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People Management

Who Should Attend

• Supervisors
• New managers
• Specialists who are moving into or have moved into management roles
• Team Leaders
• Any who wants to enhance their management skills

Programme Description

The objective of the course enables learners to provide valuable support and 
effective, timely people management skills to team members, staff and customers.

Programme Outcomes

On completion of the course learners should be able to:
• Provide effective positive and negative feedback to employees
• Understand the role and importance of people management
• Deal with unsatisfactory performance
• Recognize the elements of the different personalities
• Commit themselves to the role and responsibilities of effective people 
   management

Topics Covered

• Effective communication skills,
• Managing unsatisfactory performance,
• People management skills,
• Key attributes of managers,
• Constructive feedback,
• Self appraisal



REGENT Business School
35 Samora Machel Street

Durban 4001, South Africa
 [T] +27 (0) 31 304 4626  

[E] training@regent.ac.za

Follow Us: 
Accredited by the Council on Higher Education (CHE) and Registered with Department of Higher Education and Training (DHET). Registration No. 2000/HE07/012

www.regent.ac.za

Effective Change Management

Who Should Attend

All managers involved in the management of business or ICT, on the development, 
implementation or operational side:

• CIO’s and IT-managers   • Service Managers
• Process consultants   • Quality Managers
• Change Managers   • Project and Program Managers
• IT auditors and governance specialists

Programme Description

During this three day course you learn how to manage change effectively by using 
the correct methodology and approach. You take your own change project with you 
to the training, work on it during the training, present it to a ‘management team’ and 
at the end of the course you have a blueprint of a change management plan for your 
own change project in the company. During the training you receive instruments, 
worksheets, directives and checklists necessary for a successful change manage-
ment track. You learn how to apply them in combination with project management 
techniques and in process improvement tracks.

Programme Outcomes

Successful completion of this course will enable participants to:

• understand the principles related to change psychology
• discovery of the basic principles of change management;
• understand the Change Management Best Practices;
• apply the Change Management model;
• learn the “people” side of change and the application in a personal situation;
• apply the Change Management Process;
• learn the phase process for Change Management;
• organize Change Competence;
• connect Change Management to organization projects.
* Students completing this course will learn the different domains of Change Management.

Topics Covered

• Change Preparation
• Make use of the most state of the art evaluation tools to set up a Change 
   Management Strategy,
• Describe the Change Management Strategy,
• Prepare the Change Management Team,
• Develop a sponsorship model.
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Conflict Management

Who Should Attend

• Managers and Supervisors
• HR representatives
• Anyone with a fear of confrontation and conflict
• Anyone dealing with or causing conflict in their workplace

Programme Description

This workshop equips delegates with an understanding of themselves and how 
their behaviour influences conflict situations. It also looks at coping mechanisms for 
dealing with criticism, difficult people and attitudes in the workplace and prevention 
techniques to address potential conflicts before they occur. The course emphasises 
the importance of communication and looks at different conflict management styles 
and strategies. It also helps delegates deal with anger and helps them overcome the 
fear of confrontation.

Programme Outcomes

Learners should be able to:

• recognise how your own attitude and actions impact on others
• develop coping strategies for managing criticism, difficult people and attitudes
• identify prevention techniques to address potential conflict before it occurs
• recognise the importance of good communication in preventing and resolving 
   conflict
• develop conflict management strategies and understand your preferred conflict 
   management style
• deal with anger in the workplace
• overcome your fear of confrontation and conflict

Topics Covered

• Understanding Your S.E.L.F. 
• People and Relationships      
• Preventing Conflict    
• Coping with Criticism 
• How to Deal with Problems (before they get out of hand)    
• The Importance of Good Communication    
• Conflict Management Styles 
• Intervention Strategy 
• Six Steps to Conflict Resolution        
• Anger 
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Effective Business Writing

Who Should Attend

• Office support staff
• Managers and Supervisors

Programme Description

Writing is a key method of communication for most people, and it’s one that many 
people struggle with. Participants will take part in a basic writing refresher focusing 
on spelling, grammar, and punctuation. This Business Writing workshop will provide 
an overview of the most common business documents including proposals, reports 
and agendas giving you that extra edge in the workplace.

Programme Outcomes

Learners should be able to:

• Gain a better understanding of common spelling & grammar issues in business 
   writing 
• Review basic concepts in sentence & paragraph construction 
• Learn to use email professionally & effectively 
• Learn how agendas, email messages, business letters, business proposals, & business 
   reports are structured in a professional environment 
• Master techniques for improved proofreading skills 
• Learn how peer reviews can help improve business writing skills 
• Learn guidelines for printing & publishing business writing 
• Gain valuable insight into international etiquette 

Topics Covered

Writing with Professional Impact 
• Spelling 
• Grammar 
• Creating a Cheat Sheet  
 
Writing Business Letters 
• The Basic Structure 
• Choosing a Format 
• Writing the Letter

Structuring Sentences for Effectiveness and Readability 
• Parts of a Sentence 
• Punctuation 
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Financial Management For Non-Financial Managers

Who Should Attend

This course is valuable for:
• Non-financial group leaders,
• Project managers and program managers,
• Department heads and
• Individuals from both the public and private sectors who wish to develop a 
   financial toolkit to complement their existing professional or technical skills.

Programme Description

Every manager and professional needs a comfortable grasp of the concepts 
and language of financial management if they are to play their full part in making 
decisions and monitoring performance. A working knowledge of financial 
principles and their application is essential for a manager to be effective.The 
REGENT Business School Financial Management for Non Financial Managers 
programme, is designed for managers from non-financial backgrounds to gain a 
better understanding of the basic principles of business finance and become more 
confident in addressing matters of a financial nature.The curriculum is designed 
to provide managers with a basic understanding of financial management. It 
demonstrates how to read and understand key elements of financial statements 
and reports, such as balance sheets, income statements and cash flow statements. 
Participants will also learn how to apply basic financial and accounting principles 
to budget preparation and analysis. Students completing the RBS Financial 
Management for Non Financial Managers Programme course will achieve the 
following:

Programme Outcomes

Learners should be able to:

• Explain the nature and role of financial management
• Identify key financial statements and their interrelation
• Discuss the content of financial statements
• Assess the financial health of organizations
• Describe methods of forecasting, budgeting and planning.

Topics Covered

• Financial management concepts
• Financial planning, reporting and control
• Budgets 
• Risks and risk identification
• Financial Statements
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Junior Management Development Programme

Who Should Attend

• Junior Managers
• Line managers
• Supervisors
• Learners not in possession of a formal qualification
• Individuals interested in furthering their own development

Programme Description

The course is designed to empower learners to move into and through junior 
management to middle management positions. It is adapted to equip junior 
management development. This course focuses on competencies in management 
such as financial management, basic management skills, diversity management 
and communication. The course will equip learners with the skills required in junior 
management fields. Learners will be
empowered with competencies in management.

Programme Outcomes

Learners should be able to:

• Use management principles in a work-based context
• Contribute to solving work-related problems
• Display knowledge of budgets
• Utilise Information technology to communicate effectively
• Contribute to planning in a work-based environment
• Implement operations strategies in a work-based context

Topics Covered

• Management functions  • Quality Control  
• Setting Objectives  • Legal and ethical issues
• Marketing principles            • Persuasive selling 
• Conflict Management           • Providing feedback 
• Report Writing   • Customer Orientation           
• Communication Theory  • Ethical issues
• Diversity Management            • Planning
• Basic Accounting  
• Financial Statements           
• Performance Appraisal  
• Communication feedback           
• Operations Management Principles
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Middle Management Development Programme

Who Should Attend

• Middle managers
• Supervisors
• Managers with a post graduate qualification
• Learners who demonstrate an interest to further their management development

Programme Description

The course focuses on management competencies and is intended to shape a 
tailored program for middle management training.

Programme Outcomes

Learners should be able to:

• Apply management principles in a work based context
• Utilize technology to communicate effectively
• Display basic research skills in solving work related problems
• Contribute to solving delivery problems

Topics Covered

• Accounting Principles,
• Financial Accounting,
• Financial Statements,
• Management Accounting
• Operations Management Principles,
• Operations Productivity, Managing Risks,
• Planning and Monitoring Operations
• Strategic Orientation, Strategy as an Integrating Force,
• Problem Solving, Information Management
• Budgeting, Financial Controls,
• Financial Statements,
• Accountability and Responsibilty



REGENT Business School
35 Samora Machel Street

Durban 4001, South Africa
 [T] +27 (0) 31 304 4626  

[E] training@regent.ac.za

Follow Us: 
Accredited by the Council on Higher Education (CHE) and Registered with Department of Higher Education and Training (DHET). Registration No. 2000/HE07/012

www.regent.ac.za

Senior Management Development Programme

Who Should Attend

• Managers and business people involved in management development

Programme Description

This course is designed to equip senior managers with the skills and knowledge to
function effectively in the South African work environment. The focus is to ensure 
that the knowledge gained is translated into the workplace.

Programme Outcomes

Learners should be able to:

• Apply management principles in the work based context
• Utilize technology to communicate effectively
• Display research skills in conducting and applying the results to the business 
   problem
• Display leadership in the work environment
• Manage financial risks
• Develop strategic focus in a work based environment

Topics Covered

• Management Styles and Assertive Training
• Project Principles,
• Project Planning,
• Project Leadership and Project Controls
• Service Evaluation,
• Customer Behaviour, Marketing Concepts,
• Competitive Advantage, Communication and Ethical Issues
• Strategic Orientation, Strategy as a Integrating Force,
• Knowledge Management,
• Ethical Issues Management,
• Change Management,
• HR Planning, Motivation,
• Conflict Management GAAP
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Human Resource Management

Who Should Attend

• School leavers
• Staff seeking career advancement
• Individuals who seek to advance their skills in human resource management
   and gain understanding of the ‘people factor’ in the business world.

Programme Description

The qualifying learner will be able to explain what human resource management is, 
and contextualise the human resource management roles and functions within an 
organisation, undertake basic human resource planning and become familiar with 
the components of a human resource management system. The learner will be able 
to display knowledge of the salient features of legislation that impacts upon human 
resource management practice.

Programme Outcomes

Learners should be able to:

• Define and discuss the concept of human resource management
• Explain the functions of human resource managers
• Identify the challenges facing human resource practitioners
• Explain the human resource planning process
• Outline the components of a human resource system.
• Display knowledge of labour legislation

Topics Covered

• Human Resource Planning,
• Components of a human resource management system,
• Labour Legislation,
• Challenges facing human resource managers
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Train The Trainer

Who Should Attend

• Facilitators
• Program developers
• Trainers, Instructors
• Managers who need to train their staff
• Anyone who requires presentation skills

Programme Description

With the many technologies, systems and processes geared at ‘company specific’,
organisations have no choice but to perform training themselves. Internal training is
cost effective. Those that are asked to train do not have formal training on preparing
and presenting training. In order to assist organisations to perform training, this 
program will equip learners with the skills needed to be effective training managers.

Programme Outcomes

Learners should be able to:

• Define the role of the trainer
• Defining the different training methods
• Outlining the different presentation techniques and tools
• Plan and conduct assessment
• Describing Effective communication skills
• Design and conduct research

Topics Covered

• Who is the trainer,
• The different training methods,
• The different presentation techniques and tools,
• How to plan and conduct assessment,
• Effective communication skills including barriers,
• Design and conduct research
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Mentoring And Coaching

Who Should Attend

• Managers
• Supervisors

Programme Description

The course provides managers and supervisors with skills, tools and knowledge for
effective mentorship. Managers are constantly empowering staff and one way is 
through coaching. This course aims to introduce the concept of mentoring and 
coaching to managers

Programme Outcomes

Learners should be able to:

• To define coaching and mentorship
• To understand the role of the coach/mentor
• To understand oneself and others during the coaching and mentoring
• To provide logical sequence of the mentorship process
• To develop the concept of self empowerment and self managed learning through 
   effective participation of the individuals being mentored
• To provide support and understanding
• To provide tools to create successful partnership

Topics Covered

• Role of the mentor,
• Team Management,
• Managers as Mentors,
• Self Empowerment
• Mentoring Program: Planning, Skills,
• Structured and Informal Mentoring,
• Evaluation of the Mentorship Process
• Coaching: when is it appropriate, coaching vs training, preparing a coaching
   discussion, establishing the conditions for good coaching, establishing rules.
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The Leader As A Coach

Who Should Attend

• All managers who have subordinate staff
• All managers falling within a company’s succession plan

Programme Description

The course empowers learners with skills and techniques to coaching

Programme Outcomes

Learners should be able to:

• Be committed to the development of the potential of all staff
• Be aware of everyday formal and informal opportunities in which to use coaching 
   as a tool, to develop skills and improve performance
• Increase skills to relate to and build a positive relationship with staff
• Improve listening and feedback skills

Topics Covered

• Introduction to the workplace coach,
• The coaching model: personal values, emotional intelligence, beliefs,
• Roles and styles: relating and requiring,
• The coaching process,
• Coaching skills,
• Communication,
• Assessment and review



Project Management 

Who Should Attend
• Project managers and program managers  
• Project team leaders
• Heads of Department    
• Heads of Office

Programme Description
Effective project management involves meeting deadlines, working within budget, 
coordinating diverse groups of people and tasks, solving problems and achieving 
results. The purpose of this program is to provide learners with the skills and 
knowledge required to work effectively as part of a project management team 
using a project management approach to their organisation. The curriculum covers 
in-depth the essential elements of initiating and completing a successful project 
regardless of scope.

Programme Outcomes
On completion of this programme learners should be able to:

• Apply the knowledge and skills of project management to projects undertaken by 
   their organization
• Provide administrative support to a project manager and team members. 
• Be an effective project team member. 
• Provide assistance to a project manager of medium to large projects. 
• Analyse a project for cost, time, scope, risk and quality.

Topics
• The concepts and theory of Project Management
• QMS Principles
• Analysing a project according to cost, time, risk, quality and other resources.
• Project Management for NGO/NPO projects/events
• Project Management skills 
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Marketing Management 

Who Should Attend
• Marketing Managers, Sales Managers, Advertising Managers, 
• Public Relations Managers, Market Research Managers, 
• Customer Relationship Managers, Project managers and Program managers, and
• Marketing Management Consultants.
• In essence NGO staff who are responsible for marketing aspect of their 
   organisation.

Programme Description
The purpose of this programme is to equip learners with knowledge and skills 
to implement an effective marketing strategy. This course is designed to provide 
learners with an understanding of the marketing management framework of a NGO/
NPO organization. In addition learners will also gain an insight into the challenges 
which prevail through an experiential analysis hence enabling them to apply core 
competencies which include marketing knowledge, planning, control, problem-
solving and communication.

Programme Outcomes
On completion of this programme learners should be able to:

• Conduct Market Research
• Apply Marketing Principles
• Develop a Marketing Strategy and plan and integrate it with the organisations 
   strategy
• Apply the Marketing Laws and Ethics
• Conduct E-Marketing
• Understand the product mix concepts

Topics
• Marketing Principles   
• Marketing Strategy and Planning
• Marketing Research  
• Advertising and Brand Communications
• E-Marketing   
• Marketing Communications Mix
• Marketing Laws and EthicsREGENT Business School
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Legal Issues 

Who Should Attend
• Team leaders    • Heads of department
• Project and programme managers  • Marketing Managers
• Senior managers and executive directors • Sales Managers
•  Advertising Managers,    • Public Relations Managers

In addition, any individual who is involved in/or with a NGO organization will benefit 
from this course

Programme Description
The purpose of this programme is to equip learners with knowledge and skills 
regarding the legal aspects exclusive to NGOs, in order to ensure that they abide 
by these laws and regulations. This course is designed to expose students to actual 
issues faced by NGOs. The coursework will be based on a variety of practical 
exercises, including establishing an NGO, assessing NGO legislation, considering 
operational issues, laws affecting fundraising, Tax Law and the NPO Act.

Programme Outcomes
On completion of this programme learners should be able to:

• Understand and prepare the  founding documents to establish a NGO using South 
   African regulations
• Confront various operational issues, such as governance structure, conflict of 
   interest, economic activity and taxation.
• Discuss the NPO Laws
• Establish Labour Law in their organization
• Understand the Legislative framework which they are required to adhere to during 
   fundraisers

Topics
• Regulations governing South African NGOs  
• NPO/NGO Laws
• Labour Law for NGOs/NPOs   
• Sources of Law
• Operational Issues as an NGO/NPO  
• NPO Act
• Preparing the Founding DocumentsREGENT Business School
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Governance

Who Should Attend
• Project and Programme Managers
• Team leaders
• Founders and Board Members of NGOs
• Executive Directors and Department heads of NGOs
• Consultants who carry out assignments for NGOs.

Programme Description
Solid governance and a well-functioning board is crucial for the sustainability of 
an organization. The purpose of this programme is to equip learners with core 
knowledge; practical skills and tools to govern, manage and lead effectively a 
non-profit organization. Learners attending this course will be able to apply relevant 
sections of the Constitution and all other legislation (including regulations), that 
impact on NPOs/NGOs.

Programme Outcomes
On completion of this programme learners should be able to:

• Understand and explain the King Report
• Identify and apply the South African Constitution in relation to NGOs/NPOs. 
• Identify and apply supporting legislation, regulations and policy related to NGO/
   NPO governance.

Topics
• King Report
• South African Constitution
• Legislation and Policies related to NGO/NPO governance 
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Budgeting Essentials

Who Should Attend
• Project managers and Program managers,
• Department heads and Executive Directors
• Consultants who carry out assignments for NGOs

Programme Description
The purpose of this program is to build the confidence and budgeting skills of NGO 
staff by providing an overview regarding the application of the concept of Budgeting 
as well as describe the role of the budget in determining the economic -framework. 
In addition alternative types of budgets will be discussed in relation to the key 
factors which need to be considered when considering cash flows, expenditure and 
providing an analysis in general. 

Programme Outcomes
On completion of this programme learners should be able to:

• Apply the concept of budgeting 
• Identify key factors when analyzing a budget
• Prepare a summary report interpreting a budget
• Conduct basic calculations to provide meaning to cash flows and expenditure
• Participate and make recommendations in budgetary discussions

Topics
• The budget concept
• Key Factors in a Budget
• Different Formats of a Budget
• Cash Flow and Efficient Utilisation of Capital
• Overview and Summary of Budgets
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Financial / Accounting Management 

Who Should Attend
This course is valuable for:
• Non-financial group leaders.
• Project managers and program managers,
• Department heads and
• To empower NGO staff with the knowledge and skills necessary to manage NGO 
   finance.

Programme Description
Good accounting practice can support steady growth of an organisation and serves 
as a sign of good management. Hence it is vital that staff managing the finances are 
familiar with the concepts and language   of financial management. The Financial/
Accounting Management programme is designed to give participants the necessary 
knowledge and skills in order to understand and implement basic financial concepts 
in relation to Non-Profit Organisations.

Programme Outcomes
On completion of this programme learners should be able to:

• Understand what is an asset, liability, income and expenditure in the context of 
   NPOs 
• Perform basic bookkeeping functions
• Fulfill all administrative aspects in relation to office management
• Prepare and interpret an Income Statement and Balance Sheet
• Analyse financial statements and make recommendations

Topics
• Finance/Accounting Concepts pertaining to NGOs/NPOs
• Basic Bookkeeping 
• Office Management
• Preparing an Income Statement and Balance Sheet
• Analysis of Financial Statements
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Fund Raising 

Who Should Attend
This course is valuable for non-financial and financial group leaders:
• Marketing Managers, 
• Project managers and Program managers,
• Department heads and
• NGO staffs that require the knowledge and skills necessary to raise funds for their  
   organisaton.

Programme Description
The purpose of this programme is to empower NGOs/NPOs with the skills to 
effectively communicate an organization’s message to potential clients, staff, 
community, churches, and donors. This programme is also designed for community-
based NGOs to develop an outlook and enhance their skills for systematic fund 
raising using local resources.  

Programme Outcomes

Learners should be able to:

• Identify potential donor sources; and 
• Develop action plans and fund raising budgets 
• Craft a convincing and concise fund raising pitch 
• Develop a persuasive proposal
• Identify appropriate fund raising events 
• Project their costs and returns 
•  Build project teams 
• Assess their capability and readiness to implement a variety of fund raising 
   activities 
   that are suited to their local contexts and communities
• Enhance their skills in planning appropriate and effective fund raising strategies
• Identify their local constituency and learn how to cultivate donor relationships
• Identify local resources and opportunities for fund raising
• Develop a mindset for successful and systematic fund raising. 

Topics
• Potential donors and local resources available  
• Marketing
• Strategies and Plans for systematic fund raising   
• Project teams  
• Skills to develop a persuasive pitch or proposal
• Basic calculations to realising the cost and return involved in projects
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Managing and Leading 

Who Should Attend
• Team leaders
• Project and programme managers
• Heads of department
• Senior managers and executive directors

Programme Description
The provision of quality services to beneficiaries is the foundation stone for a 
successful NGO. Competition among NGOs in the delivery of services and in the 
acquisition of donor funding is rising. To achieve success, NGOs have to continually 
improve and professionalize their work, which puts more and more demands on the 
management and leadership of an organization. The team leader should lead by 
example, with enthusiasm and inspiration, recognizing member accomplishments, 
coaching and helping members to solving problems. To achieve the team’s 
objectives, the team leader needs to focus on the team members, their creative 
ideas and input. This approach helps the leader to keep the team motivated and 
on track for results. The purpose of this programme is to provide learners with the 
skills and knowledge to ensure that they provide successful leadership to their 
organization whilst establishing and maintaining a cooperative environment of trust 
and creativity.

Programme Outcomes
On completion of this programme learners should be able to:

• Organizing a team in relation to objectives
• Establishing a plan of action for the team and monitoring its implementation
• Managing a team and team dynamics between team members and groups within 
   the team
• Improving communication within the team and with management
• Understanding and resolving conflict
• Identifying effective leadership and management approaches
• Negotiating for better outcomes

Topics
• Organising a team   
• Defining the team’s objectives
• Managing team dynamics  
• Integrating new members
• Improving communication   
• Resolving conflict
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Wealth Management

Who Should Attend
• Intermediaries who need a level 5 qualification for licensing in Long-Term 
   Category C under the Financial Advisory and Intermediary Services Act (FAIS).  
• Intermediaries who need a level 5 qualification for licensing in Category 1 
   (non-discretionary) under the Financial Advisory and Intermediary Services Act (FAIS).  
• Financial Planners 
• Those that have attained a Level 4 Insurance and Investment Qualification and wish 
   to progress to the next level. 
• Those who have achieved a B. Comm. Degree and require a post graduate 
   qualification with a specialisation in Retirement Funds, Long-Term Insurance, 
   Financial Planning, Collective Investments or Medical Schemes.

Programme Description
It is intended to empower learners to acquire knowledge, skills, attitudes and values 
required to operate ethically and responsibly in the highly regulated Financial Services 
environment and to respond to the challenges posed by the changing nature of the 
Financial Services Industry. It should add value to the qualifying learner in terms of 
enrichment of the person, status, licensing and recognition.

Programme Outcomes

Learners should be able to:

• Gathering, analysing, synthesising and evaluating information, manipulating and 
   interpreting data and identifying trends, communicating information coherently in 
   writing and verbally, and showing insight into current affairs in the Financial Services 
   sector.
• Apply knowledge of economics, investment practices, tax and other financial 
   information to match the needs of clients to financial products.
• Applying knowledge of legislation, ethics, and compliance in the context of the 
   financial services sector in South Africa.

Topics
• Apply scenario planning to explain potential risk in a specified financial services context 
• Apply knowledge of the different asset classes in order to give financial advice 
• Apply a researched trend to individual financial risk 
• Determine the needs and wants of an entity in order to propose an appropriate 
   financial solution 
• Present a proposal to optimise the tax aspects of the wealth management of an 
   entity 
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Information Technology: 
End User Computing 

Who Should Attend
• Employed learners or new learners entering the workplace, requiring End User 
   Computing skills

Learning assumed
• It is assumed that the learner is competent in skills gained at the further education 
   and training band up to NQF level 2. Further learning assumed is that learners are 
   competent in End User Computing at NQF level 1.

Programme Description
The purpose of the qualification is to build the knowledge and skills required by 
learners in End User Computing. It is intended to empower learners to acquire 
knowledge, skills, attitudes and values required to operate confidently. The 
qualification provides a framework for learners to develop skills that will enable them 
to become competent in End User Computing. It introduces theoretical concepts 
of End User Computing and requires the application thereof, to develop a range of 
skills that will enable learners to be better-informed workers in their chosen industry. 

Programme Outcomes
On completion of this programme learners should be able to:

• Competently apply the knowledge, techniques & skills of End User Computing 
   applications in the workplace. 
• Understand the impact and use Information Communication & Technology (ICT) in 
   an organisation and society. 
• Improve Communication by combining communication skills with End User 
   Computing skills. 
• Improve the application of mathematical literacy in the workplace, by better 
   utilising applicable End User Computing Applications 

Topics
• Using ICT in the workplace
• Using Microsoft Office Word
• Communication
• Mathematical Literacy
• Using a Web Browser
• Using Microsoft Office Powerpoint
• Using Microsoft Office Excel
• Using Microsoft Office Outlook
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Risk Management

Who Should Attend
• Managers and Supervisors
• HR Representatives

Programme Description
Risk Management is a course that explores the nature of risk and ways to 
mitigate this risk thereby reducing any risk of financial and reputational loss to 
an organisation. The course covers how to set up risk management system as 
well as practical aspects of identifying, evaluating, assessing, monitoring and 
administrating this risk. By the conclusion of the course, participants will have a 
better understanding of risk management process and how to use this process in 
making effective decisions.

Programme Outcomes
On completion of this programme learners should be able to:

• Identify the various risks (both internal and external) an organisation is exposed to
• Quantify the level/amount of risk that the company is exposed to
• Being able to effectively evaluate risk and develop appropriate risk controls 
• Implement risk management programmes in the organisation to mitigate risks
• Using the Risk Management framework to make effective decisions under 
   conditions of risk and uncertainty

Topics
• What is Risk Management
• Focus on the Concept of Risk and identify the source of risk
• Decision Making Under Conditions of Risk and Uncertainty 
• Good Corporate Governance  and Enterprise Risk Management (ERM)
• Managing  Risk
• Responding to risks by implementing Risk Controls
• Interrelationships Between Risk Control and Financial Elements  in the Risk 
   Management Process
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Emotional Intelligence

Who Should Attend
• Managers and Supervisors
• HR Representatives
• Staff and Executive Teams

Programme Description
The ability to express and control our own emotions is important, but so is our ability 
to understand, interpret, and respond to the emotions of others. Imagine a world 
where you couldn’t understand when a friend was feeling sad or when a co-worker 
was angry. Psychologists refer to this ability as emotional intelligence, and some 
experts even suggest that it can be more important than IQ. Learn more about 
exactly what emotional intelligence is, how it works, and how it is measured.

Programme Outcomes
On completion of this programme learners should be able to:

• Introspect and accept responsibility for their thoughts, words and actions.
• Become more self-aware and begin to pay attention to their inner-state
• Learn why they lose motivation and how to get their motivation back
• Learn how to converse with others in a productive way when things go wrong
• Commit to stop their own unproductive behaviours
• Determine their stress analysis score and strategise solutions
• Write down goals in order to regain focus and direction
• Learn how to regain lost confidence or to increase the confidence they already have
• Learn how to become more adaptable to change
• Accept responsibility for their attitude and  moods
• Embrace the ten life laws that can change their lives.

Topics
• Concept of Emotional Intelligence.
• Impact of Emotional Intelligence on Leadership.
• Emotional Intelligence vs Self Management and its relation to Leadership.
• Emotional Intelligence and Social Awareness in relation to leadership.
• Response Techniques of emotional intelligence.
• Techniques of managing stress.
• Role of Emotional Intelligence in building trust.
• Intrapersonal 
• Emotional Self-Awareness 
• Reliant and free of emotional dependency on others
• Self Actualisation
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Supply Chain Management

Who Should Attend
Private and public sector delegates involved in business and commerce considering 
a future in Supply Chain Management.

Programme Description
This course provides an objective overview of Supply Chain Management from a 
practical business perspective: the tenets of innovation and the ‘lean organisation’ 
and implications for the organisation and its supply chain; the process of innovation 
and the alignment between innovation and supply chain management; the 
resolution of key issues critical to supply chain management that will result in 
improved performance; the concept of risk and uncertainty in SCM and strategies to 
reduce these. Delegates attending the course will have the opportunity to develop 
practical skills for use directly on their return to the organisation.

Programme Outcomes
On completion of this programme learners should be able to:

• Have an understanding of what supply chain management is all about, the 
   benefits of integrated business planning and recognise the benefits as well as the 
   requirements of a robust supply chain management process.
• Be familiar with the basics of purchasing and the purchasing environment in the 
   public sector.
• Be able to produce a plan to ensure successful delivery and stakeholder 
   satisfaction, by planning and running projects using best practises in a 6 step 
   project management processes.
• Have an understanding of the various approaches, tools and strategies used in 
   negotiations and give you a foundation for negotiating with extreme diligence and 
   effectiveness.
• Understand the basics of clear role differentiation, responsibilities of every role-
   player and help identify meaningful measures to support the process.
• Become aware of the basic subjects in the field of price and cost analysis from a 
   purchasing and production perspective and give you a foundation for thinking 
   about price and cost analysis in a strategically integrated manner.

Topics
• Understanding supply chain management and its optimisation,
• Models, forecasting and relationships in supply chain management, and
• Value added services and logistics
• PFMA
• Tools, Strategies and Techniques used in negotiations.
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