CONTINUING EDUCATION NON-CREDIT COURSES
ART AND DESIGN TRAINING

ADT
001
Introduction to Fabric Design
Upon completion of this training, a trainee will acquire basic skills and knowledge of the basic techniques to design tablecloths, pillow covers, and clothes as well as hands-on experience in tie-dye, sponge printing, and stenciling techniques.  (Contact Hours: 40)

ADT
002
INTRODUCTION TO DRAWING

Upon completion of this training, a trainee will acquire basic skills and knowledge in drawing and sketching. A trainee will also gain familiarity with tools and techniques used in drawing and the foundation of all other forms of art. Also the effective use of the line and how to create texture, shading, and depth, and the use of pencil, charcoal, and pen and ink in drawing various subjects such as still life, human figures, and landscape will be covered. 
(Contact Hours: 12) 

ADT
003
INTRODUCTION TO WATER COLORPAINTING

Upon completion of this training, a trainee will have been introduced to the world of watercolor painting and gain familiarity by creating abstract designs, still lives, landscapes, and portraits. This training will cover color mixing, watercolor techniques, the types of brushes and paper, and also explore techniques in blending, overlaying, and dry and wet brush.   (Contact Hours: 12)

ADT
004 
INTRODUCTION TO PRINTMAKING

Upon completion of this training, a trainee will become familiar with the art of making prints or multiple copies of an image. A variety of printing techniques such as rubber stamping, leaf printing, sponge printing, and linoleum block printing will be covered. Prints will be made on paper in color water-based inks.
 (Contact Hours: 18)

ADT
005
INTRODUCTION TO OIL PAINTING

Upon completion of this training, a trainee will have explored the basics of oil painting, learned the different tools used and the basic guidelines for creating oil paintings as well as learn the basic concepts of backgrounds, center, focus, and highlighting. During this course, each participant will create his/her own Rock Island masterpiece. (Contact Hours: 20)

ADT
006
Batik Painting
Upon completion of this training, a trainee will acquire basic skills and knowledge required for painting using fabric.  (Contact Hours: 40)

ADT
007
Kirie Art

Upon completion of this training, a trainee will acquire basic skills and knowledge required for creating art using cutout and portion sheets of paper. (Contact Hours: 20)

ADT
008
Flower Arrangements

Upon completion of this course, participants will be able to arrange flowers for homes and office decoration. Participants will learn the creative art of arranging flowers by using real as well as artificial flowers.
(Contact Hours: 24)

ADT
009
WOODCARVING

Upon completion of this training, a trainee will have acquired the basic skills of carving storyboards and be able to do it on his/her own. (Contact Hours: 75)

ADT
010
WOODSCULPTURING

Upon completion of this training, a trainee will have acquired the basic skills of sculpting wood into any sculpture desired. (Contact Hours: 36)

ADT
011
MARMAR AND LEI WEAVING

Upon completion of this training, a trainee will have acquired basic skills in weaving marmars and leis including the different types of flowers needed and the best ropes or strings to use. (Contact Hours: 16)

BUSINESS CLASS

BC
001
HOW TO START A SMALL BUSINESS

Upon successful completion of this training, a trainee will be able to identify or provide the type of information or data required to start a small business.  (Contact Hours: 10)

BC
002
SMALL BUSINESS MANAGEMENT

Upon successful completion of this training, a trainee will acquire basic understanding of what it takes to open and to manage a business successfully. (Contact Hours: 10)

BC
003
MARKETING

Upon successful completion of this training, a trainee will acquire basic understanding of how to make his/her products or services successfully in an already competitive environment. (Contact Hours: 10)

BC
004
SALESMANSHIP

Upon successful completion of this training, a trainee will acquire a basic understanding of how to sell one's products successfully and effectively. (Contact Hours: 10)

BC
005
BOOKKEEPING AND FINANCIAL DECISION TRAINING
Upon successful completion of this training, a trainee will acquire basic understanding and knowledge of maintaining good bookkeeping records. 
(Contact Hours: 10)

BC
006
ANALYZING FINANCIAL STATEMENTS

Upon completion of this training, a trainee will acquire basic understanding and skills to interpret and understand financial statements. (Contact Hours: 10)

BC
007
ACCOUNTING WORKSHOP

Upon the completion of this training, a trainee will acquire basic understanding of proper accounting techniques for government accounting procedures. (Contact Hours: 36)

BC
008
QUICKEN TRAINING

Upon completion of this training, a trainee will acquire basic understanding to perform computerized accounting for small and medium businesses using Quicken software.

(Contact Hours: 10)

BC
009 
INTRODUCTION TO EMPLOYMENT

Upon completion of this training, a trainee will be able to understand various techniques used to select a career as well as skills for effective job interviewing and securing and keeping a job. (Contact Hours: 20)

BC
010
CASHIERING WORKSHOP

Upon completion of this training, a trainee will acquire skills and understanding of the multi-functions of electronic calculators and the operation of a cash register.   (Contact Hours: 10)

BC
011
Cost Benefit Analysis
Upon completion of this course, participants will be able to understand cost accounting, establish benefits of specific investments and returns on new investments.  (Contact Hours: 40)

BC
012
Economic Analysis
Upon completion of this course, participants will be able to evaluate business/organizations as well as understand economic sectors and the sectors’ functions within a national and global perspective. (Contact Hours: 32)

BC
013
BUSINESS MATH

Upon completion of this training, a trainee will have acquired skills and knowledge in business math including solving decimals and percentage problems, percent prices and sales prices, how to determine profits and what types of forms are required for tracking records, and much more.  (Contact Hours: 40)

Computer Classes

CC
001
Keyboarding

Upon completion of this training, a trainee will be able to master the computer keyboard by touch and type operation and thorough knowledge of correct typing and formatting techniques. (Contact Hours: 20)

CC
002
WindowS 95

Upon completion of this training, a trainee will have acquired basic knowledge of how to operate Windows 95 such as starting a program, opening, copying, changing settings, printing, and saving files as well as quitting a program.  Other topics covered in the training include introduction to desktop and MS-DOS. Pre: Keyboarding (Contact Hours: 10)

CC
003
Microsoft Word
Upon completion of this training, a trainee will have acquired a basic understanding of how to create, revise, format, print, and save most of the written communications needed in personal and professional life. Pre: Keyboarding (Contact Hours: 10)

CC
004
Microsoft Access
Upon completion of this training, a trainee will be able to use Microsoft Access to develop a record keeping system that allows him/her to view, manipulate, modify, sort, query, search, and store data in different tables and produce reports in various forms.  Pre: Keyboarding
(Contact Hours: 10)

CC
005
Microsoft Excel
Upon completion of this training, a trainee will be able to use Microsoft Excel for spreadsheet applications such as problem solving, calculations, and a range of other alternative decisions by entering information such as text, numbers, and formulas into the program and interpreting feedback.  Pre: Keyboarding      (Contact Hours: 10)

CC
006
Microsoft Publisher
Upon completion of this training, a trainee will have learned how to use Microsoft Publisher to integrate graphics, pictures, and text to produce posters, flyers, brochures, and other professional quality promotional material.  Pre: Keyboarding    

(Contact Hours: 10)
CC
007
Computer Maintenance
Upon completion of this training, a trainee will have learned proper knowledge of how to properly maintain computer hardware to avoid unnecessary failure due to neglect or improper maintenance and operations.  (Contact Hours: 10)

CC
008
Personal Computer Servicing and Maintenance
Upon completion of this training, a trainee will have acquired the skills and knowledge in the introduction of PC technology and the principles of servicing, upgrading, and maintenance procedures for a personal computer. This training includes the components that make up a PC, the necessary measurements and development of mastery in the use of industry standard operating system with basic system troubleshooting.   (Contact Hours: 60)

CC
009
Auto Cad Training
Upon completion of this training, a trainee will be able to use Auto Cad to prepare and produce maps or drawings of land being surveyed using information acquired from the field. (Contact Hours: 40)

CC
010 
INTRODUCTION TO Microprocessors
Upon completion of this training, a trainee will acquire the basic skills and knowledge in the basic concepts, the organization, and the flow of information in microprocessors employed in microcomputers and computer systems. (Contact Hours: 60)

CC
011
INTERNET EXLORATION FOR KIDS

Upon completion of this training, a trainee will be able to use a web browser to access and use resources on the World Wide Web. (Contact Hours: 4)

DESIGNING, BUILDING,AND FABRICATING

DB
001
Building Traditional Huts
Upon completion of this training, a trainee will acquire the skills and knowledge in building traditional huts. This training covers the layout of the building line, erecting fatter boards, setting  posts and beams, roof framing, installing roofing, and making benches.  (Contact Hours: 20)

DBF
002
Designing Concrete Mix
Upon completion of this training, a trainee will acquire skills and knowledge in the designing of Concrete Mix. This training covers the types of cement, mixing water for concrete, aggregate, testing cleanliness of sand, selecting mix characteristics, designing the concrete mix, taking samples and testing plastic concrete and hardened concrete.  (Contact Hours: 10)

DBF
003
Designing Stand Alone Septic Tanks

Upon completion of this training, a trainee will acquire the skills and knowledge in designing stand-alone septic tanks. This training includes lines, symbols and notations, the architect, engineering, and metric scales, sketching with/without drafting tools, printing and sketching, designing private waste-disposal systems, familiarity with building codes and plumbing codes, OSHA requirements, specifications, and how to apply plumber mathematics.   (Contact Hours: 30)

DBF
004
Thatching Nypa Leaves for Roof

Upon completion of this course, participants will be able to repair a leaking roof made of thatch by themselves. Participants will learn the types of materials needed, application, and weaving techniques.  (Contact Hours: 16)

DBF
005
Making Adze Blades 

Upon completion of this course, participants will be able to make an adze blade. Participants will be able to select appropriate material to be used for adze blade and how to fabricate the blade.  (Contact Hours: 16)

DBF
006
Mounting/Fixing the Handle of Adze and Tying 

Upon completion of this course, participants will be able to fix the handle of the adze and tie it properly. Participants will learn styles and techniques of tying by going through the practical experience of this artistic work.  (Contact Hours: 16)

DBF
007
LOG CONSTRUCTION

Upon completion of this training, a trainee will acquire the basic skills and knowledge in the basic principles of layout, footing (concrete pier/wooden post), floor frame, wall frame, and roof framing, hand and power tools, and material estimation. (Contact Hours: 80)

DBF
008
SITE PREPARATION & LAYOUT AND FOOTING & FOUNDATION
Upon completion of this training, a trainee will have acquired basic knowledge to perform preparation and layout as well as in footing and foundation. (Contact Hours: 40)

ELECTRONICS TRAINING

ELT
001
Basic Electronics for Hobbyist

Upon completion of this training, a trainee will acquire basic skills and knowledge about the different electronic devices used in electronic circuits. This training includes exercises in soldering wires and electronic components in circuit boards, designing and etching simple electronic circuits, and in the utilization of basic hand tools and electronic instruments.   (Contact Hours: 60)

ELT
002
Stereo Amplifier Servicing and Maintenance
Upon completion of this training, a trainee will acquire the basic skills and knowledge to be able to work with stereo amplifiers including designing, construction of basic amplifier circuits, hookup, and installation of complex stereo amplifiers. (Contact Hours: 60)

ELT
003
elevision Hook-Up and Maintenance
Upon completion of this training, a trainee will acquire the skills and knowledge in the principles of non-technical aspects of servicing and maintenance procedures for modern televisions today. This training includes the hook-ups and connections of the TV receiver to other audio and video equipment, and the programming and reprogramming of the system control memory for the effective utilization of the modern features included in the television set.  (Contact Hours: 20)

ELT
004
VCR Servicing and  Maintenance
Upon completion of this training, a trainee will acquire the skills and knowledge in the principles of servicing and maintenance procedures for modern VCRs today. This training includes the hook-ups and connections of the VCR unit to other audio and video equipment, and the programming and reprogramming of the system control memory for the effective utilization of the modern features certain VCRs can introduce to its user.(Contact Hours: 20)

ELT
005
MDP/LDP Servicing and Maintenance
Upon the completion of this training, a trainee will acquire the skills and knowledge in the principles of servicing and maintenance procedures for modern Multi-disc Players/Laser Disc Players today. This training includes the hook-ups and connections of the MDP/LDP unit to other audio and video equipment for playback and recording procedures, and the programming and reprogramming of the system control memory for the effective utilization of the modern features available in the Digital Disc Player set.   (Contact Hours: 20)

ELT
006
Basic Digital Electronics

Upon completion of this training, a trainee will acquire the basic skills and knowledge about digital electronic circuits, the importance of their applications, and the design and construction of basic digital circuits. Part of the practical exercises is the utilization of digital trainers and other instruments intended for the course.  (Contact Hours: 60)

ELT
007
Programmable Logic Controller (PLC)
Upon the completion of this training, a trainee will acquire the basic skills and knowledge in the principles of relay logic control and the general operation and programming of the PLC.  (Contact Hours: 60)

ENGINEERING TRAINING

ENT
001
Basic Residential Wiring and Troubleshooting
Upon completion of this training, a trainee will have the basic technical skills and knowledge necessary to do electrical wiring of residential buildings and be able to troubleshoot some electrical problems in his/her household. (Contact Hours: 28)

ENT
002
Basic Plumbing
Upon completion of this training, a trainee will acquire the basic knowledge and skills to be able to install and repair basic residential plumbing. This training includes plumbing symbols, tools, materials, pipes, and fittings.   (Contact Hours: 32)

ENT
003
Introduction to Surveying
Upon completion of this training, a trainee will acquire basic skills and knowledge in starting a career in the field of surveying technology.  (Contact Hours: 20)

ENT
004
Plastering

Upon completion of this training, a trainee will acquire basic skills and knowledge in the proper use of plastering tools, mortar mixing, plastering guides, and plastering techniques.  (Contact Hours: 10)

ENT
005
Rebar Work
Upon completion of this training, a trainee will acquire basic skills and knowledge in rebar sizes, including bending and laying techniques in various concrete members.  (Contact Hours: 10)

ENT
006
Form Building
Upon completion of this training, a trainee will acquire basic skills and knowledge in the functions of each form member, selection of form material, layout, cut material and build footing, and foundation forms as well as column, beam, and roof forms.   (Contact Hours: 24)

ENT
007
Laying Blocks
Upon completion of this training, a trainee will acquire the basic skills and knowledge in the erection of story poles, making course heights on story poles, setting lines, mixing mortar, and laying blocks.   (Contact Hours: 10)

ENT
008
Block Making

Upon the completion of this training, a trainee will acquire the basic skills and knowledge in measuring, mixing, judging mix wetness, and making and curing blocks.   (Contact Hours: 5)

ENT
009
Mixing and Pouring  Concrete
Upon the completion of this training, a trainee will acquire the basic skills and knowledge in mixing operations, placing finishing operation, and curing concrete.   (Contact Hours: 10)

ENT
010
Concrete Volume Estimation
Upon completion of this training, a trainee will acquire the basic skills and knowledge in the methods of estimating volume of concrete, listing of concrete ingredients, estimating block and mortar used for laying blocks as well as how to estimate form and rebar work.   (Contact Hours: 10)

ENT
011
Concrete Fundamentals
Upon completion of this training, a trainee will acquire the skills and knowledge in concrete ingredients, types of cement, and their different uses. The trainee will also have learned how to determine maximum size of gravel used for a given job, how to test quality of sand, mixing and judging good mix wetness as well as testing and comparing the strength of concrete made from different amounts of water. Also, the trainee will have learned the right amount of materials used for different concrete mixes and their expected strength and how to perform a slump test.   (Contact Hours: 24)

ENT
012
BASIC LEVELING

Upon completion of this training, a trainee will have acquired basic knowledge and understanding of how to use instruments of leveling. This course covers the metric system, the proper way to use instruments, how to measure height and distance, and what a benchmark is. (Contact Hours: 52)

ENT
013
AREA SURVEYING TRAINING

Upon completion of this training, a trainee will have acquired basic knowledge and understanding on how to find the area of land by using the Herons formula, the area of a triangle, or by calculating coordinates. (Contact Hours: 20)

ENT
014
TRAVERSE SURVEYING

Upon completion of this training, a trainee will have acquired basic knowledge in traverse surveying, types of instruments used for traverse surveying, how to measure angle and distance, and how to calculate and adjust field observation. (Contact Hours: 97.5)

ENVIRONMENTAL TRAINING

ENV
001
Identifying Palauan Mangrove Woods 

Upon completion of this class, participants will be able to identify different varieties of mangrove wood by their physical features: leaves, size, flowers, and common usage.   (Contact Hours: 16)

ENV
002
Identification of Terrestrial Woods

Upon completion of this course, participants will be able to identify various terrestrial woods found in Palau and understand their features: size, leaves, flowers and where they are found and their common usage.  (Contact Hours: 24)

ENV
003
Taro Identification 

Upon completion of this course, participants will be able to identify the different kinds of taro plants that grow in Palau. (Contact Hours: 16)

ENV
004
Tapioca Identification

Upon completion of this course, participants will be able to identify the different kinds of tapioca that grow in Palau. (Contact Hours: 16)

ENV
005
Identification of Invasive Weeds in Palau

Upon completion of this training, a trainee will be able to identify the most important invasive weeds, which are a threat to the environment and agricultural production of Palau. Trainees will learn the scientific and common names of the weeds, which plants they are closely related to, why they are a problem, and possible methods of control or prevention. (Contact Hours: 16)

ENV
006
Identification of Palauan Edible Plants

Upon completion of this course, participants will be able to name and identify edible plants found in Palau. (Contact Hours: 16)

ENV
007
COMPOSTING

Upon completion of this training, a trainee will be able to successfully make and use compost. This will include selection of compostable materials, shredding or chopping materials, combining and mixing materials, maintenance of the compost pile, and approximate time to completion.  Trainees will also learn how to properly use finished compost and the value and importance of compost to soil properties and plant growth.  (Contact Hours: 16)

HOME ECONOMICS TRAINING

HET
001
COOKING CLASSES
Cooking classes will cover the following types of cooking: local dishes, Japanese dishes, Filipino dishes, Chinese dishes, western dishes, and Thai dishes.  Classes will be offered separately for each of the different cuisines.  Upon completion of this course, participants will be able to cook several popular dishes from these places. Various techniques and recipes will be covered. (Contact Hours: 32)

HET
002
Preparing Pigs for Custom 

Upon completion of this class, participants will be able to prepare a pig for custom and understand the concept and principles behind the way the pig is prepared.  (Contact Hours: 16)
HISTORY OF PALAU

HOP
001
History of Palau
The history of Palau is presented in the following segments covering timelines and events of the history of Palau: Spanish Era, German Era, Japanese Era, the war years, Naval Administration, Trust Territory of the Pacific Islands (TTPI), separation and construction, Compact of Free Association (COFA) and Plebiscites, breakdown of law and order, and Post COFA era. Upon completion of each of the segments, participants will have a clear understanding of the history of Palau.  Presentations will cover topics and issues that have had dramatic impact on the Palauan history, government, economy, and culture. (Contact Hours: 6 per segment)

HOP
002
Palauan Historical Sites
Upon completion of this course, participants will be able to identify major historical sites around Palau and understand their significance to respective communities in Palau.  (Contact Hours: 24)

HOP
003
Palauan Proverbs
Upon completion of this course, participants will understand the importance of Palauan proverbs, their implications and application to everyday life situation and behavior. Participants will learn the underlying dynamics of meaning behind the proverb itself.
(Contact Hours: 32)

HOP
004
Palauan  Leadership Structure
Upon completion of this course, participants will be able to understand the dynamics of the Palauan leadership structure and how it works. Participants will explore, assess, and analyze how each of the Palau state leadership structures operates. (Contact Hours: 24)

HOP
005
Palauan Leadership Strategies
Upon completion of this course, participants will be able to understand and apply different leadership strategies. Participants will explore different leaders of Palau and their leadership strategies in handling certain courses of action.    (Contact Hours: 24)
LANGUAGE CLASSES
LC
001
Basic Palauan
Upon completion of this course, a trainee will be able to understand and converse in simple daily conversational  Palauan.
(Contact Hours: 36)

LC
002
Advanced Palauan

Upon completion of this course, a trainee will be able to understand and converse in Palauan with more fluency.  Pre: Basic Palauan (Contact Hours: 36)

LC
003
Chinese

Upon completion of this course, a trainee will be able to understand and converse with customers in basic daily conversational Chinese. (Contact Hours: 36)

LC
004
Japanese

Upon completion of this course, a trainee will be able to understand and converse with customers in basic daily conversational Japanese. (Contact Hours: 36)

LC
005
ENGLISH CONVERSATION

Upon completion of this training, a trainee will gain the basic language skills needed to carry on survival level conversational English. Selected simulated situational conversation models will be used to assist students to learn the vocabulary for such areas of life as the bank, restaurant, school, or office. (Contact Hours: 18)

LC
006
ENGLISH WRITING

Upon completion of this training, a trainee will have the basic skills and knowledge to be able to write simple business letters and fill out simple forms such as those used in various government offices. Basic grammar will be covered as well as sentence structure.(Contact Hours: 18)

LC
007
ENGLISH READING

Upon completion of this training, a trainee will have learned the basics in reading skills such as looking for main ideas and details, making inferences, and following directions. This training will also cover the different types of reading materials and how to get the most out of reading such materials. Techniques to increase vocabulary and dictionary use will also be covered. (Contact Hours: 18)

MATHEMATICS FOR ADULTS TRAINING

MAT
001
Basic  Statistics

Upon completion of this training, a trainee will acquire the skills and knowledge in basic descriptive statistics to be able to identify the sample and population, and compute the measures of location and dispersion. Optional topics such as normal distribution and correlation will be explored if time permits.
(Contact Hours: 20)

MAT 002
Statistical Graphs
Upon completion of this training, a trainee will acquire the skills and knowledge to be able to construct graphs as well as read them.  A computer will be used to generate some of these graphs. (Contact Hours: 20)
MANAGEMENT TRAINING

MT
001
Effective  Program Planning  Techniques and Process
Upon completion of this training, a trainee will have the skills and knowledge from hands-on experience with the basic planning process. This experience begins with an overview of the planning process and the selection of a project. Each group will take their projects through the process and utilize techniques presented in class and then each group will demonstrate a presentation at the end of the training. (Contact Hours: 10)

MT
002
Program Evaluation
Upon the completion of this training, a trainee will have the skills and understanding of the concepts of evaluation versus assessment, reliability and validity of data and mechanisms for gathering data. A process will be presented to facilitate program evaluation/assessment.  (Contact Hours: 10)

MT
003
Conflict Management
Upon the completion of this training, a trainee will have a clear understanding of the guiding principles and  the protocol of consensus building and conflict resolution. This training also covers the process for conflict resolution and the steps involved in the process.
(Contact Hours: 6)

MT
004
Personnel Management

Upon completion of this training, a trainee will acquire the basic skills and knowledge in the general concepts and theories in human resources management. This training also describes the importance of human resources and how it affects the success of an organization.  (Contact Hours: 10)

MT
005
Basic Managerial Effectiveness
Upon completion of this training, a trainee will have a clear understanding of the structure he/she works both in human resources and financial capital. (Contact Hours: 10)

MT
006
Management by Objectives
Upon completion of this training, a trainee will have learned the process of management by objectives. (Contact Hours: 10)

MT
007
Decision-Making and Problem Solving
Upon completion of this course, participants will learn the basics of problem solving techniques. Participants will learn daily processes, procedures, and system analysis, which are related to their positions. Scientific methodology will be covered. Participants will be able to use some of the statistical tools used in the identification, definition, and solution of problems. (Contact Hours: 16)

MT
008
Team Building 

Upon completion of this course, participants will be able to understand the importance and dynamics of teamwork. Through the participative process, team members will share experiences, abilities, opinions, and concerns.
(Contact Hours: 16)

MT
009
Time Management 

Upon completion of this course, participants will be able to manage time more effectively. Participants will learn to understand the principles that relate to focusing daily objectives toward personal goals.  (Contact Hours: 16)

MT
010
Effective Presentation 

Upon completion of this course, participants will be able to design an effective presentation using various tools such as audio visual aids, flip charts, overhead projectors, computers, slide projectors, handouts, seating arrangements, etc. Participants will go through actual presentation demonstrations.  (Contact Hours:  24)

MT
011
Supervising on the Job Training 

Upon completion of this course, participants will understand their roles as supervisors. The course will cover work standards and conditions, safety regulations, time management, monitoring, and performance evaluation. 
(Contact Hours: 16)
OFFICE SKILLS
OS
001
Secretarial Training
Upon completion of this training, a trainee will have acquired understanding of the importance of proper work attitudes, office management, and word processing, and how they relate to daily work. (Contact Hours: 20)

OS
002
How to Take Meeting Minutes
Upon completion of this course, participants will be able to take effective meeting minutes. The course will cover formats, styles, and techniques. (Contact Hours: 4)

OS
003
Clerical Training
Upon completion of this course, participants will be able to answer telephones properly, file, operate office equipment, and understand proper office procedures.  (Contact Hours: 20) 

OS
004
Office Management
Upon completion of this training, a trainee will have improved the skills and knowledge he/she has in regard to office management, human relations, time and task management, records management, communications and technology, travel arrangements, word processing, work ethics and professional growth and development. (Contact Hours: 20)

OS
005
Customer Service
Upon successful completion of this training, a trainee will be able to understand the importance of customers to any business: customers’ needs, customers’ expectations, and most importantly, how to solve customers’ problems.  (Contact Hours: 4)

OS
006
Telephone Etiquette
Upon completion of this course, participants will be able to answer telephones more effectively. Participants will understand the correct telephone procedures and how to effectively handle situations that occur with communications by telephone.

(Contact Hours: 4)

OS
007
Building Office Skills 

Upon completion of this course, participants will   learn the basic skills relevant to office management. The course will combine skills in secretarial and clerical as well as administrative skills.  (Contact Hours: 16)

OS
008
ADMINISTRATION OFFICE SKILLS

Upon completion of this training, a trainee will have learned to improve his/her work performance. This training covers qualities as a worker and how to improve work performance. This training, covers qualities as a worker and how to make a work environment more pleasant, improving interpersonal skills, customer service, telephone etiquette, effective communication, professional conduct, office equipments and documents, and methods of evaluation. (Contact Hours: 20)

OTHER TRAININGS AND WORKSHOPS
OTW
001
Maritime Observer Training
Upon completion of this training, a trainee will acquire skills and understanding of navigation, fish sampling, and record keeping and will be issued a certificate to become a Maritime Observer.(Contact Hours: 80)

OTW
002
Email/Internet Training

Upon completion of this training, a trainee will acquire the basic skills and understanding to successfully operate E-mail and Internet using Windows 95. Pre: None  (Contact Hours: 10)

OTW
003
Self-Defense
Upon completion of this training, a trainee will acquire skills and understanding of the techniques for self-defense as well as develop proper attitudes and discipline toward life. (Contact Hours: 40)

OTW
004
Boating Safety Training

Upon completion of this training, a trainee will be issued a boating safety license as acknowledgment that he/she has acquired understanding of boating regulations and “the rules of the road” and the skills to operate boats safely and responsibly in Palauan waters.  (Contact Hours: 18)

OTW
005 
Global Positioning System (GPS)

Upon completion of this training, a trainee will have acquired basic skills necessary to operate a GPS to set a course as well as pinpoint a certain location on land as well as sea.  (Contact Hours: 20)

OTW
006
Land Title Search

Upon completion of this course, participants will be able to do a title search for any property, private or public. The course covers systematic procedures and chain of title search to any lot an individual plans to find a title for.   (Contact Hours: 16)

OTW
007
BASICS TO IMPROVING YOUR MEMORY

Upon completion of this training, a trainee will have acquired the skills and techniques to improve his/her memory. This course includes a variety of memory strategies, mnemonics, and other techniques. Emphasis will be devoted to general principles of memory improvement; powers of observation; methods to improve concentration; visualization and imaging information to increase memory; keys to association, substitution and thinking; classification as memory technique; memory pegs for better recall; and a number of recall systems. (Contact Hours: 4)

OTW
008
REAL ESTATE APPRAISAL

Upon completion of this training, a trainee will have acquired knowledge and understanding of real estate appraisal. This course covers real estate, real estate appraisal, types of value, the real estate appraiser, classifications of real estate, estimating value, assumptions and limiting conditions, market data analysis, and the appraisal report. (Contact Hours: 6)

OTW
009
SMALL PROJECT DEVELOPMENT
Upon completion of this training, a trainee will have acquired knowledge and understanding on how to develop his/her property for a small commercial project and make it a success. This course covers land ownership, utility services, financing, creating a business plan, environmental regulations, land use regulations, methods of construction, architecture and engineering, contracting for construction, starting up procedures, operational procedures, and environmental issues. (Contact Hours: 4)

PARENTAL TRAINING

PAT
001
Parenting Skills
Upon completion of this course, participants will be able to learn, understand, and apply parenting skills important for disciplining children. (Contact Hours:16)

PA
002
Banking for Children

Upon completion of this course, participants will have a better understanding of the benefits of banking for their children and how it’s done. (Contact Hours: 16)
PALAUAN HERITAGE AND CULTURE

PHC
001
Traditions of Pregnancy and Birth
Upon the completion of this training, a trainee will have a better understanding of the Palauan customs related to pregnancy and birth and learn how natural child-birth came to be in Palau. (Contact Hours: 20)

PHC
002
Hereditary Status and Strength
Upon completion of this training, a trainee will have a better understanding of how the status of a person in a family is established. The trainee will have learned why the women in Palauan tradition are considered of a higher status than the men. (Contact Hours: 20)

PHC 
003
Traditional Leadership in Palau
Upon the completion of this training, a trainee will have a better understanding of the traditional leadership in Palau and how major decisions are made affecting families, clans, and a whole community.
(Contact Hours: 20)

PHC
004
DEATH, FUNERAL, AND ASSOCIATED RESPONSIBILITIES
Upon completion of this training, a trainee will have a better understanding of the roles or responsibilities of those directly and indirectly involved in the funeral and even after the funeral is over.  (Contact Hours: 20)

PHC
005
Economy and Trade
Upon completion of this training, a trainee will have a better understanding of the economy and trade of Palau in the early days.  (Contact Hours: 20)

PRESENTATIONS TRAINING

PRT
001
Accelerated Reading
Upon completion of this training, a trainee will acquire the skills and knowledge in basic reading such as main ideas, supporting details, distinguishing between fact and opinion, organizational methods, dictionary skills, vocabulary, and using different parts of a book such as table of contents, bibliography, and glossary. These skills will be learned through guided readings as well as individualized readings. (Contact Hours: 50)

PRT
002
Report Writing

Upon completion of this training, a trainee will acquire the skills and knowledge to write effective reports. This training includes but is not limited to simple narrative, book reports, police reports, and other specialized reports as indicated by the students’ needs. It also covers mechanics, basic grammar, sentence structure, organization, format, proofreading, and editing. Computer skills are desirable but not required.  (Contact Hours: 40)

PRT
003
Effective Presentations
Upon completion of this training, a trainee will acquire the skills and knowledge necessary to give an effective presentation using audio visual aids, flip charts, overhead projectors, computers, preparing handouts, sitting arrangements, etc. This training will take the participants from the opening to the closing of a presentation in which they will have an opportunity to practice the newly acquired skills. (Contact Hours: 20)

PRT
004
Power Point Presentations
Upon the completion of this training, a trainee will acquire the skills and knowledge to be able to make complex information understandable using the power of graphics, pictures, slides, and Microsoft Power Point.   Contact Hours: 10)

PRT
005
JOURNALISM TRAINING
Upon completion of this training, a trainee will be able to write and present news stories in a manner and style that is attractive to readers of any newspaper in Palau and elsewhere. (Contact Hours: 75)

RESIDENTIAL TRAINING
RT
001
Residential Cost Estimation
Upon completion of this training, a trainee will have learned the different types of estimates, possible errors in estimating, estimating volume of soil, cubic yards of ready-mixed concrete block, estimating the number of raw material for concrete, estimating blocks and mortar, estimating forms lumber, sheathing, walls, framing, wall covering, ceiling, and roof.  (Contact Hours: 10)

RT
002
Home Inspection
Upon completion of this training, a trainee will acquire the basic skills and knowledge in home inspection. This training includes the alphabet lines, symbols and notations, the use of an architect, engineering, and metric scale, the ability to sketch with/without drafting tools, becoming familiar with plumbing, welding, and electrical symbols as well as specification, how to interpret a set of plans, how to write daily and progress reports, and the ability to perform tests. (Contact Hours: 30)

RT
003
Residential Water Tank Construction
Upon completion of this training, a trainee will acquire the skills and knowledge necessary to construct a residential water tank. This training includes lines, symbols and notations, architect scale, engineering scale, metric scale, sketching with/without drafting tools, designing and drawing of a water tank, reviewing mathematics, and estimating all the materials needed for the construction of a concrete water tank and/or a stainless steel tank.    (Contact Hours: 30)
Sports Fishing and Diving Class

SFD
001
Open Water Scuba Diving
Upon completion of this training, a trainee will receive a certificate through NAUI as a certified open water scuba diver. (Contact Hours: 40)

SFD
002
Fixing Speargun 

Upon completion of this class, participants will be able to make their own spear-guns and understand the different types of wood used for spear-gun making and different spear-gun triggers and rods. (Contact Hours: 24)

SFD
003
Fixing Spears 

Upon completion of this course, participants will be able to make their own spears. Participants will learn how to select better and stronger rods and handles, and learn how to tie the spear properly. (Contact Hours: 8)  

SFD
004 
Fish Trap Making 

Upon completion of this course, participants will be able to make their own fish traps. The course will cover both the traditional as well as modern use of materials to construct fish traps. Different techniques and applications to trap different fish will be covered.  (Contact Hours: 32)

SFD
005
Bottom Fishing
Upon completion of this course, participants will be able to learn the basics of bottom fishing techniques   and   styles.   Participants   will   learn different ways of bottom fishing both inside and outside the reef. Different uses of rods, reels, hooks, weights, lures, baits and lines will be covered, including use of hand lines. (Contact Hours: 16)

SFD
006
Shore/Offshore Casting 

Upon completion of this course, participants will be able to learn various styles and techniques of shore and offshore casting. Participants will learn different techniques used in catching different kinds of fish. Different uses of fishing rods, reels, lures, weights, hooks, and baits will be covered.(Contact Hours: 16)

SFD
007
Throw Net Casting 

Upon completion of this course, participants will be able to apply different ways of throwing fishing nets and understand the different styles that match the different behaviors of fish.  (Contact Hours: 16)

SFD
008
Weaving Fishing Nets
Upon completion of this course, participants will be able to learn the basics of weaving fishing nets. Different materials for weaving will be explored. Participants will be able to repair their own nets  (Contact Hours: 32)

SUMMER KIDS PROGRAM

SKP
001
KEYBOARDING
Upon completion of this training, a student will be able to use keyboarding skills to type a minimum of 10 words per minute as well as to create, edit, spell check, print, and save a document. Pre: None  (Contact Hours: 40)

SKP
002
COMPUTER APPLICATION

Upon completion of this training, a student will acquire basic skills and understanding in the use of computer applications starting with Windows 95 and Microsoft Office, which includes Word, Excel, Access and Powerpoint. Pre: Keyboarding  (Contact Hours: 40)

SKP
003
ENGLISH READING

Upon completion of this training, a student is expected to have increased his/her vocabulary with a formed habit of using a dictionary, improved his/her pronunciation and listening skills, and improved skills of interpreting written works. Pre: None  (Contact Hours: 40)

SKP
004
ENGLISH  WRITING 

Upon completion of this training, a student will acquire an appreciation for writing as well as improve his/her creativity skills and techniques.  Pre: None (Contact Hours: 40)

SKP
005
MATH

Upon completion of this training, a student will have improved his understanding of basic mathematics which include whole numbers, fractions, decimals, ratio and proportion, percent, positive and negative numbers, roots of numbers, and measurements in the English and metric system.  Pre: None        (Contact Hours: 40)

SKP
006
BASIC ARTS

Upon completion of this training, a student will acquire skills, and understanding and appreciation of a variety of art projects including basic drawing, painting, wall murals, print-making, sculptures and fabric designs. Pre: None  (Contact Hours: 40)

SKP
007
MARINE SCIENCE

Upon completion of this training, a trainee will have acquired basic knowledge of marine science including the importance of corals and coral reefs in Palau, mangroves, sea-grass and seaweed identification, and endemic, endangered, and threatened marine species. (Contact Hours: 40)

SKP
008
SUMMER CAMPING

Upon completion of this training, a trainee will have acquired basic knowledge in summer camping,  including spear-making, basket weaving, Palauan Chants, Palau customs, and how to adjust to being away from home for one week. (Contact Hours: 40)

SKP
009
MUSIC

Upon completion this training, a trainee will have learned to read simple music and understand the keyboard. Students will also have learned to appreciate music by understanding vocal techniques as well as understand music and culture to broaden their minds about the world around them. This course includes introduction to music theory, introduction to the keyboard, keyboard note spelling, introduction to Beethoven and Imesei and his compositions and Mozart, songs in Palauan, English, and Japanese singing in harmony, and music appreciation. (Contact Hours: 40)

TOURISM AND HOSPITALITY TRAINING

THT
001
CERTIFIED GUEST ROOM ATTENDANT
Upon completion of this training, a trainee will be prepared for the Educational Institute of the American Hotel/Motel Association Guestroom Attendant certification exam. This training covers the basics of housekeeping, including the positions of Room Attendant, Linen Room Attendant, and Public Area Attendant.   (Contact Hours: 20)

THT
002
CERTIFIED FRONT DESK REPRESENTATIVE
Upon completion of this training, a trainee will be prepared for the Educational Institute of the American Hotel/Motel Association Front Desk Representative certification exam. This training covers the basics of reservations, guest registration, check out, and front desk customer service skills.
(Contact Hours: 20)

THT
003
CERTIFIED RESTAURANT SERVER

Upon completion of this training, a trainee will be prepared for the Educational Institute of the American Hotel/Motel Association Restaurant Server certification exam. This training covers the basics in dining room serving skills, learning the essentials in dining room set up, service stations, greeting, ordering, serving, clearing the table, and presenting the guest check.
 (Contact Hours: 20)

TECHNICAL TRAINING

TT
001
Basic Oxyacetylene
Upon completion of this training, a trainee will acquire basic skills and knowledge to weld in compliance with the fundamentals of safe and effective welding.   (Contact Hours: 80)

TT
002
Special Welding for Interested Individuals
Upon completion of this training, a trainee will have acquired basic skills and knowledge in welding, cutting, and basic arc welding as well as how to use welding equipment safely. (Contact Hours: 30)

TT
003
Basic Masonry
Upon completion of this training, a trainee will acquire basic principles of construction involving foundation, interior and exterior trims, walls and roof framing as well as proper handling of tools and materials.
(Contact Hours: 80)

TT
004
Basic Auto Mechanic
Upon completion of this training, a trainee will acquire basic skills and knowledge related to proper operation and maintenance of an automobile with emphasis on preventive maintenance. (Contact Hours: 80)

TT
005
Automotive Service ttendants
Upon completion of this training, a trainee will have the basic skills and knowledge in how automobiles should be serviced and how to adjust various parts of automobiles to get the best possible performance. Emphasis is upon developing interest in proper maintenance, adjustment, and operation of automobiles and how various units of an automobile work.
(Contact Hours: 30)

TT
006
Basic Small Engine
Upon completion of this training, a trainee will acquire basic skills and knowledge related to proper operation and maintenance of small displacement internal combustion engines, which includes lawn mowers, chain saws, outboard motors, motorcycles, etc.  (Contact Hours: 80)

TT
007
Heavy Equipment Maintenance
Upon completion of this training, a trainee will acquire basic skills and knowledge related to proper operation and maintenance of heavy equipment. (Contact Hours: 80)

TT
008
BICYCLE REPAIR & MAINTENANCE

Upon completion of this training, a trainee will acquire skills and knowledge related to proper procedures needed to repair and maintain a bicycle. (Contact Hours: 12)

TT
009 
OUTBOARD MOTOR TRAINING

Upon completion of this training, a trainee will have acquired the basic knowledge and understanding of outboard motors, the model differences, performances, strengths, parts, lower unit, water pump, oil, seals, gear, identification of parts and number, engine problems, malfunctions, adjustments of carburetors and timing, electric part, and emergency procedures. (Contact Hours: 16)

TT
010
BASIC PHOTOGRAPHY

Upon completion of this training, a trainee will have acquired the basic skills in photography including the principles of photography, the different types of camera functions and operations, types of films, different lenses, lighting and use of flash, as well as solving photo taking problems. (Contact Hours: 8)

TT
011
BASIC VIDEO FILMING & EDITING

Upon completion of this training, a trainee will have acquired the basic skills and knowledge in how to produce and edit video programs. Participants will have hands-on training and present their videos on the last day of class. (Contact Hours: 24)
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