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PROPOSAL
This is a proposal to provide a comprehensive program of professional training sessions and related services to employees who seek to take either of the following competitive examinations:

	69-860
	Clerk III

	69-856
	Clerk IV


NOTE:  These examinations are scheduled to be administered on 21 June 2008, 
by the Town of Hempstead Civil Service Commission. 

This proposal is in response to the following request:      ___________________
This proposal is submitted by the corporation described below and identified hereinafter as “Moghni, Inc.”

	Company name:
	Moghni, Inc.

	Address:

	1497 Bellmore Avenue

North Bellmore, NY  11710


	Telephone:
	(516) 313-6400

	Email:
Website:


	nassau_tutor@yahoo.com

http://liteaching.com/



	Tax ID Number:
	20-8268913

	Program Director:
	M. Ovais Moghni


	
	


Brief description of the company:
Moghni, Inc. was established in 2006 to provide quality tutoring, test preparation, and related services for students ranging from ages 4 and up, including college students.   We offer one-on-one tutoring in-home and at our learning center located in North Bellmore, as well as small or large groups in classroom settings.
Subject tutoring for grades K-12 includes preparation for New York State Regents and other uniform exams.  In addition, we also, provide Test Preparation for college and graduate school entrance exams such as:   PSAT, SAT, SAT-II, ACT, GRE, LSAT, MCAT, GMAT, ELA, and other admission tests. 

Academic subjects for which we provide tutoring include Mathematics, Physics, Chemistry, Biology, and other sciences, as well as English, Social Sciences, Economics, Critical Reading, and Creative Writing.
We have quite a few success stories to share and feel proud of our accomplishments.   One very satisfying aspect of our business has been our repeated successes to meet various student (or parent) goals, whether it is in overcoming fear of a test or working on deficiencies in specific subjects.
Ours is not merely a “learning center” but also an “enrichment center”.   Because we believe strongly that all students have potential to excel, we try to provide them with the best of talent and tools to reach or exceed their potential.
Consequently, we select the most-appropriate tutors and teachers from among our associates, based upon the needs of the specific program that we are staffing.  The diverse qualifications of our various tutors and teachers are described in the below, in the section on “Qualifications”.  Our staff includes highly-qualified tutors with extensive teaching experience in public and private schools, community colleges, undergraduate and postgraduate programs in colleges and universities, and industry-training programs run by established local and national corporations and agencies.
Description of the Proposed Training Program:
Moghni, Inc. will create a suitable training program for the aforementioned competitive examinations, provide experienced instructors, and supply printed materials for each enrolled student.  The training courses will cover all modules (see below) of the exams, as well as further guidance regarding suitable and effective test-taking techniques.

Sessions will begin during the week of May 26th and continue through the week before the June 21 exam, at a location to be provided by CSEA.

Each student will receive a comprehensive set of written materials, including instructional text, homework assignments, and sample exams.  See the section entitled “Description of the Training Materials” for a detailed list of materials with notations as to which cohort uses each item.
Moghni, Inc. has obtained permission from National Learning Corporation (NLC), publisher of the highly-regarded “Career Examination Series,” to use their “PASSBOOK” study guides and practice tests in our program.  Fortunately, NLC is located nearby (in Syosset), and convenient arrangements are being made to obtain copies for each student. 

We also expect to that CSEA will permit its “Examination Preparation Booklet Series” to be used by these students (who are also members), and will cooperate with Moghni Inc. in making the materials available (and/or facilitate the making of copies).
Objectives and Expectations:
The training approach, organization, and schedule have been carefully designed by Moghni Inc. to prepare each trainee for the next promotion level, in the most efficient and effective manner.  The overall structure of the program and the specifically-targeted focus of the modules, as well as the scheduling of sessions, are intended to maximize the impact upon development of vital skills, while minimizing the burden upon the trainee and enhancing retention rates.

The nearby location of the facilities and the convenient session times during this brief program, as well as the highly-qualified staff and local logistical support from the Moghni Inc. learning center (based in North Bellmore), all combine to offer the trainees a unique opportunity to advance their careers, building on current knowledge to broaden their options.
Nevertheless, each trainee must also bring to the program a desire to learn and advance, plus a willingness to study and complete all assignments during this brief program, a determination do his or her best, and the self-reliance to work hard without direct supervision.

Components and Modules of the Instructional Program:
Based on the published requirements for Clerk-III and Clerk-IV, the training course will be composed of eight different “modules” – only some of which are for both groups (as indicated by the asterisks – see below).
1. Test-taking techniques, strategies, etc. [TT] *

Unlike other modules, this is not specific to one particular section of the exams.  Instead, it teaches techniques and strategies for achieving better scores, avoiding traps, time management, guessing, etc.  An initial session will cover overall structure of the exam, time limits, grading, etc.  A later session will deal with personal interviews.
2. Coding & Decoding Information  [CD] ***

Using written directions to encode and decode information accurately. 

3. Office Record Keeping  [RK] **

Performing common office record-keeping tasks.
4. Understanding & Interpreting Written Material [UI] **
Reading comprehension (of passages supplied in the exam).

5. Supervision [SU] **

Principles and practices used for planning, organizing, and controlling the activities of a work unit in accomplishing predetermined goals.
6. Office Management [OM]  ****

Principles and practices used for planning, organizing, and controlling the activities of an office, to accomplish work within reasonable limits of time, effort, and cost.
7. Organizing data into tables and records  [TR] ****
Combining and manipulating numeric and other information in specified formats (such as tabular and narrative).
8. Preparing written material  [PW] ****

Presenting information clearly and accurately, organizing paragraphs logically and comprehensively (e.g. choosing the best among alternate restatements of the same information).
Notations:
*

Both groups attend

**

Both groups attend

***

Clerk III candidates only
****

Clerk IV candidates only
For further detail about these, see the Appendix “Description of the Instructional Modules”.  Below is a brief summary of two-letter codes used in this proposal.

	Module
	Description
	Exam(s)

	TT
	Test-taking techniques, strategies, etc.
	All

	CD
	Coding & Decoding Information
	Clerk III only

	RK
	Record Keeping
	Clerk III & IV

	UI
	Understanding and Interpreting Information
	Clerk III & IV

	SU
	Supervision
	Clerk III & IV

	OM
	Office Management
	Clerk IV only

	TR
	Tables and Records
	Clerk IV only

	PW
	Preparing Written Material
	Clerk IV only


Methods Used by the Training Program:
Relying upon the extensive pedagogical experience of our instructional staff and management, we will compose a suitable training program to take place between May 12 and June 19, for candidates planning to take the competitive exams, on 21 June 2008.  Instructional methods will include classroom (or lecture hall) presentations by experienced, qualified instructors, covering:

· The content and skill-sets of all exam modules

· The structure of the exam and type of questions asked

· Strategies for achieving maximum scores

· Test-prep techniques as appropriate

· Written materials (as described below), available tom all students, including instructional texts, exercises, and practice tests.

· A website for distribution of additional materials to students.

We assume the availability of a suitable instructional facility, providing students with at least the following: 

· A location that is convenient for all students.

· Comfortable seating.

· Good ventilation.
· Writing surfaces conveniently available for each student.
·  Instructor location that permits all students to see and hear instructor. 
· A markerboard or chalkboard visible and intelligible to all students
· (Suitable provisions for handicapped and ADA-covered students, as required by law.)

Description of the Training Materials:
Below is a tentative list of the publications expected to be used.  
(See “Notations” below, regarding which groups use which publications.)

	Publisher
	Identification
	Title
	Module
	Usage

	NLC
	C-3273
	Clerk III PASSBOOK
	All
	***

	NLC
	C-3274
	Clerk IV PASSBOOK
	All
	****

	NLC
	CS-11
	Graphs, Charts, and Tables
	[TR]
	****

	CSEA
	Booklet #19
	Coding and Decoding
	[CD]
	***

	CSEA
	Booklet #26
	Office Record Keeping
	[RK]
	**

	CSEA
	Booklet #4
	Understanding & Interpreting Written Material
	[UI]
	**

	CSEA
	Booklet #17
	Preparing Written Material
	[PW]
	****

	CSEA
	Booklet #3
	Tabular Reasoning
	[TR]
	****

	CSEA
	Booklet #15
	Understanding & Interpreting Tabular Material II / Quantitative Analysis
	[TR]
	****

	CSEA
	Booklet #6
	Supervision
	[SU]
	**

	CSEA
	Booklet #18
	Administrative Supervision/II
	[OM]
	****


Usage:
**

Used by both groups.
***

Clerk III candidates only.
****

Clerk IV candidates only.
Scheduling of Sessions:

To accommodate the purposes of preparing both groups, and the expected availability of students, it is recommended that training take place during the four weeks preceding the exam, with sessions from 6 to 9pm on Tuesday and Thursday evenings, from May 27 thru June 19.
Due to the overlapping nature of the two exams, with three of the modules duplicated, some sessions are common to both groups, while others are unique to one or the other group.  Therefore, students in each cohort may have a slightly different schedule or may for a different number of hours per week. However, to regularize the schedule (and to promote good attendance), the days and times for each cohort should be as similar as possible, from week to week.

As revised, the program has a total of 24 hours of instruction.  A detailed listing of the schedule will be prepared and supplied to students.
















Qualifications of the Moghni Inc. Staff and Management:
At the Moghni, Inc. learning center, we pride ourselves in locating, carefully selecting, and engaging teachers and tutors with outstanding qualifications.  Our instructional staff is carefully selected, with a view toward competence in subject material, solid teaching experience, ability to relate to students, and dedication to each student’s development and success.  Our management team is committed to providing the best available training to our students, and monitoring the quality of instruction to assure the highest possible standards.

Instructors:

Qualifications of our instructors include:

· College baccalaureate or higher degree, in appropriate fields.

· Five or more years of solid teaching experience.

· Substantial additional experience with test-preparation techniques and training programs, for test-prep assignments.

· Substantial additional experience with adult educations and/or employee-training programs, as appropriate.

Curriculum Developer & Lead Instructor:

Our curriculum developer (who will also serve as lead instructor and trainer of future instructors) has a proven track record of developing successful management-training and/or employee-training programs in diverse curricula, for several Long Island companies and institutions, including:

· Brookhaven National Laboratory, Upton, NY
· Robotic Vision Systems, Inc., Hauppauge, NY
· Grumman Aircraft Corporation, Bethpage, NY
· Global Equipment Corp., Port Washington, NY
· American Science, Energy, and Environment, Centereach, NY

· Suffolk County Community College, Selden, NY 

· Polytechnic Institute of Brooklyn, Physics Dept.

· Custer Institute and Observatory, Southold, NY

· Science Adventures (now part of Knowledge Learning Corp.)
· Treasure Island School & Day Camp, Oceanside, NY

· WUSB 90.1 FM (Stony Brook, NY) radio staff training program

· Workshops for several political candidates (on public speaking, press releases, radio & TV interviews, etc.)
He has been teaching undergraduate and postgraduate courses, as an Adjunct Professor at several Long Island colleges (Suffolk Community, Polytechnic University, and others) for over 30 years, as well as private tutoring and test-prep for Regents and college entrance exams.  (He was fully trained and certified by The Princeton Review for SAT, SAT-II, PSAT, GRE, MCAT, and other test-prep teaching and tutoring, and at TPR for several years before going “private”.)
A published author and professional writer, he has been producing and/or hosting various talk shows on Long Island radio and TV stations, and currently does two different weekly shows on WUSB 90.1 FM, Stony Brook.
Program Director:

The Program Director has a Masters Degree in Information Technology, with 20 years of experience in the IT industry.  He brings to the table a rich background and substantial experience in teaching, research, and management, as well as training programs and curriculum development.
He established the Learning Center in North Bellmore, based on a passion for educating and serving the local community.  This center has successfully tutored and helped hundreds of students in academic subjects, as well as test-preparation.
Cost of the Proposed Training Program:
Determination of cost for this proposal will be done when there is agreement on the number of training hours, the number of students in each cohort, the responsibility for supplying printed materials, etc.

APPENDIX

Description of the Instructional Modules:

Below is a more-detailed description of each training module..

Test-Taking Module  [TT]*:

The final session of each week (and of the course, itself) will be nonspecific as to the type of exam questions or module scope.  Instead, it will help students achieve higher scores by preparing them for what to expect (e.g. the structure of the exam), emphasizing ways in which these exams are different from those used in schools (e.g. less reliance on memory, details, etc.), suggesting various techniques for quickly eliminating poor answer choices, spotting traps, and addressing issues such as “pacing” and guessing tactics, etc.  Also covered will be logistical issues leading up to the testing day (e.g. familiarization with the locale, when to study, what to eat, how to dress, what to bring, what things to avoid, time management, etc.) 

Our instructors have been well-trained in and are very familiar with the highly-effective approaches used by major “test-prep” companies that regularly boost scores by hundreds of points on the SAT and similar competitive exams.  Such approaches should also be very effective on these multiple-choice civil service exams, as well.

In addition, students will be taught the vital role played by “attitude” in the test-taking environment (e.g. getting “pumped up” for each section), and also given expert pointers for having a successful one-on-one interview.

Coding & Decoding Information  [CD]***:

This module (for Clerk III candidates only) focuses on the skills and abilities required to read and apply “codes” (i.e. sets of rules to encode information into a document), as well as the ability to read coded data from lists, tables, and other representations.   In addition to the skills required to read and apply written directions accurately, this training will cover the types of questions used in the exams, and strategies for eliminating incorrect choices.

Office Record Keeping  [RK] **:

This common module (for both Clerk III and IV candidates) addresses record-keeping tasks such as:

· Organizing and/or collating data from multiple sources;

· Running balances;

· Scheduling;

· Presenting collections of data in a table;

· Summarizing data using totals, subtotals, averages, and percents;

Also familiarizes students with various types of problems typically use on exams. 

Understanding and Interpreting Written Material  [UI] **:

This common module deals with active reading and the understanding of written material.  As with most reading comprehension tests, the exam questions present complete passages to be read, within the exam itself, and therefore do not require any prior study or outside knowledge.  (Unlike the reading tests familiar to most students from their public school experience, retention of the assigned passage is not tested at all, nor are any memorization skills required.  Many candidates do not realize this, and therefore address the exam incorrectly.)

Training will include techniques for analyzing the question asked (to avoid “trick” choices that answer a different question), determining what information is needed and extracting it from the available passage, and eliminating choices that are not supported by the passage or are otherwise defective.
Supervision  [SU] **:

This common module (for both Clerk III and IV candidates) presents the philosophy, principles, and practices that underlie the modern management approaches and techniques, for planning, organizing, and controlling the activities of a work unit in accomplishing predetermined goals.  Since exam questions are usually presented in a situational context, the focus will be upon eliminating inappropriate choices and answering such questions quickly and correctly.  Topics will include assigning tasks, reviewing performance, maintaining uniform standards, implementing change, and motivating and nurturing subordinates, as well as dealing with problems and increasing productivity.

Office Management  [OM]** **:

This advanced module (for Clerk IV candidates only)   expands upon the content of the common module on supervision [SU] and deals with the management of larger groups to achieve predetermined objectives, within the constraints of budget, time, and available resources.  Topics will include the simplification and improvement of procedures, methods to increase efficiency, enhancing the office environment, and controlling office supplies.

Organizing Data into Tables & Records  [TR] ****:

This advanced module (for Clerk IV candidates only)   deals with the the manipulation and combination of data into specified formats for the presentation of useful information.  Numerical data (given in narrative or tabular form) must be combined into coherent yet communicative tables and useful records.  While no specific bookkeeping skills are required (other than the ability to perform simple arithmetic), the student must be able to understand raw data and follow procedures to combine it into useful presentations.

Preparing Written Material  [PW] ****:

This advanced module (for Clerk IV candidates only) deals with the skills required to present information clearly and accurately, and to organize written communications so that the statements proceed logically and coherently, to enable the reader to understand what is being presented.  Since test questions often present alternative sequences of text, and choosing the “best” version, we will teach ways of eliminating incoherent, illogical, or poorly stated choices, as well as those exhibiting out-of-order or otherwise incorrect sequencing.

Summary of the two-letter codes used in this proposal.

	Module
	Description
	Exam(s)

	TT
	Test-taking techniques, strategies, etc.
	All

	CD
	Coding & Decoding Information
	Clerk III only

	RK
	Record Keeping
	Clerk III & IV

	UI
	Understanding and Interpreting Information
	Clerk III & IV

	SU
	Supervision
	Clerk III & IV

	OM
	Office Management
	Clerk IV only

	TR
	Tables and Records
	Clerk IV only

	PW
	Preparing Written Material
	Clerk IV only
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