
A training opportunity you don’t want to miss…

Star Series - Level I Schedule:
Be A Star Achiever™                  

Tuesday & Thursday, April 21 & 23 
8:30 a.m. – 12:30 p.m.

Star Achieving Techniques™

TBA    

Building A Star Team™

TBA

Reaching Stardom™

TBA
As with all training, you must have your manager’s 
approval prior to registration.

The University of Tennessee at Martin
Office of Extended Campus and Continuing Education
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pursuant to requirements of Title VI of the Civil Rights Act of 1964 as codified in 42 U.S.C. 2000D; Title 
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Gooch Hall, UT Martin, Martin, TN 38238-5002, 731-881-7202. Charges of violation of the above policy 
also should be directed to the Equity and Diversity Officer.  E05-5725-00-016-09
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Be A Star Achiever
Registration Form

Register online at: 
www.utm.edu/departments/ecce/non_credit_registration.php

Registration Fee

Promotion Fee for UT Martin employees	 $20
Non-UT Martin employees	 $95

Registration fee includes participant’s workbook and all materials.

Name _____________________________________

Street Address ______________________________

City, State, Zip ______________________________

Home Phone _ ______________________________

Work Phone ________________________________

Cell Phone _________________________________

Email _ ____________________________________

Date of Birth _ ______________________________

Payment 
o Check – Make check payable to UT Martin

o Credit/Debit Please check one:
o Visa	 o Master Card	 o Discover

Expiration Date _____________________________

Signature __________________________________

ECCE
110 Gooch Hall

UT Martin
Martin, TN  38238

731-881-7082
731-881-7984 (Fax)



Overview
The Star Achievement Series® is a training  
program developed by the Founder and CEO of  
Office Dynamics, Ltd., Joan Burge. Joan is an author 
and national corporate trainer with over 25 years  
of experience in the administrative and training 
profession. She drew on her extensive career as an 
executive assistant in the design of this series.  

The philosophy behind Star Achievement is that it 
takes a combination of skills, attitude, teamwork and 
strategies to stay on the cutting edge. 

This series builds on the skill, attitude, teamwork 
and strategy fundamentals that result in increased 
productivity and job satisfaction among office  
professionals.

Level I
Can you benefit from learning how to:

Present a powerful professional image?•	
Assess your current skill level and identify areas  •	
for growth?
Communicate accurate, timely, and relevant  •	
information?
Continuously learn and develop the skills to become •	
better at your job?
Eliminate unproductive work habits?•	
Self-motivate yourself to take action and work to •	
your full potential?

If so, then you don’t want to miss this 
opportunity!

Class Structure
The Star Achievement Series® is a tri-level,  
multi-module series. In this level, participants  
will cover the following modules:

Be a Star Achiever™

In Module One, learn to:
Achieve and maintain a positive attitude about  •	
your employer, co-workers, customers and self
Focus on self change vs. changing others•	
Overcome intimidating situations or people•	
Accept criticism as a tool to grow•	
Deal with difficult people in a tactful and  •	
professional manner

Star Achieving Techniques™

In Module Two, learn to:
Manage and prioritize tasks•	
Challenge present processes that no longer work•	
Write effective emails•	
Leave concise voice mail messages•	
Assess your current skill level and identify areas  •	
for growth
Understand and embrace the Star Achievement •	
philosophy

Building a Star Team™

In Module Three, learn to:
Clarify your managers expectations and perceptions•	
Communicate accurate, timely and relevant infor-•	
mation
Initiate conversation with your manager•	
Explore hidden communication and the effects  •	
on the team relationship
Be a good team player•	

Reaching Stardom™

In the Module Four, you’ll learn to:
Navigate your career through goal setting•	
Align professional goals with company and  •	
department goals
Turn obstacles into opportunities•	
Cultivate internal and external networks•	
Enhance credibility through visible presentation•	

Every person [has] the potential to be a star performer at 
work. Star performers are professionals who continually 
seek new ways of doing things, create better techniques 
to improve their performance, and realize that they are 
on a journey that never ends. They know that who they 
are today is not all they are capable of becoming.

– Joan Burge

About the Facilitators
Katy Crapo, Director, Credit Programs

Debbie Mount, Director, Non-Degree Programs. 

Both are certified in Star Achievement to teach 
Level One.

They are excited to share with you the skills,  
techniques and strategies that they have learned,  
and how you can apply them to your jobs.

Please note: Participants must attend and complete 
all four modules (see next panel) before they receive 
their certificate of completion.


