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Free courses for professional and personal development.



ABOUT RCCD EXTENDED LEARNING

The Extended Learning programs at Moreno Valley College, Norco College, and
Riverside City College offer noncredit, tuition-free courses. Whether you are
looking to gain professional expertise to expand your career opportunities or grow
your business, learn foundational skills to enter a CTE pathway or augment your
educational experience while taking credit courses, Extended Learning programs
provide a pathway to success!

Apply to Moreno Valley College
Apply to Norco College
Apply to Riverside City College

Program of Study select: "General Business Administration Certificate"
Educational Goal select: "Noncredit to credit"

Step 1: To start taking courses at Moreno Valley College, Norco College, or
Riverside City College, follow the directions on each colleges' website to complete
an application and register. Students interested in only taking noncredit courses
should not apply for financial aid, as courses are tuition-free.

Apply to only ONE college. Once you have completed the application process, you
can take courses at any of the three colleges in the district.

If you need assistance, please do not hesitate to reach out to extlearning@rccd.edu.

**Tips when applying, select the following when asked:

Step 2: Choose the classes you would like to take. Any updates to the class
schedule will be noted on the Extended Learning website.

Search Spring 2021 Noncredit Courses
Please see the official college course schedule as course time and days are subject to change.

HOW TO GET STARTED
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https://www.mvc.edu/services/ar/apply.cfm
https://www.norcocollege.edu/services/enrollment/admissions/Pages/how.aspx
https://www.rcc.edu/become-a-student/index.html
https://extendedlearning.rccd.edu/scheduleapp/Pages/default.aspx


Visit the "Get Started" page under the Extended Learning website for step-by-step
instructions on how to register using MyPortal or EduNav. 

After completing the free application to one of the colleges through CCC Apply,
you must wait 1 to 2 business days to receive your official welcome email with
your MyPortal login information. The email will contain your RCCD student ID
number, which is needed to login to your MyPortal account. All students register
for both noncredit and credit courses in MyPortal or EduNav. Students that apply
to one college, can take classes at all three colleges in the Riverside Community
College District. Please apply at least 3 weeks before the class starts. 

HOW TO REGISTER

WANT MORE INFORMATION? 

Join our Extended Learning information sessions live on Zoom. Register for the
date you are interested so that we may send you reminders, any last-minute
updates, or any session materials. 

Virtual information session dates are listed on the Get Started page. For
additional information, please visit the RCCD Extended Learning website or email
extlearning@rccd.edu.  
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https://extendedlearning.rccd.edu/Pages/started.aspx
https://home.cccapply.org/en/
https://extendedlearning.rccd.edu/Pages/started.aspx
https://extendedlearning.rccd.edu/


NONCREDIT CERTIFICATES OFFERED

CAREER EDUCATION

Business Success Seminar (BUS-112) - p. 12
The Successful Job Search (PDS-818) - p. 24

Additional Courses:
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Computer Applications Technology

Computer Information Systems

Cyber Skills: Introduction to Cybersecurity (CIS-825)
Cyber Skills: Introduction to Virtualization (CIS-826)
Cyber Skills: Introduction to Protocol Analysis (CIS-
827)

Introduction to Python Programming: Part 1
Introduction to Python Programming: Part 2
Introduction to Python Programming: Part 3

Information Systems: Cyber Skills - p. 6

Introduction to Python Programming - p. 7

Entrepreneurship

Professional Development Studies

The Art of Negotiating and Collaborating (PDS-806)
Personality Styles and Difficult Relationships (PDS-
807)
Best Practices in Customer Service (PDS-813)

Leadership Skills (PDS-801)
Supervisory Skills (PDS-802)
Increasing Productivity (PDS-803)
Motivating Yourself and Others (PDS-804)

Business Writing in a Technological World (PDS-809)
Workplace Communication and Strategies (PDS-812)
Choose two of the following:

Difficult Conversations (PDS-805)
The Art of Negotiating and Collaborating (PDS-
806)
Personality Styles and Difficult Relationships
(PDS-807)
Best Practices in Customer Service (PDS-813)

Personal Finance (PDS-816)
Financial Future (PDS-817)

Closing Techniques that Win the Sale (PDS-814)
Winning Sales Scripts (PDS-815)

Critical Thinking, Prob. Solving & Decision-Making
(PDS-808)
Business Writing in the Technological World (PDS-
809)
Time Management (PDS-810)
Workplace Communication Studies (PDS-812)

Customer Relations - p. 8

Emerging Leaders - p. 9

Enterprise Communications - p. 9

Financial Literacy - p. 9

Sales Techniques - p. 10

Workplace Essentials - p. 10

Facebook for Business (ENP-801)
Pinterest and Instagram for Business (ENP-802)
YouTube for Business (ENP-803)
Twitter for Business (ENP-804)
LinkedIn for Business (ENP-805)

Social Media for Business - p. 7

MOS Prep: Microsoft Office Word Expert Exam
Preparation (CAT-841)
MOS Prep: Microsoft Office Excel Expert Exam
Preparation (CAT- 842)
MOS Prep: Microsoft Office PowerPoint Core Exam
Preparation (CAT-843) 
MOS Prep: Microsoft Office Access Core Exam
Preparation (CAT-844)   OR
MOS Prep: Microsoft Office Outlook Core Exam
Preparation (CAT-845) 

Business Skills: MOS Prep – Microsoft Office Specialist
Master Certification Preparation - p. 6



ENGLISH AS A SECOND LANGUAGE

Moreno Valley College, Norco College, and Riverside City College offer a pathway
to English fluency for multilingual speakers through the English as a Second
Language (ESL) program. Recent immigrants, long-time residents, and
international students can all benefit. 

The colleges offer a sequence of courses that lead to English 1A, the transfer-level
English course. The tools on the Extended Learning website, as well as guidance
from college counselors, can help you select the course that is right for you. 

Step 1: Use the RCCD Guided Self-Placement Tool to understand which ESL
course is right for you.

Step 2: Decide if you want to take credit or noncredit courses depending on your
educational goal. Students can learn more about this in the "What Course Should I
Take?" section.

ENGLISH AS A SECOND LANGUAGE NONCREDIT CERTIFICATES OFFERED
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Beginning American College English -
p.11

Advanced American College English -
p.11

Intermediate American College English (ESL-848)
High-Intermediate American College English (ESL-
849)
Advanced American College English (ESL-850)

Beginning American College English (ESL-846)
Low-Intermediate American English (ESL-847)

https://extendedlearning.rccd.edu/esl/Pages/selfPlacement.aspx
https://extendedlearning.rccd.edu/esl/Pages/course.aspx
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PROGRAM DESCRIPTIONS

Computer Applications Technology

CAT-841: MOS Prep: Microsoft Office Word Expert Exam Preparation (p. 12)
CAT-842: MOS Prep: Microsoft Office Excel Expert Exam Preparation (p.12)
CAT-843: MOS Prep: Microsoft Office PowerPoint Core Exam Preparation (p. 13)
CAT-844: MOS Prep: Microsoft Office Access Core Exam Preparation  OR
CAT-845: MOS Prep: Microsoft Office Outlook Core Exam Preparation (p. 13)

Required Courses:

Business Skills MOSPrep - Microsoft Office Specialist Master Certification
Preparation 

The Business Skills: MOSPrep-Microsoft Office Specialist Master Certification will provide
students short-term preparation and business computer application skills needed in multiple
fields with the goal of increasing employability. The content provides a review of the major
software applications used business. Students completing the certificate courses are prepared to
take the Microsoft Office Specialist certification examinations.

Computer Information Systems
Information Systems: Cyber-Skills

The Cyber-Skills Certificate will focus on cybersecurity areas of knowledge needed to enhance
current IT skills for those already employed in the IT field or assist with developing cyber-skills for
those exploring this as a career path. The courses will explore the tools that are used regularly
within the field.

Topics covered will include exploration of the field of cybersecurity, data confidentiality, integrity
and availability and best practices for Internet use and social media safety. The student will be
exposed to the use of virtualization software which is used extensively throughout cybersecurity
and IT careers in general. Protocol analysis will be covered using tools such as Wireshark to
demonstrate how to capture and analyze network traffic for cybersecurity incident response and
for network troubleshooting.

CIS-825: Cyber Skills: Introduction to Cybersecurity
CIS-826: Cyber Skills: Introduction to Virtualization (p. 13)
CIS-827: Cyber Skills: Introduction to Protocol Analysis (p. 13)

Required Courses:



Introduction to Python Programming

The Python programming certificate is a certificate for the general introduction to the Python
programming language. The certificate introduces the Python programming language, decision
control structures and iterative control structures of the Python language. The certificate includes
working with arrays and functions in the Python programming language. May lead to potential
employment as a Python programmer.

CIS-830: Introduction to Python Programming: Part 1 (p. 13)
CIS-831: Introduction to Python Programming: Part 2 (p. 14)
CIS-832: Introduction to Python Programming: Part 3 (p. 14)

Required Courses:

Entrepreneurship

Social Media for Business

The Social Media for Business Certificate provides students with an understanding of how to
effectively leverage social media as part of a business marketing strategy. Students will analyze
the ways in which businesses and nonprofits use social media marketing to engage customers
and develop a successful business presence on social media using Facebook, Twitter, LinkedIn,
YouTube, Instagram, and Pinterest. This certificate is designed to both support students seeking
to expand on their existing knowledge of social media marketing as well as those new to the field

ENP-801: Facebook for Business (Starting on p. 17)
ENP-802: Pinterest and Instagram for Business (Starting on p. 17)
ENP-803: YouTube for Business (Starting on p. 17)
ENP-804: Twitter for Business (Starting on p. 17)
ENP-805: LinkedIn for Business (Starting on p. 17)

Required Courses:
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Professional Development Studies

Customer Relations

The Customer Relations Certificate provides students with important communication skills and
an understanding of how these skills should be utilized when working in customer service.
Additionally, students will learn about different personality styles and how to effectively adapt to
working with people with different styles. As a result of their classroom experience, students will
be able to provide effective customer service and demonstrate collaborative problem solving.

PDS-806: The Art of Negotiating and Collaborating (Starting on p. 19)
PDS-807: Personality Styles and Difficult Relationships (Starting on p. 19)
PDS-813: Best Practices in Customer Service (Starting on p. 19)

Required Courses:

Wednesday,
February 3

5:30 - 6:30 PM

Monday,
January 25

5:30 - 6:30 PM

Thursday,
January 28
10 - 11 AM

Tuesday,
 January 19
10 - 11 AM

Wednesday,
January 20

5:30 - 6:30 PM

Tuesday,
February 2
10 - 11 AM

W A N T  M O R E  I N F O R M A T I O N ?

Extended Learning Information Session

Join a virtual information session to learn more about Extended Learning
programs including what noncredit courses are and what current programs are

offered for Spring 2021!

Register at:  extendedlearning.rccd.edu/Pages/started.aspx

Visit extendedlearning.rccd.edu or email extlearning@rccd.edu for more information.

Monday,
February 8

5:30 - 6:30 PM

Wednesday,
February 11
10 - 11 AM
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Emerging Leaders

The Emerging Leaders Certificate enables students to develop the management, supervisory, and
leadership skills necessary to get a job or advance on their current career path. Through the
guided exploration of best practices in essential workplace skills, students will be prepared to
successfully navigate complex professional environments. Both current and future leaders will
benefit from the comprehensive overview of the skills necessary to be dynamic and effective
leaders.

PDS-801: Leadership Skills (Starting on p. 19)
PDS-802: Supervisory Skills (Starting on p. 19)
PDS-803: Increasing Productivity (Starting on p. 19)
PDS-804: Motivating Yourself and Others (Starting on p. 19)

Required Courses:

Enterprise Communications

The Enterprise Communication Certificate enables students to develop strategic communication
techniques and skills necessary to succeed in the workplace. Students will demonstrate oral and
written workplace communication skills, including learning constructive business writing
concepts. This certificate is also a gateway into other noncredit and credit programs.

PDS-809: Business Writing in a Technological World (Starting on p. 20)
PDS-812: Workplace Communication Strategies (Starting on p. 20)

PDS-805: Difficult Conversations
PDS-806: The Art of Negotiating and Collaborating (Starting on p. 21)
PDS-807: Personality Styles and Difficult Relationships (Starting on p. 21)
PDS-813: Best Practices in Customer Service (Starting on p. 21)

Required Courses:

Choose two:

Financial Literacy

The Financial Literacy Certificate of Completion provides students with an introduction to the
principles of finance with an emphasis on personal finance. Students will learn general personal
financial management skills, including developing realistic financial goals and methods for
creating a plan to meet those goals. This certificate also serves as a gateway into other noncredit
and credit programs in personal or business finance.

PDS-816: Personal Finance (p.24)
PDS-817: Financial Future (p. 24)

Required Courses:
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Sales Techniques

The Sales Techniques Certificate provides students with an understanding of how to effectively
leverage various communication techniques and mediums to identify leads, work directly with
decision makers, and close deals. The important sales techniques that students acquire will allow
them to build lasting, long-term and mutually beneficial relationships with clients. These
foundational sales techniques will enable student to get a job in sales or marketing or advance in
their current career. This certificate also serves as a gateway into other noncredit and credit
programs.

PDS-814: Closing Techniques that Win the Sale (p. 23)
PDS-815: Winning Sales Scrips (p. 24)

Required Courses:

Workplace Essentials

The Workplace Essentials Certificate aims to provide students with the skills and knowledge to be
successful in the workplace. Students will learn how to maximize efficiency, engage in strategic
problem solving, and clearly communicate with internal and external stakeholders. These skills
will allow both students with extensive experience in the workplace and those entering the
workforce to improve their effectiveness and advance in their career. This certificate also serves
as a gateway into other noncredit and credit programs.

PDS-808: Critical Thinking, Problem Solving and Decision Making (p. Staring on p. 19)
PDS-809: Business Writing in a Technological World (Starting on p. 20)
PDS-810: Time Management (Starting on p. 20)
PDS-812: Workplace Communication and Strategies (Starting on p. 20)

Required Courses:
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ESL-846: Beginning American College English (Starting on p. 14)
ESL-847: Low-Intermediate American College English (Starting on p. 14)

Required Courses:

Beginning American College English

ESL students are placed within the sequence of courses in Basic English as a Second Language
Certificate according to their English abilities. Students completing this pattern of study will have
a beginning level of fluency in the English language which will help them be successful in
academic courses, CTE courses, or general employment.

Advance American College English

ESL students are placed within the sequence of courses in Advanced English as a Second
Language Certificate according to their English abilities. Students completing this pattern of study
will have a beginning level of fluency in the English language which will help them be successful
in academic courses, CTE courses, or general employment.

ESL-848: Intermediate American College English (Starting on p. 15)
ESL-849: High-Intermediate American College English (Starting on p. 15)
ESL-850: Advance American College English (Starting on p. 15)

Required Courses:
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Noncredit Frequently Asked Questions (FAQs)

What are noncredit courses?

Noncredit courses are designed for students interested in pursing personal, professional or academic goals.
Noncredit courses focus on helping students build specific skills that are necessary for reaching their individual
goals. All courses are taught by college faculty. 

Who can take noncredit courses?

Any community member 18 years or older can take noncredit courses. Those under 18 must complete a concurrent
enrollment form and return it to the college’s Admissions and Records office. Please contact extlearning@rccd.edu
for more information. 

How much does it cost to enroll in a noncredit course?

All noncredit courses are tuition-free, though students may have to pay for books.  All students that park on campus
must purchase a parking pass. Since noncredit courses are tuition-free, financial aid is not available for these
courses.

How long will it take to earn a certificate?

The time it takes to complete a certificate varies. Visit the Courses and Certificates pages on the Extended Learning
website to learn more. Students can also make an appointment with an educational advisor or college counselor.
Email extlearning@rccd.edu to get connected.

For additional frequently asked questions (FAQs), visit the About Noncredit page under the Extended Learning website
about residency, how to sign up, and more!

English as  a  second language

https://extendedlearning.rccd.edu/Pages/certificates.aspx
https://extendedlearning.rccd.edu/about/Pages/faqs.aspx


Courses at Riverside City College:

Business Administration
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COURSE OFFERINGS

Business Success Seminar
BUS-112-44930

 A comprehensive course designed to guide and empower Business Administration Cohort
students with the skills and resources necessary to succeed academically and professionally.
This course offers learning strategies for success in and out of the classroom and in business
such as improved communication skills, confidence building, engaging with the local business
community, and utilizing networking opportunities. 27 hours lecture. (Pass/No Pass only.)

Wednesday, 6:00 - 7:25 PM (02/16 - 06/11) - Occasionally Meet

Courses at Riverside City College:

Computer Applications Technology

All three colleges in the Riverside Community College District house an Extended
Learning program. The courses offered by Moreno Valley College are listed under a teal
heading, courses offered by Norco College are listed under a burgundy heading, and
courses offered by RCC are listed under an orange heading. All courses in Fall 2020 will
be offered online. Courses listed as "Online Anytime" may have live online sessions that
are recorded.

MOSPrep: Microsoft Office Word-Expert Exam Preparation
CAT-841-44754

Prepare to take the Microsoft Office Specialist Word Expert Exam by reviewing the advanced
features of Word and taking practice tests. A single free exam will be administered at the end
of the course. 9 hours lecture and 9 hours laboratory.

Online Anytime (02/16 - 04/10)

MOSPrep: Microsoft Office Excel Expert Exam Preparation
CAT-842-44755

Prepare to take the Microsoft Office Specialist Excel Expert Exam by reviewing the advanced
features of Excel and taking practice tests. A single free exam will be administered at the end
of the course. 9 hours lecture and 9 hours laboratory.

Online Anytime (04/18 - 06/11)
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Courses at Riverside City College:

Computer Information Systems

MOSPrep: Microsoft Office PowerPoint Core Exam Preparation
CAT-843-44756

Prepare to take the Microsoft Office Specialist PowerPoint Expert exam by reviewing the
advanced features of PowerPoint and taking practice tests. A single free exam will be
administered at the end of the course. 4.5 hours lecture and 4.5 hours laboratory.

Online Anytime (03/07 - 04/03)

MOSPrep: Microsoft Office Outlook Core Exam Preparation
CAT-845-44757

Prepare to take the Microsoft Office Specialist Outlook Expert exam by reviewing the advanced
features of Outlook and taking practice tests. A single free exam will be administered at the
end of the course. 4.5 hours lecture and 4.5 hours laboratory.

Online Anytime (05/09 - 06/05)

Cyber Skills - Introduction to Virtualization
CIS-826-44751

The Cyber Skills - Introduction to Virtualization is designed for students who are considering IT
as a career with a specialization in cybersecurity. Virtualization skills are necessary to the
cybersecurity professional due to their ubiquitous use in the IT field. Cybersecurity
professionals need to understand how virtualization works to analyze the threats within the
virtual environment as well as use virtualization for isolating systems for malware analysis and
testing. 9 hours lecture and 9 hours laboratory.

Online Anytime (02/16 - 4/10)

Intro to Python Programming: Part I
CIS-830-44748

Advisory: Know the fundamental computer concepts and terminology used for input, processing, output, and storage.
Know the basic features of software such as operating systems, and basic applications programs. 

Introduction to the Python programming language by covering the basics of programming in
Python to develop business, gaming, scientific and mathematical applications. 18 hours
lecture.

Online Anytime (02/21 - 03/27)

Cyber Skills - Introduction to Protocol Analysis
CIS-827-44752

The Cyber Skills - Introduction to Protocol Analysis is designed for students who are
considering IT as a career with a specialization in cybersecurity. Within the cybersecurity
career path, protocol analysis is used to perform ongoing attacks as well as post-attack
analysis of network logs and data. 9 hours lecture and 9 hours laboratory.

Online Anytime (04/18 - 5/22)
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Courses at Moreno Valley College:

English as  a  second language

Beginning American College English
ESL-846-22247

Students should be aware that the course is taught in English. 
Designed for non-native speakers of English. Develops writing, reading, and oral language
expression in academic American English language at the beginning level to prepare students
to enter ESL-847. Students will produce a minimum of 1,250 words of instructor-evaluated
writing with an emphasis on academic paragraph writing in response to reading. 90 hours
lecture.

Online Anytime (02/16 - 06/11)

Intro to Python Programming: Part 2
CIS-831-44749

Advisory: CIS-830 

Introduction to decision and iteration statements used in the Python programming language to further
advance the student in developing business, gaming, scientific and mathematical applications. 18 hours
lecture.

Online Anytime (03/28 - 05/08)

Intro to Python Programming: Part 3
CIS-832-44750

Advisory: CIS-831 

Introduction to functions, arrays and file input/output statements used in the Python programming
language to further advance the student in developing business, gaming, scientific and mathematical
applications. 18 hours lecture.

Online Anytime (05/09 - 06/11)

Low-Intermediate American College English
ESL-847-22248

Designed for non-native speakers of English. Develops writing, reading, and oral language
expression in academic American English language at a low-intermediate level to prepare
students to enter ESL 848. Students will produce a minimum of 2,250 words of instructor-
evaluated writing with an emphasis on academic paragraph writing in response to reading. 90
hours lecture.

Online Anytime (02/16 - 06/11)
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Courses at Norco College:

Beginning American College English
ESL-846-33138

Students should be aware that the course is taught in English. 
Designed for non-native speakers of English. Develops writing, reading, and oral language
expression in academic American English language at the beginning level to prepare students
to enter ESL-847. Students will produce a minimum of 1,250 words of instructor-evaluated
writing with an emphasis on academic paragraph writing in response to reading. 90 hours
lecture.

Tuesday & Thursday - 6:30 - 8:30 PM (02/16 - 06/11)

Low-Intermediate American College English
ESL-847-33140

Designed for non-native speakers of English. Develops writing, reading, and oral language
expression in academic American English language at a low-intermediate level to prepare
students to enter ESL 848. Students will produce a minimum of 2,250 words of instructor-
evaluated writing with an emphasis on academic paragraph writing in response to reading. 90
hours lecture.

Tuesday - 11:00 AM - 12:30 PM (02/16 - 06/11)

Intermediate American College English
ESL-848-33141

Designed for non-native speakers of English. Develops writing reading, and oral language
expression in academic American English language at an intermediate level to prepare
students to enter ESL 49. Students will produce a minimum of 3,500 instructor-evaluated
writing with an emphasis on basic essay writing in response to reading. Classroom instruction
integrates writing lab activities. 90 hours lecture and 18 hours laboratory. 

Monday & Wednesday - 6:30 - 8:30 PM (02/16 - 06/11)

High-Intermediate American College English
ESL-849-33142

Designed for non-native speakers of English. Develops writing, reading, and oral language
expression in academic American English language at an intermediate level to prepare
students to enter ESL 50. Students will produce a minimum of 6,000 words of instructor-
evaluated writing with an emphasis on essay writing in response to reading. Classroom
instruction integrates writing lab activities. 90 hours lecture and 18 hours laboratory.

Monday - 9:00 - 10:30 AM (02/16 - 06/11)

Advance American College English
ESL-850-33143

Designed for non-native speakers of English. Develops writing, reading, and oral language
expression in academic American English language at an advanced level to prepare students
to enter English 1A. Students will produce a minimum of 7,000 words of instructor-evaluated
writing with an emphasis on expository essay writing in response to advanced readings from
various sources and a novel. Classroom instruction integrates writing lab activities. 90 hours
lecture and 18 hours laboratory. 

Monday - 11:00 AM - 12:30 PM (02/16 - 06/11)
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Courses at Riverside City College:

Beginning American College English
ESL-846-44728

ESL-846-44729

Students should be aware that the course is taught in English. 
Designed for non-native speakers of English. Develops writing, reading, and oral language
expression in academic American English language at the beginning level to prepare students
to enter ESL-847. Students will produce a minimum of 1,250 words of instructor-evaluated
writing with an emphasis on academic paragraph writing in response to reading. 90 hours
lecture.

Online Anytime (02/16 - 06/11)
Online Anytime (02/16 - 06/11)

Low-Intermediate American College English
ESL-847-44730

ESL-847-44810
Designed for non-native speakers of English. Develops writing, reading, and oral language
expression in academic American English language at a low-intermediate level to prepare
students to enter ESL 848. Students will produce a minimum of 2,250 words of instructor-
evaluated writing with an emphasis on academic paragraph writing in response to reading. 90
hours lecture.

Online Anytime (02/16 - 06/11)
Online Anytime (02/16 - 06/11)

Intermediate American College English
ESL-848-44731

Designed for non-native speakers of English. Develops writing reading, and oral language
expression in academic American English language at an intermediate level to prepare
students to enter ESL 49. Students will produce a minimum of 3,500 instructor-evaluated
writing with an emphasis on basic essay writing in response to reading. Classroom instruction
integrates writing lab activities. 90 hours lecture and 18 hours laboratory. 

Online Anytime (02/16 - 06/11)

High-Intermediate American College English
ESL-849-44732

Designed for non-native speakers of English. Develops writing, reading, and oral language
expression in academic American English language at an intermediate level to prepare
students to enter ESL 50. Students will produce a minimum of 6,000 words of instructor-
evaluated writing with an emphasis on essay writing in response to reading. Classroom
instruction integrates writing lab activities. 90 hours lecture and 18 hours laboratory.

Monday & Wednesday - 9:00 - 10:15 AM (02/16 - 06/11)

Advance American College English
ESL-850-44733

Designed for non-native speakers of English. Develops writing, reading, and oral language
expression in academic American English language at an advanced level to prepare students
to enter English 1A. Students will produce a minimum of 7,000 words of instructor-evaluated
writing with an emphasis on expository essay writing in response to advanced readings from
various sources and a novel. Classroom instruction integrates writing lab activities. 90 hours
lecture and 18 hours laboratory. 

Online Anytime (02/16 - 06/11)
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Entrepreneurship
Courses at Norco College:

Facebook for Business
ENP-801-33312

Facebook is the most popular social network and a powerful tool for growing and promoting
your business. Create effective profiles, pages, groups, and ads. Establish goals and learn how
and what to post to achieve them. Build relationships with current and new customers.
Increase traffic to your website. Measure the success of your Facebook marketing. 10 hours
lecture.

Online Anytime (02/16 - 03/08)

Pinterest and Instagram for Business
ENP-802-33313

Students learn to market and expand a brand using Pinterest and Instagram. Provides the
basics and beyond of these platforms, including how to produce high-level content and
effectively use the sites in a marketing strategy to develop a loyal, enthusiastic customer base
for their brand. 10 hours lecture.

Online Anytime (03/08 - 03/29)

YouTube for Business
ENP-803-33314

Students learn to use YouTube to broadcast user and business-generated videos. Topics
include creating a custom channel and building a following by uploading and sharing videos
that communicate a brand and engage an audience. Students learn to view, upload, and share
videos; create playlists and optimize videos for search engines; and add annotations, notes,
and links. Uploading and editing film for YouTube is also covered. 10 hours lecture. 

Online Anytime (03/29 - 4/26)

Twitter for Business
ENP-804-33315

Students learn to set up a Twitter Business presence to leverage the power of real-time
marketing, optimize and manage an account, and find and follow influencers and leads.
Includes engaging with prospects using tweets, RTs, DMs, follows, mentions, and hashtags.
Students use tools to monitor feeds and schedule tweets, in addition to tracking the impact
and measure the results of promoted tweets. 10 hours lecture.

Online Anytime (04/26 - 05/17)

LinkedIn for Business
ENP-805-33316

 LinkedIn is the world's most popular business-oriented social media networking platform.
Students learn to use LinkedIn to develop business through relationship marketing. Topics
include optimizing a company profile, developing content that engages a target audience,
building a professional brand, marketing a company, showcasing credentials, getting business
advice, reconnecting with former colleagues, and connecting with businesses around the
globe. 10 hours lecture.

Online Anytime (05/17 - 06/04)



18

Courses at Riverside City College:

Facebook for Business
ENP-801-44907

Facebook is the most popular social network and a powerful tool for growing and promoting
your business. Create effective profiles, pages, groups, and ads. Establish goals and learn how
and what to post to achieve them. Build relationships with current and new customers.
Increase traffic to your website. Measure the success of your Facebook marketing. 10 hours
lecture.

Saturday - 10:00 AM - 12:00 PM (03/01 - 03/14)
Occasionally Meet

Pinterest and Instagram for Business
ENP-802-44908

Students learn to market and expand a brand using Pinterest and Instagram. Provides the
basics and beyond of these platforms, including how to produce high-level content and
effectively use the sites in a marketing strategy to develop a loyal, enthusiastic customer base
for their brand. 10 hours lecture.

Saturday - 10:00 AM - 12:00 PM (03/15 - 03/28)
Occasionally Meet

YouTube for Business
ENP-803-44909

Students learn to use YouTube to broadcast user and business-generated videos. Topics
include creating a custom channel and building a following by uploading and sharing videos
that communicate a brand and engage an audience. Students learn to view, upload, and share
videos; create playlists and optimize videos for search engines; and add annotations, notes,
and links. Uploading and editing film for YouTube is also covered. 10 hours lecture. 

Saturday - 10:00 AM - 12:00 PM (03/29 - 4/11)
Occasionally Meet

Twitter for Business
ENP-804-44910

Students learn to set up a Twitter Business presence to leverage the power of real-time
marketing, optimize and manage an account, and find and follow influencers and leads.
Includes engaging with prospects using tweets, RTs, DMs, follows, mentions, and hashtags.
Students use tools to monitor feeds and schedule tweets, in addition to tracking the impact
and measure the results of promoted tweets. 10 hours lecture.

Saturday - 10:00 AM - 12:00 PM (04/19 - 05/01)
Occasionally Meet

LinkedIn for Business
ENP-805-44911

 LinkedIn is the world's most popular business-oriented social media networking platform.
Students learn to use LinkedIn to develop business through relationship marketing. Topics
include optimizing a company profile, developing content that engages a target audience,
building a professional brand, marketing a company, showcasing credentials, getting business
advice, reconnecting with former colleagues, and connecting with businesses around the
globe. 10 hours lecture.

Saturday - 10:00 AM - 12:00 PM (05/03 - 05/16)
Occasionally Meet
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Professional Development Studies
Courses at Moreno Valley College:

Leadership Skills
PDS-801-22235

Take your leadership from good to great by exploring and applying the top ten skills that every
leader must have. 12 hours lecture.

Online Anytime (04/19 - 4/30)

Supervisory Skills
PDS-802-22236

Learn the key tools for effective management and supervision. The course covers delegation,
feedback, communicating with employees, motivation, and management styles. 12 hours
lecture. 

Online Anytime (05/03 - 05/14)

Increasing Productivity
PDS-803-22237

Personal productivity results from a combination of factors that all impact each other. Explore,
dissect, and analyze these factors to develop an individualized plan optimizing your
effectiveness in both your professional and personal lives. Focus on personal empowerment
and growth while weaving neuroscience theory to help you anchor the learning and understand
brain function better. 12 hours lecture. 

Online Anytime (05/17 - 05/28)

Motivating Yourself and Others
PDS-804-22238

Individuals and leaders explore the key ingredients for strengthening workplace commitment,
engagement, and career satisfaction. Apply alternative reward and recognition strategies to
increase engagement in the workplace. 12 hours lecture.

Online Anytime (06/01 - 06/11)

Critical Thinking, Problem Solving and Decision Making
PDS-808-22228

In today's workplace, it is everyone's job to solve problems and make decisions. Analytical
thinking, decision making and problem solving involve breaking things down into their
component parts, applying deductive reasoning and then applying judgment and insight. Learn
hands-on techniques to generate breakthrough ideas, make decisions, and solve your most
pressing problems. All by asking the right questions, challenging assumptions, and seeing
others' viewpoints with clarity

Online Anytime (03/01 - 03/12)
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Courses at Moreno Valley College:

Business Writing in a Technological World
PDS-809-22241

Participants will develop effective and professional business writing skills using business tone,
organization and formatting, word choice and persuasion. Matching the delivery channel
(email, letter, memo, or text) to the message type and situation will be covered, as well as the
best methods to deliver bad news.

Online Anytime (03/15 - 03/26)

Time Management
PDS-810-22233

Participants explore time management strategies and tools for effectively managing
expanding workloads, shifting priorities and increasing demands. Practice prioritizing
"important" versus "urgent" activities. Emphasis on analyzing current use of time; identifying
organizational goals, roles and priorities; discovering gaps to achieving goals; and applying
time management tools to the gaps to complete important priorities first.

Online Anytime (03/29 - 04/09)

Workplace Communication Strategies
PDS-812-22234

Participants assess and optimize current workplace communication skills. Differentiate
content, emotions, perceptions, and intentions in a communication exchange. Build an
advanced communication toolkit to forward your career. Illustrate clear and congruent verbal
and nonverbal messages tailored to the personalities involved, the desired outcomes, and the
context.

Online Anytime (04/19 - 04/30)

Courses at Norco College:

Leadership Skills
PDS-801-33317

Take your leadership from good to great by exploring and applying the top ten skills that every
leader must have. 12 hours lecture.

Online Anytime (02/16 - 03/15)

Supervisory Skills
PDS-802-33318

Learn the key tools for effective management and supervision. The course covers delegation,
feedback, communicating with employees, motivation, and management styles. 12 hours
lecture. 

Online Anytime (03/11 - 4/10)
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Courses at Moreno Valley College:

Increasing Productivity
PDS-803-33319

Personal productivity results from a combination of factors that all impact each other. Explore,
dissect, and analyze these factors to develop an individualized plan optimizing your
effectiveness in both your professional and personal lives. Focus on personal empowerment
and growth while weaving neuroscience theory to help you anchor the learning and understand
brain function better. 12 hours lecture. 

Online Anytime (02/16 - 03/15)

Motivating Yourself and Others
PDS-804-33320

Individuals and leaders explore the key ingredients for strengthening workplace commitment,
engagement, and career satisfaction. Apply alternative reward and recognition strategies to
increase engagement in the workplace. 12 hours lecture.

Online Anytime (02/16 - 03/15)

The Art of Negotiating and Collaborating
PDS-806-33321

Participants apply collaboration tools for building high-trust synergistic relationships, analyze
the conflict cycle and practice skills to diffuse conflict at each stage for mutual benefit. Assess
one's strengths and utilize tools to facilitate and adapt to others styles. Skills include re-
framing, neutralizing language, discovering of interests, and leveraging innovative solutions
through a collaborative negotiation process.

Online Anytime (03/15 - 04/09)

Personality Styles and Difficult Relationships
PDS-807-33322

Exploration of participants' own behaviors and personality styles, while learning to adapt one's
behavior to be effective with other personality styles in a variety of work situations. Emphasis
is placed on dealing with difficult relationships and communicating in a way that matches the
needs of all involved to achieve relationship satisfaction and organizational objectives

Online Anytime (04/19 - 05/17)

Critical Thinking, Problem Solving and Decision Making
PDS-808-33323

In today's workplace, it is everyone's job to solve problems and make decisions. Analytical
thinking, decision making and problem solving involve breaking things down into their
component parts, applying deductive reasoning and then applying judgment and insight. Learn
hands-on techniques to generate breakthrough ideas, make decisions, and solve your most
pressing problems. All by asking the right questions, challenging assumptions, and seeing
others' viewpoints with clarity

Online Anytime (04/19 - 05/17)
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Business Writing in a Technological World
PDS-809-33324

Participants will develop effective and professional business writing skills using business tone,
organization and formatting, word choice and persuasion. Matching the delivery channel
(email, letter, memo, or text) to the message type and situation will be covered, as well as the
best methods to deliver bad news.

Online Anytime (02/16 - 03/15)

Time Management
PDS-810-33325

Participants explore time management strategies and tools for effectively managing
expanding workloads, shifting priorities and increasing demands. Practice prioritizing
"important" versus "urgent" activities. Emphasis on analyzing current use of time; identifying
organizational goals, roles and priorities; discovering gaps to achieving goals; and applying
time management tools to the gaps to complete important priorities first.

Online Anytime (03/15 - 04/09)

Workplace Communication Strategies
PDS-812-33326

Participants assess and optimize current workplace communication skills. Differentiate
content, emotions, perceptions, and intentions in a communication exchange. Build an
advanced communication toolkit to forward your career. Illustrate clear and congruent verbal
and nonverbal messages tailored to the personalities involved, the desired outcomes, and the
context.

Online Anytime (04/19 - 05/17)

Best Practices in Customer Service
PDS-813-33327

Apply practical strategies to retain a valuable customer base, diffuse difficult situations, and
earn repeat business. Topics include: The anatomy of a complaint, regulating verbal and
nonverbal responses, active listening skills, creative problem solving, customer perceptions
and expectations, adapting to different conflict styles, and steps to defuse angry customers.

Online Anytime (02/16 - 03/15)

Courses at Riverside City College:

The Art of Negotiating and Collaborating
PDS-806-44914

Participants apply collaboration tools for building high-trust synergistic relationships, analyze
the conflict cycle and practice skills to diffuse conflict at each stage for mutual benefit. Assess
one's strengths and utilize tools to facilitate and adapt to others styles. Skills include re-
framing, neutralizing language, discovering of interests, and leveraging innovative solutions
through a collaborative negotiation process.

Online Anytime (03/01 - 03/14)
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Personality Styles and Difficult Relationships
PDS-807-44915

Exploration of participants' own behaviors and personality styles, while learning to adapt one's
behavior to be effective with other personality styles in a variety of work situations. Emphasis
is placed on dealing with difficult relationships and communicating in a way that matches the
needs of all involved to achieve relationship satisfaction and organizational objectives

Online Anytime (03/15 - 03/28)

Business Writing in a Technological World
PDS-809-44925

Participants will develop effective and professional business writing skills using business tone,
organization and formatting, word choice and persuasion. Matching the delivery channel
(email, letter, memo, or text) to the message type and situation will be covered, as well as the
best methods to deliver bad news.

Online Anytime (05/03 - 05/16)

Workplace Communication Strategies
PDS-812-44927

Participants assess and optimize current workplace communication skills. Differentiate
content, emotions, perceptions, and intentions in a communication exchange. Build an
advanced communication toolkit to forward your career. Illustrate clear and congruent verbal
and nonverbal messages tailored to the personalities involved, the desired outcomes, and the
context.

Online Anytime (05/17 - 05/30)

Best Practices in Customer Service
PDS-813-44916

Apply practical strategies to retain a valuable customer base, diffuse difficult situations, and
earn repeat business. Topics include: The anatomy of a complaint, regulating verbal and
nonverbal responses, active listening skills, creative problem solving, customer perceptions
and expectations, adapting to different conflict styles, and steps to defuse angry customers.

Online Anytime (03/29 - 04/11)

Closing Techniques that Win the Sale
PDS-814-44912

In any selling, situation obstacles have to be overcome before a buying decision is reached.
Learn to resolve objections effectively through a process that involves careful listening along
with positive factual responses to buyer concerns. Learn techniques to address customers'
emotional needs, get past the obstacles preventing them from buying, and build long-term
customer relationships. 12 hours lecture.

Online Anytime (02/22 - 03/07)
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Winning Sales Scripts
PDS-815-44913

More and more sales are now being done "inside" with salespersons contacting prospective
buyers using the phone and email. Learn how to maximize this revenue source and increase
the effectiveness of "inside" sales using scripts. 12 hours lecture.

Online Anytime (03/08 - 03/21)

Personal Finance
PDS-816-44928

Overview of personal financial management skills, positive banking relations, and achieving
financial security. Topics include personal budgeting; saving; credit; appropriate use of credit
cards; banking services; consumer installment loans; and buying real estate. 18 hours lecture.

Online Anytime (03/01 - 03/21)

Financial Future
PDS-817-44929

Students will learn to review an individual financial situation, develop financial goals for
retirement and identify appropriate means to achieve these goals. Topics will include: Financial
goal setting; life insurance; different types of retirement accounts; and investment options

Online Anytime (03/22 - 04/04)

The Successful Job Search
PDS-818-44917

Students interested in getting a job or progressing in their current careers will learn essential
skills for successful transitions in the workplace. Topics covered include identifying job
markets and industries, conducting a comprehensive job search, networking, creating a resume
and cover letter, and effective interview techniques. 9 hours lecture.

Online Anytime (04/19 - 05/02)
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