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BUSINESS SKILLS - *All Pricing are Exclusive of VAT

Project Management Fundamentals

TARGET AUDIENCE:  All personnel need to have an basic understanding of how to manage a project

PRE-REQUISITE:  Basic competency in computer literacy

Project Management Fundamentals

- Define projects, project management, and project   
 managers
- Identify the five process groups and nine knowledge   
 areas
- Perform a project needs assessment and write goals,  
 requirements, and deliverables
- Create key project documents.
- Build a project schedule by estimating time, costs, and  
 resources
- Understand and use the work breakdown structure
- Create project planning documents, such as a schedule,  
 risk management plan, and communication >> >> plan
- Use planning tools
- Establish and use baselines
- Monitor and maintain the project
- Perform basic management tasks, including leading   
 status meetings and ensuring all documents are   
 complete at the end of the project

2 days R3900-00

DURATION COST
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Project Management Advanced

TARGET AUDIENCE:  Project Managers, Supervisors, Team Leaders

PRE-REQUISITE:  A Basic understanding of how to manage a project 

Project Management Advanced

- How to select a project
- How to produce smaller deliverables more frequently  
 and efficiently
- How to scope, set goals and manage the goals
- What tools and techniques you will need to successfully  
 manage a project through the agile life cycle
- Learn how to use agile for the right projects
- Learn the four major phases in the cycle and how to use  
 it
- Scoping the work and designing your structure to   
 collecting requirements
- Managing the project without interfering in the rapid  
 build process
- Running meetings
- Managing issues and risks
- Adapting to feedback
- Closing the project

3 days R7500-00

DURATION COST

Managing High performance teams (Mentoring, Coaching 
and effective Communication)

TARGET AUDIENCE:  

PRE-REQUISITE:  Basic competency in computer literacy

- Understand the benefits of high performance teams
- Define coaching, mentoring and the GROW model
- Identify and set appropriate goals using the SMART   
 technique of goal setting
- Identify the steps necessary in defining the current state  
 or reality of your employee’s situation
- Identify the steps in developing a finalized plan or   
 wrapping it up and getting your employee motivated to  
 accomplish those plans
- Identify the benefits of building and fostering trust with  
 your employee
- Identify the steps in giving effective feedback while   
 maintaining trust

2 days R4500-00

>>  CONTINUE

DURATION COST

Managing High performance teams (Mentoring, Coaching 
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- Identify and overcoming common obstacles
- Identify when the coaching is at an end and    
 transitioning your employee to other growth    
 opportunities
- Identify the difference between mentoring and coaching

DURATION COST

Customer Services in a Technical Environment

TARGET AUDIENCE:  All personnel working with customers

PRE-REQUISITE:  Basic competency in computer literacy

Customer Services in a Technical Environment

- Who Are Customers?    
- What Is Customer Service?        
- Who Are Customer Service Providers?   
- Establishing Your Attitude          
- Appearance Counts!      
- The Power of a Smile    
- Staying Energized         
- Staying Positive 
- Identifying and Addressing Customer Needs       
- Understanding the Customer’s Situation 
- Staying Outside the Box 
- Meeting Basic Needs     
- Going the Extra Mile      
- Generating Return Business      
- Following Up     
- Addressing Complaints  
- Turning Difficult Customers Around        
- In-Person Customer Service      
- Dealing with At-Your-Desk Requests      
- The Advantages and Disadvantages of In-Person   
 Customer Service            
- Using Body Language to Your Advantage  
- Giving Customer Service over the Phone            
- The Advantages and Disadvantages of Telephone   
 Communication            
- Telephone Etiquette      
- Providing Electronic Customer Service   
- The Advantages and Disadvantages of Electronic   
 Communication            
- Understanding Netiquette          
- Eliminate Electronic Ping Pong   
         

1 day R2500-00

>>  CONTINUE

DURATION COST
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- Recovering Difficult Customers  
- De-Escalating Anger      
- Establishing Common Ground    
- Setting Your Limits        
- Managing Your Own Emotions   
- Understanding When to Escalate           
- Dealing with Vulgarity    
- Coping with Insults        
- Dealing with Legal and Physical Threats 
- Ten Things You Can Do to WOW Customers Every Time

DURATION COST

Basic Report Writing

TARGET AUDIENCE:  People who need to write a basic report

PRE-REQUISITE:  Basic computer literacy in MS Office

Basic Report Writing

- Target audience and purpose
- The text-type styles
- Language appropriate to socio-cultural sensitivities 
- Writing is well-structured and conveys its message clearly
- Critical thinking skills are used as strategies for planning
- Arguments are supported with sound reasons and facts,  
 and writing reflects a clear point of view, and shows   
 logical development of a clearly articulated premise
- Research skills 
- Use language structures and features
- Meaning is clearly expressed through the use of a range  
 of sentence lengths, types, and complexities
- The use of paragraph conventions, including links   
 between paragraphs in texts, promotes coherence and  
 cohesion in writing. Their use is explained with reference  
 to logical progression, cause and effect, and contrast 
- The overall structure of a piece of writing is controlled  
 and the conclusion is clearly formulated
- Writing produced is appropriate to audience, purpose  
 and context. Corrections are an improvement on the   
 original
- Control of grammar, diction, sentence and paragraph  
 structure is checked and adapted for consistency. 
- Logical sequencing of ideas and overall unity is achieved  
 through redrafting
- There is clear evidence that major grammatical and   
 linguistic errors are edited out in redrafts

  
         

1 day R2500-00

>>  CONTINUE

DURATION COST
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- Inappropriate or potentially offensive language is   
 identified and adapted/removed
- Experimentation with different layout and options for  
 presentation are appropriate to the nature and purpose  
 of the task

DURATION COST

Basic Proposal Writing

TARGET AUDIENCE:  People who need to write a basic proposal

PRE-REQUISITE:  Basic computer literacy in MS Office and  Basic Report Writing

Basic Proposal Writing

- The Request for Proposal
 • Ask questions
- How to write an executive summary 
 • Introduce the problem or business need
- Define any key terms
- Offer a roadmap for the proposal
- Propose a detailed solution
 • Explain the benefits of your solution
 • Lay out your task schedule
 • Include your budget
 • Identify your relevant experience
 • Insert references
- Describe who you will bring onto the project
 • Team involvement 
- Proposal format and layout
 • The use of interesting quotes
- Use relevant information 
- Terms and conditions
- The conclusion 
- Revise your business proposal
- Submission timelines
- Follow up communication

         

1 day R2500-00

DURATION COST
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How to write a winning Tender

TARGET AUDIENCE:  Any person involved in writing or submitting tenders

PRE-REQUISITE:  Basic computer literacy in MS Office

- Steps in the tender process:
 • Do Your Research
 • Register your interest
 • Attend tender information sessions
 • Review recent awarded contracts
 • Address concerns and complaints
 • Develop your tender response strategy
  - Writing a Project plan
  - Selecting a project team
  - Document submission tracking 
  - Communication strategies  
 • Write a compelling bid
  - Compliance Matrix
  - Files naming and layout 
  - Document Formats and Layouts
  - Document numbering and cross references
  - Documents to repeat where and when
 • Check and submit your bid
 • Present your bid

2 days R3800-00

DURATION COST

How to turn your product or service into a selling item

TARGET AUDIENCE:  People who want to sell their new products in the market

PRE-REQUISITE:  Basic computer literacy in MS Office

- How to define a product or service line
- Idea evaluation
 • How to identify your target audience 
- Strategic analysis
 • Fits into business strategy plans 
 • Demand analysis
 • Competitor analysis 
- Market segmentation 
 • Market testing and modification 

1 day R2650-00

>>  CONTINUE

DURATION COST

How to write a winning Tender

How to turn your product or service into a selling item
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- Costing your product 
- How to write a product or service capability statement 
- Introducing your product to the market 
 • Face to Face selling 
 • Electronic mail campaigns 
 • Types of messages
 • Launch
- Document succession plans

DURATION COST


