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[INTRO]
What is the Remote Work Certificate?
Remote work (also known as telework) is a work arrangement that does not require
employees to work from a central location, instead allowing a worker to complete their
assigned duties from home or other self-selected location. Remote work opportunities have
increased by 173% since 2005, and the pandemic has dramatically accelerated the shift to
remote work which means that there are employment opportunities regardless of where
you live.
Washington State University Extension and the AWB Institute are partnering with Utah
State University Extension to offer the Remote Worker Certificate to Washington residents
to prepare them to take advantage of remote work opportunities.
The 9 modules of this 4-week course will help you build skills that make an effective remote
worker, whether as an employee, entrepreneur, or freelancer. And show that there are
employment opportunities regardless of where you live. Participants will receive a course
certificate upon completion and join a growing alumni network, where you can share and
receive information, job postings, and tips moving forward
For More information,
• Watch a short video on the program
• Attached is a one pager with more info on the program
• Visit the course’s website
ENROLL TODAY
To register, visit the Washington State University Extension website
For other questions email the course coordinator
END OF EMAIL

Additional Electronic Resources:
Program Contacts:
• (Main) Brian Anderson, Research Coordinator, WSU-E: brian.anderson2@wsu.edu
• (Secondary) Thomas Gill, Institute Manager, AWBI: thomasg@awbinstitute.org
Resource Links:
• Remote Worker Video: https://vimeo.com/620260063
• 30 Second Promo Video: https://vimeo.com/656277472
• WSU Extension Website: https://extension.wsu.edu/remoteworkcertificate/
• AWB Institute Website: https://www.awbinstitute.org/

This educational program is designed to equip workers with the tools and skills they need to transition
from on-site work into a virtual career. The program consists of nine core modules with the following
objectives:
Module 1: Work Day
•

Summary: Learn more about the components of an average day in the life of a remote worker,
including mobile office, flexible schedule, and equipment.

•

Objectives: Computer, webcam, and audio are set up with a professional background. Meeting
and schedule are successfully coordinated and added to calendar.

Module 2: Communication
•

Summary: Discuss the unique strategies and requirements of virtual communication, including
styles, tools, and empathy.

•

Objectives: Messages are professional, clear, and accurate. Agenda and report are detailed and
complete. Actively participate in meeting my contributing often.

Module 3: Workflow
•

Summary: Understand the processes of task management, including projects, delegation, goals,
and tracking.

•

Objectives: Project management tool successfully set up. Project includes discrete tasks,
timeline, dependent tasks, and participants. Can update project regularly.

Module 4: Productivity and Time Management
•

Summary: Evaluate the strategies for effective independent personal management, including
productivity, motivation, and scheduling.

•

Objective: Tracks time including detailed information. Daily priorities match task/project/team
priorities. Schedule shows effective time management.

Module 5: Teams
•

Summary: Learn about how teamwork occurs in a virtual work environment, including trust,
project collaboration, and "netiquette."

•

Objectives: All phases of team collaboration are completed and collaborative task is finished.
Participated actively and facilitated others' involvement.

Module 6: Compliance
•

Summary: Discuss the legal precautions of working online, including information security, risk
prevention, and office compliance.

•

Objectives: Password manager installed. Security checklist is complete and accurate. Can
identify common security risks.

Module 7: Critical Thinking
•

Summary: Understand how to problem solve autonomously, including finding resources for
solutions, earning trust, and filtering information.

•

Objectives: List of resources are credible. Solution steps are clearly and accurately outlined.
Resolution is succinctly summarized.

Module 8: Virtual Careers
•

Summary: Evaluate and prepare for virtual career options, including personal branding, virtual
job search processes, and remote industry options.

•

Objectives: Format for portfolio is clear; work portfolio is complete; work portfolio has been
successfully shared and reviewed.

Module 9: Remote Job Development
•

Summary: Design the remote career of your choice and prepare a proposal for your Program
Coordinator.

•

Objectives: Program outcomes for all modules have been reviewed and evaluated; agenda for
meeting with Program Coordinator is clear and complete.
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WASHINGTON
RURAL ONLINE INITIATIVE
The Washington Rural Online Initiative (WROI) is a
specialized training program that can equip rural
residents with the skills they need to compete for remote
on-line jobs. Access to remote jobs with prestigious
companies will create opportunities for young people
without the need to move.
Employers across Washington are hanging Help Wanted
signs and rural communities are a source of much
needed talent.

173%

Remote work
increase

86.2%

Households
have broadband

REMOTE WORK CERTIFICATE
Remote work (also known as telework) is a work
arrangement that does not require employees to work
from a central location, instead allowing a worker to
complete their assigned duties from home or other
self-selected location. Remote work opportunities
have increased by 173% since 2005, and the pandemic
has dramatically accelerated the shift to remote work
which means that there are employment opportunities
regardless of where you live.
Washington State University Extension and the AWB
Institute are partnering with Utah State University
Extension to offer the Remote Worker Certificate to
Washington residents to prepare them to take advantage
of remote work opportunities.
The 9 modules of this 4-week course will help you build
skills that make an effective remote worker, whether as
an employee, entrepreneur, or freelancer.

“I really believe because of this
program, it gave me a leg up.”
justine salazar, an okanogan county
resident who obtained a remote work
position after completing the course

a statewide partnership

WASHINGTON RURAL ONLINE INITIATIVE
PROGRAM DETAILS

ENROLL TODAY

● The course will take approximately 30 hours
over four weeks

To register, visit:
extension.wsu.edu/remoteworkcertificate/

● There will be one interactive workshop each
week with other students and coaches
● The course work is spread over 9 modules.
● You will be assigned a coach to provide support
during the course
● Participants will receive a course certificate
upon completion and join a growing network of
past and present participants, where you can
share information and tips moving forward

ELIGIBILITY
Participation in the course requires:
● A reliable broadband internet connection
Your download speed should be at
least 10 Mbps
If your speed is below that you will
need to find a publicly available network.
● Web camera and microphone
● Basic computer proficiency, including
the ability to:
Send an email
Download or upload files from your desktop
Do basic tasks in a word processing
and spreadsheet program
● Microsoft Word, Google Docs, etc.
Funds from Avista Foundation are available to help
overcome eligibility requirements for Avista service
territory participants.

Companies interested in hiring Remote Worker Certificate
graduates should contact AWB Institute and consider
listing their Remote Work Employment opportunities on

www.washingtonworkforceportal.org
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Find employees ready
to work...from anywhere.
The Remote Work Certificate is a specialized
training course that can equip rural residents
with the skills they need to compete for remote
on-line jobs.
The 9 modules of this 4-week course will help
build skills that make an effective remote worker.
Companies interested in hiring Remote Worker
Certificate graduates should contact AWB
Institute and consider listing their Remote Work
Employment opportunities on the website.

Info@WashingtonWorkforcePortal.org

WashingtonWorkforcePortal.org

Learn to work from anywhere.
Registration for classes typically close the last Wednesday of the previous month.
Sign up now!
The Remote Work Certificate is a specialized
training course that will equip rural residents
with the skills needed to compete for remote
on-line jobs.
Access to remote jobs with prestigious
companies will create opportunities for young
people without the need to move,
no matter where they are.
The 9 modules of this 4-week course will
help you build skills that make an effective
remote worker, whether as an employee,
entrepreneur, or freelancer.

Extension.wsu.edu/RemoteWorkCertificate

