In-House Training 

I. Work for businesses and community members

a. Advertise for work from the community

b. Complete all of the work as it comes in from the community

i. Advertising

ii. Copying

iii. Programs

iv. Envelope Labels

v. Invitations

vi. Brochures

vii. Flyers

viii. Document Design

c.  Proofread all of the work completed before sending back

II. Work for the school

a. Type and design all the programs for the school functions

b. Complete work for teachers as it comes in

i. Typing

ii. Copying

iii. Document Design

III. Required work

a. Create a resume

b. Complete a job application

c. Create a cover letters

d. Collect a portfolio of completed work

