
 

 

 الخدزيب:

هما جلدم شسهت هلاٌ العساق مجاٌ الخدزيب للمشازيع الملامت من كبل الشسهت او المشازيع 

التي جلىم بدنفيرها شسواث اخسي طىاء وان الخدزيب داخل مىكع العمل او خازحه وداخل 

لعساق او خازحه خيث جىفس الشسهت وادز من المدزبين الأهفاء ذوي الخبره العاليت في مجاٌ ا

جدزيب جلنيت المعلىماث هما جىفس كاعاث مناطبت لهرا المجاٌ في ملس الشسهت في بغداد و فسعها 

 Microsoft , Cisco andفي الأزدن هما ان الخدزيب معخمدا اعخمادا واملا من شسواث مثل 

Redhat :في مخخلف اللطاعاث مثل 

- CCNA,CCNP,CCVP and CCSP 

- MCSE , MCITP Server Administrator and Enterprise Administrator 

- RHCE and RHCA. 

a. :دوزاث جأهيليت و جصدز شهاداتها من بسيطاهيا مباشسة و معخمدة من بسيطاهيا 

  اجيىيذ العمل 

  جخطيط هجاح العمل 

 طلىن الملابلاث الشخصيت 

 زة شؤون المىظفين و الأفسادادا 

  الخفىير الأبداعي 

  اخلاكياث العمل 

  جطىيس مهازاث الخدزيب 

  اعداد المدزبين 

 

 

 



 

 

 

  مهازاث العسوض الخلدًميتو الخددر للعامت 

  مبادئ ادازة المشازيع 

 ادازة المشازيع المخىططت 

 ادازة المشازيع المخلدمت 

 ادازة الىكذ 

 العمل جدذ الظغىط 

  ادازة الخغيير 

  مهازاث الخفاوض و الخداوز 

 ادازة الأحخماعاث و الملخلياث 

b.  و غيرها الىثير من الدوزاث هما جدخىي الدوزاث خازج العساق على زخلاث جسفيهيت

للبدس الميذ و العلبت و البتراء اطافت الى جدمل وافت مصازيف الأكامت و 

وفيما ًلي حصء زدن.الخنللاث في الأزدن و الأكامت في افخم الفنادق المىحىدة في الأ 

 من مدخىياث هره الدوزاث.



 

 

 

Human Resource Management 

 

Business Succession Planning 

Programme duration: 12 hours 

Training Objectives 
By end of programme, delegates will: 

 Understand the importance of succession planning for businesses. 

 Gain experience with the key elements of a succession plan. 

 Comprehend aspects of a succession plan. 

 Recognise the elements of an effective succession plan. 

 جخطيط هجاح العمل : -

  طاعت جدزيبيت  21مدة البرهامج 

  ًفي اهتهاء البرهامج ًخمىً المخدزب م 

 الىاجح لأي عمل  فهم اهميت الخخطيط 

  اهدظاب الخبرة اليافيت لعىاصس الخخطيط الىاجح 

  فهم عىاصس الخخطيط الىاجح 

 الخعسف على اهم عىاصس الخخطيط الىاجح  

Behavioural Interviewing Skills 

Programme duration: 16 hours 

Training Objectives 
By end of programme, delegates will: 

 Understand the importance of hiring the right people. 

 Recognise recruitment costs. 

 Set an effective interviewing process for selecting employees. 

 Prepare job advertisements. 

 Develop professional job analysis and position profile. 

 Use traditional, behavioral, achievement oriented, and situational questions 

during an interviewing process. 

 Earn the skills needed for conducting effective interviews for difficult 

applicants. 

 Learn useful tactics for checking references. 

 طلىن الملابلاث الشخصيت 

  طاعت جدزيبيت  21مدة البرهامج 

 :ًًخمىً المخدزب بعد الدوزة م  

o  فهم اهميت اخخياز الشخصياث الصخيدت للأعماٌ المطلىبت 

o  الخعسف على جياليف الخىظيف 



 

 

 

o  وطع خطت ملابلت جفاعليت لأخخياز المىظفين 

o  جدظير خطت اعلان عً الىظفيت المطلىبت 

o  الفعلي للعمل المطلىب جطىيس الخدليل 

o  جدظير اطئلت فعالت و مخلدمت ازىاء عمليت الملابلت 

o حعلم المهازاث المطلىبت لملابلت الأشخاص ذوي الىفاءاث العاليت بفعاليت 

o  حعلم الخىخيً الصخيذ للخأهد مً مصادز المخلدم للىظيفت 

HRM for the Non HR Managers 

Programme duration: 24 hours 

Training Objectives 
By end of programme, delegates will: 

 Develop knowledge of the latest trends in the human resource management. 

 Learn the art of writing job specifications and identifying core competencies. 

 Use behavioral description interviewing techniques to build comprehensive 

knowledge of the different methods of finding, selecting, and keeping the best 

people. 

 Learn how to conduct new employee orientation programs. 

 Master key skills for handling compensation and benefits issues. 

 Learn the art of maintaining healthy employee relations. 

 Gain the needed capabilities for making effective and fair performance 

appraisals. 

  ادازة ػإون المىظفين لغير مدزاء ػإون المىظفين 

  طاعت جدزيبيت  13مدة الدوزة 

  ًخمىً المخدزب بعدها مً الخالي 

o فين الخدًثت جطىيس المعسفت باججاهاث ادازة ػإون المىظ 

o  حعلم فً هخابت مىاصفاث المهً و الىظائف 

o  حعلم ادق الخفاصيل الخدًثت لأخخياز و وجىد الىاض الأفظل و المىظفين المثاليين 

o حعلم هيفيت وطع بسهامج وظيفي جدًد 

o  حعلم ابلاء العلاكاث طيبت بين المىظفين 

o اهدظاب المهازاث الفعالت في صىع الخخمين الصخيذ 

Talent Management 

Programme duration: 16 hours 

Training Objectives 

By end of programme, delegates will: 

 Implement the aspects of effective talent management in organisations 



 

 

 

 Earn the skills required to manage high potential candidates 

 Master strategies for promoting talent and positive capabilities within 

organisations 

 Recognise the principles of Competency Based Management (CBM) 

 Learn professional terminology of talent management 

  ادازة المىاهب 

  طاعت  21المدة الخدزيبيت 

 : ًطخمىً المخدزب بعدها م 

o بىاء مهازاث ادازة المىاهب داخل المإطظت 

o  حعلم المهازاث المطلىبت لأدازة المسشخين ذوي اللدزاث العاليت 

o  حعلم اطتراجيجياث فعالت لأدزاة و جلىيت المهازاث داحخل المإطظاث 

o  دازة المىافظاث و المهازاث الخعسف على المبادئ الأطاطيت لأ 

o حعلم طياطت مخلدمت لأدازة المهازاث 

Sales Skills Development 

 

Creating Effective Sales Presentations 

Programme duration: 8 hours 

Training Objectives 

By end of programme, delegates will: 

 Recognise the key elements of writing good proposals 

 Learn how to write professional proposals 

 Learn how to leave a remarkable first impression to help them perform 

winning sales presentations 

 Feel more comfortable and professional when performing presentations and 

during face to face interactions 

 طىيس مهازاث البيع ج 

  طاعاث  8مدة الدوزة 

 : ًًخمىً المخدزب بعدها م 

o  الخعسف على العىاصس السئيظيت في هخابت العسوض الجيدة 

o  الخعلم هيفيت هخابت عسوض مخلدمت 

o  الخعلم هيفيت وطع علاماث فازكت في عمليت البيع للفىش بها 

o للىجه مع الصبىن  الؼعىز بالساخت اهثر عىد جلدًم العسوض و الملابلت وجها  

Building Relationships for Success in Sales 

Programme duration: 8 hours 

Training Objectives 
By end of programme, delegates will: 



 

 

 

 Recognise the importance of customer satisfaction as a key to business 

profitability. 

 Learn ways to increase customer satisfaction and maintain customer loyalty. 

 Develop abilities to build credibility and become a friend in sales. 

 Master strategies for developing successful relationships as sales people. 

 Get better sales results. 

  بىاء العلاكاث للىجاح في البيع 

  طاعاث  8مدة الدوزة 

 : ًًخمىً المخدزب بعد هره الدوزة م 

o  الخعسف على اهميت وطع الصبىن و جلييمه و اهميت الخلييم الصخيذ 

o  حعلم الطسق لسفع اعجاب الصبىن 

o  جطىيس اللدزاث لبىاء مصداكيت لىظب الصبىن هصدًم دائم 

o  اطتراجيجياث بىاءة لبىاء علاكاث صخيدت هشخص مبيعاث 

o ى هخائج بيع اخظً الخصىٌ عل 

Training Skills Development 

 

Train the Trainer 

Programme duration: 32 hours 

Training Objectives 
By end of programme, delegates will: 

 Earn the essential skills for training 

 Develop knowledge of adult learning and learn how to put it in use for 

conducting effective training sessions. 

 Learn how to develop a training session 

 Learn how to add games to a training session to make it more funny and 

enjoyable 

 Become familiar with the different methods of training delivery 

  جطىيس مهاءاث الخدزيب 

  طاعت  21الخدزيب مدة 

 : ًًخمىً المخدزب بعدها م 

o  الخعسف على المهازاث السئيظيت في الخدزيب 

o  جطىيس عمليت جدزيب البالغين و اطخخدام طسق فعالت لىطعها في خطت الخدزيب 

o  الخعلم هيفيت بىاء جلظت جدزيبيت 

o  الخعلم هيفيت اطافت العاب ممخعت لعمليت الخدزيب 

o  طسق لخدزيب عدة مىاطيع مخلخفههيف جصبذ مخفاعلا مع عدة 



 

 

 

Advanced Training Skills 

Programme duration: 24 hours 

Training Objectives 

By end of programme, delegates will: 

 Develop understanding of learning styles and learn how to join them in a 

training session 

 Recognise the key principles of effective communication required for an 

effective training session 

 Master techniques to stimulate participation 

 Develop a training session plan 

 Learn different levels and styles of evaluation and know how and when to use 

each 

 Understand how and when to use humour in training session 

 Master advanced interventions for difficult situations 

 مهازاث الخدزيب المخطىزة 

  طاعت  13مدة الدوزة 

 : ًًخمىً المخدزب بعدها م 

o  حعلم طسق مخخلفت لخىصيل المعلىمت 

o  الخعسف على المفاجيذ السئيظيت في الخدزيب للخىاصل بؼيل فعاٌ في جلظت الخدزيب 

o  جلىياث فعالت لخفاعل المخدزبين 

o  جطىيس مىهج جدزيبي و خطت جدزيب 

o لخلييم و اطخخدامها بؼيل فعاٌ في عمليت الخدزيب حعلم طسق مخخلفت ل 

o  حعلم متى و هيف اطخخدام زوح الدعابت في الخدزيب 

o  الخغلب على الخالاث الصعبت ازىاء عمليت الخدزيب 

Personal Skills Development 

 

Anger Management 

Programme duration: 8 hours 

Training Objectives 
By end of programme, delegates will: 

 Recognise how anger affects bodies, minds, behaviour, and productivity. 

 Learn how to apply the six-step method to break negative patterns and 

replace them with appropriate models for assertive anger. 

 Develop capabilities to control their own emotions. 

 Learn ways to handle other people’s anger. 
 Identify ways to help others manage their repressed or expressed anger. 

 



 

 

 

  ادازة الغظب 

  طاعاث  8مدة الخدزيب 

 :ًًخمىً المخدزب م 

o  الخعسف على جأزير الغظب على الجظم و العلل و الإهخاجيت 

o  حعلم هيفيت اطخخدام خطت الظذ خطىاث لأطدبداٌ الغظب بعىاصس جيدة 

o  جطىيس مهازاث الخدىم بالمؼاعس 

o  حعلم الطسق للخدىم بالغظب 

o الخدىم بالغظب  الخعسف على الطسق مظاعدة الغير في 

 

Business Etiquette 

Programme duration: 8 hours 

Training Objectives 

By end of programme, delegates will: 

 Demonstrate ways to leave a positive first impression as business 

professionals 

 Learn about dress codes for different occasions 

 Develop self confidence and learn how to behave professionally during 

business communications 

 Master the essentials of dining etiquette 

 Learn ways to feel more comfortable during socialising and meeting new 

people 

 Learn how to reflect feelings of trust, credibility, and rapport during business 

meetings 

  اجيىيذ العمل 

  طاعاث  8مدة الخدزيب 

  ًًخمىً الطالب بعدها م 

o  ػسح طسق لأطافت الإهطباع الأوٌ للماهسيً في العمل 

o  حعلم ػفساث لبع الملابع الصخيدت لمخخلف مىاطباث العمل 

o  هيفيت الخعامل بطسيلت مخلدمت ازىاء الأجصاٌ مع مخخلف طبلاث العمل 

o اء العمل اطاطياث و مهازاث الخصسف ازىاء غد 

o  حعلم الطسق الجدًدة للؼعىز بالساخت ازىاء ملابلت اشخاص مً مظخىياث مخخلفت 

o حعلم هيفيت جسن ػعىز الثلت و المصداكيت ازىاء طاعاث العمل و للاءاث العمل 

 



 

 

 

Public Speaking and Presentation Skills 

Programme duration: 16 hours 

Training Objectives 

By end of programme, delegates will: 

 Learn easy preparation methods for speeches and presentations 

 Master the art of anticipating questions and prepare answers 

 Overcome nervous situations during delivery of public speeches 

 Learn how to handle hostile situations during public speeches. 

 Master key presentation techniques needed to establish credibility and getting 

people's sympathies 

 الخددر للعامت و مهازاث العسوض الخلدًميت 

  طاعت  21مدة الدوزة 

  ًًخمىً المخدزب م 

o  حعلم هيفيت الخدظير البظيط للمداوزاث و العسوض الخلدًميت 

o  الخمىً مً جدظير الأطئلت و الإجاباث اليافيت 

o  ججاوش مساخل الخىف و التردد ازىاء الخىازاث العامت و العسوض 

o لمطلىبت لبىاء خىاز فعاٌ و عسوض جلدًميت مخطىزة الخلىياث الأطاطيت ا 

Critical Thinking 

Programme duration: 16 hours 

Training Objectives 
By end of programme, delegates will: 

 Understand the difference between critical and non-critical thinking 

 Identify their critical thinking styles 

 Recognise areas of strength and weaknesses of their critical thinking styles 

and learn how to improve them 

 Apply the critical thinking process to develop, analyse, and prepare powerful 

arguments 

 Earn the skills needed to develop and evaluate explanations 

 Master key critical thinking skills such as active listening and questioning 

 Implement analytical thought systems and master creative thinking 

techniques 

  الخفىير الأبداعي 

  طاعت  21مدة الدوزة 

 :ًًخمىً الطاالب بعدها م 

o  فهم الفسق مً الخفىير الأبداعي و غير الأبداعي 

o  الخعسف على اهماط الخفىير الأبداعي 

o  الخعسف على ماطً اللىة و الظعف في جفىير المخدزب و الخمىً مً جطىيسه 



 

 

 

o  جطبيم خطىاث الخفىير الأبداعي لخطىيس العمل 

o لمفاجيذ الأطاطيت في الخفىير الأبداعي و مهمت الأطخماع الفعاٌ و الأطئلت الفعالتا 

o  ًٌىاء الخدليلاث الىاكعيت و فهم جلىياث الخفىير الفعا 

Stress Management 

Programme duration: 8 hours 

Training Objectives 
By end of programme, delegates will: 

 Understand and realise the nature and causes of stress 

 Earn the abilities to handle stressful situations 

 Develop personalised techniques to manage stress 

 Learn new ways to problem solving and managing workload 

  ادازة الظغىط 

  طاعاث  8مدة الدوزة 

 :ًًخمىً المخدزب بعدها م 

o  الظغىط فهم جأزير 

o  اهدظاب اللدزاث للخمىً مً الظغىط 

o  جطىيس جلىياث شخصيت لأدازة الظغىط 

o  حعلم طسق جدًدة لخل و ادازة الظغىط 

Accounting and Financial Management  

 

Accounting for Non Accountants 

Programme duration: 24 hours 

Training Objectives 
By end of programme, delegates will: 

 Develop knowledge of accounting terminology 

 Analyze and interpret financial reports and compare financial information 

accordingly 

 Prepare the statutory requirement reports 

 Comprehend the concept of working capital 

 Learn how to obtain information from annual reports 

 Describe the concept of accrual accounting 

 Conclude financial recommendations for business 

  المداطبت و الأدازة الإكخصادًت 

  طاعت  13مدة الدوزة 

  ًًخمىً المخدزب بعدها م 



 

 

 

o  جطىيس المعسفت في مجاٌ المداطبت 

o  جدليل و وطع الخلازيس الماليت الصخيدت 

o  جدظير الخلازيس الدوزيت الماليت 

o  ٌادزان بىاء زاض الما 

o  الخعلم هيفيت اخر المعلىماث مً الخلازيس الدوزيت 

o أ المداطبت الدكيلت ػسح مبد 

o  جلخيص جلازيس ماليت للعمل 

Budgeting and Managing Money 

Programme duration: 16 hours 

Training Objectives 
By end of programme, delegates will: 

 Learn how to evaluate the financial performance of firms. 

 Improve their financial decision making skills. 

 Gain the knowledge needed for comparing investment opportunities. 

 Develop comprehensive knowledge of the financial management concepts. 

 Appreciate different financial management software applications. 

 Earn the skills needed to control the flow of money through organizations and 

departments. 

 Master a variety of budgeting and forecasting techniques. 

  ٌالميزاهياث و ادازة الأمىا 

  طاعت  21مدة الدوزة 

 : ًًخمىً المخدزب بعدها م 

o  الخعلم هيفيت جصييف الأداء المالي للمإطظاث 

o  جطىيس مهازاث اجخاذ اللسازاث الماليت 

o  اهدظاب المعسفت اليافيت لملازهت فسص الأطدثماز 

o  جطىيس معسفت مبادئ الأدازة الماليت 

o داطبت البظيطت الخعسف على بسمجياث الم 

o  اهدظاب المهازاث المطلىبت للخدىم في طيىلت الأمىاٌ لدي المإطظاث 

o الخمىً مً جلىياث الميزاهياث و الدفعاث الماليت 

 

 



 

 

 

Project Management 

Fundamentals of Project Management 

Programme duration: 8 hours 

Training Objectives 
By end of programme, delegates will: 

 Recognise the meaning of the terms project and project management. 

 Appreciate the benefits of projects 

 Comprehend the phases of a project’s life cycle 

 Develop skills to help them sell project ideas 

 Learn how to prioritise projects 

 Earn the capabilities to conceptualise projects, set goals, and develop vision 

statements 

 Learn how to use project planning tools including target charts 

 Complete a Statement of Work 

  مبادئ ادازة المؼازيع 

  طاعاث  8مدة الدوزة 

 : ًًخمىً ابمخدزب بعدها م 

o  الخعسف على معاوي ولماث المؼسوع و ادازة المؼسوع 

o  الخعسف على فىائد المؼازيع 

o  الخعسف على مساخل جطىز خياة المؼسوع 

o  جطىيس مهازاث بيع المؼازيع 

o  الخعلم هيفيت جسجيب اولىياث المؼازيع 

o اليافيت للخعسف على المؼازيع ووطع الأهداف و جطىيس السؤيا  اهدظاب اللدزاث 

o  حعلم هيفيت اطخخدام جخطيط المؼازيع و ادواث جخطيط المؼازيع 

o ٌاطخىماٌ و حظليم الأعما 

Intermediate Project Management 

Programme duration: 8 hours 

Training Objectives 
By end of programme, delegates will: 

 Identify project’s tasks and resources 

 Learn how to use the Work Breakdown Structure WBS to order tasks 

 Earn the skills needed for effective scheduling 

 Learn how to use project planning tools including Gantt charts, PERT 

diagrams, and network diagrams 

 Be able to prepare a project budget and learn how to modify it to meet 

targets 
 Develop risk management skills 



 

 

 

 Develop a change control process 

 Learn how to execute and terminate projects 

  ادازة مؼازيع مخىططت 

  طاعاث  8مدة الدوزة 

  ًًخمىً الطالب بعدها م 

o  الخعسف على مهام المؼسوع و المصادز 

o  حعلم هيفيت وطع مخطط لخىظيم المهام 

o  حعلم هيفيت اطخخدام ادواث جخطيط المؼازيع 

o  ًصبذ كادز على جدظير ميزاهياث المؼازيع ووطع الأهداف 

o  جطىيس مهازاث ادازة المخاطس 

o طىيس عمليت الخدىم بالخغيير المفاجئ ج 

o حعلم هيفيت بدء و جىفير و انهاء المؼسوع 

Advanced Project Management 

Programme duration: 8 hours 

Training Objectives 
By end of programme, delegates will: 

 Learn how to choose a project team based on objective judgement 

 Learn ways to get the optimum results from a project team 

 Earn the skills to support and help project teams maximise their capabilities 

and enhance their functionality. 

 Learn techniques to reward and motivate a project team 

 Produce and implement a communication plan 

 Develop skills and learn methods for effective communication with project 

sponsors and executives. 

 Identify problematic team members and apply strategies and tactics for 

working with them 

  ادازة المؼازيع المخلدمت 

  طاعاث  8مدة الدوزة 

 :ًًخمىً المخدزب بعدها م 

o هيفيت اخخياز فسيم المؼسوع 

o  حعلم هيفيت اخر الخلاصت مً فسيم المؼسوع 

o  حعلم المهازاث التي جدفع الفسيم لأعطاء افظل اداء في عدة ظسوف مخخلفت 

o  حعلم الخلىياث لدفع الفسيم لأداء افظل 

o خطط للأجصالاث بين الفسيم جلدًم و جطىيس م 

o  جطىيس مهازاث الخىاز مع مىفرًً المؼازيع 



 

 

 

o  الخعسف على مؼاول الفسيم و مىاجهت الخددًاث ازىاء المؼازيع 

Marketing 

 

Call Centre Training 

Programme duration: 24 hours 

Training Objectives 
By end of programme, delegates will: 

 Recognize the aspects of verbal communication and put them into use; 

deliver messages clearly. 

 Develop the questioning and listening skills needed to deliver superior service 

over the phone. 

 Learn the best ways to deliver bad news and say “no” with confidence and 

comfort. 

 Appreciate the importance of creating and delivering meaningful messages. 

 Master tools to facilitate communication. 

 Understand the value of personalizing interactions and developing 

relationships. 
 Apply vocal techniques that enhance speech and communication ability. 

  

Marketing for Non Marketers 

Programme duration: 24 hours 

Training Objectives 
By end of programme, delegates will: 

 Recognise the role of marketing in modern organisations 

 Learn how to create a Mission Statement for their organisations 

 Comprehend different methodologies for market segmentation 

 Gain knowledge on the key elements in an effective marketing strategy 

 Learn about the elements of an effective pricing strategy 

 Recognise the key success factors in successful product introduction 

 Understand the key factors in successful promotional campaigns 

 الدظىيم لغير المظىكين 

  طاعت  13مدة الدوزة 

 : ًًخمىً المخدزب بعدها م 

o  الخعسف على كىاعد الدظىيم في المإطظاث الخدًثت 

o  الخعلم هيفيت اوؼاء مخطط مبيعاث لأي مإطظت 

o  حعلم طسق مخخلفت لدزاطت الظىق بطسيلت جيدة 

o  اهدظاب معسفت وافيت عً اطتراجيجيت المبيعاث 



 

 

 

o  حعلم اطتراجيجيت وطع ألأطعاز 

o  الخعسف على مفاجيذ الىجاح في جلدًم معلىماث عً المىخج بطسيلت هاجخت 

o فهم العىامل الأطاطيت في الدظىيم الىاجح 

Marketing for Business Success 

Programme duration: 8 hours 

Training Objectives 
By end of programme, delegates will: 

 Understand what is meant by “marketing”. 

 Discover low-cost methods to market businesses effectively. 

 Learn how to develop a marketing plan. 

 Learn how to plan a marketing campaign. 

 Perform SWOT analysis to understand markets and competitive positions. 

  الدظىيم مً اجل هجاح العمل 

  طاعاث  8مدة الدوزة 

  ًًخمىً المخدزب بعدها م 

o  فهم الملصىد بيلمت حظىيم 

o  اهدؼاف اهثر الطسق جيلفت في حظىيم العمل 

o  حعلم هيفيت جطىيس مهطط حظىيم 

o  حعلم هيفيت وطع خملت اعلاهيت هاجخت 

o  جطبيم هظسيتSWOT  الخدليليت لفهم المىافظت في الظىق 

Telemarketing 

Programme duration: 16 hours 

Training Objectives 

By end of programme, delegates will: 

 Learn ways to build and maintain trust and respect as telemarketers. 

 Develop skills to warm up their sales approach. 

 Master tactics to reduce the fear of cold calling. 

 Learn ways to give a positive first impression. 

 Learn strategies that help them determine and speak to the decision-makers. 

 Develop personalised scripts to maximise efficiency while marketing over the 

phone. 

 Learn how to create interest, handle objections, and close the sale. 

 

 



 

 

 

Competitive Analysis 

Programme duration: 24 hours 

Training Objectives 

By end of programme, delegates will: 

 Understand what is meant by competitive analysis. 

 Develop the skills to analyse, comprehend, and anticipate competitors’ 

strategies, tactics, moves, and manoeuvres. 

 Master the use of key competitive analysis tools including industry analysis 

(the nine forces), war gaming, competitive positioning analysis, and product 

line analysis.  
 Learn ways to communicate analysis results to decision makers. 

Management Skills 

 

Risk Management 

Programme duration: 8 hours 

Training Objectives 

By end of programme, delegates will: 

 Be able to define risk and risk management 

 Develop knowledge about the COSO ERM cube and ISO 31000 

 Be able to setup a risk management context 

 Illustrate thorough understanding of the 7 R’s and 4 T’s that establish a 

framework of risk management activities. 

 Demonstrate the ability to perform a complete risk assessment 

 Be able to determine appropriate responses to risks and develop reaction 

plans. 

 Master the key components of a risk management program, including 

reporting, monitoring, and evaluation. 

 ادازة المخاطس 

  طاعاث  8مدة الدوزة 

 ًًخمىً المخدزب بعدها م 

o زة المخاطس كادز على حعسيف مصطلح ادا 

o  جطىيس المعسفت عً هظامCOSO  22333و هظام اًصو 

o  كادز على وطع خالت ادازة مخاطس واملت 

o  حي التي جددد وؼاط ادازة المخاطس  3از و  7جىطيذ وامل عً طسيم فهم كىاهين 

o  كادز على جىىيً زدود فعل مىاطبت و جطىيس خطط زد فعل للمخاطس المدخملت 

o  طاطيت في ادازة المخاطس مً جلازيس و زدود افعاٌ و مساكبت اداءالخمىً مً المفاجيذ الأ 

 



 

 

 

 

Business Leadership for Managers 

Programme duration: 24 hours 

Training Objectives 

By end of programme, delegates will: 

 Be able to identify their leadership profile. 

 Evaluate their leadership competencies and learn ways to develop strengths 

to use for success as managers. 

 Gain key skills and master tools that can help them become better leaders 

 Develop competencies enabling them to influence and communicate 

effectively with others 

 Gain key problem solving and decision making skills necessary for their roles 

as managers 

 Be able to apply strategic analysis tools to introduce change to organisations 

 Learn how to prepare for and embrace change in organisations 

  كيادة العمل للمدزاء 

  طاعت  13مدة الدوزة 

 :ًًخمىً المخدزب بعدها م 

o  كادزيً على الخعسف على كدزتهم في الليادة 

o  ٌجلدًس مدي كدزتهم على الليادة و الخعسف على الطسق المىاطبت لأدازة الأعما 

o  اهدظاب المهازاث اليافيت ليصبدىا كادة هفىئين 

o  جطىيس مهازاث الخعامل مع الأخسيً في العمل 

o اذ اللسازاث المىاطبت مً مىاصبهم هلادة للعمل اهدظاب مهازاث خل المؼاول و اجخ 

o كادزيً على اطخخدام الأدواث المهمت لخدليل الخغييراث داخل المإطظاث 

o  الخعلم هيفيت الخدظير و الخجهيز للخغيير داخل المإطظت 

Change Management 

Programme duration: 8 hours 

Training Objectives 
By end of programme, delegates will: 

 Appreciate the strategic importance of change for the survival of 

organisations 

 Develop understanding of the different ways of positive and negative reaction 

to change 

 Recognise the role of attitude as the key factor of adaptation to change 

 Identify the stages of change 

 Learn ways and tactics to deal with change management issues 
 Develop strategies for dealing with and accepting changes in organisations 



 

 

 

  ادازة الخغيير 

  طاعاث  8مدة الدوزة 

  ًًخمىً المخدزب بعدها م 

o ل المإطظتجلدًس طتراجيجيت الخغيير و اهميخه داخ 

o  جطىيس فهم الطسق المخخلفت لسد فعل الخغيير الأجابي و الظلبي 

o  الخعسف على طسق الخغيير المىاطبت 

o  الخعسف على مساخل الخغيير 

o  حعلم طسق و جىخيياث جدًدة للخفاعل مع ادازة الخغيير 

o جطىيس اطتراجيجياث للخفاعل مع الخغيير داخل المإطظاث 

Meeting Management 

Programme duration: 8 hours 

Training Objectives 

By end of programme, delegates will: 

 Appreciate meetings as an effective management tool. 

 Comprehend the planning step for conducting effective meetings. 

 Master tools for creating and establishing a safe medium for discussion. 

 Master techniques for handling counter-productive behaviour in meetings. 

  ادازة اجخماعاث 

  طاعاث  8مدة الدوزة 

  ًًخمىً المخدزب بعدها م 

o  ادازة الأجخماعاث بطسيلت هاجخت 

o  الخطىاث الأطاطيت لىطع اجخماعاث هاجخت 

o  الأدواث المىاطبت لأوؼاء خللاث هلاغ هاجخت 

o الخلىياث الأطاطيت لأدازة الخصسفاث داخل الأجخماعاث 

Negotiation Skills 

Programme duration: 16 hours 

Training Objectives 

By end of programme, delegates will: 

 Recognise the benefits of good negotiation skills. 

 Appreciate the importance of preparing for the negotiation process. 

 Identify the different negotiation styles and learn what to use and when to 

use. 

 Develop strategies for dealing with tough or unfair tactics. 
 Develop skills for producing alternatives and identifying options. 



 

 

 

 Grasp key negotiation principles, including BATNA, WATNA, WAP, and the 

ZOPA. 

  مهازاث الخداوز 

  طاعت  21مدة الدوزة 

  ًًخمىً المخدزب بعدها م 

o  الخعسف على فىائد الخداوز البىاء 

o  الخدظير لعمليت الخداوز و الخفاوض مظبلا 

o  الخعسف على اطاليب الخفاوض المخخلفت و الخعسف متى و اًً ًخم اطخخدامها 

o  اطتراجيدياث للأجفاق جطىيس 

o  جطىيس مهازاث خلم طسق و خيازاث اخسي ازىاء عمليت الخداوز 

o  الخعسف على المبادئ الأطاطيت منهاBATNA, WATNA, WAP, ZOPA. 

Problem Solving and Decision Making 

Programme duration: 16 hours 

Training Objectives 
By end of programme, delegates will: 

 Develop awareness of problem solving steps. 

 Identify their problem solving styles. 

 Master a variety of problem solving tools. 

 Identify root causes from symptoms to the identification of appropriate 

solutions for different problems. 

 Acquire problem solving and decision making skills by matching their problem 

solving style. 

 Recognise ways to think creatively and work towards creative solutions. 

 Grasp knowledge of the top ten rules of good decision-making. 

  خل المؼاول و صىع اللساز 

  طاعت  21مدة الدوزة 

 خدزب بعدها مً ًخمىً الم 

o  جطىيس مهازاث و خطىاث خل المؼاول 

o  الىخعسف على اهماط خل المؼاول 

o  الخعسف على ادواث خل المؼاول المخخلفت 

o  الخعسف على المظبباث السئيظيت المؼيلت للمؼاول 

o  معاًسة خل المؼيله و صىع اللساز على خظب وطع المؼيله 

o باججاه خل المؼيلت  الخعسف علس طسق الخفىير الأبداعي و الإججاه 

o  جطىيً معسفت وافيت لللىاعد العؼسة لصىع اللساز 



 

 

 

 Team Building 

Programme duration: 24 hours 

Training Objectives 
By end of programme, delegates will: 

 Recognise different types of teams. 

 Master key skills for building teamwork by recognising and tapping into the 

twelve characteristics of an effective team. 

 Be able to nurture trust and harmony by understanding their team player 

style and its impact on group dynamics. 

 Grasp the key elements, as team-leaders, necessary for moving teams from 

involvement to empowerment. 

 Develop strategies for handling team conflicts and other common situations. 

 Recognise how action planning and analysis tools can help teams enhance 

their performance. 

 بىاء الفسيم 

  طاعت  13مدة الخدزيب 

  ًًخمىً المخدزب بعدها م 

o  على اهىاع الفسق المخخلفت الخعسف 

o  المفاًخذ السئيظيت لبىاء فسيم هاجح بعد الخعسف على الىلاط الأزني عؼس السئيظيت 

o  ٌاللدزة على فهم طيمفىهيت عمل الفسيم لخمىً مً ادازجه بؼيل فعا 

o  اكخىاء الأدواث و المهازاث الأطاطيت لليادة فسيم لخدسيىه للأمام 

o اخل الفسيم جطىيس مهازاث ادازة المؼاول د 

o الخعسف على مدي مظاعدة الأدواث الأخسي في جخطيط الفسيم و عمله 

Time Management for Administrators 

Programme duration: 12 hours 

Training Objectives 

By end of programme, delegates will: 

 Acquire skills and learn tactics for better organising themselves and their 

workplace, manage their time, and increase productivity. 

 Realise the importance of setting goals at work and master helpful techniques 

for achieving them. 

 Recognise the right things to be doing and develop plans for doing them. 

 Enhance their skills for prioritizing work and manage workload. 

 Improve their delegation skills and how and when to delegate tasks. 
 Learn how to control issues that might affect workplace productivity. 

 



 

 

 

  ادازة الىكذ للمدزاء 

  طاعت  21مدة الدوزة 

  ًًخمىً المخدزب بعدها م 

o ىً مً مهازاث ادازة الىكذ و جسجيب امىز الأدازة لإهخاج افظل الخم 

o  الخعسف على اهميت وطع الأهداف لأدازة الىكذ بؼيل افظل 

o  وطع الأػياء الصخيدت في الخطت و جطىيس الخطط لأدازة الأمىز 

o  جطىيس المهازاث لىطع الأولىياث 

o  ٌمعسفت متى و هيف ًخم وطع الأهداف و الأعما 

o الخدىم بالأمىز التي كد تهم العمل و ادازة الىكذ الخعسف هيفيت 

Effective Management: Building Self Esteem and Assertiveness Skills 

Programme duration: 8 hours 

Training Objectives 

By end of programme, delegates will: 

 Be able to create positive self-expectations 

 Develop self-talk messages that help build self-esteem 

 Use communication tools to help them be more assertive 

 Learn how to say “no” and when “no” is a good answer 

 Learn how to make a positive first impression 
 Learn effective ways to communicate with people and deliver messages. 

Language Development 

 

Professional English Writing for Business 

Programme duration: 16 hours 

Training Objectives 
By end of programme, delegates will: 

 Develop comprehensive knowledge of the basics of writing and put them into 

use for producing professionally written business documents. 

 Enhance their knowledge of the basics of writing including grammar, spelling, 

punctuation, and semantics. 

 Master the 4 Cs rule of writing in order to write concisely and clearly so that 

readers can quickly  grasp the  message of the written document. 

 Comprehend the process of gathering material, formatting it appropriately, 

and adding recommendations, all to meet the objectives of the written 

document. 

 Develop a writing style that leaves an impression of professionalism on their 
business writings. 

 



 

 

 

Writing Reports and Proposals 

Programme duration: 16 hours 

Training Objectives 

By end of programme, delegates will: 

 Realise the value and importance of good written communications. 

 Be able to develop written communications that have a logical flow of ideas. 

 Learn how to prepare reports and proposals with content capable of 

informing, persuading, and providing information. 

 Master the 4 Cs rule of writing in order to write concisely and clearly so that 

readers can quickly  grasp the  message of the written document. 

 Learn techniques for proofreading work. 

 Be able to apply and test these skills in real work applications. 

English Language for Human Resources 

Programme duration: 24 hours 

Training Objectives 
By end of programme, delegates will: 

 Gain basic knowledge of a variety of human resource management topics 

including recruitment, selection, employee relations, HR development, and 

reward and remuneration. 

 Learn human resource related English language terminology, phrases, 

jargons, and sentences. 

 Develop their writing, comprehension, and pronunciation skills of human 

resources related English language. 

 Give a professional impression when handling human resources issues using 

English language. 

English Language for Logistics 

Programme duration: 24 hours 

Training Objectives 
By end of programme, delegates will: 

 Develop basic knowledge of a variety of logistics topics including the jobs and 

responsibilities in logistics, logistics services, inventory management and 

procurement, modes of transport, planning and arranging transport, shipping 

goods, warehousing and storage, and documentation and finance. 

 Learn logistics related English language terminology, phrases, jargons, and 

sentences. 

 Develop their writing, comprehension, and pronunciation skills of logistics 

related English language. 

 Give a professional impression when handling logistics issues using English 

language. 

 



 

 

 

English Language for Telecoms 

Programme duration: 24 hours 

Training Objectives 

By end of programme, delegates will: 

 Develop basic knowledge of a variety of telecoms topics including mobility, 

software, networking, data centres and security, services, and media. 

 Learn telecoms related English language terminology, phrases, jargons, and 

sentences. 

 Develop their writing, comprehension, and pronunciation skills of telecoms 

related English language. 

 Give a professional impression when handling telecoms issues using English 

language. 

English Language for the Media 

Programme duration: 48 hours 

Training Objectives 
By end of programme, delegates will: 

 Learn how to plan and write articles and headlines for newspapers using 

English language. 

 Learn how to plan a news list for radio broadcast using English language. 

 Learn how to compose covers, plan content, and write true life stories for 

magazines using English language. 

 Develop basic knowledge of the preproduction process, organizing a filming 

schedule, filming on location, and editing a TV documentary for television 

media production. 

 Learn the English language of television production. 

 Develop basic knowledge of writing a screen play, pitching successfully, and 

organizing a shoot for films. 

 Learn the basics of planning and writing content for websites in English 

language. 

 Learn how to write content for printed advertisements and TV commercials 

using English language. 

 Learn media related English language terminology, phrases, jargons, and 

sentences. 

 Develop their writing, comprehension, and pronunciation skills of media 

related English language. 

 Give a professional impression when handling media issues using English 
language. 

 

 

 



 

 

 

 

 

ق امؼمل:   فرً

ق امؼمل من المهندسين الأكفاء ذوي الخبرات امؼامية في مختلف مجالات امشركة و  تم اختيار فرً

 اخل امؼراق من صماله الى جنوبه.متواجدين لخدمة امؼملاء ػلى مختلف املطاػات و المناطق في د

 امزبائن:

 امؼراق:

 ة امتلنية امطبية امزغفراهية.كلي -

 المجلس امبلدي )سلمان باك(. -

 المؼهد امفني امطبي )المسيب، امنجف(. -

 ، الحلة(.المؼهد امفني )كربلاء -

 فندق امسدير )بغداد(. -

هتخابات )دهوك، اربيل، اكليم كردس تان - ، امسليماهية، مكتب المفوضية امؼليا ملاإ

 كربلاء،امكوت، امنجف،امؼمارة(

 الدين.جامؼة صلاح  -

ة س يطرة ميسان. -  محافظة ميسان ، مديرً


