
 
 
 

Course Schedule 
Spring 2020 Trimester 

 
 
Below is a list of the courses for the Spring 2020 trimester, including days/times for each course. 
Course summaries can be found on the following page for reference. Classes begin the week of May 4, 
2020 and continue through the week of August 10, 2020. Information about Spring trimester holidays is 
available in the Academic Calendar 2020 . 
 
Note that there will be additional class days/times and courses offered each trimester, as you move 
through the program. 
 

 
 

COURSE MONDAY TUESDAY WEDNESDAY THURSDAY 

PRO-101: 
Managing Yourself  
at Work 

4:30pm - 6pm PT 
5:30pm - 7pm MT 
6:30pm - 8pm CT 
7:30pm - 9pm ET 

 4:30pm - 6pm PT 
5:30pm - 7pm MT 
6:30pm - 8pm CT 
7:30pm - 9pm ET 

 

PRO-102: 
Learning at Work* 

6pm - 7:30pm PT 
7pm - 8:30pm MT 
8pm - 9:30pm CT 
9pm - 10:30pm ET 

 6pm - 7:30pm PT 
7pm - 8:30pm MT 
8pm - 9:30pm CT 
9pm - 10:30pm ET 

 

PRO-103: 
Practical Problem 
Solving 

 5:30pm - 7pm PT 
6:30pm - 8pm MT 
7:30pm - 9pm CT 
8:30pm - 10pm ET 

 5:30pm - 7pm PT 
6:30pm - 8pm MT 
7:30pm - 9pm CT 
8:30pm - 10pm ET 

BUS-211: 
Salesforce Admin 
Super Set 
Foundations** 

 6pm - 7:30pm PT 
7pm - 8:30pm MT 
8pm - 9:30pm CT 
9pm - 10:30pm ET 

6pm - 7:30pm PT 
7pm - 8:30pm MT 
8pm - 9:30pm CT 
9pm - 10:30pm ET 

6pm - 7:30pm PT 
7pm - 8:30pm MT 
8pm - 9:30pm CT 
9pm - 10:30pm ET 

BUS-215: 
Project Management 
Foundations** 

6pm - 7:30pm PT 
7pm - 8:30pm MT 
8pm - 9:30pm CT 
9pm - 10:30pm ET 

6pm - 7:30pm PT 
7pm - 8:30pm MT 
8pm - 9:30pm CT 
9pm - 10:30pm ET 

6pm - 7:30pm PT 
7pm - 8:30pm MT 
8pm - 9:30pm CT 
9pm - 10:30pm ET 

 

 
* The Learning at Work course is not a required course for the certificate program.  

** Credential courses require prerequisites for both the degree and certificate programs - contact your 
coach for more information.  
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Course Introductions 

Below is an introduction to the courses available for the Spring 2020 trimester. 
 

PRO-101: Managing Yourself at Work 
This course focuses on the “soft skills”— often called “people skills” or “self-management skills”— 
that will get you ahead in the workplace. Soft skills are important to the future of work because in 
most cases, they cannot be automated, and therefore employers will always need people with these 
skills. In Managing Yourself at Work, you will learn how to be more adaptable, how to prioritize 
tasks, how to manage your time, how to learn from feedback, and how to improve your skills in your 
job. We’ll focus on three main concepts: succeeding at work, advancing at work, and thriving at 
work. You will learn methods and strategies for building resilience, maintaining a positive attitude, 
and accurately assessing your strengths and weaknesses, and you will become a more proactive, 
conscientious, and responsible employee. 
 
PRO-102: Learning at Work 
In order to succeed in the current and future workplace, employees must be able to learn 
effectively, either to master the knowledge and skills to obtain a new job or to adapt to changes in 
their workplace. In this course, we learn fundamental principles of how humans learn, and we help 
you to devise strategies to learn effectively at work. Specifically, you will learn how to understand 
and remember information, evaluate your own learning, and organize material in ways that help you 
learn more efficiently. By the end of the course, you will be able to create your own, personalized 
systems to enhance your memory and learning to adapt to new workplace skills and knowledge. 
 
PRO-103: Practical Problem Solving 
Humans are born problem solvers. When we see a gap between our desires and reality, we find a 
way to close the gap. Of course, we aren’t perfect, and some problems are easier to solve than 
others. However, by refining our approach to problems, we can better equip ourselves to solve them 
no matter where they pop up. In this course you will learn a set of simple techniques that you can 
use in real-world situations to find and feel confident in your solutions. 
 
BUS-211: Salesforce Admin Super Set Foundations 

Salesforce is an American cloud-based software company providing customer relationship 
management services used by more than 150,000 companies worldwide. IDC, an independent 
provider of market intelligence for the information technology market, predicts that Salesforce’s 
ecosystem will create 3.3 million jobs by 2022. The Salesforce Admin Super Set credential is 
designed to prepare students for an entry-level Salesforce administrator job. During this first course 
in the two-course sequence, students learn the basics of the Salesforce platform and become 
familiar with the vocabulary, functions, and interface of the Salesforce software. The curriculum 
consists of learning to create and modify reports and dashboards, manage access to information to 
ensure data security, customize an organization’s data model, and manage users. Students also 
work to earn the first of three Salesforce Admin Super Set “Superbadges,” the Business 
Administration Specialist Superbadge.  
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BUS-215: Project Management Foundations 

According to the Project Management Institute, a professional association for project managers, 
employers will need 87.7 million individuals working in project management-oriented roles by 2027. 
The Project Management Credential two-course series is designed to certify students in the two 
most common project management methodologies: Waterfall and Agile. During the first course, 
students learn project management basics: how to initiate, plan, execute a project, monitor/control a 
project, and finally close a project. Specifically, they learn to identify stakeholders, project costs, 
timelines, and project risks—and they create schedules, communication and quality and risk 
management plans. Finally, they learn to assemble, develop, and manage a project team to 
successfully execute a project. Upon successful completion of this course, students will have 
sufficient preparation to take the CompTIA Project+ certification exam. 
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