CERTIFICATION & CREDIT BEARING PORTFOLIO

CERTIFICATION & CREDIT
BEARING PORTFOLIO

NYC employees can prepare for professional certifications and exams with

training that is specific to their certification’s requirements. L&D’s current
offerings include the CUNY Public Administration Program, NIGP Certification,
LMSW Preparation Program, and a wide variety of IT Certifications.

CUNY Public Administration Program 123
IT Professional & Certification Courses 105
LMSW Licensing Preparation Program 128

National Institute of Governmental Purchasing (NIGP)

Foundation Courses for Certification 130
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CERTIFICATION & CREDIT BEARING PORTFOLIO: CUNY MPA PROGRAM

CUNY PUBLIC ADMINISTRATION PROGRAM | ey

The CUNY/DCAS Public Administration Program is offered in collaboration with the City University of New
York’s (CUNY) Joseph S. Murphy Institute (JSMI) for Worker Education and participating unions on both the
undergraduate and graduate level. It is designed to provide an opportunity to earn college credits, improve
communication and analytic skills, and provide for expanded knowledge of government agencies, social
services, labor relations, and the legislative and budgetary process in the context of deepening the
understanding of urban challenges.

Enroll at the undergraduate or graduate:

e Earn a Certificate in Public Administration and Public Policy from the City University of New York and the
NYC Department of Citywide Administrative Services (DCAS)

e Apply credits toward a bachelor’s or a master’s degree at the CUNY School of Professional Studies or
Queens College

e Union tuition plans applicable; tuition reimbursement may apply

e Online application: https://cunyspsg.askadmissions.net/emtinterestpage.aspx?ip=quickstart

e Spring Admissions Deadline: December 15, 2014

For More Information on CUNY Courses at the CTC contact:

DCAS
J. Valentine at: (212) 669-3630 or

jvalenti@dcas.nyc.gov

CUNY/Murphy Institute (MI)
25 West 43rd Street, 19th Floor
New York, NY 10036
The Murphy Institute Counselors at: (212) 642-2068

padraig.o’donoghue@mail.cuny.edu

CUNY Graduate Center
365 Fifth Avenue

New York, NY 10016
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The
Murphy
\ Institute

. . . School of Professional Studi
The City University of New York e ity Universty of New York.

UNDERGRADUATE CERTIFICATE IN PUBLIC ADMINISTRATION & PUBLIC POLICY

The Undergraduate Certificate in Public Administration and Public Policy provides participants with a solid
background in government, the policy-making process, and public administration. To earn the Certificate,
participants must hold a high school diploma or GED and complete four courses, for a total of sixteen credits.

Public Administration

Feb. 2™, 2015 to Murphy Institute: 25 West

PADM 20100 Credits: 4 May 18" 2015 Mondays 6:15pm-9:35pm 43rd Street, 19th Floor

This course will examine the growth, structure, role, and methods of local and federal bureaucracies and their
impact on American government and society. It will introduce participants to the subject of bureaucracy in
American government and will survey the major areas of study in Public Administration, including the context of
public administration, the meaning of federalism, and intergovernmental relations. In addition, the course will
address organizational theory and behavior, decision-making, leadership, policy implementation, budgeting,
personnel management, performance management, legal and regulatory constraints, ethics and accountability.
Participants will become knowledgeable about the roles and functions of public agencies and will acquire a grasp of
current issues and controversies concerning public bureaucracies and public policy.

Government, Politics, and the Policy-Making Process

Jan. 29" 2015 to Thursdays 6:15pm- Murphy Institute: 25 West

PADM 21100 Credits: 4
May 21* 2015 9:35pm 43rd Street, 19th Flr.

This course will explore the policy-making process in a range of public institutions and will introduce participants to
the approaches, methods, tools, and techniques of decision making. The role of conventional political institutions
as well as alternatives to conventional politics will be studied. In the process, participants will identify official as well
as unofficial political actors, including those in the executive, legislative, and judiciary branches of government;
social and political activists; the media; and the public. Finally, the course will examine several models of the policy
-making process.
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CERTIFICATION & CREDIT BEARING PORTFOLIO: CUNY MPA PROGRAM

Public Issues and Public Policy

Jan. 28", 2015 to
May 20" 2015

Murphy Institute: 25 West

PADM 22100 Credits: 4 43rd Street, 19th Floor

Wednesdays | 6:15pm-9:35pm

This course will provide an overview of the major problems facing American cities and will examine the federal,
state, and local policies that address urban poverty and inequality. Participants will explore a range of economic
and social policies, including taxation, minimum wage, social security, immigration, education, the environment,
crime, social welfare, discrimination, and civil rights. Participants will also examine the political and intellectual
debates over policy initiatives to regulate social and private life. Finally, participants will discuss pluralist and elitist
perspectives on public policy and policy debate. Readings will include diverse and sometimes clashing points of
view and will often emphasize developments in New York City.

Research Seminar on Public Policy

PADM 23100 Credits:4 | Vot offered this se- 6:15pm-9:35pm | \Vill be offered the
mester following semester

This course is a seminar in public policy analysis, including full class sessions as well as supervised
independent research. The seminar will focus on a single topic, such as health care, housing, or
criminal justice, which will change each semester. Using a task force model, participants will survey
the literature in the topic under consideration and work in teams to work on particular aspects of the
social problem and policy. The task for each team is to identify, analyze and evaluate an existing
policy or set of policies related to the selected topic. Participants will develop criteria for evaluation
and assemble data to support an argument concerning the viability and effectiveness of policies
under examination. The goal for each task force is to recommend modifications or alternatives to
existing policy that effectively address the needs and concerns of various constituencies and interest
groups in the decision-making process. During the term, task force groups will make oral
presentations, based on their research. Each group will present a final report that incorporates policy
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CERTIFICATION & CREDIT BEARING PORTFOLIO: CUNY MPA PROGRAM

ADVANCED CERTIFICATE IN PUBLIC ADMINISTRATION & PUBLIC POLICY — LEVEL 1

The Advanced Certificate in Public Administration and Public Policy, Level 1 will provide participants with a
deeper understanding of such topics as public management, the administrative decision-making process,
diversity, training and staff development, and union-management relations. To earn the Certificate, participants
must hold a bachelor’s degree and complete four courses, for a total of twelve credits.

Policy Analysis

Feb. 2nd, 2015 to 6:15pm- Murphy Institute: 25 West
Mondays

PADM 62100 Credits: 3
May 18th 2015 8:45pm 43rd Street, 19th Fir.

This course will introduce participants to theories and techniques of policy analysis and will help them acquire the
basic skills necessary to do analytic work. The course will begin by defining policy analysis and the various social
models that underlie differing analytic and evaluative frameworks. It will examine the institutions, interests, and
forces that shape policy debate and affect “delivery” of policy initiatives. Participants will explore several models of
analysis and consider their limits as well as their strengths. They will explore the role of government in
implementing public policy and allocating resources. In that process, participants will address a key question: How
do the interests of social groups combine with access to the political process to determine who gets what and
when? Finally, participants will examine case studies of public-policy analysis in three selected areas of study.

Public Administration

Jan. 28th, 2015 6:15pm- Murphy Institute: 25 West
Wednesdays

PADM 60100 Credits: 3
to May 20th 2015 9:35pm 43rd Street, 19th Flr.

Designed for participants with a basic knowledge of public administration, this course will examine critical issues
confronting government and public administration. Readings and discussions will cover a broad range of topics and
will include comparisons of public and private bureaucracies as well as proposals for “reinventing” government.
Participants will analyze theoretical questions of public administration and will address the real-world experience of
public sector employees, both managers and staff. Participants will evaluate academic literature on current and
future trends in public-sector labor relations, including material on performance management and the Government
Performance Results Act as well as “post-bureaucratic” models of the public-sector workplace. In this process,
participants will examine such key managerial issues as evaluation of employee performance, motivation of
employees, organizational justice, diversity management, training and staff-development, union-management
relations, and collective bargaining. The course will conclude with a participatory workshop on managing in the
public sector, in which participants will draw on both their practical experience and the scholarly literature
discussed in the course.
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CERTIFICATION & CREDIT BEARING PORTFOLIO: CUNY MPA PROGRAM

Research Methods Seminar

Jan. 29th, 2015 6:30pm- Graduate Center, 365 Fifth
Thursdays

PADM 65100 Credits: 3
to May 21* 2015 9:00pm Ave., Room TBA

This course examines research methods used to produce accurate data on a range of important public policy and
public administration issues. Participants will learn the importance of formulating research questions and how to
frame them, the range of methodologies that can be employed and why and when to use them, and the tools of
research methodology and how to utilize them. They will also learn how to analyze data in order to produce
research reports in which conclusions are supported by reliable data. In this seminar, participants will discuss the
theoretical and operational issues critical to doing research and will develop tools and techniques for conducting
both quantitative and qualitative research. Participants will critique and evaluate specific research studies and will
make presentations, posing questions for group discussion. Finally, participants will develop an operational
familiarity with computer-based programs for statistics and data analysis. Several class sessions will be scheduled in
a computer lab for SPSS training.

Social and Economic Policy in the United States

Feb. 3", 2015 to 6:15pm- Murphy Institute: 25 West
Tuesdays

PADM 61100 Credits: 3
May 19" 2015 8:45pm 43rd Street, 19th Flr.

This course will explore the economic and political aspects of critical social issues, discussing a range of policies and
policy alternatives that address these issues at both the national and local levels. To provide a framework for these
discussions, we examine the relationship between government, the economy, and the variety of policy approaches
historically employed to address social issues. Participants in the course will focus on specific urban issues such as
poverty, welfare, housing, health-care, public education, and urban crime. The course will conclude with an analysis
of the public-sector labor force and the future of municipal unions. While the main focus of this course is on
municipal issues and policies, participants will examine both federal and local policies for economic growth, seeking
to understand the relationships between national and local economic policy.
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CERTIFICATION & CREDIT BEARING PORTFOLIO: LMSW PROGRAM

LMSW LICENSING PREPARATION PROGRAM

Citywide Learning and Development in partnership with The Silberman School of Social Work at Hunter College
presents the LMSW Licensing Preparation Program.

The purpose of the LMSW LICENSING PREPARATION PROGRAM is to prepare New York City human service
workers with MSW degrees to pass the New York State License Master Social Work (LMSW) examination. The
LMSW license is a requirement for many positions and titles within NYC agencies.

The LMSW licensing preparation course combines practice and process methods designed to help social workers
acquire the skills and confidence needed to pass the exam. The training focuses on:

e Reviewing social work content knowledge and skills, including a broad range of social work terms,
conditions, and situations that mirror the scenarios presented on the exam.
e Integrating test-taking strategies and stress reduction techniques with theoretical and practical knowledge
o Of social work
Applying test-taking strategies to the material while maintaining a positive attitude and mindset
e Improving baseline performance, especially in the areas that may require additional study.

This program can be delivered in-person or through video-conferencing and the schedule customized for agency
purposes.

To enroll, or for more information please contact the Citywide Training Center at (212) 386-0005 or
citywidetrainingcent@dcas.nyc.gov

Please Note: Each class must have at least 20 participants enrolled to be held.
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COURSE OUTLINE

e Week 1: Introduction to the exam, filling out the licensing application, how to register for the exam, and a
PowerPoint presentation entitled Test-Taking Strategies.

e Week 2: Read, answer and discuss questions in the area of direct practice with individuals and families.

e Week 3: Theories of clinical practice

e \Week 4: Human Behavior

e Week 5: Review of fundamental concepts, definitions, basic practice skills and key characteristics that
pertain to the prior three practice sessions. All together, the topics of direct practice with individual and
families, theories of clinical practice and human behavior comprise 60%-65% of the exam.

e Week 6: PowerPoint presentation entitled Train your Brain on the NASW Code of Ethics and work and
process questions in the area of professional ethics.

o Week 7: Group Work and Community Organizing

e \Week 8: Alcohol and Substance Abuse

e Week 9: Review of fundamental concepts, definitions, basic practice skills and key characteristics that
pertain to the prior three areas of group work, community organizing and substance abuse.

e Week 10: Practice 50 questions from the ASWB booklet, process the answers, and wrap up.
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NATIONAL INSTITUTE OF GOVERNMENTAL PURCHASING (NIGP)
FOUNDATION COURSES FOR CERTIFICATION

The National Institute of Governmental Purchasing (NIGP) is a national, non-profit
organization providing support to professionals in the public sector purchasing profession.
NIGP provides its members with education, professional networking, research, and
technical assistance. The NIGP Foundation Courses for public procurement professionals
assist in the preparation for exams leading to the Certified Public Procurement Officer
(CPPO) and the Certified Professional Public Buyer.
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Contract Administration (NIGP)

The class provides a framework for examining
contract administration by focusing on essential
elements of the discipline. It also provides the
participant with a focused look at key
considerations related to important contract
terms and conditions that must be enforced
during contract administration. Determining the
appropriate contract administration method,
preparing a relevant plan, participating in the
process, evaluating the success of the contract
and evaluation procedures will all be addressed.

Objectives:

e Examine and understand the tools needed to
design, develop and formulate the process

e Assess how contract administration can be
continually improved to enhance contract
performances

e Determine the appropriate contract
administration method

® Prepare a relevant contract administration
plan

e Understand your role in the contract
administration process

e |earn how to evaluate a contract

e Determine the success of a contract

Target Audience: All levels of Contract Managers

Course Code: P1001
Days of Training: 3
Dates: Oct 28-30
Cost: $695

CEUs: 1.8

Developing and Managing Requests for
Proposals in the Public Sector

This course is uniquely designed to prepare procurement
professionals to use the RFP process to its maximum
potential. The class agenda will identify the process, offer
a key understanding of the elements of the proposal and
ascertain ways in which the document can be used to its
full capability. Pitfalls and success stories will make the
class relevant and applicable when planning to
incorporate this type of solicitation into the government
process.

Objectives:
e Understand the RFP planning and development
process

e Apply proper procedures and evaluation techniques
for an effective RFP

e |dentify RFP problems and pitfalls before they can
negatively impact you and your agency

e Formulate an effective process for selection and
award

Target Audience: Procurement professionals who are
entrenched in the competitive process

Course Code: P1002
Days of Training: 3
Dates: Nov 12-14
Cost: $695

CEUs: 1.8
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Introduction to Public Procurement

This class provides an overview of the ever-changing
profession by identifying fundamental concepts that
will affect procurement in the public sector.

Objectives:

e QOverview of roles, major components and
functions of public procurement

e Understand how public procurement adds value
to the delivery of services

e |dentify the cultural, social, political, economic
and legal environments that impact public
procurement

e Utilize ethics and professionalism in public
procurement

Target Audience: Individuals interested in an
overview of procurement functions for the
purpose of understanding the basic elements that
underlie all areas of public procurement

Course Code: P1003
Days of Training: 3
Dates: Nov 19-21
Cost: $695

CEUs: 1.8
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The Legal Aspects of Public Procurement

Designed to be an educational exploration of the Legal
Aspects of Public Procurement, this course will provide a
foundation of the principles and general concepts of the
law as it applies to public procurement.

Attention will be given to the ethical issues facing the
profession relevant to the law. Taught by a procurement
professional, not an attorney, this course will focus on
actual procurement situations with actual procurement
implications.

Objectives:

e Define and understand the legal terms used in public
procurement

e |dentify the Model Procurement Code
e Understand the role of the law in public procurement

e Examine the role of the public professional in the
application of procurement and contract law

® Assess the legal implications surrounding
solicitations, contracting and post award issues

e Apply basic legal concepts and principles in public
procurement

Target Audience: Those who are significantly involved in
the contracting process and want to increase their
understanding of both the capability and limitation of the
law on government procedures

Course Code: P1006
Days of Training: 3
Dates: Dec 10-12
Cost: $695

CEUs: 1.8
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Strategic Procurement Planning

This course helps procurement professionals meet the increased demand for participation by procurement in

organizational decision making and resource allocation decisions. The strategic planning/procurement

process is valuable to public procurement professionals interested in developing strategic working

relationships with end users in their organizations. This course is beneficial to public procurement

professionals involved in strategic planning related to organizational development, budgeting processes and

staffing. Many of the concepts may be of special interest to the practicing public administrator and public

procurement professionals and most relevant to middle and upper management positions

Objectives:

Describe procurement’s role in the organizational strategic planning process

Develop a strategic procurement plan for an organization

Identify the steps in strategic sourcing process

Evaluate, select and apply the tools and processes available for a comprehensive procurement plan
Discuss how the strategic plan impacts the budget process

Develop a procurement plan for a specific requirement

Describe how staffing, developing and managing human resources support organizational success

Target Audience: Public procurement professionals who are interested in developing strategic working

relationships with end users in their organizations

Course Code: P1007

Days of Training: 3

Dates: Jan 27-29

Cost: $695

CEUs: 1.8
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Sourcing in the Public Sector

This course provides the participant with a comprehensive overview of the sourcing process within
the public sector. Essential elements, including pre-sourcing planning, needs assessment,
specifications, and scope of work, deliverables, procurement strategies, value analysis, and internal
control processes are explored. Determining the appropriate sourcing method, preparing the
relevant sourcing invitation document, managing the acquisition process, evaluation of response
submissions, and contract awards will also be explored.

Objectives:
e Learn how sourcing can engage the internal/external community in the acquisition process

e Examine the processes and apply the correct procedures for acquisition of specific goods/
services

e Practice and implement the essential elements of sourcing within the acquisition process in a
logical and transparent manner

Target Audience: Those who want to learn how to navigate the process and increase their
understanding of the critical issues that frame the concept of public sector sourcing

Course Code: P1005
Days of Training: 3
Dates: Oct 15-17
Cost: $695

CEUs: 1.8
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