
  

New Intensive College Writing 
Course 

Monday, July 26, through Friday, July 30,  

9:00 a.m. to 12 noon.  

The cost is $200.00. 

This is a 15-hour intensive course in preparing college 

bound students to write at a college level. There is often 

a huge gap between what is acceptable writing at the 

high school level is and what is acceptable at the college 

level.  This training will provide the student with the 

tools needed to meet the demands of college writing 

from day one.  Expository writing requires clear, exact 

language, a structured format and a purposeful writing 

style in order to express one’s meaning and opinions.  

Research papers demand knowledge of the MLA or 

APA format in support of the writer’s documentation. 

While LRCC’s Intensive College Writing Course is 

focused on students preparing for college, it is open to 

anyone wanting to improve his/her writing skills.  

 

Microsoft Word Basics (0090) 
30515 6/8 & 10 T/R 9 am-12 noon $100 

30605 6/15 & 17 T/R 6 pm-9:00 pm $100 

Microsoft Word Intermediate (2320) 
30516 7/13 & 15  T/R 9 am-12 noon $100 

30523 7/20 &22 T/R 6 pm-9:00 pm $100 

Microsoft Excel Basics (0120) 
30517 6/22 & 24 T/R 9 am-12 noon $100 

30524 6/29 & 7/1 T/R 6 pm-9:00 pm $100 

Microsoft Excel Intermediate (2310) 
30518 6/27 & 29 T/R 9 am-12 noon $100 

30525 8/3 & 5  T/R 6 pm-9:00 pm $100 

Basic QuickBooks I (2330)  
30557 6/7 & 9  M/W 5:00-8:00 pm $100  

30663 7/12 & 14 M/W 5:00-8:00 pm $100 

Basic QuickBooks II (2340)  
30558 6/21 & 23 M/W 5:00-8:00 pm $100 

30664 7/26 & 28 M/W 5:00-8:00 pm $100 

 

“Because of my participation in this workshop I 

can’t wait to go back and work more with Excel.” 

Computer Workshops 

379 Belmont Rd,  Laconia,  NH 03246  

www.lrcc.edu   603.524.3207  

Lakes Region 

Community College 
Center for Workforce 

Development 

For more information about these or any other 
workshops, stop by the campus or give us a call 

at 524.3207 ext 773. 
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Non-credit Programs A great way to begin a new career! 
 

Medical Billing and Coding Career Track 
Today’s complex administrative and third party reimbursement environment requires that health care administrators have a 
detailed understanding of multiple industry business issues. These industry factors plus the financial need for health care 
professionals to “multi-task” in a difficult economic climate, all highlight the need for well trained professionals with diverse 
skills. The Medical Billing and Coding Career Track combines the necessary skills of a medical billing and coding professional with 
the unique operational and customer service requirements of a Medical Assistant Administration professional. Program includes 
the following areas: medical records, greeting patients, billing & clerical; scheduling appointments; documenting vital signs (e.g. 
blood pressures, pulse, respiration, and temperature); performing simple lab tests; preparing patients for examination; as well as 
other duties.  Additionally this Program covers: reviewing hospital records; calculating charges for a patient’s hospital stay; 
collecting physician charges and patient data to ensure that claims are submitted to insurance carriers accurately; determining 
codes for physician’s procedures and diagnoses - using ICD-9 and CPT-4 coding protocols for third party billing purposes; and other 
skills.  

 

Program includes the following courses: 
Medical Terminology  20 hours 
Medical Assistant Admin  50 
Medical Billing & Coding  50 
Total Contact Hours             120 

 

After obtaining the suggested practical work experience (6 months to 2 years), through this program, students could be qualified 

to sit for the American Academy of Professional Coders (AAPC) - Certified Professional Coder Exam (CPC or CPC-H Apprentice); the 

American Health Information Management Association (AHIMA) Certified Coding Associate (CCA) exam; and/or other National 

Certification Exams.  

 
Course Contact hours – 120 Hours  
Fee: $2,199 (Textbooks included) 

 
Mondays and Wednesday; Saturdays 
June 7th – September 20th 2010 
5:30pm-9:00pm; 9:00am-3:00pm 

 
Phlebotomy Technician Program 

This 90 hour Phlebotomy Technician Program prepares professionals to collect blood specimens from clients for the purpose of 

laboratory analysis.  Students will become familiar with all aspects related to blood collection and develop comprehensive skills to 

perform venipunctures completely and safely. Classroom and lab work includes terminology, anatomy and physiology; blood 

collection procedures; specimen hands-on practice; and training in skills and techniques to perform puncture methods.  Note: 

There is no outside externship rotation included with this program.  

 
Course Contact Hours - 90 hrs. 
Fee: $1,599 (Textbooks included) 

 
Mondays and Wednesday; Saturdays 
June 7th – August 23rd 2010 
5:30pm-9:00pm; 9:00am-3:00pm 

 
Pharmacy Technician Program 

This comprehensive 50 hour course will prepare students to enter the pharmacy field and take the Pharmacy Technician 
Certification Board’s  PTCB exam.  Technicians work in hospitals, home infusion pharmacies, community pharmacies and other 
health care settings – working under the supervision of a registered pharmacist.  Course content includes medical terminology 
specific to the pharmacy, reading and interpreting prescriptions and defining drugs by generic and brand names.  Students will 
learn dosage calculations, I.V. flow rates, drug compounding, dose conversions, dispensing of prescriptions, inventory control and 
billing and reimbursement. 

 
Course Contact Hours - 50 hrs. 
Fee: $999  (Textbooks included) 

 
Tuesdays and Thursdays 
June 8th – August 3rd 2010 
5:30pm-9:00pm 
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Watch for Upcoming Workshops in…… 
 

Landscape Design: Transform Ho-Hum Yards Into Gardens of 
Paradise 

This workshop is designed for both professionals and homeowners.  Topics will include Don’t 

Combat Nature Cooperate with Nature, Healthy Landscapes Make a World of Difference, Soil, 

and Garden Designs. 

 
 

Google Sketch Up 7 
Google Sketch Up is a free, downloadable 3D modeling software. It is extremely user friendly and can be considered 

layman’s AutoCAD with a tweak. Sketch Up allows you to create and share 3D models of anything from a piece of 

furniture or machine part to a house or even an entire housing development or city. 
 

The aim of this introductory training is to provide participants with a basic knowledge of the entire program and to 

provide step by step instruction for all of the basic modeling tools in the program. What each participant chooses to do 

with the program will vary and these tools are the foundation for using the program.  
 

As a builder, timber framer, and co –owner of Steeplechase Custom Homes, LLC, Josh Rawlings, training instructor, has 

used the program extensively to design entire houses/projects, timber frames or timber frame elements, or to 

conceptualize specific aspects of a building project. To be able to show a potential customer a 3D design has proven 

critical to sales and sharing the project with clients/vendors via e-mail adds a level of professionalism and clarity to any 

proposal. 
 

In addition to this training, an intermediate Sketch Up training or even a timber design course where the participants 

would get to design and build a small building is planned for a future date. 

 

 

 

OSHA 10 Hour 

Topics to be covered in the two courses are the OSHA Act, General Duty Clause/Introduction to OSHA, General Safety 

Provisions, Electrical Safety, and Fall Protection. Other topics will be customized to address the needs of each audience.  

 
 

For more information on these workshops please contact the Center for Workforce Development at 524-3207. 
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Class A CDL Tractor Trailer Driver Training 
NIGHTS AND WEEKENDS  

May 11, 2010 

Tuesday and Thursday (5-10 p.m.) and Saturdays or Sunday* 

*Weekend Days and Times as arranged with instructor* 

July 12, 2010 

Monday and Wednesday (5-10 p.m.) and Saturday or Sunday* 
*Weekend days and times as arranged with instructor* 

The college offers a 16 week tractor-trailer, competency based, nights and weekends, driver training program that 

focuses on both classroom work and in-the-vehicle training time.  When trainees have mastered driver competencies 

and earned their CDL’s, they begin working in the industry, often having lined-up a job before finishing the course. 

Training topics include trip planning, maintaining daily logs, handling cargo, cargo documentation, employer relations, 

and public relations. The course covers written and practical tests.  For those who may need extra help in reading or 
test taking, tutoring time can be arranged with the on-campus Learning Center. 

Students who successfully complete the CDL-A training earn a certificate of course completion and receive assistance 

in job-seeking skills and job placement.  Even though the course is non-credit, participants are graded on attendance, 
understanding regulations, keeping logbooks, pre-trip inspection, range skills, and road skills. 

REQUIREMENTS 

Training applicants must be at least 18 years old, possess a valid driver’s license, have a clean driving record, and 

possess a high school diploma or a GED.   Additionally, before participants can be enrolled in the program, the 

program director must review their driving records to determine their suitability for employment.  As a condition of 
enrollment, each applicant must pass a Department of Transportation (DOT) physical exam, and pass a standard DOT 

pre-employment drug test. 

APPLICATION AND REGISTRATION 
To apply, prospective applicants should submit a certified copy of their Motor Vehicle Record for the previous five 
years from the NH Department of Motor Vehicles.  Upon approval, applicants should submit a completed registration 
form for the Department of Transportation (DOT) physical exam and standard DOT pre-employment drug test and pay 
the $350 non-refundable deposit.  The College will then set up the DOT physical and drug screen for the applicant at a 
health clinic. 

After a registrant’s driver’s record, physical exam and drug screening have been approved by the program director, 

only $3850 will be due to the college.  The college will accept vouchers from funding agencies as well as checks and 
credit card payments from individual trainees or from their corporate sponsors.  Deferred payment plans can be 

arranged through the College’s business office. 
 

 

COSTS 
Non-Refundable Deposit:  $350  

Tuition:  $3850  
Approximate Additional Costs:  $190** 
Total Estimated Cost for CDL-A program:   $4390 

**NOTE:  Students are responsible for purchasing required books and maps from the college bookstore (approximate cost $90).  

Students are also responsible for the State testing fees (approximate cost $100) 

 

Commercial Drivers License Program 


