
Keyboard Skills 

Develop skills in typing and effectively using the keyboard. Practice drills 
to increase your accuracy and speed. No previous experience is required. 

Introduction to Computers and Technology I 

Obtain the workplace skills you need in using Microsoft Office 2013
(Word, Excel and PowerPoint) and Internet basics with SAM,
a web-based training program. Prerequisite: “Keyboard Skills” or basic 
knowledge of a keyboard. 

Introduction to Computers and Technology II 

Advance to the next level and go beyond the basics. Increase your skills in 
using all the Microsoft applications to complete self-paced capstone  
projects. Prerequisite: “Introduction to Computers and Technology I.” 

Applied Computers & Technology 

Combine all skills learned in “Introduction to Computers and Technology 
Levels I & II” and prepare to use Microsoft Office in the workplace by 
completing twelve Skills Assessment Manager (SAM) projects using    
Microsoft Office 2013. Prerequisite: “Introduction to Computers and 
Technology Levels I and II.” 

Keyboard Skills: Document Formatting 
Apply your keyboarding skills to create basic business documents using  
Microsoft Word to format business reports, letters, emails, memos, tables, 
resumes and other communications. Prerequisite: “Keyboard Skills” or 
basic knowledge of Microsoft Word.  

In order to participate, stop by the front desk at the American Job Center to be referred by an agency. 
 Set your own schedule and start building your resume today by updating your computer skills. 
 Receive a Wor-Wic Document of Participation and Recognition upon successful completion. 
 Prepares you for additional college-level courses. Earn requirements toward Wor-Wic’s Continuing Education 

Certificate in Computer and Office Technology Essentials. 
For additional information about the courses, call Wor-Wic at 410-334-2815. 

Free  Self–Paced Computer  Classes 

At the 

 American 
Job Center 

Lab Training Hours: 
Mon., Tues., & Thurs. 

8:30 a.m.-12:30 p.m. 
and 

1:30 p.m.-4:30 p.m. 

Wed. 8:30 a.m.-12  Noon 

Fri. Closed 

31901 Tri-County Way 

Salisbury, MD 21804 

Phone: (410) 341-6515 
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REGISTER  
TODAY! 


