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Professional Skills Library Catalog 
Languages: Courses are available in English and Spanish; other languages vary by course. Language 
translations are provided by EasyLlama. 
 

AI Course Collection 

Course Duration (minutes) 
AI Fundamentals 10 

• Plain-language introduction to how AI works, its types, real-world uses, and limitations. 
Emphasizes when human oversight matters. 

Boosting Productivity with AI Tools and Platforms 12 

• Practical overview of AI tools for writing, data analysis, automation, and communication, with 
tips for safe and effective adoption. 

Safe and Responsible Use of AI 10 

• Overview of ethical AI use, data privacy considerations, and best practices for individuals and 
organizations. 

 

Data Privacy and Cybersecurity 

Course Duration (minutes) 
HIPAA for Business Associates 50          

• Covers HIPAA basics, responsibilities, PHI protection, and risk reduction for business 
associates. 

HIPAA for Business Associates, Non-Healthcare Industries 12 

• Focused HIPAA training tailored to non-healthcare organizations handling PHI. 

HIPAA for Business Associates – Florida / Texas 70 

• State-specific HIPAA requirements and compliance obligations. 

HIPAA for Covered Entities 65 

• Comprehensive HIPAA training for healthcare providers and plans. 

HIPAA for Covered Entities – Florida / Texas 65-70 

• State-specific requirements layered onto core HIPAA obligations 

Incident Response 30 

• From policy creation to advanced response techniques for minimizing cyber incident impact. 

PCI DSS 30 
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• Key requirements for securing payment card data and maintaining compliance. 

Threat Detection & Threat Hunting 30 

• Proactive tools and methods for identifying and mitigating cyber threats. 
       

Ethical Practices 

Course Duration (minutes) 
Anti-Bribery and Anti-Corruption 30 

• Recognizing bribery risks and maintaining ethical business practices. 

Anti-Bribery and Anti-Corruption for Contractors 25 

• Industry-specific guidance on preventing corruption in contractor relationships. 

Anti-Money Laundering 30 

• Understanding AML regulations and safeguarding financial systems. 

Antitrust 30 

• Compliance fundamentals to promote fair competition and consumer protection. 

Conflicts of Interest 30 

• Identifying, disclosing, and managing ethical conflicts. 

Corporate Governance 10 

• ESG-aligned governance principles and ethical decision-making. 

Environmental Sustainability 10 

• Environmental impact awareness and sustainability best practices.  

How to Handle Whistleblower Reports 10 

• Best practices for reporting, investigating, and maintaining confidentiality. 

Insider Trading 30 

• Legal and ethical boundaries for securities trading.  

Microaggressions 30 

• Recognizing and preventing subtle behaviors that harm workplace inclusion. 

Social Responsibility 10 

• Understanding corporate citizenship and social impact. 

Understanding Telemarketing Regulations (TCPA & TSR) 30 

• Rules governing telemarketing, consent, and Do-Not-Call compliance. 
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Soft Skills 

Course Duration (minutes) 
Active Listening Skills 9 

• Practical techniques to improve understanding and collaboration. 

Building Rapport & Expressing Empathy (Customer Service) 10 

• Enhancing customer satisfaction through empathy-driven communication. 

Building Teams Through Collaboration 10 

• Strategies for fostering teamwork and synergy. 

Conflict Resolution & Communication 25 

• Managing workplace conflict with clarity and respect. 

Critical Thinking & Problem-Solving 10 

• Tools for analytical reasoning and innovative solutions. 

Decision-Making 15 

• Ethical frameworks and real-world decision strategies. 

Driving Innovation 10 

• Creating environments that encourage creativity and design thinking. 

Empathy & Emotional Intelligence for Leaders 10 

• Leveraging empathy to improve leadership effectiveness. 

Evaluating Change 10 

• Measuring and refining change initiatives using data.  

Handling Difficult Customers 10 

• Techniques for de-escalation and resolution. 

Having Effective Difficult Conversations 10 

• Navigating sensitive workplace discussions confidently. 

Leadership Essentials 30 

• Foundational skills for new and emerging leaders. 

Leading Change 10 

• Managing resistance and guiding teams through transitions. 

Leading Remote Performance Development 10 

• Coaching and performance strategies for remote teams. 

Leading Through a Crisis 10 

• Staying calm, decisive, and supportive under pressure. 

Presentation Skills 15 
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• Crafting clear, confident, and engaging presentations. 

Strategic Thinking 10 

• Vision-setting and long-term planning tools. 

Time Management 10 

• Improving productivity and work-life balance. 

Understanding Customer Needs 10 

• Identifying preferences and delivering better experiences. 

Verbal Communication Skills (Customer Service) 10 

• Effective real-time communication strategies. 

Written Communication Skills (Customer Service) 10 

• Clear and effective customer-facing writing. 

    Words Matter: Using Inclusive Language 10 

• Building inclusion through thoughtful communication. 
      

Wellness 

Course Duration (minutes) 
Building Remote Work Culture 10 

• Creating connections and engagement in remote environments. 

Burnout Prevention Strategies for Employees 10 

• Identifying burnout and applying practical prevention tools. 

Management Strategies for Preventing Burnout 10 

• Leader-focused approaches to team resilience. 

Developing Mental Health Coping Strategies 10 

• Mindfulness, support systems, and self-care tools. 

Employee Wellness for Work Productivity 30 

• Managing stress while improving performance. 

Mental Health Awareness 15 

• Recognizing challenges and supporting wellbeing. 

Mental Health: Supporting Colleagues 10 

• Fostering empathy and early intervention. 

Office Ergonomics 10 

• Setting up a workspace for comfort and efficiency. 

Positive Psychology: Workplace Happiness Hack 10 
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• Applying positive psychology to boost morale.  

Stress & Anxiety Management 10 

• Techniques for calm, resilience, and balance. 
      

Workplace Safety 

Course Duration (minutes) 
Active Shooter Primer 10 

• Run, Hide, Fight fundamentals for rapid response. 

Active Shooter Response 20 

• Preparation and response strategies to reduce harm. 

Bloodborne Pathogens Awareness 40 

• OSHA-aligned exposure prevention and response. 

Cardiopulmonary Resuscitation 10 

• Core CPR and AED response steps. 

COVID-19 Safety in the Workplace 30 

• Mitigating health risks and maintaining continuity. 

Drugs & Alcohol in the Workplace 30 

• Recognizing substance misuse and maintaining safety. 

Electrical Safety 10 

• Preventing shocks, arc flashes, and electrical incidents. 

Emergency Preparedness 10 

• Emergency Action Plans and rapid response basics. 

Fall Protection & Ladder Safety 30 

• Preventing falls through OSHA-aligned practices.  

Fire Safety 30 

• Fire prevention, response, and equipment use. 

First Aid Basics 10 

• Handling common workplace medical emergencies. 

Materials Handling: Forklifts, Cranes & Manual Handling 30 

• Safe handling techniques to prevent injury. 

Noise Exposure 10 

• Hearing protection and noise hazard awareness. 

Personal Protective Equipment (PPE) 10 



Last Revised: April 2026  

• Proper selection and use of protective equipment. 

Slips, Trips & Falls 30 

• Prevention strategies and first aid response. 

Workplace Health & Safety 50 

• Comprehensive OSHA-aligned safety training. 

Workplace Health & Safety Essentials 15 

• Condensed overview of core safety concepts. 

Workplace Health & Safety: Office & Remote 40 

• Hazard recognition for office and remote settings. 
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