A Winning Prescription for Your Organization
Courses are self-paced and available anytime, anywhere via the Internet, so students can progress as quickly as their abilities allow and take classes at their convenience.  Courses typically take 3-4 hours to complete.  Once completed, students may access course information again and again for the duration of the subscription, providing ongoing performance support for critical learning objectives.  The courses are grouped into a cost-effective 95-title library available for 1-, 2- and 3-year subscriptions.
The HR-OneSource Business Skills & Professional Development Library includes the following courses:
Business Etiquette: Office Protocol

Business Etiquette: Communicating in Today’s Workplace

Business Etiquette: Business Functions & Travel

Business Writing: The Fundamentals

Business Writing: Writing Effective Proposals

Grammar Skills: An Introduction to Basic Grammar

Grammar Skills: Writing Effectively

Grammar Skills: Punctuation, Mechanics & Spelling

Organizational Communication: The Fundamentals

Organizational Communication: Communicating in the Workplace

Organizational Communication: Managing Communication

Effective Presentations: Planning a Presentation

Effective Presentations: The Presentation Process

Effective Presentations: Essentials of Persuasion

Listening Skills: The Fundamentals of Listening

Listening Skills: Listening Challenges

Communicating with Difficult People: Handling Difficult Co-Workers

Communicating with Difficult People:

Communicating with Your Manager

Interpersonal Communication: Telephone Skills

Interpersonal Communication: Effective Communication

Interpersonal Communication: Listening Skills

Business Ethics: Ethical Decision Making

Business Ethics: Managerial Business Ethics

Business Ethics: Organizational Ethics

Change Management: Adapting to Change

Change Management: Managing Change
Coaching: Building Relationships

Coaching: Applying the Coaching Process

Coaching: Communicating with Employees

Team Conflict: Resolving Team Conflict


Team Conflict: Working in Diversified Teams

Team Conflict: Overcoming Conflict with Communication

Decision Making & Problem Solving: Decision Making Fundamentals

Decision Making & Problem Solving: Problem Solving Fundamentals

Delegation: Understanding Delegation

Delegation: The Delegation Process

Delegation: Monitoring & Evaluating Results

Goal Setting: Goal Setting Tools for Managers

Goal Setting: Organizational Goal Setting

Leadership Development: Delegation

Leadership Development: Goal Setting

Leadership Development: Leading the Way

Leadership Development: Motivation

Motivation: Fostering Employee Motivation

Motivation: Motivating Through Rewards & Recognition

Motivation: Empowering to Increase Motivation

Essentials of Management: Negotiating Skills

Essentials of Management: Succeeding as a New Manager

Essentials of Management: Creating a Positive Workplace

Essentials of Management: Maintaining a Productive Workforce

Facilitation: The Effective Facilitator

Facilitation: The Facilitation Process

Facilitation: Facilitating Challenging Situations

Mentoring: Implementing a Formal Mentoring Program

Mentoring: Developing Your Mentoring Skills

Mentoring: Using a Mentor to Your Advantage

Talent Management: Knowing Talent

Talent Management: Selecting Talent

Talent Management: Developing Talent


Negotiating: Preparing for a Negotiation

Negotiating: The Negotiation Process

Negotiating: Advanced Negotiation Tactics

Organizational Skills: Managing Information

Organizational Skills: Time Management

Stress Management: Fundamentals for Employees

Stress Management: Fundamentals for Managers

Time Management: Developing a Plan

Time Management: Planning Your Day

Time Management: Overcoming Challenges

Project Management Essentials: Planning a Project

Project Management Essentials: Project Scheduling and Budgeting

Project Management Essentials: Controlling & Closing a Project

Excellence in Service: Fundamentals for Employees

Excellence in Service: Solving Customer Problems

Excellence in Service: Working with Upset Customers

Excellence in Service: Communicating with Customers Virtually

Excellence in Service: Building Lasting Customer Relationships

Excellence in Service: Creating an Exceptional Service Environment

Excellence in Service: Establishing Service Standards

Excellence in Service: Building a Customer Service Team

Sales Skills: The Fundamentals

Sales Skills: Prospecting & Addressing Needs

Sales Skills: Overcoming Obstacles

Sales Skills: Gaining Customer Commitment

Sales Skills: Developing a Winning Strategy

Sales Skills: Effectively Closing a Sale

Team Management: High Performance Teams
Ask about HR-OneSource’s
3 Other Online Courseware Libraries:

· End-User Desktop computer Skills (72 courses)

· Information Technology (95 courses)

· Safety & HR Compliance (63 courses)

Call 1-866-778-9675 to Request FREE Previews

or make your request online at www.hr-onesource.com
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