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Mission 

The Center for Financial Training and  

Education Alliance (CFTEA) strives to  

empower students to achieve their goals, 

support organizations to realize success and 

strengthen communities to create  

positive change by delivering specialized, 

relevant and affordable educational  

programs.  

Why Choose CFTEA?  

It’s a great question! With so many learning and development options out there, why should you choose CFTEA? 

As a non-profit organization, we’re dedicated to offering affordable training options that consistently earn high 

marks from our students. We never settle for generic, one-size-fits-all solutions. 

Instead, we focus on tailoring our programs to meet the unique needs of  

organizations and their employees. Our mission is to strengthen communities 

through effective career development.  Are you looking for options that are  

budget friendly? Reach out and I’m happy to have a conversation that is unique to 

your situation and needs.  

 

Five years in a row! CFTEA received the 2024  

Platinum Transparency designation from Candid, a  

national non-profit accountability organization. Why does 

this matter? Because CFTEA has been reviewed regarding 

finances, board governance, and mission.  Less than 5% of 

all nonprofit organizations in the US are awarded the  

Platinum Seal of Transparency. 

Andrew Lederer  

Executive Director 

andrew@cftea.org   

207.688.6226 

  

CFTEA:  Investing In Your Success 

CFTEA is guided by a volunteer board of  

directors that is interested in giving back to the 

next generation in banking.  They are truly  

impactful career champions! 

Connect With CFTEA 

CFTEA Office:  

PO Box 365 | Springvale, ME  04083  

info@cftea.org |1.888.366.3242  

  

Tammy Perkins with CFTEA  

for over 20 years! 
Learning Engagement Specialist  

Tammy@cftea.org 

207.688.6225 

CFTEA Is a Local ABA 
Training Provider  
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https://calendly.com/cftea/30min
https://calendly.com/cftea/30min


The Center for Financial Training and Educa on Alliance (CFTEA) empowers individuals and teams to enhance 
organiza onal performance and unlock business value. With over 25 years of experience as a non-profit  
organiza on in learning and development (and almost 100 years as a group), CFTEA is the go-to partner for  
business growth, employee recogni on, and advancement. Our high-quality programs, led by industry experts, 
can be tailored to meet unique client challenges, support career development, and reinforce organiza onal  
culture, whether delivered locally or virtually.  

 

 

Why Choose CFTEA? 

Your Trusted Partner in Transforming  
Organiza onal Performance 

Flexible Solu ons 

Our extensive range of courses 
across various program areas can be 
customized to perfectly align with 
your organiza on’s unique needs. 
Our personalized approach ensures 
we deliver the right solu on every 

me.  

Collabora ve Approach 

We offer relevant, ac onable, and 
prac cal solu ons tailored to address 
the unique challenges of each  
organiza on. Our collabora on with 
learning and development teams 
enables us to iden fy and address 
gaps, ensuring we target the right 
goals and achieve measurable  
results.  

Trusted Partner 

We’re thrilled to share that we’ve 
been training financial ins tu ons 
and businesses as a non-profit for 
over 25 years. Our roots go back to 
1926—nearly a century ago! CFTEA is 
a trusted partner, not just another 
training vendor providing canned 
op ons, with many of our client  
rela onships spanning decades.  

Your Trusted  Partner in Transforming  
Organiza onal Performance 

Kennebunk Savings Bank, 2024 
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In House  (More details on Page 15) 

Would you like to offer live or video conferencing op ons to  
employees from just your organiza on? You can customize  
material from a large library of CFTEA live classes and have it  
presented in-house by your own staff at a reduced cost. Interested 
in learning more? Contact us for addi onal details.  

Pricing Schedule 

Instructor Led Online 

ILO courses are significantly more expensive than CFTEA Virtual 
Classrooms or Guided Learning op ons. Each week, students  
receive an online assignment, which may involve reading a  
chapter from the textbook, pos ng an assignment on the  
discussion board, taking a self-check test, or collabora ng with 
peers through discussion boards and other engagement methods. 
Students are expected to follow the course syllabus, and an  
instructor is available to answer any ques ons.    
 
Guided Learning (Courses on Page 12) 

Looking for the most flexible learning op on? If your busy  
schedule makes a ending live classes challenging, consider  
Guided Learning. Each Guided Learning class features a  
dedicated instructor available to answer ques ons about the  
material. A suggested syllabus is provided to help  
students manage their me effec vely at their own pace. Upon 
registra on, any required textbooks are mailed to the student. 
Addi onal course materials are accessible on the CFTEA  
Workplace site, where students can find everything needed to 
complete the course, including downloadable ac vi es. Open 
book exams can be taken on the CFTEA Workplace site from any 
computer. With Guided Learning, you have the freedom to work 
at your own pace and on your own me.    

 

Learning Formats  

Live  
Live training op ons offer face-to-face classroom interac on and 
networking opportuni es at a convenient loca on.  
Students a end in-person at a designated me and place. These live 
classes are available to employees from various  
organiza ons.  
 
 

Self-Paced eLearning 

Self-Paced eLearning topics offer flexibility, allowing students to  
access high-quality content at their convenience. This may include 
mobile access for learning on the go.   
 

Seminars/Programs 

Various seminars are offered in person or via Zoom throughout the 
year, depending on requests and instructor availability. These  
seminars facilitate live, small group discussions on highly specialized 
topics.  
 

Virtual Classroom (Courses on Page 13-14) 

CFTEA Virtual Classrooms offer a live classroom experience through 
Zoom. Enjoy engaged learning from any loca on with an Internet 
connec on. While access to a device with a webcam and microphone 
is preferred, students can also par cipate by preparing homework 
assignments for discussion and asking instructors topical ques ons in 
the chat feature to enhance their learning. Classes are held at set 
dates and mes.   
 
Webinars 

If you’ve iden fied a webinar, CFTEA can typically provide it.  
Purchasing webinars through CFTEA directly supports nonprofit  
program and course development. This training program combines 
the clarity of a conference call with the interac vity of online  
presenta ons. With video sharing capabili es, an en re room or  
organiza on can par cipate at the same low cost. If you cannot 
a end at the scheduled me, programs are available for playback at 
a convenient me for your organiza on and its employees. Contact 
us for more details.  

 

Mul ple delivery channels allow CFTEA to provide a flexible approach to personal and professional development.  Our goal is to leverage 
technology and content combined with an engaging experience to provide online interac on and learning that equals or exceeds those 
taught in a live environment.   

c ea.org 5 

Course Credits 
Instructor  
Materials 

Student Book 
Cost 

In-House per  
Student Cost 

2-3 credit  Available (No Charge) $150 $90 

1/4—1 credit None None $25 

1/4 – 1 credit Available (No Charge) $50 $60 



Search Our Full Course Lis ngs  

[Example Above: Searching Principles of Banking] 

Looking to explore beyond the career path page? Visit our website at c ea.org and simply click 
on course names to view detailed descrip ons, costs, and addi onal informa on. 

  

 

[Watch an Online Companion Video:  
Visual Course Search Demo] 

 

 

Orders placed through our website include automa c tracking, ensuring you are promptly  
informed when a student is enrolled and when materials are dispatched.    

Explore over 600 courses effortlessly on the CFTEA website. U lize powerful search filters to refine 
your op ons by course format, instructor, loca on, or keywords. Addi onally, tags are con nuously 
updated to enhance your search experience and help you find the content you need. 
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Career Paths 

· Entrepreneurship  
  

· Facili es 

· Human Resources 

· Informa on Technology 

· Leadership / Management 

· Learning and Development 

· Loan Collec ons 

· Loan Opera ons / Servicing 

· Marke ng 

· Non-Profit Management 

· Personal Enrichment 

· Residen al Mortgage Lender 

· Residen al Loan Processing 

· Residen al Loan Underwri ng 

· Retail Branches 

· Small Business Management 

· Trusts / Wealth Management 

Career paths have been developed for a variety of posi ons within today’s business world.  These career paths are 
provided to allow for growth conversa ons with managers and supervisors as a guide for educa onal goals within a 
current role or new career.  Our career paths have been directly developed by subject ma er experts and our  
educa on commi ee. Navigate to the Career Paths under the Explore tab at c ea.org. 

· Accoun ng 

· Administra ve Assistant 

· Business 

· Business Analysis 

· Call Center / Customer Care 

· Career Development 

· Cash Management / Merchant Services 

· Commercial Lending 

· Commercial Loan Assistant 

· Commercial Loan Underwri ng 

· Commercial Por olio Manager  

· Compliance 

· Consumer Lending 

· Credit Analysis 

· Data Analy cs 

· Deposit Services 

· Digital Banking 

The Benefits of Upskilling or Reskilling Employees 
Employee training and development isn’t just about teaching employees to do their jobs. It’s about showing  
employees they are valued and that upward movement in the organiza on is possible. Employee training and  
development is important for ensuring that staff are prepared for their role; that they feel supported, valued, and 
capable; and that they have upward movement. Engaged employees want to grow, and they want to be  
challenged. They aren’t looking to simply work at a job; they are looking to further their careers. A solid and  
unique training and development program can give employees a sense of ownership in their role and a future  
vision with the organiza on. And when companies don’t invest in learning and development and create paths for 
growth (beyond pay bumps), employees may start looking for jobs elsewhere.  

c ea.org 7 



Transfer Prior Knowledge 

Let CFTEA Help You Reach Your Goals 

Stretch training dollars further by transferring other 
training. Reach cer ficate and diploma goals quicker by 
transferring educa on already completed! 

Examples: 

· Teller Training 

· Compliance Courses 

· Prior Experience  

· Internal / External Training 

Reach out to the CFTEA 
office for training to be  

evaluated and  
compared against 

CFTEA award  
requirements. 
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Have you completed an ABA, ICBA, internal or outside training through another 
organiza on?    

Courses can be transferred for credit into CFTEA programs, contribu ng towards 
cer ficates or diplomas. A nominal fee of $15-$25 per course is charged for review 
and acceptance. However, there is no fee for transferring organiza onal teller  
training to meet the requirements of CFTEA’s Frontline Fundamentals. 

 

If you wish to transfer college credits you have already earned, a $90 evalua on fee 
applies. For more details, visit our website, navigate to the Explore tab, and select 
Transcripts and Credit Transfers. 

 

Consider the scope of your current training—you might be closer to earning a  
career cer ficate or diploma than you realize! Organiza ons submi ng mul ple 
transfers may be eligible for discounts, evaluated on a case-by-case basis. 



The Center for Financial Training and Educa on Alliance (CFTEA) is your partner in professional development. 
We offer industry-recognized cer fica ons and diplomas that empower individuals to excel in their careers. 

By combining founda onal knowledge with prac cal, job-focused skills, CFTEA equips learners with the  
confidence and exper se to make significant contribu ons to their organiza ons. Our alliance with over twenty 
leading educa on partners ensures that you have access to the highest quality learning experiences, tailored to 
your specific needs. 

Whether you're an organiza on seeking to upskill your workforce or an individual looking to advance your  
career, CFTEA provides the tools and resources to achieve your goals. Our na onally recognized programs offer 
a flexible and accessible pathway to professional growth, helping you unlock your full poten al. 

  

Cer ficate, Diploma and Cer fica on Programs 

The CFTEA Custom Experience 

At CFTEA, we understand that your organiza on has unique training needs. That's why we offer customized  
learning solu ons to empower your team and drive results. 

By combining our industry-leading courses with your organiza on's specific requirements, we create tailored  
experiences that maximize impact. Whether you need to upskill your en re workforce or focus on specific skill 
gaps, our flexible approach ensures that your training investment delivers maximum value. 

Choose from our extensive library of courses or work with our experts to develop a fully customized curriculum. 
No ma er your budget or meline, CFTEA is commi ed to providing innova ve and effec ve training solu ons 
that drive business success. 
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Cer ficates and Cer fica ons 

Business Skills  
Accoun ng 
Administra ve Assistant 
ABA Asset Management 
Assistant Branch Manager 
ABA Bank Financial Management  
ABA Bank Solu ons Provider  
Bookkeeper (Coming 2025) 
ABA Branch Manager 
Branch Manager Bootcamp 
Call Center / Customer Care 
Cash Management  
Cer fied Modern Banking Representa ve 
Cer fied Modern Branch Professional—Level 1 
Cer fied Modern Branch Professional—Level 2 
ABA Customer Service Representa ve  
Data Analy cs 
Deposit Opera ons 
Deposit Opera ons Fraud Detec on  
ABA Digital Banker  
Digital Marke ng 
Diversity & Inclusion in HR Management 
Emergency Management 
Entrepreneurship 
Essen als of Success 
Evolving Professional 
Fiduciary Rela onship Management 
ABA Founda onal Bank Marke ng  
Founda ons in Banking 
Front-Line Fraud Detec on  
General Business 
Human Resource Management 
ABA Integrated Wealth Planning and Advice 
Introduc on to Business Analysis 
Modern Workforce 
Non-Profit Management 
Organiza onal Behavior 
Personal Banker  
Professional Speaking  
Professional Wri ng 
Sales Essen als 
ABA Small Business Banker  
Small Business Management 
ABA Trust Administra on 
ABA Universal Banker  

 Compliance  
 

ABA BSA and AML Compliance  
ABA Compliance Essen als 
ABA Deposit Compliance  
ABA Fiduciary Risk & Compliance Management Skills 
ABA Financial and Credit Risk Management  
ABA Fraud Preven on for BSA Department 
ABA Lending Compliance  
ABA Mortgage Lending Compliance 
ABA Opera onal Risk Management  
ABA Risk Management Frameworks  
 

Leadership, Managerial &   
                                       Supervisory 
Finance Essen als for Managers 
Introduc on to Leadership 
Leadership for Women in Business 
Management Skills 
Modern Manager 
Modern Supervisor 
Professional Team Leader / Supervisor 
Project Management 
Project Management for Teams 
Project Management Team Leadership  
ABA Supervisor / Team Leader  
ABA Wharton Emerging Leaders: Advanced Leadership 

 

Learning and Development  
Online Learning 
Modern Classroom Cer fied Trainer (MCCT) 

 

Lending  
 

ABA Business & Commercial Lending  
Commercial Loan Assistant  
Commercial Lending Underwri ng  
Commercial Por olio Manager 
Commercial Real Estate Lending Decision Program 
Consumer Lending  
Loan Collec ons 
Loan Servicing 
Residen al Loan Processing 
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Business Skills Diplomas 
Accoun ng  
Administra ve Assistant 
Advanced Financial Services 
Assistant Branch Manager 
Bank Marke ng 
Bank Opera ons 
Call Center / Customer Care 
Cash Management  
Deposit Opera ons  
General Banking 
Human Resources 
Universal Banker  
 

Learning & Development Diplomas 

Adult Educators  
 
 

Lending Diplomas 
Business Banking and Commercial Lending 
Commercial Loan Assistant 
Commercial Por olio Manager 
Consumer Lending 
Credit Analyst 
Financial Lending 
Loan Collec ons 
Loan Servicing  
Residen al Loan Processing 
Residen al Loan Underwri ng 
Residen al Mortgage Lending 
 

 

Leadership, Managerial &  
                          Supervisory Diplomas 
Supervision   

  

Cer ficates & Cer fica ons / Diplomas  

Lending  

Residen al Loan Underwri ng 
Residen al Mortgage Fraud Detec on 
ABA Residen al Mortgage Lender 
Residen al Mortgage Lending 
Small Business Lending & Selling Skills 

 

Professional Skills & Special Topics 
  

Advanced Professional Development 
AGILE Project Management  
Cer fied Health Savings Professional (CHSP) 
Cer fied IRA Specialist I (CIS I) 
Conflict Management 
ABA Core Concepts and Ethics for Fiduciary Advisors 
Crea vity and Innova on  

 

Technology & Business So ware 
 

Cybersecurity  

 

 

 

 

 

 

 

 

Curious how close you are to comple ng a 
CFTEA cer ficate or diploma? Reach out to the 
CFTEA office for guidance. You may be closer 
than you think and one or two courses might 
get you to your next career goal! 
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Guided Learning 

Our Guided Learning courses have go en even 
be er over me!   

· Looking for that course format with the most flexibility and 
your own dedicated instructor?   

· Would you like to complete a wide range of courses that work 
with your schedule?   

· Would you like to take 3-credit courses that can be applied to 
St. Joseph’s College at a frac on of the cost? 

If so, Guided Learning is an excellent choice!   

Accoun ng, Financial Accoun ng, General 

Analyzing Financial Statements Banking Today 

Business Math Commercial Lending 

Consumer Lending Deposit Accounts and Services 

Front-Line Fundamentals Fundamentals of Real Estate Appraisal  

Human Rela ons Human Resource Management 

Legal Founda ons in Banking Loan Collectors Training 

Management Marke ng 

Money and Banking Principles of Banking 

Quality Service Residen al Mortgage Lending 

Speaking for Success with Impact & Authority Sta s cs 

Supervision The Leadership Experience (Coming 2025) 

Understanding Banking Products Wri en Communica on 

Verbal Communica on  

*Italicized courses may be directly applied to the Bachelor’s Degree in Business  
Administra on. (See pages 30-32) Plus, up to 90 credits can be accepted toward any degree! 
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Our Virtual Classrooms combine the personal interac on of a live class with the convenience of a ending  
a class anywhere.  View the en re lis ng on our website or click on the course to gain more informa on. 

 

 Want a taste of this course?  

Watch Jessica deliver an course overview 
to this engaging content. 

Virtual Classroom Spotlight 

“I plan to u lize many of the tools, ps and tricks provided through this course!” 

“I found my CFTEA course to be very helpful and eye opening.  I feel empowered to ask the right 
ques ons and hone my listening skills.  So informa ve!  I’m glad I took it.” 

“I believe my CFTEA course will help me protect and educate my customers, friends and family!” 

Aging in the Workplace: Minimizing Health Care  
Expenses in Re rement (no charge) 

Legal Founda ons in Banking  

Branch Manager Bootcamp: The Evolving Role of the 
Branch Manager 

Outside Calling School 

Calming Upset Customers  Principles of Banking (coming Fall 2025) 

 Wri en Communica on  

Virtual Classroom Spotlight 
Calming Upset Customers with Jessica Bollo a 

Looking for a live learning op on newly added to CFTEA awards? This course is a valuable investment for 
businesses and individuals alike. By equipping employees with the skills and knowledge to handle  
difficult interac ons effec vely, Calming Upset Customers can contribute to a more posi ve and  
produc ve work environment, improved customer rela onships, and ul mately, a stronger bo om line.  

  

Course runs Wednesday February 5, 2025 6:00 pm—8:00 pm or  
Tuesday, April 8, 2025, 6:00 pm—8:00pm. Sign up today! 
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Virtual Classrooms  

Gain individual feedback and guidance to en-
hance your wri ng.  

Key Topics: 

· How to spend less me wri ng 

· Strategies to organize your message 

· Follow acceptable e-mail protocol 

· Gain grammar insights and prac ce 

Typographical errors and vague  
informa on can cause an appearance of un-
professionalism or misunderstandings.  

Join Nancy and implement techniques to 
effec vely improve your wri ng with  
customers and co-workers.  

11 c ea.org 14 



Custom In House Op on 

Are you looking to maximize your training budget while making courses more accessible?  

How about gaining free access to instructor materials?  

Imagine seamlessly integra ng your organiza on’s policies, procedures, and culture into 
your training materials without star ng from scratch. 

Would you like to engage and retain employees, boost their confidence, and build a strong, 
cohesive team?  

Recognizing employee growth and ini a ve is key to fostering a posi ve work environment. 
Crea ng a culture of educa on within your organiza on can make a significant difference. 

CFTEA offers a solu on that empowers organiza ons to share knowledge and equip a new 
genera on of employees with confidence, insights, and prac cal understanding of the banking 
industry. And it’s all available at a frac on of the usual cost—just $60 per student plus materi-
als for shorter classes, and $90 per student plus materials for 3-credit classes. 

Contact the CFTEA office today to find out how your organiza on and employees can benefit 
from this unique solu on and what is required to gain approval as a CFTEA instructor. 
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· Plus, 3-Credit ABA & CFTEA Courses 

· A Step-by-Step Guide to Repairing Your Credit 

· Adap ng Your Leadership Style 

· Art of Influencing Others 

· Asser veness Skills 

· Automated Clearing House (ACH) 

· Balancing Priori es 

· Basics of Style: How Personality Shapes  
Communica on, Leadership, and Teamwork 

· Behavioral Interviewing 

· BSA for Opera ons 

· Ethical Issues for Bookkeepers (Coming 2025) 

· Business E que e for Supervisors 

· Business Telephone Skills 

· Calming Upset Customers & Coworkers   

· Cash Management Services 

· Challenging Nega ve A tudes 

· Coaching for Development 

· Consumer Credit Repor ng, Credit Bureaus,  
Credit Scoring & Related Policy Issues 

· Consumer Credit Products 

· Contribu ng to a Respec ul Workplace 

· Crea ng a Culture of Ownership & Responsibility 

· Crea ng Chemistry in Teams 

· Crea ng Psychological Safety at Work  
(Coming 2025) 

· Crea ve Problem Solving 

· Cri cal Thinking Skills 

· Cultural Competency 

· Dealing with Distrac ons 

· Delega ng for Growth 

CFTEA Courses (Self Paced or Ask About In House Availability) 

· Developing Posi ve Work Rela onships 

· Developing Your Direct Reports 

· Diversity Awareness 

· Effec ve Presenta on Skills 

· Effec vely Managing Stress in the Workplace 

· Emo onal Intelligence 

· Employee Engagement 

· Engaging Adult Learners 

· Essen al Online Chat with Customers 

· Essen als of Project Management 

· Essen als of Workplace Conduct 

· Ethics in the Workplace 

· Exploring P2P and Digital Payment Systems 

· Fair Lending Overview 

· Figh ng Fraud: Top Scams Targe ng Our Na ons  
Seniors 

· Finding Your Way by Finding Your Why 

· Flood Insurance  

· Frauds, Scams, and Cons 

· Frontline Fundamentals 

· Fundamentals of Bookkeeping (Coming 2025) 

· Fundamentals of Consumer Lending  

· Fundamentals of Mortgage Lending 

· Fundamentals of QuickBooks Online (Coming 2025) 

· Fundamentals of Small Business Banking 

· Fundamentals of Strategic Planning 

· Handling Challenging Behaviors in the Workplace 

· Handling Workplace Conflict 

· Home Equity (Open End Credit) 

· How To Make Yourself a Valued Professional 
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· Increasing Your Financial Intelligence 

· Instant Messaging in the Workplace 

· Introduc on to Analyzing Financial Statements 

· IRA Fundamentals 

· Keys to Successful Mentoring 

· Leadership Fundamentals 

· Leading Others Through Change 

· Learning to Manage 

· Managing Remote Employees 

· Managing the Work of Your Direct Reports 

· Managing Emo ons in Times of Stress &  
Uncertainty 

· Managing Up 

· Managing Your Time at Work 

· Meaningful Recogni on for Today’s Workforce 
(Coming 2025) 

· Mee ngs That Work 

· Mee ng Minutes That Ma er 

· Modern Supervisor Program 

· Mortgage Fraud and Ethical Behavior 

· Mortgage Fraud Detec on, Repor ng &  
Preven on 

· Mo va ng Employees to Be Their Best 

· Naviga ng Difficult Conversa ons 

· Onboarding New Employees 

· Ongoing Performance Development 

· Organiza onal Trust 

· Produc ve Work Habits 

· Purposeful Rela onship Building: Keeping  
Customers Engaged 

· Reach Your Goals 

CFTEA Courses (Self Paced or Ask About In House Availability) 

· Resilience in Challenging Times 

· Responding to an RFP (Request for Proposal) 

· Safeguarding Customer Informa on and  
Nonpublic Areas 

· Servant Leadership 

· Solid Business Wri ng 

· Staying Focused: Handling Change & Uncertainty in the 
Workplace 

· Steps to a Powerful Personal Brand 

· Supervisor Communica on Skills 

· Suppor ng PCI Essen als for Business Customers  

· Taking Ini a ve 

· Talk Like a Leader 

· Team Excellence 

· The Business of Listening 

· The Purpose Project: Fearlessly Find and Foster Your Life 

· Top 10 Financial Habits That Ma er The Most 

· Toughest Supervisor Challenges 

· Transforma onal Leadership 

· Transforming Key Areas of Your Life 

· Understanding Budgets and Financial Reports  
(Coming 2025) 

· Understanding Genera onal Differences 

· Understanding SBA Eligibility & Loans 

· Upping Your Professional Game Bundle 

· Why We Struggle with Tough Decisions 

· Wire Transfers 

· Working Effec vely with Co-Workers 

· Your Role as a Facilitator 

· Your Role as a Professional Banker 
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Guided Learning:
The Leadership

Experience
499.00$

Master critical leadership skills and gain an
understanding of the theory needed to become an
effective leader in today’s turbulent times. 

This course is approved for St. Joseph’s College
Credit.

Bookkeeper Certificate
799.00$

Bookkeeping was among the top 20
careers in the 2021 U.S. News Best Jobs
Report. 

This robust certificate covers
accounting fundamentals, QuickBooks,
Ethical Issues for Bookkeepers,
Budgets, and Financial Reports, as well
as much, much more! 
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OnCourse Learning  

Self-Paced E-Learning Certificates 

Earn ATD credits and immerse yourself in the latest trends in adult learning and development at 

the annual Training Conference & Expo. For over 45 years, this event has brought together learning 

experts and professionals from diverse industries and experience levels to share real-world best 

practices. Organized by Training magazine, this conference is the premier event for advancing your 

skills and those of your team. 

Attendees can expect top-tier skill-building sessions covering essential topics such as train-the-

trainer fundamentals (design, development, delivery, management, evaluation, and measurement), 

eLearning, behavioral analytics, emerging technologies, and more. Additionally, in-depth  

pre-conference Certificate Programs are available for those looking to deepen their expertise. Join us 

to elevate your professional development journey! 

BOOK EARLY! As a CFTEA member, you can save $150 off the 3-Day Conference & Expo fee with  

discount code: CFTEA. This discount may with the Early Bird rates for up to a $450 savings!   

  

Training 2025 Conference & Expo • February 17-19, 2025 · Orlando, FL 
Learn more at: https://cftea.org/product/training-conference-expo/ 

 

Disney's Coronado Springs Resort is the venue and hotel for Training 2025 Conference & Expo.  
Registration and hotel reservations are open! 

 Training 2025 Conference & Expo 
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OnCourse Learning  

Self-Paced E-Learning Cer ficates 

 
CFTEA Audiobook Library 

Learning on the Go! 
The CFTEA Global Workplace Skills Library of audiobooks combines an en re library for one price. This is 
not a subscrip on. Many of the tles include exclusive eBook content as a supplement.  

Current Titles Include: 

· Building Confidence and Asser veness 

· Bea ng Burnout 

· Gra tude Journaling 

· Improving Mindfulness 

· Increasing Your Happiness 

· Network Within Your Organiza on 

· Pain Points: Anger in the Workplace 

· Pain Points: Becoming a Manager 

· Pain Points: Delega on 

· Pain Points: Distrac ons at Work 

· Pain Points: Flexible Work Schedules 

· Pain Points: Receiving Feedback 

· Pain Points: Pressure at Work 

· Pain Points: Seasonal Stress—Holiday Special  

 
A full library of audiobooks is available for 
purchase for one price. Future releases will 
be added at no addi onal charge! Or buy  
individually—you control the experience. 

Audiobooks can be accessed mul ple ways 
through the CFTEA Workplace app or on your 
smartphone browser. Contact the CFTEA 
office to learn more! 

· Real Life Body Language 

· Today’s Most Important So  Skills 

· Transforming Key Areas of Your Life 

· Work—Life Balance Strategies   

Coming in 2025 

· Building Be er Boundaries 

· Life Lessons: Why Didn’t Anyone Tell Me 

· Pain Points: Difficult Conversa ons at Work 

· Pain Points: What Are the Dos and Don’ts of  
Interviewing People? 

· Pain Points: How Can I Improve My Company  
Culture? 

· Pain Points: How Do I Balance My Work and My Kids? 

· Pain Points: Why Do I Feel Like an Imposter? 

· And More! 
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$99

$391Purchased 
Separately

Explore beyond this bundle for more workplace success topics:

Announcing:  Upping Your Professional Game Bundle

Entering the professional world can be a bit overwhelming, even more so
after the whirlwind of the pandemic and the stress of today’s world. Anxiety
is the number one issue reported by U.S. workers in 2023. It manifests in the
workplace as difficulty concentrating, feeling overwhelmed, and struggling
to meet deadlines. By gaining effective tools in the workplace to manage

anxiety and approaches to work, your career can be transformed.

cftea.org 21

This isn’t just another course; it’s a launchpad to a
successful professional journey!

Self-Paced Bundle includes:
Essential Life Skills: A Practical Guide to
Navigating Everyday Living
Managing Anxiety Handbook
Managing Emotions in Times of Stress
and Uncertainty
Resilience in Challenging Times
Social Confidence Workbook
Top 10 Financial Habits That Matter Most
Life Lessons: Why Didn’t Someone Tell Me

How To Make Yourself a Valued Professional
Steps to a Powerful Personal Brand

Essentials of Success Certificate
Your Role as a New Banker



 
OnCourse Learning  

Self-Paced E-Learning Cer ficates 

Our Professional Wri ng Cer ficate provides a cost-
effec ve and engaging self-paced experience with an 
Ask the Expert feature for instructor feedback. This 
cer ficate provides SHRM, HRCI, CEU, and PDU profes-
sional credits. 

 Speaking and Wri ng Op ons 

Our Professional Speaking Cer ficate provides a cost-
effec ve and engaging self-paced experience with an 
Ask the Expert feature for instructor feedback. This  
cer ficate provides SHRM, HRCI, CEU, and PDU  
professional credits. 

Take the next step with your wri ng and enhance your 
professional image. Wri en Communica on  Guided 
Learning gives you access to personalized feedback on 
your wri ng from a business professional. This course is 
part of several CFTEA diplomas. 

Professional Wri ng 
Cer ficate 

Professional Speaking 
Cer ficate 

Wri en Communica on 
Guided Learning 

Verbal Communica on 
Guided Learning 

Looking for a learning experience tailored to your speak-
ing goals with customers, co-workers, small groups,  
volunteering, or large groups? Verbal Communica on is 
available as a Guided Learning op on with instructor 
support. This course is part of several CFTEA diplomas. 
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OnCourse Learning  

Self-Paced E-Learning Cer ficates 

A team leader or supervisor’s ability to mo vate, in-
spire, guide, and coach their teams can impact every-
thing from employee engagement to reten on to 
produc vity. The Succeeding as a Team Leader /  
Supervisor Bundle was created to support team  
leaders and supervisors in modern workforce  
challenges.  This bundle directly applies toward the 

Professional Team Leader / Supervisor Cer ficate and includes the following 
courses:  

 Team Leader /  Supervisor Bundles 

Succeeding as 
a Team  

Leader /  
Supervisor 

Bundle 

· Balancing Priori es 

· Basics of Style: How Personality Shapes  
Communica on, Leadership, and Teamwork 

· Team Excellence 

· The Art of Influencing Others 

· Staying Focused: Handling Change and  
Uncertainty in the Workplace 

A good team leader or supervisor makes an  
impac ul difference in the workplace. So how can you 
improve? And how can you avoid common  
mistakes?  The cost-savings Growing as a Team  
Leader / Supervisor Bundle was created to help foster 
cri cal people skills needed for con nued growth. This 
bundle directly applies toward the Professional Team 

Leader / Supervisor Cer ficate and includes the following courses:  

Growing  
as a Team 
Leader /  

Supervisor 
Bundle 

Handling Workplace Conflict, Mental Models: Making Reality-Based Decisions, Naviga ng Difficult Conversa ons, Listening 
with Intent, and Managing Time at Work 

11 c ea.org 23 



 
OnCourse Learning  

Self-Paced E-Learning Cer ficates 

A high-performing team is more than a collec on of 
skilled employees. They need coordina on,  
communica on, and the ability to complement each 
other’s skills and working styles. The Crea ng A High 
Performing Team Bundle highlights a team leader or 
supervisor’s role in building a team with inspira on 
and diversity. This bundle includes the following  

                                         courses. 
 

 Team Leader / Supervisor Bundles 

Crea ng a 
High  

Performing 
Team Bundle 

· Adap ng Your Leadership Style 

· Asser veness Skills 

· Crea ng a Culture of Ownership and Responsibility 

· Keys to Successful Mentoring 

· Onboarding New Employees 

Put theory into prac ce. Gain the proper tools for  
success as you advance as a Supervisor. This  
cer ficate program enhances skills needed to thrive in 
the role of a new supervisor. This cer ficate  
includes the following courses:  

Modern  
Supervisor  
Cer ficate 

· Behavioral Interviewing 

· Coaching for Development 

· Delega ng for Growth 

· Ethics in the Workplace 

· Learning to Manage 

· Ongoing Performance Development 

· Meaningful Recogni on for Today’s  
Workforce  
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· Psychological Safety in the Workplace 

· Staying Focused: Handling Change and  
Upheaval in the Workplace 

· Toughest Supervisor Challenges 



 
OnCourse Learning  

Self-Paced E-Learning Cer ficates 

Confidence and produc vity are closely related. And, 
while we can be our best cheerleader, we can also be our 
biggest cri c. This cost-savings bundle provides good 
news to be more cheerleader and less cri c. The Boost 
Your Confidence Bundle was created to provide access 
to cri cal skills for success and confidence—personally 

and professionally.  This bundle directly applies toward the Essen als of  
Success Cer ficate and includes the following courses:  

 Essen als of Success Cer ficate 

Boost Your 
Confidence 

Bundle 

· Steps to a Powerful Personal Brand 

· Transforming Key Areas of Your Life 

· Finding Your Way by Finding Your Why 

· Fearlessly Find and Foster Your Life 

· Managing Emo ons in Times of Stress and  
Uncertainty 

· Resilience in Challenging Times 

· Emo onal Intelligence 

· Cri cal Thinking Skills 

The future of work is changing rapidly. How can we keep 
pace with change to ensure future career  
success? Developing your skills today can give you the 
best tomorrow in many ways. You can increase your 
earning poten al, become more marketable to  
employers, and improve your overall quality of life. The 

cost-savings Skills for Your Best Tomorrow Bundle was created to help foster 
cri cal so  skills. This bundle directly applies toward the Essen als of Success 
Cer ficate and includes the following courses:  

Skills for Your 
Best  

Tomorrow 
Bundle 

· Dealing with Distrac ons 

· Reach Your Goals 
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OnCourse Learning  

Self-Paced E-Learning Cer ficates 

There are tasks and there are skills to enter and  
remain viable in the workforce. The Modern  
Workforce Skills Bundle was developed to address  
in-demand skills required to stand out and excel among 
peers. Use these educa onal tools to think about  
developing skills and qualifica ons that make you 

unique. This bundle directly applies toward the Modern Workforce Cer ficate 
and includes the following courses:  

 Modern Workforce Cer ficate 

Modern 
Workforce 

Skills Bundle 

· Crea ve Problem Solving 

· Emo onal Intelligence 

· Quality Service 

· Solid Business Wri ng 

Modern 
Workforce 
Mindset  
Bundle 

· Contribu ng to a Respec ul Workplace 

· Effec vely Managing Stress in the Workplace 

· How to Make Yourself a Valued Professional 

· Staying Focused: Handling Change and  
Uncertainty in the Workplace 

· Your Role as a Professional Banker 

What’s the secret to long-term happiness at work? It’s 
your mindset. Organiza ons that foster a growth mind-
set environment see greater innova ons and a stronger 
sense of trust, ownership, and commitment across 
teams. How can you unlock it?. The cost-savings Modern 
Workforce Mindset Bundle was developed to support 

looking at things in new ways and challenging you to be your best version in 
the modern world. This bundle directly applies toward the Modern Workforce 
Cer ficate and includes the following courses:  
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OnCourse Learning  

Self-Paced E-Learning Cer ficates 

Do you want to maximize your success? With the 
right tools you can open up a world of  
opportuni es for yourself in a highly compe ve mar-
ket. The Unlocking Your Poten al as a  
Professional Bundle was developed to support your 
career poten al while unlocking new doors. This  
bundle directly applies toward the Evolving  

Professional Cer ficate and includes the following courses:  

 Evolving as a Professional 

Unlocking 
Your Poten al 

as a  
Professional 

Bundle 

· Balancing Priori es 

· Developing Posi ve Work Rela onships 

· Emo onal Intelligence 

· Staying Focused: How to Handle Change and Up-
heaval 

· Your Role as a Professional Banker 

Life is moving quicker than ever. So  skills have moved 
away from tradi onal knowledge and rely on  
leveraging new perspec ves. Enhance your personal 
and professional experiences. This cer ficate directly 
applies toward the Career Planning Bundle and  
includes the following courses:  

Career  
Planning  
Bundle 

· Cri cal Thinking Skills 

· Handling Workplace Conflict 

· How To Make Yourself a Valued Professional 

· The Art of Influencing Others 

· Working Effec vely with Co-Workers 
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CFTEA Gives Back / 2024-2025 Awards  

· Have you seen the latest updates to our awards  
(cer ficates, cer fica ons, and diplomas)? 

· Would you like to print off award worksheets? 

· Not sure where to begin to advance your career? 

 

Look at suggested op ons from CFTEA under your current or desired  
posi on. Contact the CFTEA office for individual guidance. 

 

Discover the full range of op ons, hyperlinked to our website, and with 
printable worksheets to track your progress as you work toward your ca-
reer goals. 

CFTEA is unique in providing free content. In 2024-2025, the amount of free  
courses, training, workbooks, and exam retakes (data July 2024-September 2024): 
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Free Courses to Date: 40 
  

Community Reinvestment: $12,245 
Beyond a discount, CFTEA is helping employees reach their goals.  

As a non-profit organiza on, CFTEA stands out from other training vendors by offering a unique 
blend of value and impact. We provide free courses that not only enhance your skills but also  
contribute to earning industry-recognized awards. By inves ng in your team's development 
through CFTEA, you're not only strengthening your workforce but also gaining greater value from 
our training budget.  

2024-2025 Cer ficate, Diploma,  
and Cer fica on Worksheets 

Look To Complete Your Next CFTEA Award! 



Founda ons in Banking Cer ficate  / NMLS CEUs 
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Unlock Your Career in Banking 
Founda ons in Banking Cer ficate 

CFTEA makes it easy to access the key to your career in the 
field of banking.  By leveraging high quality materials and  
flexible op ons, our Founda ons in Banking Cer ficate  
consists of three courses: 

· Calming Upset Customers 

· Frontline Fundamentals or may be subs tuted 
with proof of internal teller training at your organiza on at no 
charge.  

· Your Role as a Professional Banker  

How do you present yourself as a professional? This cer ficate program prepares those aspiring for a  
successful career in a financial ins tu on with cri cal and in-demand skills.    

The targeted courses provides the necessary knowledge and skills for poten al employees as well as 
those new to the financial industry. It is a direct path to a career in banking and the founda on to build 
toward the Cer fied Modern Banking Representa ve.  

11 



Looking for a course that gives an overview of Principles of Banking to an employee new to a financial  
ins tu on without the full expense? Discover op ons for the course Banking Today! 

Course Spotlights 

Guided Learning: Banking Today 

Course Access: Four months to complete on days/ mes that are convenient to you.  
Students control how quickly they finish the material and have access to a subject 
ma er expert for ques ons. The material covers the basics on how the banking 
world operates, how it relates to the United States economy, and how financial  
ins tu ons func on as a business. This informa on is centered around empowering 
banking employees to understand the world in which they func on. 

This course is part of the Cer fied Modern Banking Representa ve as well as 
fi een other cer ficates. 

Principles of Banking Op ons 

This course is founda onal to all employees of a financial ins tu on and is  
recognized as the most comprehensive introduc on to the banking industry for 
over 50 years. Course material covers the fundamental informa on employees 
need to fully understand the business of banking, how they as an employee are part 
of the overall business while examining contemporary issues. 

· May be taught in-house at any organiza on. Ask for more informa on. 

· Guided Learning Principles of Banking (Up to six months to complete) 

A comparison of the importance CFTEA places on accessible op ons as a community non-profit: 
(Principles of Banking)  

Other Organiza ons: $795  ABA Direct: $765  CFTEA: $499 
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Why Cer fica ons Are Important? 

Cer fica on programs go beyond training by providing a na onally recognized measurement of knowledge and 
skills.  See our website c ea.org for details on all our cer fica ons. 

   
Cer fica ons allow professionals to stay up to date, earn more money, provide professional growth and the ability 
to stay ahead of the pack in the professional world.  Today’s employee wants engagement in different forms. Many 
employees today have op ons. They know the labor market is limited and employers are  
willing to do more than just offer a job. While some compete for be er wages, many will stay with a  
company that offers the ability to develop and grow their career.   

 

Cer fied Modern Banking Representa ve  
 This cer fica on is designed for entry level employees at financial ins tu ons and shows the world  you 
are serious about making a difference in your career.  With so much informa on coming at a  newer employee, 
the focused content equips students to take on modern banking challenges. 

 
 Banking Today 

 Guided Learning  C1011GL 
  
  

  
 Legal Founda ons in Banking 

 Guided Learning A1080GL 
 Virtual Classroom    A1080VC 

  

 
   

 Quality Service 

 Guided Learning C1045GL 
   

  

 Figh ng Fraud:  Top Scams  
         Targe ng Our Na ons Seniors 

 Self Paced Online C1063SP 
 

 
Cer fied Modern Banking Representa ve 

When all courses are com-
pleted, sign up with the 

CFTEA office for the exam 
to earn your  
cer fica on! 
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Cer fied Modern Branch Professional—Level 1  
This cer fica on is designed for branch employees seeking a true and rich universal banking model and is suited as 
a career path beyond entry-level through assistant branch manager levels.  Retail employees  
require a full range of skills and knowledge to manage rela onships across a broad spectrum of modern  
topics.  Next level a er the Cer fied Modern Banking Representa ve. 

  

 

 Calming Upset Customers 

 Virtual Classroom C1026VC 

 

 Deposit Accounts and Services 

 Guided Learning  C1048GL 

 Contribu ng to a Respec ul Workplace 

 Self Paced Online C5057SP 
  
 IRA Fundamentals Course 

 Self Paced Online S5017SP  
  

 Legal Founda ons in Banking 

 Guided Learning A1080GL 
 Virtual Classroom    A1080VC 
  

 Principles of Banking 

 Guided Learning A1370GL 
 Virtual Classroom A1370VC 
   
 Sales Essen als Cer ficate 

 Self Paced Online C5046SP 
 
 

 Safeguarding Customer Informa on and Nonpublic Areas 

 Self Paced Online C2238P 

 Cer fied Modern Branch Professional—Level 1 

When all courses are 
completed, sign up 

with the CFTEA office 
for the exam to earn 

your  
cer fica on! 
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This cer fica on is designed for branch employees seeking a true and rich universal banking model and is suited as 
a career path beyond entry-level through assistant branch manager levels.  Retail employees  
require a full range of skills and knowledge to manage rela onships across a broad spectrum of modern  
topics.  Prerequisite:  Cer fied Modern Branch Professional—Level 1 

 Fundamentals of Consumer Lending 
  

 Self Paced Online C6024SP   
 
 

  
 Fundamentals of Mortgage Lending 

 Self Paced  C6026SP 
  

 
 Fundamentals of Small Business  
 Banking  

  

 Self Paced Online C6056SP
  

 
 The Leadership Experience 

 Guided Learning - Coming 2025 
 
 
 

 Introduc on to Analyzing                                                                                                                             
 Financial Statements 

 Self Paced Online A1076SP 
  
  

 
 Wri en Communica on or Professional Wri ng Cer ficate 

 Guided Learning C1865GL 

 Self Paced Online    M5155SP 
  

 
 
 

 
Cer fied Modern Branch Professional—Level 2 

When all courses are 
completed, sign up 

with the CFTEA office 
for the exam to earn 

your  
cer fica on! 
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OnCourse Learning  

Self-Paced E-Learning Cer ficates 

The debate whether leaders are born or made has been 
waged for many years. The ques on centers around how vari-
ous leadership quali es are acquired.  

Perhaps a more pressing ques on for hopeful leaders is, if 
they don’t inherently have the needed core skills, can they be 
learned? The answers, while not endorsed  
unanimously, are based on a number of observed  
reali es. Of the many skills required to lead well, it’s hard to 
imagine anyone being born with them all; they are too intricate and diverse for one  
personality. Most experts agree that many leadership a ributes require experience to possess. 

 

“I got a lot our of the Leadership for Women in Business Cer ficate and would recommend it to oth-
er women leaders. At first, I thought it would benefit new leaders only, but it included good re-
minders on topics that I hadn’t considered for a while. It is worth the me and  
investment to any female leaders.” - Judy Folsom, Bar Harbor Bank & Trust  

 

Discover more about CFTEA leadership op ons! 

ABA Wharton Emerging Leaders: Advanced Leadership Cer ficate 

Adap ng Your Leadership Style 

Authen c Leadership 

Basics of Style: How Personality Shapes Communica on, Leadership & Teamwork 

Leadership Fundamentals 

Servant Leadership 

Talk Like a Leader 

The Leadership Experience Guided Learning (Coming 2025) 

Transforma onal Leadership 

Introduc on to Leadership Cer ficate or with ACE CREDIT 

Leadership for Women in Business Cer ficate or with ACE CREDIT 

 Leadership 
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OnCourse Learning  

Self-Paced E-Learning Cer ficates 

Discover  
CFTEA Community Connec ons 

 

As a perk for working with CFTEA, our courses (many  
non-banking related) and preferred pricing, are  
available to your customers in the community.  

 

CFTEA works with numerous community groups and adult 
educa on programs to collaborate in iden fying, re-skilling, 
and training poten al qualified job candidates. Find out 
what partnership opportuni es may be available in your ar-
ea.  

Explore the CFTEA Community Catalog for details. 

 Community Ma ers 
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Financial ins tu ons are the front-runners in suppor ng the community. Do you know a local Non-
profit that could benefit from accessible training to support their mission? The following content is  
available through CFTEA and can be taken as a cer ficate or individual courses. 

· Cer ficate in Nonprofit Management 

· Budge ng in a Nonprofit Organiza on 

· How to Read a Nonprofit Financial Statement 

· Leadership in a Nonprofit Organiza on 

· Nonprofit Board and Volunteer Development 

· Principles of Marke ng for Nonprofits 

· Strategy for Nonprofits 

· Capital Campaigns 

· Introduc on to Grant Wri ng 

· Introduc on to Nonprofit Management 

· Social Media for Nonprofits 

· Fundraising for Nonprofits 

· Mee ng Minutes That Ma er 

· Nonprofit Advanced Grant Wri ng 

· Nonprofit Communica on Cer ficate 

· Communica on with the Public 

· Communica on Styles 

· Communica on with Staff 

· Communica ng with Your Board 

· Communica ng with Volunteers 

· Start Your Own Nonprofit  
Organiza on 



Bachelor of Science in Business Administration (BSBA)
Banking Major at St. Joseph’s College

Affordable CFTEA 3-credit courses can be used toward 
St. Joseph’s College’s BSBA Banking Major or another degree.

Up to 90 transferable credits can provide a huge savings!

cftea.org36

Choose Degrees under the Explore tab at cftea.org or
speak with the CFTEA office to navigate your options.

Business Administration Degree 
with Banking Major

CFTEA Required Courses

Analzying Financial Statements
Commercial Lending
Consumer Lending
Legal Foundations in Banking
Marketing for Bankers
Money and Banking
Principles of Banking
Residential Mortgage Lending
Supervision
Verbal Communication
Written Communication

Other CFTEA courses approved
for transfer to St. Joseph’s

College into a degree program. 

Business Math
Financial Accounting
Fundamentals of Real Estate
Appraisal
General Accounting
Human Relations
Human Resource Management
Statistics
The Leadership Experience 
or CFTEA certificates with ACE
Accreditation



Ready to get started on your degree? Apply now at www.sjcme.edu/apply 

 Flexible. Affordable. Accredited. 

With 40 years of experience, we are one of the oldest accredited 

distance education providers in the United States. Since 1976, 

Saint Joseph’s College of Maine has been empowering students 

with industry-relevant and mission-driven degrees they can earn 

off-campus. 

 
With our courses offered 100 percent online, you 

determine the time and location of completing your 

coursework. Learn whenever you want, wherever you are! 

 
You will be assigned a dedicated student support specialist who 

will provide guidance on course selection and act as a mentor as 

you complete your degree. He or she will be your personal 

advocate and will provide an important link to the faculty, 

administration, and other college resources. 

 
You are not alone. Every student has access to our dynamic 

learning environment, as well as to our information technology 

helpdesk. Our online student orientation provides valuable 

information about our learning management system and the 

various academic resources available to you. 

 
Your instructor is only an email away. One of the unique aspects 

of Saint Joseph’s online programs is the one-on-one relationship 

you will have with your instructors. As experts in their fields, they 

are also an excellent source of professional networking. 

 
Life happens and our flexible schedule is meant to adjust to your 

needs. Your support specialist will assist you in selecting each 

course and an appropriate start date, allowing you to complete 

your program at a pace that is comfortable and realistic for you. 

 
We encourage you to visit our campus any time. Swim at the 
beach, walk the trails, study at the library and more. Located on 
the edge of Sebago Lake with all departments on-campus, Saint 
Joseph’s College is a great place to be. We’d love to see you here! 
 
 
 

 

 
 

ONLINE PROGRAMS SUMMER 2020 

Request More 

Information 

No matter where you are in your 

education, or where you are headed, 

Saint Joseph’s College offers an 

online program that will help you get 

there. 

 

Online Admissions: 800-752-4723 

Visit sjcme.edu/online 

 

 

Established in 1912. 

Educating for life. 

Saint Joseph’s College 

278 Whites Bridge Road 

Standish,   ME  04084 



Withdrawal Policy 

Withdrawal from a seminar, live, guided learning, or  
virtual classroom course is required in wri ng to the 
CFTEA office.  A student may withdraw from a class with 
no fees assessed up to ten business days before the start 
of the class.  Within ten business days, refunds will deduct 
a $25.00 cancella on fee, cost of materials, and postage/
handling. No-shows at the start of class receive no refund.   
To avoid a cancella on fee, the course may be transferred 
to another student for $50 before the start date.  

Addi onal cancella on charges: 

Instructor Led Online 8-16 week or  
day me seminars/classes.$130 Cancella on Charge 

Instructor Led Online  
short classes……...……….$ 75 Cancella on Charge 

Self—Paced classes…..…..No refunds 

Any student who registers for a class, does not inform the 
CFTEA office of withdrawal and does not a end the class 
will be charged the full tui on rate. 

Cancella on Due to Bad Weather 

Winter weather can be vola le and unpredictable.   
Because of this CFTEA will expect payment for any enroll-
ment cancella on due to an cipated bad  
weather a er the deadline requirements in the  
Withdrawal Policy.  At the discre on of CFTEA, with the 
excep on of classes held at a high school, college or uni-
versity, should bad weather become a deterrent for any 
student(s) to a end a class on the day/evening of the  
program, there will be no charge for the  
enrollment.  The decision to cancel any evening class will 
be made by 2:00 PM.  Day me classes will be cancelled by 
3:00 PM the day before the class  The CFTEA office will 
contact a student enrolled in a cancelled class.   

NOTE: Classes being held at a high school, college or  
university will be canceled when the school makes the 
decision to close for bad weather.  

 

 

Policies 

 CFTEA Smoking Policy 

A smoke-free environment is maintained at all CFTEA  
classes, seminars and workshops, and social events. This in-
cludes the use of all e-cigare es.  

 

Class A endance Policy  

Student a endance and class par cipa on are cri cal to suc-
cessful learning objec ves and the integrity of CFTEA's reputa-

on in the learning community. 

· Student absences are considered with documented  
reasons on a case-by-case basis by the instructor and a er 
discussions with the CFTEA office. 

· Each instructor will outline how a endance will impact a 
student's overall grade in the course syllabus for a live or 
virtual classroom. 

· A lack of a endance can impact the final grade for a stu-
dent as it is considered part of the par cipa on  
percentage for the overall course.  

 

CFTEA In-House Cancela on Policy 

CFTEA appreciates being a preferred educa onal partner and 
provides work se ng up In-House live programs for the bene-
fit of organiza ons.  At mes changes or situa ons may occur 
that impact a course running.  It is important to communicate 
with the CFTEA office if there is any change that impacts an 
agreed upon course to run.  If a course cannot be rescheduled 
with a planned outside instructor engaged, the following  
cancela on policy is applicable. 

Cancela on of the program within: 

· 30 days of program date—100% recoupment of  
program costs. 

· 60 days of program date—50% recoupment of  
program costs. 

· 90 days of program date—25% recoupment of  
program costs. 
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CFTEA Code of Ethics and Conduct Policy  

The Center for Financial Training and Educa on  
Alliance (CFTEA) recognizes that it takes more than quality 
educa on and a commitment to the students that it 
serves to be successful in accomplishing our  
mission. We rely heavily on our solid reputa on for hones-
ty, fairness, and ethical conduct to a ract our students, 
recruit quality instructors, and retain the high level of  
organiza onal support and respect.  

Our reputa on ul mately rests on the good judgment and 
personal integrity of everyone - staff, volunteer leaders, 
students, instructors, and all other individuals and  
organiza ons - involved with CFTEA.  

Those associated with CFTEA in any capacity shall commit 
themselves to:  

· Striving for excellence in all aspects of CFTEA;  

· Using only legal and ethical means in all CFTEA ac vi-
es, including conduc ng all financial  

transac ons in a responsible manner;  

· Ac ng with impar ality in all CFTEA ma ers;  

· Maintaining the confiden ality of privileged  
Informa on entrusted or known to them by virtue of 
their associa on with CFTEA;  

· Refusing to engage in, or tolerate, ac vi es for  
personal gain at the expense of CFTEA or our  
business partners; and  

· Communica ng in a truthful and accurate manner. 

Academic Integrity Policy 

CFTEA strongly supports the concept of academic  
integrity and seeks to foster sound moral behavior in its 
students and faculty. Academic dishonesty can take many 
forms, including chea ng on examina ons,  
plagiarism, aiding others to commit dishonest acts, etc., 
and must never be tolerated. Students engaging in  
academic dishonesty are subject to serious  
consequences. Instructors who observe or suspect an  
incident of academic dishonesty shall bring it to the  
a en on of an appropriate center official immediately for 
prompt inves ga on, review and ac on. 

Policies 

Student File Change Policy  

Student files are maintained at the CFTEA office. A file is begun 
for a student when his/her first enrollment form for any class 
arrives at the CFTEA office. Student records are maintained by 
the last four digits of the student’s social security number. 
Should you desire not to provide us with this informa on, we 
will assign a student iden fica on number to the enrollment 
listed on the enrollment form.  

If a student changes their name or place of employment, 
please contact the CFTEA office with correc ons as soon as 
possible at 888.366.3242 or info@c ea.org. 

 

ACE College Credit Recommenda ons  

The American Council on Educa on’s College Credit  
Recommenda on service (ACE Credit) has evaluated and  
recommended college credit for several Instructor-Led online 
classes listed in this catalog and the credit  
recommenda on is listed in the indicated column.  

The American Council on Educa on, the major  
coordina ng body for the na on’s higher educa on  
ins tu ons, seeks to provide leadership and a unifying voice 
on key higher educa on issues and to influence  
public policy through advocacy, research, and program  
ini a ves. ACE CREDIT connects workplace learning with  
colleges and universi es by helping adults gain access to  
academic credit at colleges and universi es for formal courses 
and examina ons taken in the workplace or other se ngs  
outside tradi onal higher educa on.  

These recommenda ons do not guarantee you will receive  
college credit for these classes. The decision is made  
independently by each college or university. The ACE  
website lists the Colleges and Universi es that have agreed to 
accept the credit recommenda ons when appropriate.  

Prior to enrolling into a course specifically to transfer the  
credits to the college or university you are a ending please 
confirm directly with the school that they will accept the  
credits upon successful comple on of the class.  
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Grading Policy 

In-class: Grade reports will be sent to students as soon as 
possible a er the grades have been received from the in-
structor. Grade reports to the financial ins tu ons will be 
sent in bulk at the end of the semester - in  
January and in July. A student may request in wri ng that 
a grade report be sent to his/her human resource  
department sooner than at the end of the semester if the 
grade is necessary for a promo on, salary increase, etc.  

Online and Self Study: Grades are sent to students  
upon CFTEA’s receipt of the final grade from the  
instructor or comple on of the self-paced programs. 

CFTEA uses an official le er grading system for  
courses eligible for credit, but does not include pluses (+) 
or minuses (-).   Le er grades are as follows: 

· 90 - 100 =   A  (Excellent)  

· 80 - 89 =   B  (Above Average)  

· 70 - 79 =   C  (Average)  

· 60 - 69 =   D  (Below Average)  

· Below 60 =   F  (Failing)  

· P =    (Passing)  

· W =   (Withdrawn) 

·  I =    (Incomplete, may be  
   completed and a grade posted.)  

A class showing an incomplete grade must be  
successfully completed within three months of the end 
date of the class in order for the grade to be changed to a 
le er grade. Otherwise the incomplete grade will remain 
as a permanent record on the transcript.  

Transcript Policy 

An unofficial transcript of a student’s classes may be re-
quested by the student in wri ng. An official  
transcript may be sent to a college or other  
educa onal facility. There is a $25.00 fee for an  
official transcript which must be paid at the me of the 
request.  

Policies 

When ordering, please include in the request your name, your 
month and day of birth or your student ID number, your tele-
phone number and the address to which the  
transcript should be sent, along with the $25.00 fee  
payable to CFTEA.  

All CFTEA records are maintained under month and day of 
birth  If this informa on was not supplied to the CFTEA  
office during an registra on for a course, it may cause any 
transfer request to be incomplete.   

Transfer Credit Policy 

To save students me and added expense, please first  
contact the CFTEA office at 888.366.3242 or  
info@c ea.org for assistance to complete the appropriate pa-
perwork.   

Credit for completed college courses may be transferred to a 
student’s CFTEA transcript. Classes must be completed at an 
accredited post-secondary ins tu on. The credits must be ac-
companied by grades of “C” or be er in order to be eligible for 
transfer.  

In order to transfer credits from a college to CFTEA, the CFTEA 
office must be sent an official transcript of the  
student’s credits and grades from the college as well as course 
descrip ons for the classes intended to be  
transferred. A fee of $90.00 is assessed for the evalua on of 
each transfer of credit from different colleges.  

Tui on Policy 

Tui on rates for all learning formats may be found on the pag-
es lis ng the programs.  

In–House Course Tui on: 

· 1/4 and 1/2 Credit Classes…………….  $60.00  

· 1……………...…………………….   $70.00  

· 2 or 3 Credit Classes……………………..  $90.00 

Transfers from Vendor Programs (outside enrollment): 

· Per course transfer (under 1 credit)…….. $15.00 

· Per course transfer (greater than 1 credit). $25.00 

Transfers from College Programs: 
Per ins tu on transfer ……………...……….. $90.00 
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Enrollment Policy 

Students may enroll in any CFTEA course by  
paying at registra on or with their approval of their  
supervisor, learning and development department or  
Human Resources.   

Enrollments not directly paid by a student are billed to an 
organiza on throughout the month and are based on the 
guidelines found in the policies sec on of this catalog.   

 
Extension Policy 

Extensions are granted upon request prior to the  
original due date when students have completed at least 
50% of the course by the original due date. 

Extensions are available for Self Paced courses. 

· $30 Extension Fee of one month for self-paced  
courses cos ng $99 or less. 

· $50 extension fee of one month for self-paced courses 
cos ng $100—$449. 

· $100 extension fee for one month for self-paced 
courses cos ng greater than $450. 

Extensions are available for Guided Learning courses. 

· $100 extension fee for three months for guided  
learning courses. 

 

Grandfathered Cer ficate and Diploma Policy 

Cer ficates and diplomas may change at any me based 
on the needs of the business community.  Any student 
ac vely worked on a cer ficate or diploma will be  
grandfathered for 18 months allowing for the comple on 
of the original cer ficate and/or diploma.  

Policy of Nondiscrimina on 

CFTEA reaffirms its standing policy of  
nondiscrimina on in employment and in all  
programs and ac vi es with respect to race, creed, color, 
sex, sexual orienta on, age, religion, ethnic or na onal 
origin, handicap or veteran status.  

Policies 

Addi onal Assessment A empts Policy 

CFTEA courses found within the CFTEA Workplace portal  
receive two assessment a empts for Guided Learning and 
CFTEA self-paced content. An addi onal two a empts may be 
purchased for $25.  

 

Textbook Purchase Policy 

Textbooks purchased through the CFTEA office for a live or  
in-house course will be billed to the organiza on.   

At mes addi onal textbooks are sent to an organiza on cover 
late enrollments.  Remaining textbooks may be kept by an or-
ganiza on for future classes.  Unused textbooks stocked by the 
CFTEA office may be returned within 30 days to avoid a charge.  
Always check with the CFTEA office to ensure that a  
textbook  is one that is stocked before sending them.    
Textbooks will be examined for acceptable condi on.  Any 
textbooks not in a usable  condi on will be billed to the  
organiza on.    

 

Parking Policy 

CFTEA does not pay for student parking at loca ons where free 
parking is not available. In most cases, a student’s financial 
ins tu ons also do not pay for student parking. Please inquire 
within your financial ins tu on prior to  
submi ng for payment through your organiza on.  

 

Payment Policy 

CFTEA will invoice approved organiza ons for payment or  
accept payment at me of registra on MasterCard, Visa,  
Discover and American Express credit cards are also  
accepted.   
 
 
Course Descrip ons Policy 
 
All updated course descrip ons are located on our  
website under each product at www.c ea.org.   
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MANUAL ENROLLMENT FORM 

Enroll online at:  www.c ea.org 
Or complete form, scan to email:   info@c ea.org 

 

____________________________ ___ _______________________________     __________ 
First Name (please print)    M Last Name               Month/Day of Birth 

___________________     __________________ __     __________________________________ 
Work Telephone        Cell Telephone            Work Email 

Organiza on Name and Address (Mailing and Physical Address): 

_______________________________________________________________________________ 

_______________________________________________________________________________ 

_______________________________________________________________________________ 

Using a different email address for course communica on?  Please provide below: 

 

Tes ng out of a guided learning course?  Course # and Name:_____________________________________________ 

Students paying their own tui on must pay the full amount at me of enrollment.  Visit our website and pay directly for courses and/or 
textbooks with your credit card.  

  

I approve full payment responsibili es for the selected course(s) and material(s).  I confirm that I have read CFTEA withdrawal policies and code of ethics 
statement and fully understand their meaning.  I hereby authorize CFTEA to release my grades to the appropriate representa ve of my organiza on.  I 
understand that if I fail to meet the requirements of my organiza on, I may be held personally responsible for tui on and fees to my organiza on.  If I am 
a degree student at a school affiliated with CFTEA, I authorize CFTEA to release my transcript and grades to the college I am a ending. **I have read and 
understand CFTEA’s withdrawal policies.**  By registering for  courses, I hereby authorize third par es who administer the underlying course(s) to share 
my course comple on , cer fica on and/or exam results with CFTEA.  
Students receive access to our bi-weekly newsle er and may unsubscribe at any me.   
 

____________________________________________ ________________ _________________________________________ 
Student Signature     Date   Authoriza on of Student’s Employer  

Course # Course Title  Loca on, if applies Date, if applies 

    

    

    

    

Revision:  2022.5.5 

Addi onal Notes to CFTEA Office: 




