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Memo from the President

“courses for community needs”

Let me take this opportunity to extend a wel-
come to the thousands of new students and
residents that have become part of the Humber
College community.

With some 90 full-time career programs and
more than 500 special part-time courses, we
expect to serve as a community educational
centre for more than 20,000 persons in the
coming year.

More important than size or numbers is that
we have developed new educational opportu-
nities, many of them unique in Canada, which
are providing people of all ages with new pros-
pects for their future careers.

Because the courses are designed to be of
direct and real benefit to the students, there
is a tremendous feeling of involvement and
achievement, coupled with a sense of enthu-

siasm that transmits itself from student to
instructor, and from instructor to student.
The evening courses listed in this tabloid have
been carefully prepared to meet community
needs. We are always reviewing our educa-
tional currictfum and welcome involvement
from every individual or group in our com-
munity.

We have an open, flexible and modern college
with exciting new courses for persons of all
interests and abilities. Whether you wish to
upgrade  basic skills or academic qualifica-
tions, take a self-improvement course or just
involve yourself in leisure and recreational

*ssage
Harry P. Edmunds

At Humber the Registrar’s Office is dedicated
to assist you in becoming a Humber College
student. Applications are processed on a first
come-first served basis and we urge you to
apply early in order to ensure entry into the
program of your choice.

Applications are still being considered for
September '72 for some of our post-secondary
programs. Of particular interest are several
new programs in the Health Sciances, Creative
and Communications Arts, and Technology
Divisions which offer new career opportunities
to high school graduates.

You may have made a firm career decision
prior to applying to Humber College. However,
we would like to ensure that you have all the
information about programs, program content
and career opportunities to help you make a
sound decision. Our admissions counsellors,
and faculty advisors are here to assist you in
this matter.

Our Secondary School Liaison Officer can
arrange to visit your school or can arrange
for you to visit Humber, either in groups or
individually. It may also be possible to arange

activities. | am sure you will find something
that interests you.

| hope that you will join us and assure you
of a warm welcome.

Gordon Wragg, President

for you to sit in on classes to get the feel of
College studies.

If you are unable to enter the program of your
first choice because of limited enrolment, etc.,
we will provide personal counselling to assist
you in selecting the best possible alternative
course of action.

The Ontario Student Awards Program is de-
signed to assist you if you need financial aid
in order to attend College. This program is a
combination of loan assistance available
through the Canada Student Loan Plan and
grant assistance from the Province of Ontario.
This program is designed to supplement your
resources and/or the resources of your
parents, where in the absence of such aid,
you would be unable to pursue your College
education.

The Information Services 'staff in the Regist-
rar’s Office will be pleased to provide you with
information and answers to your questions.
Just call 677-6810, extensions 302-306.
Remember, we are here to assist you, our
door is always open and we will be glad to
see you anytime.

Humber College Open House —
November 4th & 5th

Humber College is planning to hold its
6th Annual Open House on November 4th
and 5th, Saturday and Sunday. Last year
the College’s 2 day Open House was
attended by more than 14,000 Etobicoke
& York community residents.

Displays, exhibits and presentations from
all of the College’s 9 teaching divisions
will be represented.

Mike Feldman, Director of Information
Services and Open House Cp-paslirlecs
says, “It takes mor )

students and staff .y n
lege. But providing the community with
this showcase of acitvities gives people
an opportunity to develop an apprecia-
tion of our programs and for high school
students to discover career opportuni-
ties.”
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Creative and Communication Arts
Career Programs

Journalism
Communication Arts
Public Relations

Radio Broadcasting
Music

Advertising and Graphic Design
Creative Cinematography
Creative Photography
Interior Design

Furniture and Accessories
Painting
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Technology
Division
career programs for the future

Dean’s Message
Robert D. Higgins

TECHNOLOGY ...

In the past hundred years, the work of engi-

neers and technicians has impinged itself
greatly on the lives of everyone. Some of this
can be classified as beneficial; it has brought
us a material richness of life that we now
have in goods and services than we never had
before. But we can also see some of the dis-
advantages that have accompanied the bene-
fits. The population is increasing at a rate too

great for the earth to support. Our life styles
are changing, pollution is increasing in our
throw-away society.

Perhaps too readily, people are prone to place
the blame on the technological society in
which we now live. That people ask for im-
provements in life style is all too readily for-
gotten. Technology has brought many improve-
ments with it. We can now see and hear and
understand the universe around us, and ap-
preciate the heavens to a far greater extent.

We live in houses and wear clothes that are

produced from far better materials than were

Technology Division Career Programs

Electrical-Electronics Programs

Electronics Technology

Electronics Technician

Electrical Control Technician _
Medical Equipment Maintenance Technician
Instructional Materials Centre Technician

Mechanical Programs

Electromechanical Technology

Tool and Die Design Technician

Mechanical Technician-Design

Refrigeration and Air Conditioning (Sales)
Technician

Manufacturing Engineering Technician

Mechanical Technician-Numerical Control

Mechanical Technician-Electromechanical

Industrial Management Programs
Industrial Management Technology
Quality Control Technician
Industrial Safety Technology
Industrial Sales Representative

Construction Programs

Survey Technology

Survey Technician

Civil Technology

Civil Technician

Architectural Technician-Design
Architectural Technology

available to our parents. We take pictures of
memorable -events with instant photography.
The improvements reach into our leisure time
and we can now go out and hit a golf ball
further than before, through technology. We
have the capability, if only we use them, the
opportunity to live, travel and work more safely
than ever.

Through education we can help our students
to control technology, and make it work for
us and not against us, as we change our life
style to one based on longevity and not obso-
lescence.

Chemical Programs

Chemical Technology-Industrial Chemistry
Laboratory Technician-Industrial Chemistry
Engineering Technology-Chemical

Some of the Technology Division programs
are offered on the Co-operative Education
earn and learn basis. For details concerning
employment by a participating company, selec-
tion of course electives and general program
information, contact the Technology Division
Co-ordinator of Co-op programs.






i{etraining and Apprenticeship

Our Division was Built
Helping People Like You

Every year thousands of Canadians find
that the skills they developed for working
in industry simply are not good enough
anymore. New industries develop; jobs that
weren’t heard of 10 years ago replace
some of the old trades and men and
women who felt they had a secure future
find themselves bogged down in unem-
ployment. Others feel locked into jobs
which demand little and give almost no
satisfaction.

Young people who have just completed
Grade 12, or even a B.A,, are not ensured
employment.

This is where the Humber College Re-
training and Apprenticeship Division
(RANDA) steps in. A variety of programs
lasting from 8 to 52 weeks in vocational
areas are imaginatively taught in a flexible,
friendly adult environment. Varied time-
tables in many courses let us tailor a pro-
gram of studies to fit the time you have

available. Individualized study in Commer-
cial and Technical courses allow you to
move at your own speed with the maxi-
mum of teacher assistance, while perform-
ance objectives take the mystery out of
the material to be learned.

There are hundreds of jobs advertised
every day and RANDA’s goal is to equip
you for one of these; the one you want.
Please look over the list of courses out-
lined on this and the next page and come
and see us if you think we can help you.

We’ve built this Division helping people
like you.

What’s an ILP?

Humber’s Retraining and Apprenticeship
Division is working on a new format of
learning which we think will change many
of your ideas about school. For many
adults the most frightening thing about
going back to school is the thought of
sitting endless hours in a classroom while
a teacher talks at you and you scramble

ACADEMIC PROGRAMS FOR ADULTS

Academic Upgrading and
College Preparatory

These programs represent one of the
most exciting innovations to take place in
Ontario adult academic instruction in many
years.

They are designed for the mature adult
who requires additional basic educational
background to pursue apprenticeship
training, a commercial or technical skill
course or further academic training at the
post-secondary level.

The program was established for the
thousands of adults who have not com-
pleted public school or high school and as
a result now feel that their careers are
being held back. W& went out and asked
industry and many post-secondary institu-
tions what a student really needed to know
to be accepted in a job or in a college
course.

When we put the answers together, we
designed a streamlined program of learn-
ing to help you meet your goal — grade 8,
10 or 12, leading to entrance into a post
secondary education at Humber, resulting
in the potential for a better job with new
doors opening for advancement.

One of our main goals is to build into
the program, study materials that will aid
you in keeping up with the technological
changes on the job.

Much of the program is based on indi-
vidual learning packages designed to
develop the required academic skills. Stu-
dents are tested when they enter, their
strengths and weaknesses identified and a

program of instruction based on specific

. learning objectives is set out for each new

group. In this way students can be encour-
aged to work at their own. rate.

There are three general areas of achieve-
ment, corresponding roughly to the old
idea of grades 8, 10 and 12.

Basic Academic
time varies from a few weeks
to several months

Levels 1 and 2
32 weeks or less

Levels 3 and 4
32 weeks or less

Your studies in this program will stress
Communications (English); Problem Solv-
ing (Math and Science) and Life Skills
(Social Science, Typing and Drafting).

Students achieving Level 2 are accepted
by unions and trades as having Grade 10
equivalent while those achieving Level 4
are accepted for Community College pro-
grams and by many other Post-Secondary
institutions for further education.

The flexibility of this program should
appeal to housewives, shift workers, part
time workers and retired people. For ex-
ample a person interested in electronics,
but finding himself lacking the basic high
school background, can take both skill
training courses and an academic upgrad-
ing course. The length of the course de-
pends on the speed at which the student is
able to progress.

If you think schools haven’t changed
since you were last a student, come and
see us.

to take notes. Often this information comes
so quickly that you never really have a
chance to understand what’s being said.

ILP’s or Individual Learning Programs in
our Commercial and Technical areas
change all that. You work at your own
speed on carefully laid out materials and
projects. You start the course when you
are ready — any week day, and you gradu-
ate when you’ve mastered the skills you
need for a job.

Best of all, we know the system works;
graduates of our programs and employers
are telling us that every day.

We can often work out special time-
tables and arrange a special program
suited to your abilities now and aimed at
the skills you want to acquire. If you have
5 days a week to come to school, we can
design such a program. If you have 3 days
or only a few hours a week, we should be
able to help you too.

We make our program fit you rather than
forcing you to fit a program.

Post Secondary Programs

Business Division
Computer Programmer

All Retraining Programs are approved by
the Canada Department of Manpower and
Immigration. If you qualify for sponsorship
by Canada Manpower, the cost of your tui-
tion and books will be paid by that depart-
ment. You may also qualify for a weekly
income allowance. Full details are avail-
able at your local Canada Manpower
Office.

All Apprenticeship Programs are con-
ducted in cooperation with the Ministry of
Colleges and Universities. Tuition is pro-
vided without charge and apprentices re-
ceive a weekly allowance while on course.
Full details are available at the Industrial
Training Branch of the Ministry of Colleges
and Universities.

You may enrol in the Retraining Pro-
grams anytime during the year. For further
information on these programs call, write
or visit,

Humber College of Applied Arts
and Technology

RANDA Admissions Office

Queensway Campus

56 Queen Elizabeth Blvd.

Toronto 18, Ontario

Telephone: 259-5411
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Painting, Jewelry Ceramics, Macrame, Candlecraft and Weaving Commercial

Illustration

A working studio course in book and maga-
zine illustration, cartoon, caricature and fash-
ion drawing.
Have fun creating your own cartoon charac-
ters, caricaturing your friends and enemies,
or illustrating your favourite stories.
This course deals in all appropriate graphic
technigues — line and wash, extended real-
ism and colour. The course will lead to more
advanced work in reproduction and introduce
techniques used by professi‘onal illustrators.
NOTE: Participants must provide their own
materials.

Tuesday, 7-10 p.m. (14 sessions)
Starts: September 12th, North Campus
Fee: $30.00. Course No. 041-059

Painting — Introductory

One of Humber’s most popular courses — and
built to cater to the needs of those looking for
basic instruction.

Tuesday, 7-10 p.m. (14 sessions)
Starts: September 12th, North Campus
Fee: $30.00. Course No. 041-118

Painting — Advanced

This is a more challenging painting course
designed for you if you have taken an intro-
ductory course or have other painting experi-
ence. There will be ample opportunity for indi-
vidual work under a highly qualified instructor.
Some attention will be paid to drawing and
portrait painting to provide full scope for the
development of talent. You will be encouraged
to develop your own individual techniques;
classes will be geared to this format.

Thursday, 7-10 p.m. (14 sessions)

Starts: September 14th, North Campus

Fee: $30.00. Course No. 041-020

Watercolor Painting

At no time has the art of watercolor been
wholly explored and so it has particular appeal

for persons seeking new approaches and new

ideas.

Monday, 7-10 p.m. (14 sessions)
Starts: September 11th, North Campus
Fee: $30.00. Course No. 041-325

Print-Making
An introduction to two major printmaking tech-
niques, the woodcut and the etching.

Tuesday, 1:30-3:30 p.m. (14 sessions)
Starts: September 12th, North Campus
Fees: $30.00. Course No. 041-814

Weaving |

An introduction to design in weaving suitable
fcy;Tdec_orgtj.vg or functional use. The course
will begin with development of the pattern as
determined by the mechanics of the various
looms. The working of simple and more com-
plex looms will be demonstrated and basic
exercises given to develop skills. Theory of
fabric and application in simple projects will
prepare you for execution of functional pieces,
ranging from ties, table mats or wall hangings.
As in other craft courses the historical and
cultural relevance will be divided between lec-
ture, seminar and research. The student will
be encouraged to execute work outside the
classrom but the emphasis will be on studio
work.

Tuesday, 9:30-11:30 a.m. (14 sessions)
Starts: September 12th, North Campus
Fee: $30.00. Course No. 041-801

Weaving — Advanced

As a graduate of elementary weaving you will
be able to proceed to more advanced work
under the guidance of an experienced instruc-
tor.

Wednesday, 7-10 p.m. (14 sessions)
Starts: September 13th, North Campus
Fees: $30.00. Course No. 042-053

Life Drawing (Daytime or Evening)

A basic drawing course in various media
with particular emphasis on figure drawing.
You will develop a personal technique in draw-
ing from a model through a one-to-one dis-
cussion with an expert instructor.

Wednesday,) 7-10 p.m. (14 sessions)
Starts: September 13th, North Campus
Fee: $30.00. Course No. 041-048

Art History — Civilization

“Civilization” gives you another chance to see
Ken Clarke’s universally acclaimed TV series
(in colour), supplemented in various periods
by expert’s lectures.

Thursday, 9:30-11:30 a.m. (14 sessions)

Starts: September 14th, North Campus

Fee: $20.00. Course No. 2114

CONTINUING EDUCATION/FALL '72

Art Programs for
Children, Teens
and Young Adults

Art Program for Junior Teens 11-14 Yrs.

For young teens with a definite flair for art,
this course will prepare your teenagers for
new dimensions in drawing and painting. Foun-
dation projects in 2-dimensional art forms,
basic design, composition and drawing to more
advanced problem solving sessions in various
art media and special techniques will be
studied. Emphasis will be on drawing life and
landscape and basic materials will be supplied.

Saturday, 9-12 a.m. (12 sessions)

Starts: September 16th, North Campus
Fee $20.00. Couﬁs?_Nt gpﬁé =

Hand-Wrought Jewelry

An introduction into the basic skills required
for the use of a wide range of special metal-
working tools and equipment.

Tuesday, 7-10 p.m. (14 sessions)
Starts: September 12th, North Campus
Fee: $30.00. Course No. 041-805

Ceramics Il

An advanced ceramics course with greater
concentration on individual throwing problems,
glaze theory and kiln practice.

Monday, 7-10 p.m. (14 sessions)
Starts: September 11th, North Campus
Fee: $30.00. Course No. 041-099

Macrame

The art of decorative cord-knotting, as devel-
oped has found many applications in contem-
porary wardrobe of today’s modern fashions.
Monday, 7-10 p.m. (14 sessions)

Starts: September 11th, North Campus

Fee: $20.00. Course No. 2115

Paper Sculpture

A new form of artistic expression that -has yet
to make an impact in North America although
it has been notably successful in other parts
of the world.

Tuesday, 7-10 p.m. (14 sessions)
Starts: September 12th, North Campus
Fee: $30.00. Course No. 041-818
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If you have consrderable knowledge and prac-
tice of dressmaking techniques and wish .to
begin tailoring, this course was planned for
you.

Tuesday, 7-10 p.m. (12 sessions)
Starts: September 12th, North Oempu

Fee: 32600. GlumeNo
e b L
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Starts: Se, “11th, North
Fee: $20.00. ¢coureew 2011

o N |
c:ealme 'Use of Fabrics m - o
For the experienced home sewer and -elbthmg
construction teachers, this course is desi ”
to expand your knowledge of effgéﬂvé
trims, self-made and commercially avqﬂabl&‘
fabrics, combinations, colours and textures.
Tuesday, 7-9:30 p.m. (5 sessions) . = l'g'*a
Starts: October 3rd, North Campus
Fee: $20.00. Course No. 201 L

Shorthand, Typing and
Job Seeking Skills

Shorthand |

80 hours of tuition.

Tuesday, 7-10 p.m. (14 sessions)
Starts: September 12th, North Campus
J Fee: $30.00. Course No. 021-026

‘Forkner shorthand — a scientific combination
of long-hand letters and a few symbols; forms
a system of rapid writing which will enable
you to reach a speed of 100 w.p.m. in about

Learn to Type in 14 Sessions

“A New Approach to Typewriting.” It is now
possible to type 40 w.p.m., in 14 weeks, using
Humber’'s new modern electronic equipment.

Tuesday, 7-10 p.m. (14 sessions)
Starts: September 12th, North Campus
Fee: $30.00. Course No. 021-080

Shorthand Il

A continuation of Pitman or Forkner Shorthand
I, which is the theory of shorthand and the
development of speed in writing and transcrib-
ing.

Prerequisite: Shorthand |

Tuesday, 7-10 p.m. (14 sessions)
Starts: September 12th, North Campus
Fee: $30.00. Course No. 021-027

Shorthand Il

Students will be instructed in the production
of usable transcripts of acceptable format,
completed within a specified period of time.

Thursday, 7-10 p.m. (14 sessions)
Starts: September 14th, North Campus
Fee: $30.00. Course No. 022-042

Employment Seeking & Coping Skills

Adults frequently leave or lose their jobs for
various reasons. Others have difficulty getting
jobs even though they have certificates, di-
plomas and skills to offer.

Tuesday, 7-9:30 p.m. (8 sessions)
Starts: September 12th, North Campus
Fee: $20.00. Course No. 2602




of subjects, pre

siness Law

orts; an analysis of business organization with
special reference to Partnership and Corpora-
ion Law; the sale of goods; including a con-
l- ~ sideration of credit transactions.

I _.!:Wednesday, 7-10 p.m. (14 sessions)

- Starts: September 13th, North Campus
~ Fee:$30.00. Course No. 021-003
~ Legal Office Procedures Il — Part A
¥ A study of advanced typing speed and accur-

acy with emphasis on preparing legal docu-
ments, instruments, and forms; legal office
practice

Monday, 7-10 p.m. (14 sessions)
Starts: September 11th, North Campus
Fee: $30.00. Course No. 022-049

e —— s

his course covers the law of contracts and

Medical Office Procedures Il Part A

This program will include business procedures
in hospitals and medical offices with emphasis
on records processing and office procedures.

Prerequisite: Medical Office Procedures |
Thursday, 7-10 p.m. (14 sessions)

Starts: September 14th, North Campus
Fee: $30.00. Course No. 022-055

Medical Science Il (Secretarial)

The objectives of this course are to acquaint
you with the structure (anatomy) and functions
(physiology) of the human body; to familiarize
you with general medical terminology.

Prerequisite: Medical Science |
Tuesday, 7-10 p.m. (14 sessions)
Starts: September 12th, North Campus
Fee: $30.00. Course No. 022-057
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International Gourmot '
and F estlval Cookmg

Convenience Food Cooking for Busy People
~ Convenience, quality and versatility all in the
completely new and&ruly‘ exciting world of
rhlcrovgaVe cooking. Microwave cooking will . Bl T
 make your life easier whether you're cooking R M T 5 o =
. for@ne@r qf‘ammy,_.t_gam dm:lny menu planning & T Ll
" and the concept of fast ﬂebhnq_ofxpae prepar- e RV A T R e R =
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h': ‘ ; ‘w & i W S e
R W -%'w‘." iy : - @&e.c;aré'ﬁns rat;eﬂ and baku;g of Ohrwt-
ouamaywﬁ%entw el s -%'- ~mas cookies, shortbreads and pastries.
This course covers the essentials of «sp&ntry SatuAday,QO a.m.-1 p.m. (10 sesm:nor@@ [

~ work, including s soups, sauces, . Statts Oc*tb‘bargm “North ﬂaqrpus s
_and spices, %rs—d’deuvwé Und 'bxp mental ?@Fee 325 00 plus $20.00 for course matenals -
- cooking. += Course No 2201 o S, i
Tuesday, 7-10 p.m. (14 sess:ons) o L e o e

‘Staris Séptemmr 1Ef Marth Campus Ao Creet.we Bu«gn Cooiupg for Svpe.oial Occasi

Intenational Gormet COOking buffet table It w:ll cover preparatlon of French

Gourmet Cooking! That phrase con]ufes up  or Scandinavian buffet; preparation and decor-

~ images ~exquisite dining rooms, far-away ahoh of the centte.glgces such as New Year’s
places and the master chef creating classical ham, turkey, salmon or beef, and mﬁﬁm-f
culinary magic. Through a blend of lectures, ~ exciting items. Learn culinary basics which

demonstrations and student participation you are applied tOd bl::fit Cogklﬂg, pfetpa;aflgtf; of
will learn the practical Wy_. m es an afing dishes; art of setting
international foods. : m ﬁtm’?&m— 0 -., ks
Monday, 7-10 p.m. (14 sess:ons) Friday, 7-10 p.m. (12 sessions)
Starts: September 11th, North Campus - Starts: September 15th, North Campus =
Fee: $20.00 plus $20.00 for course mafenals Fee: $20.00 plus $20.00 for course materials

- CourseNa 2104 y ; Course No. 2202 M
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CONTINUING EDUCATION/FALL '72

Marketing, Advertising and

Applied Marketing Concepts

This is an extension of Elements of Marketing
which was an in-depth study of the marketing
concept at the applied level. Further study in
the identification of the potential market, con-
sumer trends, product development, channels
of distribution, -pricing, advertising and sales
promotion will give the student a more de-
veloped ability to apply marketing concepts in
daily work decisions.

Monday, 7-10 p.m. (14 sessions)

Starts: September 11th, North Campus

Fee: $30.00. Course No. 021-018

Elements of Marketing

You will be involved in an in-depth study of
the marketing concept. ldentification of the
potential market, consumer trends in pur-
chasing, development of the product, channels
of distribution, pricing strategy, advertising
and sales promotion form the framework of
this course.

Monday, 7-10 p.m. (14 sessions)

Starts: September 11th, North Campus

‘Fee: $30.00. Course No. 021-017

Marketing Research

Wednesday, 7-10 p.m. (14 sessions)
Starts: September 13th, North Campus
Fee: $30.00. Course No. 022-031

Communications in Business and Industry
Communications to be effective must be un-

derstood in terms of functions, goals and
limitations.

Monday, 7-10 p.m. (14 sessions)
Starts: September 11th, North Campus
Fee: $30.00. Course No. 095-206




CONTINUING EDUCATION/FALL '72

alesmanship

Elements of Advertising

A study of the strategy behind the preparation
of advertising campaigns including the crea-
tion and production of print and broadcast
advertisements. -

Thursday, 7-10 p.m. (14 sessions)
Starts: September 14th, North Campus
Fee: $30.00. Course No. 022-106

Retailing

(How to open and operate your own Retail
Store.)

Wednesday, 7-10 p.m. (14 sessions)
Starts: September 13th, North Campus
Fee: $30.00. Course No. 021-095

Salesmanship

All elements of the selling process will be
covered in this course including techniques of
securing interviews with prospective clients.
Tuesday, 7-10 p.m. (14 sessions)

Starts: September 12th, North Campus

Fee: $30.00. Course No. 022-039

s
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Management Development Program
FALL SERIES
Commences - Week Beginning 18 September 1972

Successful & Expanding!

Once again we are happy to announce a further expansion of the Management Development Department
programs. In response to suggestions and requests from many quarters, we have added several new
courses and seminars. In particular, we shall now be offering a greater variety of courses and seminars at
the SENIOR and MIDDLE management level. Because these new courses and seminars were developed
to meet expressed mreeds, we believe that they will prove to be as popular as the rest of our offerings.

Course Deéscription and Course Schedule

Details of ALL courses and seminars in our EVENING PROGRAM are given in the COURSE DESCRIPTION
SECTION and the dates and times are shown in the COURSE SCHEDULE. Firms and associations
desiring courses and seminars to be conducted during the DAYTIME need only call 236-1291 for details.

The Objective?

The objective of our Management Development Program is to assist managers and supervisors and
others interested in advancement, develop their management skills and thereby operate their business
and/or departments in a more efficient and profitable manner.

Who Shouid Attend?

Owners/managers, top, senior, middle and junior management personnel, first line supervisors and
others aspiring to such positions in business, industry, associations, institutions and government.

Organization

To provide the highest standard of Management and Supervisory training, the program is divided into
two sections, namely:

Centre for Management Studies

Concentrating on courses and seminars for SENIOR and MIDDLE MANAGEMENT levels in industrial
. and commercial firms, associations, institutions and government departments.

- =

Cohcentrating on courses for FIRST LINE SUPERVISORS in industrial and commercial firms,
associations, institutions and government departments.

Certificates
Two levels of certificates are awarded:

Certificate in Management Studies

This is a province-wide program offered by the Ontario Colleges of Applied Arts and Technology. To
qualify, participants, MUST SUCCESSFULLY COMPLETE ONE ‘C.M.S.’ course in EACH of the following
categories: MARKETING — FINANCIAL RESOURCES — HUMAN RESOURCES — MATERIAL

RESOURCES PLUS TWO other courses, ‘C.M.S.’ or otherwise, offered by the Centre For Management
Studies. That is 6 courses in all.

Individual Course Certificates are awarded upon the successful completion of each course. Following

successful completion of 6 courses participants are awarded a ‘CERTIFICATE IN MANAGEMENT
STUDIES'.

. Certificate in Supervisory Studies

This is a special certificate awarded by Humber College. Three categories of certificates are awarded.
“Certificate In Supervisory Studies — Administration”; ““Certificate In Supervisory Studies —
Construction;” “Certificate In Supervisory Studies — Production”. Each requires the successful
completion of 4 courses.

Certificates awarded for courses included in the “Certificate In Supervisory Studies” program may be
considered as credits towards the “Certificate In Management Studies” program in accordance with
the requirements laid down for this latter certificate.



EVENING PROGRAM*
SENIOR AND MIDDLE

1018 CMS Computer Concepts For Management 1069 CMS Marketing Management For Wholesalers

1024 CMS  Job Enrichment — Administration & Distributors

1025 CMS Job Enrichment — Production 1070 CMS Marketing Management For Service Businesses
1028 CMS  Management For Results 1071 CMS  Advertising Management

1030 CMS  Manufacturing Planning & Control 1072 CMS Management Approach To Credit & Collections
1045 CMS  Management Of The Field Sales Force 1073 CMS Business Strategy For The Non-Financial Manager
1066 CMS Marketing Management = 1084 CMS Management For Construction Superintendents
1067 CMS Marketing Management For The Hospitality Industry - 1085 CMS  Management.Finance

1068 CMS Marketing Management For Manufacturers

i = a1l = LEVE
1001 CMS Advanced Effective Supervision 1035 CMS Marketing For Sérvice Businesses
1002 Advanced Selling Techniques 1039 CMS Management Accounting (Planning For Profits)
1003 CMS Planning Profitable Advertising 1042 CMS Psychology Of Professional Selling
n 1004 CMS Basic Financial Controls 1043 CMS Retail Store Management
1005 CMS Understanding Business Law 1048 Effective Technical Report Writing
1007 CMS Understanding Cost Accounting = 1047 CMS Starting & Operating A Business
E 1031 CMS  Marketing For The Hospitality Industry 1078 CMS Finance For The Hospitality Industry
3 1032 CMS Marketing For Manufacturers 1079 CMS Managing Human Resources
I 1033 CMS Marketing For Wholesalers & Distributors

FIRST LINE surERvIaURT

1011 CMS Effective Supervision Administration 1038 CMS Personnel Supervision
= 1012 CMS Effective Supervision Communication 1040 Preparation For Supervision
. 1014 CMS  Effective Supervision Human Relations - 1040 CMS  Purchasing
1016 CMS Effective Supervision Production 1044 CMS Retail Selling
1017 Training Industrial Instructors 1051 CMS Work Simplification
1026 CMS Labour Relations Construction 1052 CMS  Work Study
1027 CMS Labour Relations Production 1081 CMS Management For The Hospitality Industry
1029 CMS Effective Supervision For Safety 1082 CMS Hospital Supervision

* Each of the above programs is available during the daytime on request.
FOR COURSE SCHEDULE SEE PAGE 28 FOR COURSE DESCRIPTIONS SEE PAGE 29

Ih-i-
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Course No. Course Name Campus

MARKETING COURSES

1002 Advanced Selling Techniques Q'Way

1003 CMS Planning Profitable Advertising Q'Way

1031 CMS Marketing For The North
Hospitality Industry

1032 CMS Marketing For Manufacturers Q'Way

1033 CMS Marketing For Wholesalers North
And Distributors

1035 CMS Marketing For Service Keelesdale
Businesses

1042 CMS Psychology of Professional Selling Keelesdale

1043 CMS Retail Store Management South

1044 CMS Retail Selling South

1045 CMS Management Of The Field Q'Way
Sales Force

1047 CMS Starting And Operating A Business North

1066 CMS Marketing Management Q'Way

1067 CMS Marketing Management For South
The Hospitality Industry

1068 CMS Marketing Management For Q'Way
Manufacturers

1069 CMS Marketing Management For North
Wholesalers And Distributors

1070 CMS Marketing Management For Keelesdale
Service Businesses

1071 CMS Advertising Management Keelesdale

FINANCIAL

1004 CMS Basic Financial Controls North

1005 CMS Understanding Business Law Keelesdale

1007 CMS Understanding Cost Accounting ‘ Q'Way

1039 CMS Management Accounting Q'Way
(Planning For Profits)

1072 CMS Management Approach To Q'Way
Credit & Collections

1073 CMS Business Strategy For The Non- North
Financial Manager

1078 CMS Finance For The Hospitality Industry Keelesdale

1085 CMS Management Finance North

HUMAN RESOURCES ¢ SES

1001 CMS Advanced Effective Supervision South
1011 CMS Effective Supervision Administration North
Q'Way
1012 CMS Effective Supervision Communication North
Keelesdale
Q'Way
1014 CMS Effective Supervision Human Relations North
Keelesdale
Q'Way
1016 CMS Effective Supervision Production . Keelesdale
1017 Training Industrial Instructors Keelesdale
1026 CMS Labour Relations Construction South
1027 CMS Labour Relations Production South
1038 CMS Personnel Supervision North
1040 Preparation For Supervision Q'Way
1079 CMS Managing Human Resources Q'Way
1082 CMS Hospital Supervision South

MATERIAL RESOURCES COURSES

1029 CMS Effective Supervision For Safety North
1030 CMS Manufacturing & Planning Control Q'Way
1041 CMS Purchasing Keelesdale
1051 CMS Work Simplification Keelesdale
1052 CMS Work Study South

SPECIAL COURSES

1018 CMS Computer Concepts For Management Q'Way

1024 CMS Job Enrichment Administration North

1025 CMS Job Enrichment Production North

1028 CMS Management For Results North

1048 Effective Technical Report Keelesdale
Writing :

1081 CMS Management For The North
Hospitality Industry

1084 CMS Management For Construction South

Superintendents s

Begins

18 Sept
19 Sept
18 Sept

21 Sept
19 Sept

18 Sept

19 Sept
18 Sept
19 Sept
19 Sept

19 Sept
20 Sept
19 Sept

19 Sept
21 Sept
19 Sept
20 Sept

19 Sept
18 Sept
18 Sept
18 Sept

21 Sept
19 Sept

19 Sept
21 Sept

20 Sept
18 Sept
18 Sept
21 Sept
21 Sept
21 Sept
-21 Sept
21 Sept
21 Sept
18 Sept
18 Sept
19 Sept
20 Sept
19 Sept
21 Sept
18 Sept
21 Sept

20 Sept
18 Sept
18 Sept
19 Sept
21 Sept

19 Sept
18 Sept
19 Sept
19 Sept
20 Sept

18 Sept
19 Sept

Ends

27 Nov
28 Nov
27 Nov

30 Nov
28 Nov

27 Nov

28 Nov
27 Nov
28 Nov
28 Nov

28 Nov
29 Nov
28 Nov

28 Nov
30 Nov
28 Nov
29 Nov

28 Nov
27 Nov
27 Nov
27 Nov

30 Nov
28 Nov

28 Nov
30 Nov

8 Nov
27 Nov
27 Nov
30 Nov
30 Nov
30 Nov
30 Nov
30 Nov
30 Nov
27 Nov
27 Nov
28 Nov
29 Nov
28 Nov
30 Nov
27 Nov
30 Nov

29 Nov
27 Nov
23 Oct
28 Nov
15 Feb

28 Nov
27 Nov
28 Nov
28 Nov

6 Dec

27 Nov
5 Dec

Length in
Weeks

10
10
10

10
10

10

10
10
10
10

10
10
10

10
10
10
10

10
10
10
10

10
10

10
10

10
10
10
10
10
10
10
10
10
10
10
10
10
10
19
10

10
10

10
20

10
10
10
10
12

10
12

Day

Mon.
Tues.
Mon.

Thurs.
Tues.

Mon.

Tues.
Mon.
Tues.
Tues.

Tues.
Wed.
Tues.
Tues.
Thurs.

Tues.

Wed.

Tues.
Mon.
Mon.
Mon.

Thurs.
Tues.

Tues.
Wed.

Wed.
Mon.
Mon.

Thurs.
Thurs.
Thurs.
Thurs.
Thurs.
Thurs.

Mon.
Mon.
Tues.
Wed.
Tues.

Thurs.

Mon.

Thurs.

Wed.
Mon.
Mon.
Tues.

Thurs.

Tues.
Mon.
Tues.
Tues.
Wed.

Mon.

Tues.

Time

7-9 p.m.
7-9 p.m.
7-9 p.m.

7-10 p.m.
7-9 p.m.

7-9 p.m.

7-9 p.m.
7-9 p.m.
7-9 p.m.
7-9 p.m.

7-9p.m.
7-10 p.m.
7-10 p.m.

7-10 p.m.
7-10 p.m.
7-10 p.m.
7-10 p.m.

79 p.m.
7-9p.m.
7-9 p.m.
7-9 p.m.

7-9:30 p.m.
7-9 p.m.

7-9p.m.
7-9p.m.

7-10 p.m.
7-9p.m.
7-9 p.m.
7-9p.m.
7-9p.m.
7-9p.m.
7-9p.m.
7-9 p.m.
7-9p.m.
7-9p.m.
7-10 p.m.
7-9p.m.
7-9 p.m.
7-9p.m.
7-9 p.m.
7-9:30 p.m.
7-10 p.m.

7-9 p.m.
7-9p.m.
7-9p.m.
7-10 p.m.
7-9 p.m.

7-9 p.m.

7-10 p.m.
7-10 p.m.
7-10 p.m.
7-10 p.m.

7-10 p.m.
7-10 p.m.

-_ 1 T T 9 i =y Te S e R d— W
—

Fee

$50
$50
$50

$50
$50

$50

$50
$50
$50
$50

$35
$50
$60

$60
$60
$60
$60

$50
$50
$50
$50

$60
$60
$50
$50

$50
$35
$35
$35
$35
$35
$35
$35
$35
$35
$50
$35
$35
$35
$35
$60
$35

$50
$50
$25
$50
$60

$50
$100
$100
$100
$50

$50
$60



MARKETING MANAGEMENT 1066 CMS

PURPOSE: To improve the management skills
of owners and managers engaged in mar-
keting.

AREAS COVERED: The Total Marketing Con-
cept, Organizations for Marketing; The Role
and Function of Marketing; Customer Atti-
tudes; Marketing Research, Marketing Strat-
egy; Pricing; Distribution; Advertising and
Promotion; Organization and Territories; Se-
lection Training and Compensating Personnel.

MARKETING MANAGEMENT FOR THE
HOSPITALITY INDUSTRY 1067 CMS

PURPOSE: To improve the management skills
of owners and managers with marketing res-
ponsibilities in the hospitality industry.
AREAS COVERED: Management Functions in
the Areas of Organization, Finance, Hospital-
ity Industry with special emphasis upon: The
Marketing Problem; Sales Planning; Equip-
ping to Sell and Service; Advertising and
Promotjon; Supplementary Marketing Aids;
Promoting Group Business; Promoting Food
and Beverage Sales and Catering.

MARKETING MANAGEMENT FOR
MANUFACTURING 1068 CMS

PURPOSE: To improve the management skills
of owners and managers with marketing res-
ponsibilities in- manufacturing firms.
AREAS COVERED: Management Functions in
the Areas of Organization Finance, Personnel
and Marketing with emphasis upon the in-
terdependent relationship in the Working
Function of Finance; Production and all other
aspects of the Business; Product Develop-
ment; Pricing; Selection and Marketing Chan-
nels; Selection; Training and Compensating
salesmen and Advertising and Promotion
Policy.

MARKETING MANAGEMENT FOR
WHOLESALERS AND DISTRIBUTORS 1003 CMS

PURPOSE: To improve the management skills
of owners and managers with marketing res-
ponsibilities in the wholesale and-or dis-
tributing industry.

AREAS COVERED: Management Functions on
the Areas of Organization, Finance, Person-
nel and Marketing for the Wholesale and
Distribution Industry with special emphasis
upon: The Marketing Problem; Analysing the
Potential Market; Marketing A New Product;
Promoting the Total Service Concept; For-
mulating Pricing; Advertising, Promotion and
Sales Strategy; Selection, Training and Com-
pensation of Salesmen.

BASIC FINANCIAL CONTROLS 1004 CMS

PURPOSE: To assist businessmen and women
to determine the basic financial controls
and records required in his/her business and
to provide him/her with an approach to using
such controls and records in the operation of
his/her business.

AREAS COVERED: Budgetary Control; Accounts
Receivable; Accounts Payable; Cash Receipts;
Petty Cash; Inventory and Payroll.

UNDERSTANDING BUSINESS LAW 1005 CMS

PURPOSE: To assist managers and senior staff
of any type of business to recognize and deal
more effectively with all operations of their
business which have a legal basis.

MARKETING MANAGEMENT FOR
SERVICE BUSINESSES 1070 CMS

PURPOSE: To improve the management skills
of owners and managers with responsibilities
for marketing and service businesses.

AREAS COVERED: Management Functions in
the Areas of Organization, Finance, Person-
nel and Marketing with special emphasis
upon: Consumer Behaviour; Social Change
The Product Service Mix; Pricing and Group-
ing for Profits; Sales and Distribution An-
alyses; Advertising and Promotion; Personal
Selling; The Salesmen’s Role; The Sales Man-
agement Job; Selecting Supplies; Developing
Distributor Supplies Co-operation; Marketing
Cost Analyses by Profit Loss Statement.

MARKETING FOR THE HOSPITALITY
INDUSTRY 1031 CMS

PURPOSE: To improve the marketing tech-
niques of businessmen and women in the
hospitality industry.

AREAS COVERED: Analysing the Marketing
Problem; Sales Planning; Equipping to Sell
and Service; Direct Mail; Advertising; Sup-
plementary Marketing Aids; Promoting Group
Business Promoting Food and Beverage Sales;
Promoting Catering.

MARKETING FOR MANUFACTURERS 1032 CMS

PURPOSE: To provide basic instruction in
marketing for those persons whose prime
responsibilities are in the area of marketing
in small and medium sized businesses.

AREA COVERED: The Interdependent Relation-
ship in the Working Function of Finance,
Production and all other aspects of the Busi-
ness; Product Development; Pricing; Selec-
tion of Marketing Channels; Training and
Compensating Salesmen and Advertising Pol-
icy.

MARKETING FOR WHOLESALERS &
DISTRIBUTORS 1033 CMS

PURPOSE: To assist wholesalers and distribu-
tors to increase the profitability of their bus-
inesses through sound marketing manage-
ment techniques.

AREAS COVERED: Analysing the Potential Mar-
ket; Marketing a New Product; Promoting the
Total Service Concept; Formulating Pricing;
Advertising and Sales Strategy; Supervising
Salesmen; Selecting a Supplier; Developing
Distributor-Supplier Co-operation; Marketing
Cost Analysis by Profit and Loss Statement.

AREAS COVERED: Formation of a Contract;
Carrying out a Contract; Contracts for Sale
of Goods; Employer-Employee Relationship;
Partnership Law; Corporation Law; Leases
Bankruptcy; Patents; Trade Marks and Unfair
Competition; Mechanics Liens; Absolute
Sales; Conditional Sales.

UNDERSTANDING COST ACCOUNTING
1007 CMS

PURPOSE: To emphasize those uses of cost
accounting which can help a company in-
crease its profits.

AREAS COVERED: Introduction to Accounting;
Job Order Costs; Analysis and Variances; In-
ventory Control and Valuation; Process Cost-
ing; Joint Products and By-Products; Differen-

MARKETING FOR SERVICE BUSINESSES
1035 CMS

PURPOSE: To improve the marketing tech--
niques of businessmen and women selling
services.

AREAS COVERED: Consumer Behavior; Social
Change; The Product-Service Mix; Pricing and
Grouping for Profit; Sales and Distribution
Analysis; Promotion; Personal Selling; The
Salesman’s Role; The Sales Management Job;
Advertising; Planning and Co-Ordination.

MANAGEMENT OF THE FIELD SALES FORCE
1045 CMS

PURPOSE: To familiarize Personnel respon-
sible for the sales management function in
business, with current sales management tech-
niques and to develop skills in planning, or-
ganizing and controlling the sales effort.
AREAS COVERED: Management Organization
for Sales; The Sales Program Sales Forecast-
ing and Budgeting; Manpower Planning; Re-
cruiting and Training; Direction and Control
of the Sales Force; Motivation and Compen-
sation; Evaluation of Sales Force Perfor-
mance; Sales Analysis; Overall Responsibili-
ties.

ADVERTISING MANAGEMENT 1071 CMS
PURPOSE: To improve the management skills
of owners and managers with responsibilities
for advertising and promotion.

AREAS COVERED: Management Functions, in
the Areas of Organization, Finance, Person-
nel and Marketing as they relate to Adver-
tising with special emphasis upon: Marketing
Concepts such as Marketing Philosophy; Plan-
ning; Budgeting; Profit Concepts; Legal As-
pects; Administration and Coordination; Lead-
ership; Selection and Training of Personnel.

PLANNING PROFITABLE ADVERTISING
1003 CMS

PURPOSE: To provide businessmen and wo-
men with an understanding of the role of
advertising market products and services.
AREAS COVERED: Advertising as a Stimulant
to Sales; Factors Involved in the Preparation
of Advertising; Advertising — When to Use
it; Developing the Advertising Program; Ad-
vertising Agencies; Media and Their Use; Di-
rect Mail Advertising; Newspaper and Maga-
zine Advertising; Outdoor Advertising; Radio,
T.V.; Sales Promotion and Publicity; Evalua-
tion of Advertising.

ADVANCED SELLING TECHNIQUES 1002

PURPOSE: To advance the professional selling
abilities of owners, managers, and staff in
any type of business.

tial Costing; Break-Even Analysis; Cost-Price-
Volume Relationships; Standard Costs; Costs
as an Aid to Budgeting.

BUSINESS STRATEGY FOR THE NON-FINANCIAL
MANAGER 1073 CMS

PURPOSE: To provide for the non-financial
manager an awareness of the implications
of financial decisions and to provide him
with practical experience in dealing with the
complexities of financial strategy.

AREAS COVERED: Debt Financing Strategy;
Equity Financing Strategy; Financial Strategy
in Advertising and Sales; Manufacturing Strat-
egy; Financial Policy Decisions; Controls; The
Financial Aspects of Employee Relations;
Audit, Systems and Security.

AREAS COVERED: Product Knowledge and its
Benefits; Finding and Qualifying Prospects;
Getting Information about Prospects; Plan-
ning and Sales Strategy; Forceful Presenta-
tion Through lllustrations; Use of Visual Aids;
The Best Approach; Presentations of Features
and Benefits; Supporting Claims With Proof;
Handling Objectives; Closing the Sale; Using
Questions.

PSYCHOLOGY OF PROFESSIONAL
SELLING 1042 CMS

PURPOSE: To help the salesman improve his
role as a problem solver, territory manager
and customer educator. To stress the need
for a more professional approach to selling
and to point out the essential role that the
salesman plays in our economy.

AREAS COVERED: The Psychological Approach
to Selling; Needs, Characteristics and Be-
havior of Prospects and Customers and How
This Knowledge Can be Used for More Ef-
fective Selling; Supplementary Marketing
Aids; Promoting Group Business; Promoting
Food and Beverage Sales and Catering.

RETAIL SELLING 1044 CMS

PURPOSE: To assist owners, managers and
staff, in any type of retail business, to in-
crease sales and profitability of their organi-
zation.

AREAS COVERED:-What is Selling? Principles
of Salesmanship; Psychology of Selling; Con-
sumer Behavior; Wants and Needs; Selling
Situations; Product Knowledge; Closing the
Sale; Repeat and Suggestion Selling; Selling
as a Career — a Profession.

RETAIL STORE MANAGEMENT 1043 CMS

PURPOSE: To assist owners and managers of
all types of retail businesses to explore the
management problems in a retailing business
and suggest means for solving them.
AREAS COVERED: Analysis of Retail Markets;
Merchandising Policy; Advertising; Cost Con-
trol; Pricing; Planning For the Future; How
to Get and Keep Customers; How to Improve
Selling and Merchandising Skills; How to
Develop Staff for Expansion; Diversity and
Continuity of the Business; Adjusting to the
Changing Demands of Society.

STARTING & OPERATING A BUSINESS
1047 CMS

PURPOSE: To assist the prospective business-
man or woman with his or her problems re-
lated to the starting of a business.

AREAS COVERED: Self Analysis of Personal
Inventory; The Business Community; The
Making of a Business; Location and Market
Analysis; Starting a New or Acquiring an
Established Business Finance; Adequate
Capital; Marketing; Personnel Management.

MANAGEMENT
DEVELOPMENT
DEPARTMENT

29



HUMAN RESOURCES COURSES

FINANCE FOR THE HOSPITALITY INDUSTRY
1078 CMS

PURPOSE: To increase the financial manage-
ment capability of owners, managers, de-
partment heads and supervisors in the hospi-
tality and tourist industry.

AREAS COVERED: Use of Profit and Loss;
Statements and Balance Sheets; Budgets and
Financing Methods; Day-to-Day Controls; In-
ventories; Purchasing; Staff Relationships;
Taxation; General Management.

MANAGEMENT ACCOUNTING (PLANNING FOR
PROFITS) 1039 CMS

PURPOSE: To show the owner or manager of
a small to medium size business how he or
she can use the information contained in his
or her books of accounts to operate more
profitably.

AREAS COVERED: What information does a
small or medium size business owner or
manager need to operate his business profit-
ably? Methods of getting this information
from an Income Statement and Balance Sheet.
Methods for discovery why a firm is short of
cash, as well as possible courses of action
to remedy the situation. How to pinpoint
unprofitable -areas of business. How to plan
for a profitable operation. How to use the
plan so that potential trouble spots can be
identified quickly and early action taken to
eliminate them.

MANAGEMENT APPROACH TO CREDIT AND
COLLECTIONS 1072 CMS

PURPOSE: To provide owners, managers and
department heads in all types of business and
industry with a working knowledge of credit
and collection management and an insight
into the role of credit in the business enter-
prise.

AREAS COVERED: The Nature and Role of
Credit; Management of the Credit Function;
Analysis of Credit Risk; Analysis of Financial
Statements; Management of the Collection
Function; Receivables Legislation.

MANAGEMENT FINANCE 1085 CMS

PURPOSE: To assist managers and owners in
understanding Financial Management, mea-
suring profitability and analysing financial
plans.

Training
in
‘Business
and
Industry

EVENING
COURSES
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AREAS COVERED: Source and Use of Funds;
Short Term Cash Requirements and Invest-
ment; Lease/Buy; Term Loans; Long Term
Financing; Investment Management; Estate
Planning.

ADVANCED EFFECTIVE SUPERVISION 1001 CMS

PURPOSE: To teach seasoned supervisors ad-
vanced management techniques.

AREAS COVERED: Leadership; Objective Set-
ting; Organizing for Results; Planning; Sched-
uling; Controlling; Problem Solving; Group
Decision Making; Functional Communications.

MANAGING HUMAN RESOURCES 1079 CMS

PURPOSE: To improve the management skills
of owners and managers of businesses in
dealing with personnel and personnel prob-
lems in order to achieve the most effective
use of manpower.

AREAS COVERED: The Personnel Function; Or-
ganization and Planning; Motivation; Selec-
tion and Training of Personnel Compensation;
Industrial Relations; Communication; Creating
an Effective Environment.

EFFECTIVE SUPERVISION ADMINISTRATION
1001 CMS

PURPOSE: To assist in improving the man-
agement skills of supervisors in administra-
tive, sales, clerical, professional, technical,
financial and commercial fields.

AREAS COVERED: The Role of the Supervisor;
Principles of Effective Supervision; Analys-
ing Problems; Setting Objectives and Goals;
Organization and Planning; The Human Fac-
tor; Flow of Information; Improvements; Eval-
uating Operations and Controlling Activities;
Managing High Talented Personnel.

EFFECTIVE SUPERVISION COMMUNICATION
1012 CMS

PURPOSE: To make supervisors aware of what
communications are all about and to make
clear to them that a basic need of all super-
visory and management personnel is that
they be able to communicate verbally and in
writing.

AREAS COVERED: Communication — It's Mean-
ing and Definition; Communication Problems
Through Several Levels; Communication — A
Two Way Street; Let’s Learn to Listen; Bar-

riers to Communications; Verbal Communi-
cations Rules of What and How; Written Com-
munications; Communications Through Prac-
tice; Communications Through Conferences.

EFFECTIVE SUPERVISION HUMAN RELATIONS
1014 CMS

PURPOSE: To help the supervisor to deal ef-
fectively with his or her problems in the
area of .the management of personnel.

AREAS COVERED: Understanding People; Se-
lection and Induction; Training Employees;
Developing and Maintaining Morale; Elements
of Wage and Salary Administration; Effective
Communications; Appraising Employee Per-
formance; Discipline and Corrective Action;
Understanding the Collective Agreement;
Planning and Organizing for Results; Alterna-
tive Sessions; Leadership and Resistance to
Change.

EFFECTIVE SUPERVISION PRODUCTION
1016 CMS

PURPOSE: To improve the productivity and
effectiveness of first line production foremen
and supervisors by identifying and teaching
the application of the principles of sound
management.

AREAS COVERED: The Role of the Supervisor;
Principles of Effective Supervision; Setting
Operating Objectives; Measures of Effective-
ness; Planning: Methods and Requirements;
Scheduling; Dispatching and Expediting; Work
Simplification; Measuring and Evaluating Per-
formance; Taking Corrective Action; The
Human Factor.

LABOUR RELATIONS CONSTRUCTION
1026 CMS

PURPOSE: To help the supervisor in construc-
tion to deal effectively with aspects of labour
relations, both where collective agreements
have already been established and where
certification may become possible. Special
emphasis is placed upon those aspects of
each subject which are peculiar to the con-
struction industry.

AREAS COVERED: Employer-Employee the Re-
lationship;  Establishment of Bargaining
Rights; Negotiations for a Contract; Content
of Collective Agreement; Union Security &
Management Rights; Complaints; Grievances

MATERIAL RESOURCES COURSES

MANUFACTURING PLANNING & CONTROL
1030 CMS

PURPOSE: To examine the four main com-
ponents of manufacturing; plant and equip-
ment; labour; raw material and parts; man-
agement; In achieving its purpose the course
involves the student in development of the
production organization; determination of op-
timum plant capacity long-term labour and
equipment requirements and planning the
product line. In short, how to run an efficient
shop.

AREAS COVERED: The Language and Tools of
Production; Methods and Time Study; Wage
Administration; Plant Layout and Work Flow;
Production Control — Scheduling; Produc-
tion Control — Inventory Control Size of
Production Run; Production Control-Cost Con-
trol; Production Planning and Control; Sum-

- mary.

EFFECTIVE SUPERVISION FOR SAFETY
1029 CMS
PURPOSE: To enable supervisors to more

closely achieve safé, efficient production
through modern principles of accident pre-
vention.

AREAS COVERED: Safety Services Available to
Industry; Controls; Program Formulation and
Acceptance; Corrective Measures For Unsafe
Conditions and Acts; Preventive Measures;
Accident Investigation; Safety Auditing.

WORK STUDY 1052 CMS

PURPOSE: To prepare the participant for ef-
fective participation in a Work Study Program
in his or her own orgdnization.

AREAS COVERED: Objectives and History of
Work Study; Six Steps to Methods Improve-
ment; Flow and Activity Charting; Critical
Examination; Design and Methods Improve-
ments; Time Study Techniques; Stop Watch
Techniques; Predetermined Time .System;
Work Sampling; The Human Factor in Work

and Arbitration; Wages; Administration of the
Collective Agreement.

LABOUR RELATIONS PRODUCTION 1027 CMS

PURPOSE: To help the supervisor to deal ef-
fectively with aspects of labour relations,
both where collective agreements have al-
ready been established and where certifica-
tion may become possible.

AREAS COVERED: Employer-Employee the Re-
lationship; Establishment of Bargaining
Rights; Negotiations for a Contract; Content
of Collective Agreements; Union Security;
Management Rights; Complaints; Grievances;
Arbitration; Wages; Classification and Bene-
fits; Relationships Arising out of Contracts;
Administration of the Collective Agreement.

HOSPITAL SUPERVISION 1082 CMS

PURPOSE: To improve the supervisory skills
for all hospital supervisors from all areas of
a hospital.

AREAS COVERED: The Role of the Hospital
Supervisor; Principles of Effective Supervi-
sion; Setting Objectives; Planning; Organizing
and Delegating; Performance Appraisal; Com-
munication; Training and Development; Mo-
rale; Team Development.

PERSONNEL SUPERVISION 1038 CMS

PURPOSE: To help owners or managers of
small to medium size business and supervi-
sory personnel of larger firms, etc. perform
those functions that relate to obtaining,
training, retraining, developing, and directing
human resources in a way that best meets
the needs of both the organization and the
employees.

AREAS COVERED: Understanding People; Se-
lection; Training; Performance Appraisal; Em-
ployee Morale; Delegation of Authority Deal-
ing with Unions; Management Development
and Providing Successors.

PREPARATION FOR SUPERVISION 1040

PURPOSE: To train plant personnel for first-
line supervisory positions prior to appoint-
ment.

AREAS COVERED: The Basics of Supervision;
Supervisory Objectives; Communications; Su-
pervision of Human Resources; Labour Rela-
tions; Supervision for improvement; Super-
vising for Quality Safety; Self Development.

Study; Installation and Maintenance of a
Work Study Program.

WORK SIMPLIFICATION 1051 CMS

PURPOSE: To impart the basic techniques of
methods improvement and to prepare the
participants for making an effective contri-
bution to a Work Simplication Program.
AREAS COVERED: Work Simplification and
Productivity; Principles and Techniques of
Method Analysis; Making Work Simplification
Work; Facilities and Layout; The Supervisor
and Work Simplification.

PURCHASING 1041 CMS

PURPOSE: To emphasize certain fundamentals
of the purchasing function that may be ap-
plied to any manufacturing business with the
object of avoiding costly errors and building
a more profitable operation.

AREAS COVERED: Determination of Needs by
Function; Delivery; Quality; Price, Supplier
Selection and Evaluation; Value Analysis and
Refinements in Purchasing.



COMPUTER CONCEPTS FOR MANAGEMENT
1018 CMS

PURPOSE: To provide executives with a basic
understanding of Data Processing, to help
them identify needs and uses for it in their
companies or organizations and to assist
them in dealing effectively with a Data Pro-
cessing Service Company.

AREAS COVERED: Appreciation of E.D.P.; De-
termining Need for E.D.P.; Evaluating Service
Companies; Use of E.D.P. in Sales Analysis;
Accounts Receivable; Accounts Payable; In-
ventory and Payroll.

EFFECTIVE TECHNICAL REPORT WRITING 1048

PURPOSE: To assist businessmen and women
to develop their report writing skills.

AREAS COVERED: Purposes of Reports; Atti-
tudes to Report Writing; Characteristics of
Effective Reports; Fundamentals of Report
Writing; Organizations of Reports; Writing
Procedures; Graphic Aids; Conclusions and
Recommendations. (All participants will write
reports).

JOB ENRICHMENT ADMINISTRATION 1024 CMS

PURPOSE: 1. To provide the supervisor and/
or manager employed in an administrative
capacity with insight into the principles and
techniques of job enrichment and vertical
job loading. 2. To emphasize the supervi-
sor's/manager’s role in communications, del-
egation, and innovation through the release
of employee potential on a realistic basis in
his/her organization.

AREAS COVERED: Changing Times; Under-
standing the Motivators; Acknowledging the
Hygienic Factors; Job Enrichment — What Is
1t? Green Light Communications; Analyzing
the Flow of Work; Vertical Job Loading; Chal-
lenging Traditional Structures and Systems;
Blending the Old with the New and Positive
Performance and Planning.

MANAGEMENT FOR CONSTRUCTION
SUPERINTENDENTS 1084 CMS

PURPOSE: To deal with the principles of
management as they apply to the role of the
construction superintendent by examining the
aspects of the superintendent’s job which

call for management skills rather than tech-
nical skills.

AREAS COVERED: The Principles of Manage-
ment; Planning; Scheduling; Starting; Run-
ning and Finishing the ‘Job’; Problem Solv-
ing; Controlling; Dealing With Sub-Contrac-
tors; Mechanical and Electrical Trades;
Communication; Job Administration.

JOB ENRICHMENT PRODUCTION 1025 CMS

PURPOSE: 1. To provide the supervisor and/
or manager employed in a production capa-
city with insight into the principles and
techniques of job enrichment and vertical
job loading.

2. To emphasize the supervisor's/manager’s
role in communications, delegation and inno-
vation through the release of employee po-
tential on a realistic basis in his/her or-
ganization.

AREAS COVERED: Changing Times; Under-
standing The Motivators; Acknowledging the
Hygienic Factors; Job Enrichment — What Is
It? Green Light Communications; Analyzing
the Flow of Work; Vertical Job Loading; Chal-
lenging Traditional Structures and Systems;
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Blending the Old with the New and Positive
Performance Planning.

TRAINING INDUSTRIAL INSTRUCTORS 1007
PURPOSE: To upgrade the instructional skills
of personnel who are responsible for training
production, administrative, or sales person-
nel in any type of business or industry.
AREAS COVERED: Introduces Instructional
Techniques such as Questioning, Objective
Setting, Reinforcement and Planning Effec-
tive Lessons. This is a highly practical course
in which participants learn first by observa-
tion of themselves and others and then by
ACTIVE PARTICIPATION in an instructional
setting.

MANAGEMENT FOR THE HOSPITALITY
INDUSTRY 1081 CMS

PURPOSE: To improve the management capa-
bility of supervisors, department heads, man-
agers and owners in the hospitality or tourist
industry.

AREAS COVERED: Concepts of Effective Su-
pervision; Goal Setting; Organizing and Plan-
ning; Improving and Taking Corrective Ac-
tion. The marketing approach to guest satis-
faction is emphasized.

USE THIS
FORM

Training In Business
& Industry Courses

USE THIS
FORM

vy



please print cléarly

last name first name
home address apt. no. business
city zone city zone

home telephone

business telephone

course applied for

course number

campus date begins

day(s) of week fee enclosed $

Make your cheque or money order payable to Humber College. Mail this Registration Application Form and your fees to:

Continuing Education Division, Humber College of Applied Arts & Technology, P.O. Box 1900, Rexdale, Ontario

please print clearly

last name

\{i{st name

home address

apt. no. business

ci_ty

zone city . zone

home telephone

business telephone

course applied for

course number

campus date begins

day(s) of week fee enclosed $

Make your cheque or money order payable to Humber College. Mail this Registration Application Form and your fees to:

Continuing Education Division, Humber College of Applied Arts & Technology, P.O. Box 1900, Rexdale, Ontario

please print clearly

last name

first name

home address

apt. no. business

city

zone zone

home telephone

usiness telephone

course applied for

course number

campus date begins

day(s) of week fee enclosed $

Make your cheque or money order payable to Humber College. Mail this Registration Application Form and your fees to:

Continuing Education Division, Humber College of Applied Arts & Technology, P.O. Box 1900, Rexdale, Ontario

For more information and brochures
call: Continuing Education 677-9540

Training in Business and Industry - 236-1291

Post-Secondary Programs - Of fice of the Registrar - 677-6810 Ext. 302 to 306

Retraining and Apprenticeship - 259-5411

N

——— -—;—--_.'rmf-!..



	MRK4E_Fall72_0001
	MRK4E_Fall72_0002
	MRK4E_Fall72_0003
	MRK4E_Fall72_0004
	MRK4E_Fall72_0005
	MRK4E_Fall72_0006
	MRK4E_Fall72_0007
	MRK4E_Fall72_0008
	MRK4E_Fall72_0009
	MRK4E_Fall72_0010
	MRK4E_Fall72_0011
	MRK4E_Fall72_0012
	MRK4E_Fall72_0013
	MRK4E_Fall72_0014
	MRK4E_Fall72_0015
	MRK4E_Fall72_0016
	MRK4E_Fall72_0017
	MRK4E_Fall72_0018
	MRK4E_Fall72_0019
	MRK4E_Fall72_0020
	MRK4E_Fall72_0021
	MRK4E_Fall72_0022
	MRK4E_Fall72_0023
	MRK4E_Fall72_0024
	MRK4E_Fall72_0025
	MRK4E_Fall72_0026
	MRK4E_Fall72_0027
	MRK4E_Fall72_0028
	MRK4E_Fall72_0029
	MRK4E_Fall72_0030
	MRK4E_Fall72_0031
	MRK4E_Fall72_0032

