-Staff Training Survey  

Work Smarter, Not Harder

HSL is developing an in-house training program for HSL staff.  Before organizing any sessions, we would like to hear from you about your training needs. Your input on this survey will drive the planning process.  

Goals of new training and development program: 

· Enhance and fine-tune existing skills

· Develop new skills 

· Identify individuals to serve as local experts in a variety of areas

· Share expertise with colleagues through workshops, brown bags, consultations

· Foster shared learning environment in the workplace


Indicate areas and/or levels in which you would like training.  Please complete the following to help us assess your training interests:

The Office Toolkit (Circle all that apply)
MS Office 

Word

◘Basic

◘Intermediate

◘Advanced

Excel 

◘Basic

◘Intermediate

◘Advanced

PowerPoint
◘Basic

◘Intermediate

◘Advanced

Access

◘Basic

◘Intermediate

◘Advanced

Email

◘Eudora
◘Communigate
◘Netscape



Publishing/Graphics


◘MS Publisher

Helps create, customize, and publish materials such as newsletters, brochures, flyers, catalogs, and Web sites


◘Photoshop


Image editing software

◘EndNote

Used to search online databases, organize citations found and create bibliographies automatically

◘Screen Capture Software

Easy way to capture entire or partial screen images and use for online and print reproductions

◘Clip Art

Learn what is available, how to maximize options and how to import/store additional graphics from external sources 

Internet 


◘Dreamweaver



Web design and development


◘Fireworks

                          Web graphics design 

◘Flash       

Animation design and delivery software


◘WebCt



Course management system for Web-based learning


◘Basic HTML



Features of basic coding  


◘Video Clips 



Create and incorporate


◘Audio 



Create audio files and insert in programs

Scanning/Digital Images


◘Scan Images – Intro to process and product


◘Scan Text – Process and product


◘Digital Camera Use – Shoot, mount and share


◘Burning a CD – Why, when and how.


◘Adobe Acrobat – Go beyond scanning 


Topics, Techniques and Concepts (check all that apply)


◘Wallpaper and Screen Savers – Adding pizzazz to your workday

◘File Management – Keeping your digital file cabinet in order

◘Windows Basics – ABC’s of the OS (Operating System)

◘Labels – Organize with creative labeling techniques

◘Mail Merge Helper – Create personalized form letters, mailing labels

◘Creating Business Cards – Using the b-card model to get the message out

◘Care and Feeding of your PC – Simple TLC to keep your PC humming

◘Tech Services Secrets – They’ll reveal them if you come!

◘Time Management Techniques – Tips and tricks of the well-organized

◘My Yahoo and other Customizable Portals – Set up a portal for your needs

◘Customizing your Browser to Work for You – Setting preferences, toolbars, etc.

◘Going for the Gold – AHIP (Academy of Health Information Professionals)   

   certification, what is involved

◘Writing the ultimate Position Description within HSL environment

◘Advertising the Job – Posting in all the right places

◘Treasures of Historical Collection – Tour

◘Project Management – Essentials of organizing, developing and implementing

◘Using your Personal Digital Assistant – Sharing tips and tricks 

◘Innovative Approaches to Supervising Student Assistants – Best practices 


◘How to Run an Effective Meeting  


◘Signage that Works!


◘Writing Effective Surveys


◘Grants in the Health Sciences field – finding pieces of the puzzle

◘Scheduling Software 

            ◘Voyager for Reference staff (circulation, cataloging modules, patron records)


◘Basic Reference Training for Non-Reference Units 


◘Customer Service (internal and external) 


Reference Resources and Databases  (check all that apply)
◘ Ovid System – what we have, what to use when, navigation basics

◘ Ovid Databases (all):

◘ EBM Reviews - Cochrane, Best Evidence, and DARE 

◘ CANCERLIT

◘ CINAHL

◘ Current Contents/All Editions

◘ Health and Psychosocial Instruments [HaPI]

◘ HealthSTAR

◘ Journals@Ovid

◘ PREMEDLINE

◘ MEDLINE

◘ SPORTDiscus

◘ Other licensed resources (all):


◘ Community of Science


◘ Health Reference Center

◘ MadCat

◘ MDConsult


◘ Micromedex


◘ PsycINFO


◘Stat! Ref


◘TOXLINE


◘Web of Science

◘Free, web-based resources (both):

◘ MEDLINEplus

◘ PubMed

◘ Full-text:  Where is all this stuff?  How do I find out what we have?

◘ MeSH – what is it, how is it used and why is it important?

◘Verifying Citations

◘Locating physicians – board certification, residency, contact info

◘Health Statistics
◘My Suggestions: __________________________________________


_________________________________________________________


_________________________________________________________

_________________________________________________________


_________________________________________________________

◘ I am willing/able to share my expertise in the following areas:

Name __________________________

Return to Wendy Theobald, MHSL.  Thanks for your input.
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