TEAM – Technology  Employment Achievement and Mastery program.
T.E.A.M. Program Overview
· Designed to strengthen computer skills and customer service expertise
· Combines hands-on technical training with real-world, job-related tasks
· Prepares participants to become confident, competitive, and well-rounded professionals

Program Focus
· Administrative responsibilities and workplace professionalism
· Following directions and meeting deadlines
· Adapting to workplace changes
· Maintaining professional boundaries
· Delivering excellent customer service

Eligibility Requirements
· Completion of basic assistive technology training
· Meets benchmarks in:
· Typing
· Note-taking
· Reading comprehension

Program Structure
· Delivered remotely via Zoom
· 10 hours per week (twice weekly sessions)
· Led by two ATC instructors
· Small class size (maximum 6 participants)
· Participants receive a loaner laptop with Office and assistive technology software

Training Modules
· 6 total modules
· Module 1   : 7 weeks Windows  (includes foundational software/hardware & Zoom training) 
· Modules 2–5: 6 weeks each
· Total of 244 training hours
Instruction Includes:
Windows
This course focuses on building foundational computer navigation skills, understanding the Windows interface, and developing essential file management abilities.
Word
The  course  focuses on building students’ skills in professional document creation and formatting. Students learn page layout tools (margins, orientation, page size, and page breaks), how to create and format tables, and how to enhance documents using themes, text boxes, and images with proper accessibility features like alt text.
The course also covers proofreading tools, research paper formatting (citations, headers and footers, page numbers, bibliographies, and footnotes), and Mail Merge to generate letters, labels, and emails. 
Overall, the emphasis is on document design, academic standards, accessibility, and efficient document automation.
Internet
This course builds digital literacy and vocational readiness by developing:
· Screen reader-based web navigation skills
· Effective online research strategies
· Online form completion and file management skills
· Professional communication through web-based email
· Career-focused networking and online presence development



Outlook 
This  course builds practical, workplace-ready Outlook skills, emphasizing communication, organization, scheduling, and efficient workflow management.
Excel
This course builds:
· Strong foundational Excel skills
· Practical workplace math abilities
· Data organization and analysis skills
· Professional formatting and presentation skills
· Real-world financial and business application competence
The progression moves from basic navigation and data entry to formulas, functions, analysis, and real-world financial projects, preparing students for workplace and personal financial tasks.
 PowerPoint 
This course builds foundational PowerPoint skills, enhancing design and formatting, integrating external content, and preparing learners to confidently deliver professional presentations.
Customer Service– web-based training 
· Topics include:
· Service mindset
· Communication skills
· Telephone etiquette
· Service recovery
· Handling difficult customers
· Simulations and practical application
· Certificates awarded upon demonstrated competency



Career Outcomes
Graduates are prepared for roles such as:
· Administrative Assistant
· Receptionist
· Data Entry Clerk
· Office Clerk
· Project Manager
· Customer Service Representative
· Inventory Specialist

