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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.
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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.

e Earn the skills needed for conducting effective interviews for difficult
applicants.

e Learn useful tactics for checking references.
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HRM for the Non HR Managers
Programme duration: 24 hours
Training Objectives

By end of programme, delegates will:

e Develop knowledge of the latest trends in the human resource management.
e Learn the art of writing job specifications and identifying core competencies.

e 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.
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Talent Management
Programme duration: 16 hours

Training Objectives
By end of programme, delegates will:

¢ Implement the aspects of effective talent management in organisations
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e Earn the skills required to manage high potential candidates

e Master strategies for promoting talent and positive capabilities within
organisations
Recognise the principles of Competency Based Management (CBM)
Learn professional terminology of talent management
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Sales Skills Development

Creating Effective Sales Presentations
Programme duration: 8 hours
Training Objectives

By end of programme, delegates will:

e Recognise the key elements of writing good proposals

e Learn how to write professional proposals

e Learn how to leave a remarkable first impression to help them perform
winning sales presentations

e Feel more comfortable and professional when performing presentations and

during face to face interactions
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Building Relationships for Success in Sales
Programme duration: 8 hours

Training Objectives
By end of programme, delegates will:
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e 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.
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Training Skills Development

Train the Trainer

Programme duration: 32 hours
Training Objectives

By end of programme, delegates will:

e Earn the essential skills for training

e Develop knowledge of adult learning and learn how to put it in use for
conducting effective training sessions.

e Learn how to develop a training session

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

e Become familiar with the different methods of training delivery
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Advanced Training Skills

Programme duration: 24 hours
Training Objectives

By end of programme, delegates will:

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

e Recognise the key principles of effective communication required for an
effective training session

e Master techniques to stimulate participation

e Develop a training session plan

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

e Understand how and when to use humour in training session

e Master advanced interventions for difficult situations
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Personal Skills Development

Anger Management

Programme duration: 8 hours
Training Objectives

By end of programme, delegates will:

e Recognise how anger affects bodies, minds, behaviour, and productivity.
e Learn how to apply the six-step method to break negative patterns and
replace them with appropriate models for assertive anger.
e 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.
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Business Etiquette

Programme duration: 8 hours
Training Objectives

By end of programme, delegates will:

e Demonstrate ways to leave a positive first impression as business
professionals

e Learn about dress codes for different occasions

e Develop self confidence and learn how to behave professionally during
business communications

e Master the essentials of dining etiquette

e Learn ways to feel more comfortable during socialising and meeting new
people

e Learn how to reflect feelings of trust, credibility, and rapport during business
meetings
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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
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Critical Thinking

Programme duration: 16 hours
Training Objectives

By end of programme, delegates will:

e Understand the difference between critical and non-critical thinking

o Identify their critical thinking styles

e Recognise areas of strength and weaknesses of their critical thinking styles
and learn how to improve them

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

e Earn the skills needed to develop and evaluate explanations

e Master key critical thinking skills such as active listening and questioning

¢ Implement analytical thought systems and master creative thinking

techniques
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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
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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
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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.

e Master a variety of budgeting and forecasting techniques.
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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
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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



il

()

—
A~

/ [rag Crescent \

Telecommunications and Training

e Develop a change control process
e Learn how to execute and terminate projects
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Advanced Project Management
Programme duration: 8 hours

Training Objectives
By end of programme, delegates will:

e Learn how to choose a project team based on objective judgement

e Learn ways to get the optimum results from a project team

e Earn the skills to support and help project teams maximise their capabilities
and enhance their functionality.

e Learn techniques to reward and motivate a project team

e Produce and implement a communication plan

e Develop skills and learn methods for effective communication with project
sponsors and executives.

e Identify problematic team-members and apply strategies and tactics for
working with them
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Marketing

Call Centre Training

Programme duration: 24 hours
Training Objectives

By end of programme, delegates will:

e Recognize the aspects of verbal communication and put them into use;
deliver messages clearly.

e Develop the questioning and listening skills needed to deliver superior service
over the phone.

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

e Appreciate the importance of creating and delivering meaningful messages.

e Master tools to facilitate communication.

e Understand the value of personalizing interactions and developing
relationships.

e 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
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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.
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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.
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Competitive Analysis

Programme duration: 24 hours
Training Objectives

By end of programme, delegates will:

e Understand what is meant by competitive analysis.

e Develop the skills to analyse, comprehend, and anticipate competitors’
strategies, tactics, moves, and manoeuvres.

e Master the use of key competitive analysis tools including industry analysis
(the nine forces), war gaming, competitive positioning analysis, and product
line analysis.

e 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

e Be able to determine appropriate responses to risks and develop reaction
plans.

e Master the key components of a risk management program, including

reporting, monitoring, and evaluation.
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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
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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
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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.
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Negotiation Skills

Programme duration: 16 hours
Training Objectives

By end of programme, delegates will:

e Recognise the benefits of good negotiation skills.

e Appreciate the importance of preparing for the negotiation process.

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

e Develop strategies for dealing with tough or unfair tactics.

e Develop skills for producing alternatives and identifying options.
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e Grasp key negotiation principles, including BATNA, WATNA, WAP, and the
ZOPA.
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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.

e Acquire problem solving and decision making skills by matching their problem
solving style.

e Recognise ways to think creatively and work towards creative solutions.

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

e Develop comprehensive knowledge of the basics of writing and put them into
use for producing professionally written business documents.

e Enhance their knowledge of the basics of writing including grammar, spelling,
punctuation, and semantics.

e 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.

e Comprehend the process of gathering material, formatting it appropriately,
and adding recommendations, all to meet the objectives of the written
document.

e Develop a writing style that leaves an impression of professionalism on their
business writings.
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Telecommunications and Training

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.
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Telecommunications and Training

English Language for Telecoms
Programme duration: 24 hours
Training Objectives

By end of programme, delegates will:

e Develop basic knowledge of a variety of telecoms topics including mobility,
software, networking, data centres and security, services, and media.

e Learn telecoms related English language terminology, phrases, jargons, and
sentences.

e Develop their writing, comprehension, and pronunciation skills of telecoms
related English language.

e 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:

e Learn how to plan and write articles and headlines for newspapers using
English language.

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

e Learn how to compose covers, plan content, and write true life stories for
magazines using English language.

e 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.

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

e Learn how to write content for printed advertisements and TV commercials
using English language.

e Learn media related English language terminology, phrases, jargons, and
sentences.

e Develop their writing, comprehension, and pronunciation skills of media
related English language.

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