Ce r t ifi cate i n The Nonprofit Leadership and Management program provides

relevant leadership and management topics of critical value to
nonprofit organizations. The course is packed with practical

Non rOfit techniques necessary for agency survival in the new
millennium. Workshops are oriented to the needs of

staff, program administrators, executive directors,
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board members, philanthropists, volunteers,

M a n a ge m e nt and those interested in employment in

nonprofit agencies.

This certificate requires the following 6 core courses and a minimum of 20
elective course hours. Individual courses may be taken on a non-certificate
basis. Upon completion of all the requirements for the certificate, please
contact our office at (609) 570-3311 to request a certificate.

Core courses: Elective courses:
* Fundamentals of Nonprofit e Grantwriting Essentials
Management (Spring 2009) e Courses in AMA Certificates*
e Finance & Accounting * Courses in Marketing and
for Nonprofits (Spring 2009) Communications*
* Essentials of Fundraising * The Role Emotional Intelligence
* Management Skills for Plays in Communication
Nonprofits ¢ Internal Fraud and Detection
* Human Resource Development e Bookkeeping for Nonprofits
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CONTINUING STUDIES *please visit www.mccc.edu/ccs or call 609.570.3311 for course schedules



Management Skills
for Nonprofits
With limited staff and financial resources, it
is particularly critical that the nonprofit admin-

istrators become truly proficient in all aspects
of management. Each workshop will focus on
strengthening particular skills necessary for effec-
tive management: communication, team building,
problem solving, motivation, stress management,
time management, and conflict resolution.
1.2 CEU. Tuition and fees: $120
XML153-076275 Sept 11-Oct 23*
6 sessions Th 7-9pm
*Class will not meet Oct 9
Marge Smith, Nonprofit Consultant

Marketing & PR for Nonprofits
Marketing and public relations can make or break
a non-profit today. This course focuses on marketing
and communication issues as they impact a non-
profit’s ability to promote events and programs and
raise its profile in the public, private, corporate,
and nonprofit arenas. Sessions will include tools,
resources, procedures and practical information
along with hands-on group and individual exer-

Human Resources Development
for Nonprofits
Due to the limited resources and the involvement of

cises. Some homework will be assigned.

1.8 CEU. Tuition and fees: $180
XML154-076276 Sept 16-Oct 28*
6 sessions  Tu 6:30-92:30pm
*Class will not meet Sept 30

Judlith Arnold and Claire Walton, J F Arnold Group

Introduction to
Financial Management
& Bookkeeping

This course gives a broad understanding of the
types of financial records an organization must
create and maintain, along with the interaction of
management, staff and the board regarding finan-
cial responsibilities. Topics include establishing a
financial reporting system, allocating income and
expenses by programs and funding sources, pre-
paring internal financial reports and the IRS Form
990, and setting up procedures for recording fund-
raising events and associated expenses.

1.25 CEU. Tuition and fees: $125
XML149-076277 Oct 6-Nov 3

5 sessions M 6:30-2pm
leonard Steinberg, CPA

New!

community, developing human resources for nonprof-
its presents challenges that are unique to nonprofits.
This workshop will discuss the process involved in the
selection and management of personnel in nonprofits.
Personnel administration, volunteer management, re-
lationships of board, staff and volunteers, hiring and
firing, motivating staff and volunteers, and effective
supervision will be discussed.

1.0 CEU. Tuition and fees: $100
XML151-076278 Oct 30-Nov 20

4 sessions Th 6:45-9:15pm
Marge Smith, Nonprofit Consultant

The Role Emotional Intelligence

Plays in Communication

Understanding emotional intelligence can empower you to work more success-
fully with others. This course will provide the opportunity fo answer the following
questions: What is emotional inteﬁigence? How can you develop yours2 How can
emotional intelligence improve relationships when working with others@

0.8 CEU. Tuition and fees: $80
XML186-076264

4 sessions M
*Class will not meet Nov 24

Marge Smith, Nonprofit Consultant

Nov 3-Dec 1*
7-9pm

Essentials of Fundraisin

Americans are generous people.%ZZO billion was given away last year. Is
your organization getting its share2 Learn the basic elements of the Resource
Development Process and how to implement them in your agency. Explore the
techniques of fundraising and learn how to identify the best potential constitu-
encies fo target with your efforts.

0.9 CEU. Tuition and fees: $90

XCP186-076279 Dec 2-Dec 16
3 sessions Tu 6-9pm
Les Lloysen

Internal Fraud and Detection

Today, there are increasing concerns about deceit, fraud, and security in an
organization. There is also confusion about the roles of management and
boards of directors. This course will address these concerns, highlighting
sound policies and procedures, internal and external audit functions, and
the role of technology. Also included will be discussion about compliance
requirements of the recently implemented Sarbanes-Oxley legislation.

0.4 CEU. Tuition and fees: $80
XML148-076280

2 sessions M
leonard Steinberg

Dec 8-Dec 15
7-9pm
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www.mccc.edu/ccs Phone: 609-570-3311
Fax: 609-570-3883 E-mail: ComEd@mccc.edu



