Its history dating back to 1890,
Vocational Guidance Services (VGS)
is a non-profit organization that
provides a full range of vocational
rehabilitation services including job
training, transitional employment
and placement services.

VGS opened its $10 million
Training Center on East 8%treet
in Cleveland’s Central neighborhood
in 2003, allowing VGS to more than
double its capacity to provide training,
work experience and job placement
services.

2235 East 55th Street
Cleveland, Ohio 44103

Preparing people with barriers to
employment for a brighter future

State Board of Career Colleges and
Schools registration # 79-10-0671T

Career Paths:
(not limited to)

Clerical

General Office
Administrative Support
Customer Service Positions

Call Now

to arrange for a
tour of the

Training Center!

Dan Cerveny
Clerical Work Adjustment Specialist

216-881-6278
Email: dancerveny@vgsjob.org

Bryan Best

Instructor Il
216-881-6222
Email: byranbest@vgsjob.org

Fax: 216-881-6306

Visit our website at:  www.vgsjob.org
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Computer Skills Training

Computer Skills Training
is designed for consumers exhibiting
work-ready behaviors, who may enter
this program in order to gain the
specialized software skills necessary
for employment in the field/industry
they are pursuing.

Microsoft Office Specialist

Students enrolled in this 4 to 12-week
program receive training designed to
prepare them for Microsoft Office
Specialist (MOS) Certification testing.
The variable program length allows the
student to choose which application(s)
to pursue certification with, as well as
what additional areas of focus within
which they wish to develop a greater
skill.

Students will choose one Microsoft
Office application (Word, Excel,
PowerPoint, Access, and Outlook) per
each four-week period. One test
administration is included with each
four weeks of training purchased.

COMPUTER &KILLS
TRAINING

4-12 week training program
Self-paced and instructor led
MOS Certification testing
State-of-the-art technology
Administrative support skills

(which may include proofreading,
filing, data-entry and business writing)

Pre-requisites—
9th grade reading comprehension

Alphabetic keyboarding
speed of 25 wpm

Demonstrated basic
computer knowledge

If not currently a student,

the consumer must complete
a pre-admittance interview
with a program instructor

Height adjustable workstations
available

Voice activated and magnification
software are also available



