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Introduction 

We at AVTC (ARABIAN VOCATIONAL TRAINING CENTRE) do not only believe 
that people are an organisation's most important assets but also put this concept 
into practice by designing and conducting training and human resource 
development which is vital in the modern highly competitive global market 
environment. Numerous studies have shown that the ability to attract the best 
possible employees and to be able to retain and develop them provides 
organisations with a genuine strategic advantage.  AVTC with a comprehensive 
portfolio of training programs along with its wide network of highly qualified, 
educated and experienced trainers is perfectly placed to help your organisation 
stay ahead of the competition by ensuring you get the best out of your 
employees.  

 

All training programs conducted by AVTC are designed by a team of highly 
qualified individuals who have extensive practical experience in the ‘real-world’ of 
business as well as those from leading international universities. In this way 
AVTC is able to give you access to the best possible trainers regionally and 
globally. Our training programs are designed to effectively and efficiently address 
each topic area using a variety of teaching methods and styles so as to appeal to 
a wide audience. All our training courses are conducted by individuals who are 
well-known in their respective areas of specialisation. We believe that successful 
completion of our programs will provide participants with lifelong skills and 
improve their workplace output.  

AVTC is committed to excellence and providing the highest standards of integrity 
and professionalism. 
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MISSION  

 

Our mission is to work jointly with our clients and  
trainers so as to design and deliver training 
solutions which meet the needs of participants 
and assist executives through focused personal 
coaching. 

 

 

  

 

Vision  

 

Our vision is to become a premier provider of 
effective, efficient customer driven training 
solutions within the Gulf region. 
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Objectives 
 
The main objectives of AVTC are to foster excellence at the workplace; establish 
and maintain closer relations among senior business and industrial management 
executives; promote a broad exchange of latest information and best practices 
and assist educational and other institutions to interpret the needs of commerce 
and industry. 
 

Working objectives  
Our primary working objective is to assist organisations in the development of a 
strong and efficient workforce through skill base enhancement programmes that 
suit their specific requirements. 
 

·  To help facilitate government and private sector organisations in the 
designing and developing effective and efficient training programs in 
various areas of business.  

 

·  To assist companies, in identifying their training needs and developing 
short and long term human resource development strategies. 

 

·  To assist managers in developing their personal skills in various business 
related areas such as leadership and management style;  public speaking; 
business presentations; media interview, crisis management; 
interpersonal competence; self-esteem;  cross-cultural management; and 
negotiation through one-to-one coaching. 

 
 
·  To assist private and govern sector organisations in the Gulf region in 

determining the relevance of modern best practices in various areas of 
business 

 
 

·  To assist private and government sector organizations in conducting 
various types of studies such as feasibility, market research, strategic 
planning etc. 

 
 

·  To undertake research in the areas of accounting, finance and financial 

management with a view to bridging the gap between business and 

academia. 
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Capability Statement  

We are customer focused and all our training programs are designed by a team 
of highly qualified professionals with considerable experience in the subject area 
from industry and leading international universities.  

 

The Trainers 

All our training courses are conducted by individuals who are well-known in their 
respective areas of specialisation and hence we are able to give you access to 
the best possible trainers regionally and globally. We use a combination of 
exclusive trainers who only conduct courses for AVTC and consultant trainers, 
which allows us to offer you the widest choice and flexibility when it comes to 
meeting your in-house or public training needs. All our trainers have undergone 
an extensive selection process and we use only those trainers who have a 
proven track record in their respective areas. Our trainers all have industrial or 
business experience and are highly qualified in their respective areas with 
excellent communication skills. Our trainers are aware of modern training 
techniques and use a variety of different teaching methods. All of our trainers are 
regularly monitored and evaluated to ensure that they consistently meet the high 
standard of delivery and service that we expect our customers to receive and 
deserve from AVTC. 

 

Areas of Specialisation 
 
Collectively we have deep understanding of the international business 
environment and factors driving competitiveness. Our skills in the following areas 
and record underlie the extent of our capabilities to provide a wide range of 
services to our clients ensuring they can identify, assess and implement effective 
training and human resource development strategies in the following areas: 
 

·  Accounting and Finance 

·  Management, Leadership and Supervisory Skills 

·  Interpersonal and Time Management 

·  Sales and Customer Service 

·  Human Resource Management 

·  Project Management  

·  Logistics 
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Our Services 

AVTC has an extensive network of consultants who are able to conduct the 
following: 

·  Public Courses 

·  Customised In-house Training Courses 

·  Executive Coaching 

·  Consultancy 

·  Training Needs Analysis 

·  Academic Programs 

 

A brief description of our activities is provided below. 

 

Public Courses 

While most of the training courses that we conduct are tailored to meet the 
specific needs of a particular organisation, AVTC offers a number of public 
courses to meet the requirements of companies that need particular types of 
training. Examples and descriptions of the public training courses that we offer 
can be found at the end of this booklet.  

 

Our public courses are designed along the principles of having a small group of 
people where individual needs can be addressed, with lots of practice and 
feedback, and fostering atmosphere co-learning. We believe that our public 
courses create a forum whereby participants can share their good and bad 
experiences and are able to reflect on these in the light of the material taught. 
Our public courses, like the in-house courses, make extensive use of applied 
teaching techniques which use real regional based case studies.  

 

Customised In-House Courses 

We believe that a customised in-house training course is an ideal solution for 
organisations that have a number of people with the same training needs. Our in-
house training courses allow your organisation to jointly design and develop an 
appropriate training course that meets your exact needs. The customized in-
house training can be delivered at a venue of your choice hence giving you 
complete control over the training environment. Our customised in-house training 
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courses give organisations excellent value for money as they are priced per day. 
Our customised in-house training courses offer organisations a high quality, 
flexible training course that uses the specific training material related to your 
organisation and industry.  

 

We are able to design and deliver a wide range of customised in-house training 
courses so that your organisation receives the appropriate training course to 
meet your organisational goals. We can also adapt our public training course 
(please see the brief descriptions of some of our public training courses at the 
end of the booklet) to meet your particular requirements.  

 

Our philosophy and methodology to successful customised in-house training 
courses, which has been designed and developed in order to provide a fast, 
effective and flexible service to our clients, is based on our four step process. We 
believe that the first and most important step in designing a successful and 
effective customized in-house training course is to understand the needs of our 
clients through an initial discussion and in some cases a training needs analysis 
(see below). This is followed by the second step namely a detailed training 
proposal which explains the aims, objectives and content of the course, or in 
some cases a suite of courses, along with the teaching methods, assessment 
etc. Once the detailed training proposal is accepted then we move to the third 
step which is to work in partnership with you and our trainer in order to ensure 
that the training course meeting your needs at a location, date and time of your 
choice. Once the training course has been conducted we evaluate the course 
from the point of view of the participants, the trainer, our client and us. We feel 
that our all round assessment allows us to give our clients an accurate and 
complete assessment of the learning experience. 

 

Executive Coaching 

We believe that executive coaching is an approach used to deliver one-to-one 
services, in a diverse range of management related areas. Our coaches enable 
busy executive to grow their leadership capabilities through honest, objective, 
customised assessment and feedback. Our coaches provide a valuable 
independent perspective that’s difficult to achieve from individuals who are 
dependent upon you for their career success. Areas in which our coaches can 
help executives include but are not limited to are: develop leadership and 
management style; public speaking; business presentations; media interview, 
crisis management; interpersonal competence; self-esteem; cross-cultural 
management; and negotiation  
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Consultancy 

AVTC assists business in conducting cost effective feasibility studies, marketing 
plans, market research, strategic planning and financial strategy. 

 

 

Training Needs Analysis 

Not all organisations are aware of the exact nature of their training needs; 
therefore we believe that a Training Needs Analysis will help identify the precise 
areas where training is needed. In conducting a training needs analysis we 
ensure that training and development initiatives are matched to the 
organisational vision, mission and culture, thereby designing training solutions 
that are unique to your organisation. We are able to conduct effective training 
need analysis because through our extensive network of highly experienced and 
educated consultants we can ensure that you have the best possible chance of 
identifying your precise training requirements. 
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Our Valued Clients  
 
We have had participants at all levels including: General Managers, CEO, CFOs, 
Senior Managers, Accountants, Auditors, Supervisors and Recent Recruits. 
Some of our valued customers  include but are not limited to :  

  

·  Dubai Chamber of Commerce and Industry 

·  SABIC 

·  Abu Dhabi Chamber of Commerce and Industry 

·  Dubai E-Government 

·  GlaxoSmithKline, 

·  Sanofi Aventis  

·  National Drilling Company  (member of ADNOC Group)  

·  Khalifa Juma Al Nabooda Group of Companies 

·  Union National Bank 

·  Golden Leaves Hotel (member of Sheikh Al-Mundi Group of companies –
KSA) 

·  Star Light General Trading  

·  Avenue 

·  FourStars.Net,  

·  Elison,   

·  ADA Computers,  

·  Fourstars Computers,  
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Program Index 
 

Some of our training courses include the following: 

 

Brief Course Description  

  

Accounting for Marketing  

Long term and sustainable financial success depends largely on appropriate 
marketing strategies. This course focuses on how management accounting 
systems can add marketing value. Also on how marketing strategies can be 
supported by financial analysis, planning and control systems.  

  

Accounting in Government Funded Organisations  

Increasingly the public sector remains under pressure to provide even better 
service.  This course focuses on the role of accounting practices in this.  It 
introduces sound management accounting practices for government department.  
This course will look at ways in which accountants and finance managers in 
government departments can implement modern management accounting 
techniques. 

  

Accounting for Non-Accountants  

This course aims to provide participants with a basic understanding of financial 
statements’ preparation and analysis, and the accounting process. 

  

Activity Based Costing (ABC)  

One of the main forms of costing system refinement that companies around the 
globe have implemented is Activity-Based Costing (ABC), the focus of this 
course.  We describe how ABC systems help companies to make better pricing 
and product-mix decisions and also how ABC systems assist in cost 
management decision by improving processes and product design. 
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Advanced Accounting  

This course aims to provide participants with a good understanding of accounting 
principles, practices, and the methods to interpret financial information 

  

Assertiveness  

This hands-on course focuses on behaviour identification and making one heard 
and understood. An emphasis is given to dealing with people, either on the 
phone or face-to-face, to improve their communication with peers and colleagues 
at all levels 

  

Advanced Cash Flow Analysis  

The aim of this course is to provide participants with the skills necessary to 
conduct detailed  cash flow analysis and project future cash flows. Also, to derive 
analytical conclusions from cash flow statements and cash flow analysis. 

  

Analysis and Interpretation of Financial Informatio n 

This course aims to provide participants with the necessary tools to analyse 
interpret and evaluate financial statements. Also, to use ratio analysis in 
developing a financial profile of a business.  

  

Advanced Financial Statement Analysis and Interpret ation  

The aim of this course is to provide Participants with the necessary skills to 
undertake advanced analysis of company’s liquidity, profitability, performance 
and capital structure. Also, to provide an understanding of the key aspects of 
investment and other related decisions that make use of financial statement 
information, and to identify, apply and critically assess the principal techniques 
available for financial analysis. 

  

Banking Fundamentals  

This course provides participants with a basic understanding of Banking, Banking 
products and Studies.  
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Basic Book-keeping  

This course focuses on keeping simple accounting systems, understanding 
double entry book keeping, accounting to trial balance and basic accounting 
practices and reporting. 

  

Business Plan      

This course provides a checklist for what to put into a business plan and how to 
present it. It develops a systematic approach to designing effective Business 
Plans. 

The benefits of this course are immediate and substantial participants will be 
provided with a working knowledge of the techniques and effective models used 
in writing a dynamic and professional Business Plan that meets the high 
standards expected in today's highly competitive market.   

  

Budgeting: a Step by Step Approach  

Most managers and accountants spend a considerable amount of time preparing, 
revising and monitoring budgets. This course provides a step by step approach 
to effective management.  This course will benefit all who want to ensure that 
their organisations make the most effective use of budgeting. 

  

Becoming Capable Assistant  

The assistant’s role is one of the most powerful in any organisation it is a step to 
management role. This course will assist participants to sharpen their skills in 
meeting deadlines, juggling multiple tasks, dealing with difficult people, managing 
interruptions and keeping office operations running smoothly.  

Basic Financial Skills – Fundamental concepts of accounting and finance. 
Effective use of Financial Ratios and Analysis for modern business. The use of 
financial tools in the business market today.  

  

Basic Presentation Skills  

This course develops confidence in the ability of participants to deliver a 
presentation that is clear and persuasive.  It provides them with the techniques to 
reduce preparation and presentation time and make the most of their own natural 
speaking ability. 
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Communicating With Assertion  

This course provides participants with the skills to become effective 
communicators how to present ideas with confidence, work effectively with 
teams, assess strengths and weaknesses accurately and eliminate problems 
which can impede the communication process. 

  

Effective Report Writing Skills   

This course focuses on developing a systematic approach to report and business 
writing. It should increase your ability to structure persuasive proposals, 
communicate more concisely, and adopt the right style and tone to appeal to 
your audience.  

  

Budgeting: a step by step approach  

Most managers and accountants spend a considerable amount of time preparing, 
revising and monitoring budgets and most organisations have clear and well 
proven budgeting routines.  

  

Budgetary Control Systems  

This course is concerned with budgets and their use to exercise control over the 
business. It develops participant's skills and knowledge in using budget as 
control mechanism for the activities of organisations. This course demonstrates 
how budgetary control systems can be used as a management tool, helping the 
overall decision-making process of managers. 

  

Business Law  

This is an essential update on business law development in the UAE.  It covers 
an up-to-date analysis of current legislation, its significance and   impact on 
organisations. Also likely future developments within business law will be 
examined.  

  

Capital Investment Appraisal  

This course should help participants to get their investment decisions right.   It 
considers the key stages of the process of investment decision-making. An 
emphasis is placed on the application of the investment appraisal techniques and 
the correct interpretation of results 
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 Cash Flow Analysis  

In view of the importance of keeping a tight control over cash, the course will 
provide participants with the fundamentals of cash flow analysis to increase their 
understanding and ability to interpret the cash flow statement measure the 
company performance and understand its cash position. 

  

Consultative Selling  

Consultative Selling enables companies to bring sales to maximum levels.  
Proven sales techniques are presented including how to increase self-
confidence, decrease anxiety about selling, expanding the concept of relationship 
selling, best to manage time and become a better planner.  

  

Conflict Resolution   

Conflict is now part of business life and learning how to handle conflict in 
constructive manner in order to improve performance is essential.  This course 
gives participants the opportunity to evaluate their own style of managing conflict, 
and learn proven techniques for resolving conflict situations.  

  

Credit Control  

It is becoming increasingly difficult to deal with customers who are taking long 
time to pay their dues, and companies cash flows is eroded as a result. This 
course focuses on proven techniques which will work for both the company and 
the customer. The emphasis is on the positive approach to collecting overdue 
accounts successfully while keeping the door open for a continuing profitable 
relationship. 

  

Customer Relationship Management   

This courses provides participants with a key tool to achieving competitive 
advantage by strengthening their ability to attract new customers, retain current 
customers and maintain a good relationship with them for mutual benefit 
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Customer Service Excellence  

This hands-on course focuses on.  The techniques to gain the competitive edge 
by maintaining a good relationship with customers.  The emphasis is on the sure 
techniques of establishing rapport, knowing what customers expect, anticipating 
their needs, learning from competitors, projecting a professional image, and 
handling complaints with grace  

  

E-business  

This course provides an overview of e-business and an understanding of the 
strategic issues involved.  It also examines the costs and benefits of e-business 
investment and how to develop a quality e-business site 

  

Effective Business Writing Skills    

This course concentrates on providing participants with a key tool to achieving 
competitive advantage by strengthening their business writing skills.   It is 
intended for those who write reports, proposals, business letter, and anyone who 
writes to win and retain business.  Participants will be able to structure 
persuasive proposals, communicate in a more concise and effective manner, and 
adopt the right style and tone to appeal and to plan informative and factual 
reports. 

  

Effective Interviewing Skills  

In this course participants will be provided with the skills to make the best match 
between the position and the candidates.  The focus will be on the selection 
process and asking the right questions about specific examples of past behavior 
so one can confidently predict whether the candidate will be a good fit for the 
open position.  

  

Effective Business writing  

The focus of this course is on how things are said rather than on what is said.   
The emphasis is on say things with the confidence and clarity of a professional. 
Choosing the right words to convey the proper message with confidence and 
clarity. 
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Employment Law  

This course provides participants with the fundamental knowledge of Federal and 
Emirates laws and regulations that apply to companies operating in the UAE.   It 
prepares them to handle a variety of challenging situations, understanding the 
complexities of human resource laws and their requirements  

  

Employees Motivation  

This course addresses the techniques to increase the productivity of employees.  
Employee’s motivation and making the best use of their individual gifts and 
talents is essential to achieving this. This course focuses on the practical 
techniques that have immediate value as on-the-job applications.  

  

Employee Orientation Programmes  

This course introduces participants into building a solid orientation progamme 
which can ensure that the starting point for each employee is a right start.  
Proven techniques which make orientation programmes successful will be 
covered thoroughly. 

  

Finance for Non-Financial Managers  

This course provides a basic understanding of accounting and finance issues 
which are important to virtually all managers and supervisors at all levels. This 
understanding is the first step towards improving future performance. It covers 
new ways to think about and apply accounting and financial information. 

  

Finance - Basics  

This course aims to provide participants with the necessary skills to assess the 
effectiveness of the firm’s financial management system and the management of 
working capital. 

  

Finance and Cash Flow Management   

Changes in the financial environment, advances in technology and 
communications are just few factors that have made the management of cash 
increasingly important as well as more difficult and complex. This course 
provides a framework upon which those in charge of cash can structure and 
approach their company's unique cash challenges. 
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 Finance for Supervisors  

This course develops the necessary financial skills critical for the job of 
supervisors including developing budgets for specific programmes, grasping the 
concepts behind budgets, interpret financial information, .and basic financial 
statements and other accounting-related documents that routinely cross your 
desk.  

  

Front desk survival skills  

This course focuses on the techniques to survive the demanding job of being in 
charge of the "front desk". The emphasis will be on how to create a  good 
impression, how to handle demanding individuals, persistent sales people, 
complaint calls, requests for information and effective time management 
techniques - among many other things. 

  

Human Resources Administration  

This course will enhance participants understanding of human resources 
processes and their role in organisations. Participants will be provided with the 
techniques to develop efficient and effective human resources systems which 
protect both the employer and employees. Participants will enhance their 
understanding of recruitment, performance management and disciplinary actions. 

  

Internal Audit and Risk Management  

The world of control is changing and with it the contribution that internal audit can 
make and is expected to make to its organisation. In particular many internal 
auditors are being expected to expand their role from internal controls into the 
broader arena of risk management – this is an opportunity that they must not 
overlook if they wish to have continued success in the new millennium. The 
course explores the practicalities of risk management and the role of internal 
audit within this.  

International Accounting Standards  

IAS are now compulsory for all banks in the UAE. This course provides a 
description of the main IAS being used by a growing number of institutions and 
large number of companies.  It also highlights the main differences between UK, 
US and international accounting standards. 
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Interpersonal Communication  

This hands-on workshop is designed to help participants identify their personal 
communication style. It covers the aspects of speaking with clarity, eliminating 
communication barriers, and influencing the actions and thoughts of others. It 
should strengthen communication skills and improve the overall quality of daily 
interactions.    

  

KANBAN Materials Management System  

This course introduces participants to the KANBAN Raw Materials Management 
system for replenishing material, parts and supplies. The techniques for fast 
response to Customer orders with minimal inventory levels and the positive 
impact of the system on the inventory level will be examined.  

  

Leadership and Team-working   

This course focuses on the positive and systematic approaches to developing 
productive. It provides participants with the necessary techniques to refine and 
develop their team-leading and motivational skills 

  

Marketing Planning: the definitive Guide  

The key to business success lies in planning, but the first barrier to that is to find 
the time to plan. This course provide and easy to follow guide to the planning 
process.  This step by step approach provides a blueprint for the production of an 
integrated customer-facing business and marketing plan. 

  

MS Excel Introduction   

This course focuses on the basic function of excel. It helps participants to gain 
confidence in using useful functions, in setting up simple worksheet models and 
how to use graphs and produce printed reports 

 

MS Excel Intermediate   

This course will enhance the existing spreadsheet ability of   Excel users and 
introduces them to important and useful Excel functions for more advanced 
spreadsheet modelling 
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MS Excel Advanced   

This is a hands-on course focusing on the advanced features and functions of 
Excel in order to increase your ability to use Excel for high-powered spreadsheet 
modelling. 

  

MS Access Introduction   

This is a hands on course on getting to grips with the basics of MS Access.  It 
focuses on the ability to create a database system for data entry and reporting. 

  

MS Access Intermediate   

This course focuses on the advanced and useful functions in MS Access, which 
will help in creating a more sophisticated database system 

  

MS PowerPoint Introduction   

This course covers the basic functions required to conduct a professional on-
screen presentations.  No knowledge of Power point is required for this course.  
Knowledge of how to create on-screen presentations containing text, charts and 
graphic objects  

  

MS PowerPoint Advanced   

This is a hands-on course to advanced presentations using Power Point.   
Participants will be introduced to advanced functions useful for creating good 
Power Point presentation.    

 

MS Word Introduction   

This is an introductory course to MS Word to focuses on the basic function of MS 
Word and the ability to Create, modify and print documents. 
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MS Word  Intermediate   

This course focuses on the advanced and useful functions in MS Word including:  
bullets, numbering, sections, tables and graphics. 

  

Managerial Accounting In The Travel And Hospitality  Industry  

This course covers the key management accounting and financial management 
aspects required by managers in the travel and hospitality industry.  It should 
help hotel and catering managers and potential mangers to understand and use 
to advantage aspects of accounting they will meet in the administration of their 
organisations. 

  

Managing Effectively   

This  course focuses on  how to maximise  staff's achievement. It provides  
necessary  skills required to manage people in a productive, goal-oriented way 
with the minimum of stress. It also covers management processes and decision 
making enhancement techniques and interpersonal communication skills. 

  

Managing Customer Objections  

This course focuses on the skills to handle difficult and disgruntled customers.  
The emphasis is on managing customer objections, and how to turn threats into 
opportunities, rather than an obstacle to customer relations.  

  

 Managing  Negativity at the Workplace  

This course enhances  participants' skills  to turn negative behaviour into 
opportunities to achieve positive, and  productive results.  

  

Manager's Guide to Employment Law  

Good understanding of the primary employment laws is essential for all mangers.   
This course provides a general understanding of employment laws that can help 
organization minimize its legal exposure and avoid additional costs that 
negatively affect profits and the company’s public image.  
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Managing Difficult Employees  

This hands-on course focuses on   proven techniques to deal with difficult 
people.  A step by step approach will be emphasised to cope with employees 
whose attitudes negatively affect the working environment in the company.  

  

Negotiation Skills  

Today, internal and external negotiation is a way of life for effective managers.  
Managers are now required to have the key skills and approaches that will help 
them to negotiate successfully and achieve better deals. This course develops a 
systematic approach to analysing negotiations and how to carry them out 
productively.  

  

Performance Appraisals  

Performance appraisal is one of the difficult processes for both managers and 
their employees. This hands-on workshop provides participants with the 
necessary skill to conduct performance appraisals effectively.    The impact a 
poor performance appraisal on employee's performance will be examined.  

  

Performance Measurement and Benchmarking  

This course focuses on the principles and practice of performance measurement 
and benchmarking.  An emphasis is given to the techniques involved and   the 
relationship between performance measurement, management motivation and 
results.  

  

Practical Banking  

The aim of this course is to provide new entrants into banking and financial 
Studies sector with a practical understanding of the market, the mechanisms by 
which it operates, the laws which govern it and the role of insurance. 

  

Presentation Skills    

This course aims to develop the ability of participants to structure information in a 
clear, authoritative, logical, and entertaining way.  Participants will be able to 
deliver presentations concisely, with confidence and grasp and maintain the 
audience’s interest.  
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Problem Solving and Decision Making  

This course provides participants with the techniques and the specific processes 
to find the answers to problems or to arrive at decisions in regard to particular 
issues or situations.  Participants will become more adept at addressing daily 
business problems. 

  

Pricing Your Products  

One of the most important decision business make is what prices to charge for 
products.  If the price is too low the business may not survive in the medium/long 
term.  If it is too high, sales may be lost to competitors and profit may not be 
enough to survive the medium/long term.   In short if the price is not right a 
company may go out of business!  This course help participants to calculate 
selling prices, discuss the various pricing models available in practice 

  

Project Management Survival Guide    

This course is designed to take participant step-by-step through the latest 
planning and control techniques required to ensure projects are conducted 
successfully - on time, to budget and with objectives achieved. 

  

Projecting A Professional Image  

This course focuses on developing the skills necessary to influence the way 
others see and feel about you.  Participants will be provided with the techniques 
of creating powerful first impressions, maximizing professional image, enhancing 
professional visibility, and communicating assertively. 

  

Selection Interviewing Skills    

This course focuses on developing the selection techniques and improving the 
recruitment process of organisation. The aim is to increase your ability to choose 
the right person, first time. 
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Stress Management  

This courses deals with the coping skills that work for people-to overcome doubt, 
burnout and stress. Causes and impact of individual stress, the symptoms and 
stress management techniques people need to work at high speed-and high 
quality will be examined thoroughly.  

  

Team Building  

Teams do not always work as well as they can or should. This course deals with 
the factors involved in assembling and developing a successful management 
team and how to put together a goal scoring team. 

  

Time Management    

This course aims to fine-tune participants’ time management skills step-by-step.  
It introduces time management techniques that have already been practiced by 
successful managers.   The benefits of good time management are immediate 
and substantial.  Participants will achieve better results, improve the quality of 
their work, work faster, make fewer mistakes, lower their stress levels, and 
possibly improve the quality of their non-working life.    

   

Training for Results  

Education is a continuous process, and in today's competitive environment on-
the-job training is not only important, it is necessary. This course provides 
participants with the necessary skills to develop training programs based on 
needs analysis and select the most effective training strategy, while maximizing 
learning and minimizing costs. 

    

Influencing Skills - being effective at persuasion, being a convincing speaker, 
logical argument  

The presentation of facts, collaborative skills - the ability to convince a customer 
of your ideas whilst thinking he has thought of them himself 

  

The Importance of Values, Ethics and Reputation - developing clarity and 
congruence on shared values between the company and the individual; the 
importance of presenting the company’s values and beliefs as a unique selling 
point, bring benefits to the customer   
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Problem-solving, Decision-making, Innovation and Cr eative-Thinking - 
being able to think quickly and originally in situations, within the guidelines of the 
company, using initiative and logic  

Results-orientation - being clear on the results needed for the company and the 
department, as well as the customers - and being focused on achieving those 
results in a SMART way  

  

Teamwork -  understanding the different roles needed to make a successful team 
and understanding the inevitable strengths and weaknesses involved; being able 
to understand how teams work dynamically to the best result, better than an 
individual  

 Modern Management Techniques – Delivering the skills to modern management 
for effective productivity and time management. Contrasted with traditional views 
of management. Focus is more on matrix and contingency theories. 

International Accounting Standards (IASs)  for GROU PS 

 This is a series of two seminars. The first is the "BASIC GOUPS" seminar and is 
of 3 days duration. The second is the "ADVANCED GROUPS” seminar and is of 
4 days duration. These seminars aim to ensure that participants can exercise 
judgement and technique in accounting matters relating to consolidations and 
groups accounts.  

  

TECHNICAL International Accounting Standards 

This 3-Day seminar aims to ensure that participants have developed a thorough 
knowledge and understanding of the accounting principles and concepts covered 
by the more technical International Accounting Standards (IASs).  

  

Introduction to International Accounting Standards 

This 3 day seminar aims to equip participants with the basic understanding of the 
principles and concepts of the basic International Accounting Standards (IASs).  
It should equip participants with the necessary skills to apply the basic IASs and  
comprehend financial statements prepared in compliance with IASs  
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English for Business Communications 

These awards, at three levels, evaluate understanding and writing of business 
communications in English.  

Level 1 requires learners to understand and write simple letters, memos, faxes 
and e-mails.  

Level 2 involves the understanding of more complex business communications, 
writing letters and memos and drafting faxes and e-mails and other business-
related documents.  

Level 3, learners need to understand a wider range of business communications, 
write letters, faxes and memos in response to a wide range of situations and 
prepare notices, speeches, adverts, articles, and other business documents. 
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