at how templates, themes and slide formatting can ease construction
and ensure consistency of presentations.
Target Audience: Staff at all levels
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Pursuing an Advanced Degree with MGSP

This EXPO session will provide an overview of the Mayor’s Graduate Scholarship Program (MGSP). The program is open
to current, full-time New York City employees (provisional, per diem, and permanent) having earned
undergraduate/graduate degrees to study at participating accredited colleges/universities within the metropolitan
area. Scholarships are competitive and the awards are solely determined by the participating schools. Come learn about
the application process and how MGSP can help you.

Target Audience: Staff at all levels

Tactical Communication

This EXPO workshop will allow participants to learn and practice the communication skills and techniques needed for
handling difficult work issues with candor, tact, and sensitivity. It explores complex situations such as dealing with
tensions among team members and enforcing agency policies. Participants will practice communication skills for
neutralizing and defusing potential altercations.

Target Audience: Staff at all levels

Thursday, January 8, 2015
1:30 p.m.—-4:30 p.m.

Breaking the Cycle of Procrastination

Procrastination interferes with our productivity and causes stress. Whether you procrastinate occasionally or find that it
is interfering in a major way with your ability to reach your goals, this EXPO workshop is for you. Participants will learn
ways to overcome procrastination and make better use of their most precious resource: TIME.

Target Audience: Staff at all levels

Data Analysis — Using the NYC Open Data Portal

One of the greatest challenges managers face today is making sense of the data they already have. Being able to quickly
and efficiently summarize and analyze data is essential to making better business decisions. This EXPO session will
highlight a few of the most effective techniques in summarizing and displaying data to extract actionable intelligence

quickly and accurately; and will also introduce participants to the NYC Open Data Portal.
Target Audience: Managers, Supervisors, and Team leaders involved in data analysis

Degree Fast-Track Programs: LIU/Murphy School

This EXPO session will provide an overview of the Fast-Track undergraduate and graduate opportunities with our
partners at LIU and CUNY. Join us to learn about the Public Administration Certificate Program offered by The Murphy
Institute at CUNY and the Public Administration Program of LIU’s Brooklyn School of Business, which offers courses
leading to a Masters of Public Administration (MPA) degree.

Target Audience: Staff at all levels
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Motivating Yourself for Professional Success

Personal motivation is the key to all human success. Where do you want to be in life? What are the required attitudes
and thoughts and the actions you should take to raise your level of personal and professional skill and efficiency?
Explore what actions you can take to overcome personal and professional stumbling blocks and see how creative
thinking, effectual decision making, and personal motivation can determine the destiny you create.

Target Audience: Staff at all levels

Performance Management

This introductory session will focus on best practices for setting standards, expectations, and goals for optimal
performance. It will also provide participants with methods to reinforce positive results while addressing performance
gaps. Participants will examine their own work environments, in which performance may be faltering, and devise action
plans for maximizing high performance outcomes.

Target Audience: Managers and Supervisors

Your Role in Implementing Change

In today’s organizations, the rate of change has never been more rapid or more constant. People rarely welcome
change. As human beings we tend to be adverse to change and, in a world which is increasingly changing at an alarming
rate, people can be skeptical and resistant to anything that threatens the status quo of their working lives. In this EXPO
session managers and supervisors will examine the change process to understand their role in implementing change to
ensure that transformation is done carefully, sensitively and collaboratively.

Target Audience: Managers, Supervisors, and Team leaders involved in change management or implementation

Friday, January 9, 2015
9:30 a.m.—12:30 p.m.

A Safe Drive with NYC Fleet
Join us at the EXPO session to learn about the exciting initiatives NYC Fleet is taking part in for our City. NYC Fleet assists

with the new Vision Zero efforts, including defensive driving training, the Vision Zero plan, the new speed limit and many
other aspects.
Target Audience: Staff at all levels

Becoming a Human Resources Professional

This information session will provide an overview of the Human Resource Management (HRM) certificate program that
is offered by Citywide Learning & Development, in cooperation with the Society for Human Resource Management
(SHRM) and PACE University. At the completion of the HRM certificate program, participants can chose to sit for the
certification exam to become a Human Resources Professional.

Target Audience: Mid-level Managers and Supervisors
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Conflict Resolution

Wish you had a toolkit filled with the communication essentials to resolve conflict on the job? Conflict calls for a
specialized set of communications skills. This workshop focuses on “face-to-face” communication in the context of
conflict. You will gain and practice specific skills that can minimize and even eradicate workplace conflict, and let you
maintain your composure and stay in control.

Target Audience: Leaders, Managers and Supervisors

Getting Started with Access 2010
In this EXPO session, participants will get an orientation to Microsoft Access, how to create a simple Microsoft Access

Database along with using its help feature. They will also learn how to modify table data, sort and filter records in
addition to creating lookup fields.
Target Audience: Staff at all levels

Honoring Public Service in City Government

For over fifty years the Hundred Year Association has recognized New York City employees for outstanding work on the
job and within the community. Meet the 2015 winners of the Association’s Isaac Liberman Public Service Award to hear
about the exceptional work currently taking place within City agencies and the inspiration behind it.

Target Audience: Staff at all levels

Managing Stress

We all have stress in our lives: doing more with less, dealing with challenging situations and people, meeting unrealistic
deadlines, managing work demands on personal time—the list goes on and on. We’ve got to keep our tempers from
flaring and our attitudes in check. Join us at this EXPO workshop where you’ll examine the sources of your stress and
discover how to keep cool, calm, and in control of your emotions when you are in challenging, stressful situations.
Target Audience: Staff at all levels

Successful Letter & Memo Writing

This workshop focuses on fundamental writing concepts necessary for moving letters and memos from a draft to a
finished document. Participants will acquire a system for organizing and composing clear, concise, and complete letters
and memos.

Target Audience: Staff at all levels

Friday, January 9, 2015
10:00 a.m.—-12:00 p.m.

Project Management Professional (PMP) Certification

The importance of certified project managers becomes more significant as projects become more complex with
increased time and cost constraints. The Project Management Institute’s (PMI) Project Management Professional is a
globally recognized certification that provides validation of fundamental project management skills. Achieving this
certification demonstrates that you possess the experience and skills to bring projects to successful completion. At this
EXPO session, you will learn about the preparation courses and the PMI’s programs for PMP Certification.

Target Audience: Project Management Professionals
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Friday, January 9, 2015
1:30 p.m.—-4:30 p.m.

Building Tomorrow’s Workforce Today

Join us at the EXPO session to learn about the exciting initiatives underway in Citywide Human Capital. Learn about the
programs they provide to the City, the policies and procedures that professionals should be aware of, and efforts that
are made to assist City employees.
Target Audience: Staff at all levels

Government Innovation and Design: Fred Hayes Prize Winners

Providing much needed services to millions of New Yorkers requires passion, dedication and creativity. Join us as we
hear from City colleagues who are leading the way in service design and delivery. Awarded for innovative contributions
to City government, winners of the Frederick O’Reilly Hayes Prize will discuss their award winning projects and highlight
unique approaches to problem solving and service delivery.

Target Audience: Staff at all levels

Grammar Basics
What's the difference between me, myself, and 1? When should | use who or whom? Does this sentence call for a

comma; or do | use a semi-colon? Does any of it really make a difference in clear, written communication? You bet it
does. Join us at this EXPO session and come prepared with your grammar conundrums. You’ll gain some tips and tricks,
and learn guidelines for proper grammar usage.

Target Audience: Staff at all levels

Fundamentals of Supervision

This workshop offers participants an introduction to the issues, challenges, and typical situations related to supervising
“frontline” employees. Participants will learn basic skills and be introduced to the key techniques that they will need to
function effectively in their supervisory role. Emphasis will be placed on the supervisor as part of the management team
committed to developing excellence in government.

Target Audience: All Supervisors or Individuals being moved/promoted into a supervisory position

Managing Stress

We all have stress in our lives: doing more with less, dealing with challenging situations and people, meeting unrealistic
deadlines, managing work demands on personal time—the list goes on and on. We’ve got to keep our tempers from
flaring and our attitudes in check. Join us at this EXPO workshop where you’ll examine the sources of your stress and
discover how to keep cool, calm, and in control of your emotions when you are in challenging, stressful situations.
Target Audience: Staff at all levels

SMART Board Basics
Learn about this interactive whiteboard, The SMART Board, and its touch-sensitive surface which gives you access to all

the functions of your computer while presenting to your audience. Learn how to connect to, manage objects, insert
graphics, and present with a SMART Board.
Target Audience: Staff at all levels
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Friday, January 9, 2015
2:00 p.m. -4:00 p.m.

CompTIA Certifications

Join us at this EXPO session for a close up look at the array of IT training courses and certification opportunities in
CompTIA for IT professionals, including A+, Network+, and Security+.
Target Audience: Information Technology Professionals

Monday, January 12, 2015
9:30 a.m.—-12:30 p.m.

Creative Problem Solving

This workshop offers participants new approaches and methodologies for solving difficult problems they face on a day-
to-day basis. It will assist participants in rethinking the problem solving process and explore innovative approaches that
increase the number of solutions that can be generated. Participants will learn how to follow a structured model in the
critical thinking process, discover their own thinking styles, analyze the effectiveness and consequences of decisions, and
learn how to influence others with their rationale.

Target Audience: Leaders, Managers and Supervisors

Corruption Prevention Awareness
Be amongst the first to fulfill your annual compliance requirement with this new eLearning course to be rolled out at the

2015 EXPO. This practical workshop aims to equip City staff with the ability to identify corruption risks in their workplace
activities and develop corruption resistance in their agencies. Some of the topics will include how to determine the types
of conduct that could constitute corruption, how to identify when a conflict of interest is present, when to apply a range
of strategies to manage conflicts of interest, and how to identify specific steps staff can take to deal with corruption in
their organization and strategies for preventing future corrupt conduct.

Target Audience: Staff at all levels

Developing Talent through the Public Service Corps (PSC)

This EXPO session will provide an overview of the Public Service Corps (PSC) Program offered through Citywide Learning
& Development. Participants will learn how the PSC Program can assist their agencies and the work they do, while also
allowing students to gain job experience.

Target Audience: Managers and Supervisors

PowerPoint 2013 — The Essentials
In this EXPO session, participants will learn how to create, edit, and build a content-rich presentation that includes text,

images, animations, and web links. We will look at how templates, themes and slide formatting can ease construction
and ensure consistency of presentations.
Target Audience: Staff at all levels
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Writing Effective Emails

In an age where to text is to "communicate," this seminar is a refresher on how crafting a well-written email entails
delivering just enough information to be efficient, and just enough politeness to convey respect. Attendees will discover

real-world reasons "reply-all" is dangerous, hone their email salutations and complimentary closes and learn why

“please” and “thank you” help convey tone—and get results.
Target Audience: Staff at all levels

Monday, January 12, 2015
1:30 p.m.-4:30 p.m.

Defining Procurement/Business Requirements

Business requirements serve as the foundation for the solution(s) to the business needs, and it is essential that
requirements are complete, clear, correct, and consistent. This is a key task in business analysis. With the use of model
examples, this EXPO session will guide you in developing precise business requirements.

Target Audience: Managers and Supervisors who need to procure goods and services to meet business needs

Getting Results When You Aren’t in Charge

If you’re not someone’s supervisor, you have to rely on using other techniques to get results from others. One of the
best ways to improve your ability to influence other people is to better understand your talents — and how you can
positively apply those talents to the act of influencing. This EXPO workshop will focus on creating a constructive and
effective team atmosphere using the “4Rs” (Result, Relationship, Relativity, Reality) to take advantage of everyone’s
strengths and compensate for the limitations that might be a part of the team’s structure.

Target Audience: Staff at all levels

PowerPoint 2013 — The Essentials
In this EXPO session, participants will learn how to create, edit, and build a content-rich presentation that includes text,

images, animations, and web links. We will look at how templates, themes and slide formatting can ease construction
and ensure consistency of presentations.
Target Audience: Staff at all levels

Mac Fundamentals

Are you considering a move from PC to Mac? Join us for this captivating EXPO session where you will learn about basic
functions and features of Apple’s Mac technology. The curriculum will cover how to manage files and folders using
Finder, navigate operating system interface/preferences, set up an email client, and connect to a Wi-Fi network. Explore
the benefits of using Messages and iCloud in relation to features of the newest operating system.

Target Audience: Staff at all levels
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Tuesday, January 13, 2015
9:30 a.m.—12:30 p.m.

Degree Fast-Track Programs: LIU/Murphy School

This EXPO session will provide an overview of the Fast-Track undergraduate and graduate opportunities with our
partners at LIU and CUNY. Join us to learn about the Public Administration Certificate Program offered by The Murphy
Institute at CUNY and the Public Administration Program of LIU’s Brooklyn School of Business, which offers courses
leading to a Masters of Public Administration (MPA) degree.

Target Audience: Staff at all levels

Excellence in Customer Service

Customer Service is everyone’s job! Every City employee needs to possess the vital skills to provide exceptional service
to the City’s customers. In this dynamic EXPO workshop, you will practice and enhance your active listening skills, hone
your investigative techniques, and drill down to the successful uses of language, tone of voice, and solution
guidance. Discover your inner talent for building rapport and demonstrating empathy to make all customer interactions

a great experience for everyone.
Target Audience: Staff at all levels

Neuroleadership
Participants will be introduced to a basic brain-based model that is at the core of high impact leadership. Processes and
specific tools will be provided to move any conversation from the point of being stuck or challenged, to insight, and then

motivated action.
Target Audience: Functional Managers and Supervisors

Tuesday, January 13, 2015
9:30 a.m.—11:30 p.m.

MS Office Suite 2013: A Powerful Tool at your Workplace

Take a fresh look at your technology skills and see how you can better manage, track, and present your work and ideas
through the Microsoft Office Suite 2013. Join us to learn about tips, tricks, and shortcuts, and for a sampling of the new
power-packed features the MS Office Suite has to offer; and you will see what a powerful tool you have in your

workplace!
Target Audience: Staff at all levels
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Tuesday, January 13, 2015
10:00 a.m.—-12:00 p.m.

Agency Training Liaisons: Let’s Meet at the CTC

Agency training liaisons play an important role in facilitating professional and development training opportunities for
their agencies’ staff. Liaisons notify staff of timely and relevant training programs so that City employees can build new
or enhance existing skills. With these skills, the staff can better operationalize their functions in serving the customers
of New York City. In this meeting, agency training liaisons will have a chance to meet and network with their colleagues
of other agencies who have similar responsibilities and goals. Discussion will include the challenges they face, sharing
best practices, as well as providing feedback on the CTC’s training services.

Target Audience: Agency Training Liaisons

Tuesday, January 13, 2015
12:30 p.m.—2:30 p.m.

MS Office Suite 2013: A Powerful Tool at your Workplace
Take a fresh look at your technology skills and see how you can better manage, track, and present your work and ideas

through the Microsoft Office Suite 2013. Join us to learn about tips, tricks, and shortcuts, and for a sampling of the new
power-packed features the MS Office Suite has to offer; and you will see what a powerful tool you have in your
workplace!

Target Audience: Staff at all levels

Tuesday, January 13, 2015
1:30 p.m.—-4:30 p.m.

Powered by DEM: NYC Energy Initiatives
In this EXPO session, all about the City’s energy management efforts learn how DCAS Energy Management (DEM)

manages the energy accounts and efficiency initiatives for New York City government operations. DEM handles
electricity, natural gas, and steam accounts that serve 80+ City agencies and more than 4,000 buildings and cultural
institutions. Join us to explore how you too can be more energy efficient.

Target Audience: Staff at all levels
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Pursuing an Advanced Degree with MGSP

This EXPO session will provide an overview of the Mayor’s Graduate Scholarship Program (MGSP). The program is open
to current, full-time New York City employees (provisional, per diem, and permanent) having earned
undergraduate/graduate degrees to study at participating accredited colleges/universities within the metropolitan
area. Scholarships are competitive and the awards are solely determined by the participating schools. Come learn about

the application process and how MGSP can help you.
Target Audience: Staff at all levels

Thinking Like a Consultant
There is a huge array of benefits from thinking like a consultant. Consultants use frameworks and business acumen to

solve complex issues that aren’t readily apparent. Fortunately there are simple ways to follow their logic that can save
you time and grant you business insights. First, it is important to understand how a consultant thinks. Second, you
should learn how to frame, analyze and communicate a business problem. Third, you need to structure your solutions in
the big picture and synthesize your recommendations to align with who you are speaking to. This workshop will
introduce these simple steps and let you discover a new way to approach your day to day work.

Target Audience: Leaders, Managers and Supervisors

Tuesday, January 13, 2015
3:00 p.m.—-5:00 p.m.

MS Office Suite 2013: A Powerful Tool at your Workplace

Take a fresh look at your technology skills and see how you can better manage, track, and present your work and ideas
through the Microsoft Office Suite 2013. Join us to learn about tips, tricks, and shortcuts, and for a sampling of the new
power-packed features the MS Office Suite has to offer; and you will see what a powerful tool you have in your

workplace!
Target Audience: Staff at all levels
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Wednesday, January 14, 2015
9:30 a.m.—12:30 p.m.

Bought for You by OCP
Join us at this EXPO session to hear how all the goods, services, and supplies we use in our everyday job are purchased

by the City. Learn how the office supplies you use and the gas that runs City vehicles is bought. The Office of Citywide
Procurement (OCP) is responsible for purchasing goods worth approximately S1 billion for over 100 City agencies and
various other departments, boards and authorities.

Target Audience: Staff at all levels

Brilliant Briefings

This EXPO workshop will provide managers, supervisors, and team leaders with the skills and techniques needed to
make powerful, persuasive, and high-impact briefings and presentations to senior management. Focus will be on
applying attitudes and building upon personal presentation strengths and expertise to gain favorable attention and
convey credibility.

Target Audience: Leaders, Managers and Supervisors

Communication Strategies for the Administrative Professional

Administrative professionals who want to improve and enhance workplace relationships by developing and refining
interpersonal communication skills will find this workshop very helpful. Participants will examine their own
communication styles and develop strategies for recognizing and appropriately responding to the various styles of
others. Focus will be on how perceptions, values, self-concept, impressions, credibility and emotions affect and
influence the communication process—how messages are sent and received. Key strategies for managing interpersonal
conflict will also be highlighted.

Target Audience: Administrative Professionals

Digital Citizenship

Digital citizenship can be defined as the norms of appropriate, responsible behavior with regard to technology use. As
City employees who serve the public, it is important that we understand how to think critically in order to evaluate
online sources, understand how to protect ourselves online, and to think about how and what we share online to model
behaviors of respectable digital citizens.

Target Audience: Staff at all levels

Excel 2013 — The Essentials
There are so many facets to MS Excel 2013; truly making it a powerhouse among the Office 2013 Suite for data storage,

manipulation, calculation and much more. In this EXPO session you will learn how to organize large worksheet data
using the Sort and Filter features, make data stand out with Conditional Formatting, create basic PivotTable and
PivotCharts in order to analyze data, and consolidate data and link cells across different workbooks.

Target Audience: Staff at all levels

Page 14



The New Green Book: What are the New Internal Control Standards All About?
New standards popularly known as the Green Book, have been issued for establishing and maintaining effective internal

control systems in Federal, State, and Municipal organizations. Come to this session to (1) learn how fundamental
concepts of internal control are now explained, (2) discuss the 5 control components, the 17 new principles and their
explanatory attributes, and (3) see how control components, objectives and organizational structure have been depicted
in the new internal control "Cube".

Target Audience: Auditors and Program Managers

The Value of Mentoring Employees

This session is an introduction to the fundamentals of why it is important to mentor employees in the workplace. You
will be introduced to tools to help establish informal and/or formal mentoring programs at your agency. Additionally,
there will be a discussion on the importance of mentoring from an employee development aspect.

Target Audience: Leaders, Managers and Supervisors

World Café: Inter-generational Dynamics

For the first time in history, there are four distinct generations that exist in the workforce. Each generation possesses a
unique learning style, method of communication, and preference for how they wish to collaborate. The inter-
generational World Café seeks to uncover the “wisdom of the ages”; helping participants to appreciate inter-
generational dynamics, and harness the skills and knowledge of each generation to create a fruitful work environment.
Target Audience: Leaders, Managers and Supervisors

Wednesday, January 14, 2015
1:30 p.m. —-4:30 p.m.

58 Little Things that Have a Big Impact: MicroTrigers
This is an opportunity to learn about your personal MicroTriggers and those of others. MicroTriggers are subtle

behaviors, annoying phrases, and micro-inequities that cause us to disengage — this session presents an overview of

factors that influence their intensity of conflict in the workplace, and the skills to drive individual and group
performance.
Target Audience: Staff at all levels

Corruption Prevention Awareness
Be amongst the first to fulfill your annual compliance requirement with this new eLearning course to be rolled out at the

2015 EXPO. This practical workshop aims to equip City staff with the ability to identify corruption risks in their workplace
activities and develop corruption resistance in their agencies. Some of the topics will include how to determine the types
of conduct that could constitute corruption, how to identify when a conflict of interest is present, when to apply a range
of strategies to manage conflicts of interest, and how to identify specific steps staff can take to deal with corruption in
their organization and strategies for preventing future corrupt conduct.

Target Audience: Staff at all levels
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Excel 2013 — The Essentials
There are so many facets to MS Excel 2013; truly making it a powerhouse among the Office 2013 Suite for data storage,

manipulation, calculation and much more. In this EXPO session you will learn how to organize large worksheet data
using the Sort and Filter features, make data stand out with Conditional Formatting, create basic PivotTable and
PivotCharts in order to analyze data, and consolidate data and link cells across different workbooks.

Target Audience: Staff at all levels

iPad At Work: Essential Tools for Getting the Job Done!
Let’s harness the power of the iPad! In this EXPO session, attendees will learn how to make the iPad an integral part of

their work life. We will walk you through the newest iOS (Apple Operating System) of the iPad, and the various apps and
settings for securing your device and personal information. You will learn how to setup email, contacts, messages, create
folders, and manage iCloud, Wi-Fi and Cellular Data; transforming your iPad into a powerful tool.

Please bring your own iPad or you may borrow ours for the duration of this session. Models Recommended: iPad 3% and
4th Generation and iPad Air.

Target Audience: Staff at all levels

The New Green Book: What are the New Internal Control Standards All About?
New standards popularly known as the Green Book, have been issued for establishing and maintaining effective internal

control systems in Federal, State, and Municipal organizations. Come to this session to (1) learn how fundamental
concepts of internal control are now explained, (2) discuss the 5 control components, the 17 new principles and their
explanatory attributes, and (3) see how control components, objectives and organizational structure have been depicted
in the new internal control "Cube".

Target Audience: Auditors and Program Managers

SMART Board Advanced Training
Are you looking to implement new ways of learning or working? The new SMART Boards are one the most efficient

technology tools that provide versatility in collaboration and teamwork for educational and corporate environments. In
this session, we will provide a walkthrough of this interactive flat panel’s hardware interface, software configuration and
customization, conferencing software and detailed troubleshooting tips to better understand and keep your SMART
Boards working efficiently and functional at all levels.

Target Audience: IT Staff and Advanced Technical Users

Structured Interviewing

This workshop will help participants learn how to plan and conduct an effective interview. Participants will learn how to
develop questions that are legal, effective and behaviorally-based in order to improve their chances of hiring the “right”
person for a given position. Moreover, this session will help to identify different techniques for handling difficult
interview situations and to understand the role of perception in interviewing.

Target Audience: Managers and Supervisors who interview candidates for positions in their agency
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CTC 2015 EXPO REGISTRATION APPLICATION

Please check the below events you wish to attend. Return the completed application to your Agency Training Liaison to process.

Last Name (Print) First Name (Print) Agency Bureau/Dept. Employee Reference No.
Office Title Email (Work) Telephone (Work)
Supervisor Name: Signature:

ATTENTION: Agency Training Liaisons Must FAX this application to DCAS/CTC to:
(212) 313-3439 no later than December 22, 2014

Training Liaison Name (Print) Email

THURSDAY, JANUARY 8
9:30 a.m. —12:30 p.m.
Cross Functional Collaboration
Data Analysis - Using the NYC Open Data Portal
Developing Talent through the Public Service Corps (PSC)
Honoring Public Service in City Government
Lean Six Sigma: Streamlining Your Work
PowerPoint 2013 - The Essentials
Pursuing an Advanced Degree with MGSP
Tactical Communication
:30 p.m. —4:30 p.m. [] Project Management Professional (PMP) Certification
Breaking the Cycle of Procrastination 1:30 p.m. —4:30 p.m.
Data Analysis - Using the NYC Open Data Portal [ Building Tomorrow’s Workforce Today
Degree Fast-Track Programs: LIU/Murphy School Government Innovation and Design: Fred Hayes Prize Winners
Motivating Yourself for Professional Success Grammar Basics
Performance Management Fundamentals of Supervision
Your Role in Implementing Change Managing Stress
{1 SMART Board Basics

Telephone Training Liaison (Signature Approval)

FRIDAY, JANUARY 9
9:30 a.m. —12:30 p.m.
A Safe Drive with NYC Fleet
Becoming a Human Resources Professional
Conflict Resolution
Getting Started with Access 2010
Honoring Public Service in City Government
Managing Stress
Successful Letter and Memo Writing
10:00 a.m. -12:00 p.m.
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MONDAY, JANUARY 12
9:30 a.m. —12:30 p.m.

2:00 p.m. —-4:00 p.m.
[] CompTIA Certifications

TUESDAY, JANUARY 13
9:30 a.m. —12:30 p.m.

WEDNESDAY, JANUARY 14

9:30 a.m. —12:30 p.m.

[1 Creative Problem Solving [1 Degree Fast-Track Programs: [1 Bought for You by OCP
[1 Corruption Prevention Awareness LIU/Murphy School [1 Brilliant Briefings
[1 Developing Talent through the Public [l Excellence in Customer Service [1 Communication Strategies for the

Service Corps (PSC)

[1 PowerPoint 2013 — The Essentials

[] Writing Effective Emails

1:30 p.m. - 4:30 p.m.

[] Defining Procurement/Business
Requirements

[1 Getting Results When You Aren’t in
Charge

[1 PowerPoint 2013 — The Essentials

[1 Mac Fundamentals

Important Information — PLEASE READ:

e Registrants can attend only the EXPO
events for which they have received a
confirmation.

e No food and drink is permitted inside the
classrooms.

e By attending any EXPO event you agree
that your voice and/or likeness may be
used in programming and/or promotional
materials.

T1 NeurolLeadership

9:30 a.m. —-11:30 a.m.

[1 MS Office Suite 2013: A Powerful Tool
at your Workplace

10:00 a.m. - 12:00 p.m.

(] Agency Training Liaisons: Let’s Meet
at the CTC

12:30 p.m. - 2:30 p.m.

[l MS Office Suite 2013: A Powerful Tool
at your Workplace

1:30 p.m. —4:30 p.m.

[0 Powered by DEM: NYC Energy
Initiatives

[J Pursuing an Advanced Degree with
MGSP

O Thinking Like a Consultant

3:00 p.m.-5:00 p.m.

[] MS Office Suite 2013: A Powerful Tool
at your Workplace
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Administrative Professional

Digital Citizenship

Excel 2013 — The Essentials

The New Green Book: What are the New
Internal Control Standards All About?
The Value of Mentoring Employees
World Café: Inter-generational Dynamics

1:30 p.m. - 4:30 p.m.
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58 Little Things that Have a Big Impact:
MicroTriggers

Corruption Prevention Awareness

Excel 2013 — The Essentials

iPad at Work: Essential Tools for Getting
the Job Done!

The New Green Book: What are the New
Internal Control Standards All About?
SMART Board Advanced Training
Structured Interviewing
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