@ Northcentral

/ TECHNICAL COLLEGE

Library

SUGGESTED SEARCH TERMS

Administrative assistants
Business communication
Business etiquette
Business writing
Customer service

Event planning

Goal setting

Job search

Keyboarding / Typing
Meetings

CALL NUMBERS (LIBRARY 2ND FLOOR)

Office management
Office practice
Office workers
Professional ethics
Professional writing
Punctuation
Resumes
Secretaries
Teamwork

Time management

174.4 Business ethics 651.74
395.52 Business etiquette 658.812
428.2 Grammar 808.066
650.142 Resumes

651.3 Administrative Assistants /

Office Management

DATABASES

Customer service
Professional writing

Business Technology

Library Research Guide

A List of Selected Resources

Business communication

ONLINE PERIODICAL NEWSLETTER

Academic Search Premier

Business Source Premier
Ebook Central
EBSCO E-Books

Films on Demand

MasterFILE Premier

OmniFile Full Text Select

ProQuest Midwest Newsstream

ProQuest Research Library

Wall Street Journal

Lynda.com—Video tutorials
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Library Hours

Monday—Friday 7:30 am—10:00 pm
Saturday-Sunday 9:00 am—3:00 pm
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Contact Us
Website www.ntc.edu/library
Email library@ntc.edu

Phone  715.803.1115


http://ezproxy.ntc.edu:2048/login?url=http://search.ebscohost.com/login.aspx?direct=true&AuthType=ip,cookie,uid&db=f5h&jid=2NO&site=eds-live
http://ezproxy.ntc.edu:2048/login?url=http://search.ebscohost.com/login.aspx?authtype=ip,uid&profile=ehost&defaultdb=aph
http://ezproxy.ntc.edu:2048/login?url=http://search.ebscohost.com/login.aspx?authtype=ip,uid&profile=ehost&defaultdb=buh
https://ebookcentral.proquest.com/lib/ntcwisconsin-ebooks/home.action?ebraryDocId=null
http://ezproxy.ntc.edu:2048/login?url=http://search.ebscohost.com/login.aspx?authtype=ip,uid&profile=ehost&defaultdb=nlebk
http://ezproxy.ntc.edu:2048/login?url=http://digital.films.com/portalPlaylists.aspx?aid=2055
https://shib.lynda.com/Shibboleth.sso/InCommon?providerId=http://adfs.ntc.edu/adfs/services/trust
http://ezproxy.ntc.edu:2048/login?url=http://search.ebscohost.com/login.aspx?authtype=ip,uid&profile=ehost&defaultdb=f5h
http://ezproxy.ntc.edu:2048/login?url=http://search.ebscohost.com/login.aspx?authtype=ip,uid&profile=ehost&defaultdb=ofs
https://search-proquest-com.ezproxy.ntc.edu:2443/midwestnews1/publication/publications_46901?accountid=1146
http://ezproxy.ntc.edu:2048/login?url=https://search.proquest.com/pqrl?accountid=1146
http://ezproxy.ntc.edu:2048/login?url=http://search.proquest.com/wallstreetjournal?accountid=1146
http://ezproxy.ntc.edu:2048/login?url=http://search.ebscohost.com/login.aspx?direct=true&AuthType=ip,cookie,uid&db=cat04826a&AN=ntc.b1994625&site=eds-live&scope=site
http://ebookcentral.proquest.com/lib/ntcwisconsin-ebooks/detail.action?docID=573362
https://ebookcentral.proquest.com/lib/ntcwisconsin-ebooks/detail.action?docID=798423
https://ebookcentral.proquest.com/lib/ntcwisconsin-ebooks/detail.action?docID=2120405
https://ebookcentral.proquest.com/lib/ntcwisconsin-ebooks/detail.action?docID=1935590
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STREAMING VIDEOS Click link to access video

Workplace Relationships: Playing Your Part

Digital Communication Skills: Dos and Don’ts

Effective Communication in Business

Business Etiquette: Professionalism 101

Customer Service Essentials (Series)
Doing The Job: Basic Job Skills
First Things First: Working Effectively in an Office

Listening Essentials

Time Management Skills

Business & Economics Collection > Business Education (Collection)

Business Skills Training and Tutorials (Collection)- Lynda.com

BOOKS (print) Click image to access content information or to request title
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Library 1st Floor Reference

USEFUL WEBSITES

American Society of Administrative Professionals http://www.asaporg.com/
Association of Executive and Administrative Professionals http://www.theaeap.com/ P
International Association of Administrative Professionals http://www.iaap-hq.org/

Occupational Outlook Handbook: Secretaries & Administrative Assistants
https://www.bls.gov/ooh/office-and-administrative-support/secretaries-and-
administrative-assistants.htm
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http://ezproxy.ntc.edu:2048/login?url=http://fod.infobase.com.ezproxy.ntc.edu:2048/PortalPlaylists.aspx?wID=98490&xtid=52673
http://ezproxy.ntc.edu:2048/login?url=http://fod.infobase.com.ezproxy.ntc.edu:2048/PortalPlaylists.aspx?wID=98490&xtid=58374
http://ezproxy.ntc.edu:2048/login?url=http://fod.infobase.com.ezproxy.ntc.edu:2048/PortalPlaylists.aspx?wID=98490&xtid=42213
http://ezproxy.ntc.edu:2048/login?url=http://fod.infobase.com.ezproxy.ntc.edu:2048/PortalPlaylists.aspx?wID=98490&xtid=47515
http://ezproxy.ntc.edu:2048/login?url=http://fod.infobase.com.ezproxy.ntc.edu:2048/PortalPlaylists.aspx?seriesID=125359&wID=98490
http://ezproxy.ntc.edu:2048/login?url=http://fod.infobase.com.ezproxy.ntc.edu:2048/PortalPlaylists.aspx?wID=98490&xtid=42288
http://ezproxy.ntc.edu:2048/login?url=http://fod.infobase.com.ezproxy.ntc.edu:2048/PortalPlaylists.aspx?wID=98490&xtid=42215
http://ezproxy.ntc.edu:2048/login?url=http://fod.infobase.com.ezproxy.ntc.edu:2048/PortalPlaylists.aspx?wID=98490&xtid=40422
https://ntc.kanopystreaming.com/video/time-management-skills
http://fod.infobase.com.ezproxy.ntc.edu:2048/p_Search.aspx?st=adv&rd=title&sid=1250&sortby=Relevance&type=browse&level=Subject
https://www.lynda.com/Business-Skills-training-tutorials/484-0.html
http://wispals3.iii.com/iii/encore_ntc/record/C__Rb1690814__Sevent planning__P0%2C1__Orightresult__U__X6?lang=eng&suite=ntc
http://ezproxy.ntc.edu:2048/login?url=http://search.ebscohost.com/login.aspx?direct=true&AuthType=ip,cookie,uid&db=cat04826a&AN=ntc.b2172785&site=eds-live&scope=site
http://wispals1.iii.com/iii/encore/record/C__Rb2171201?lang=eng

