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Courses List

	Course Code
	Title
	Duration

	SM101
	Effective Time Management
	2 days

	SM102
	Stress Management in the Workplace
	2 days

	SM103
	Personal Skills for Professionals
	2 days

	SM104
	Communication Skills
	2 days

	SM105
	Assertiveness Skills  
	2 days

	SM106
	Critical Thinking and Creative Problem Solving
	2 days

	SM107
	Basic Book-keeping
	3 days

	SM108
	Leadership and Team building
	2 days

	SM109
	Motivation Skills for Success
	2 days

	SM110
	Business Accounting 
	3 days

	SM111
	Payroll Techniques  
	2 days

	SM112
	First Steps towards Financial Modeling 
	2 days

	SM113
	Practical E-Commerce
	3 days

	SM114
	Introduction to Software Development
	3 days

	SM115
	Business Systems Analysis
	2 days

	SM116
	Introductory Project Management 
	2 days


	Course Code
	SM101


	Course Title
	Effective Time Management


	Duration
	2 days


	Prerequisites
	None


	Course Description
	This course will prepare delegates on how to effectively manage time in their personal and professional lives. The course will enable delegates to :
· Set goals and priorities that enable them to effectively manage their time 
· Monitor daily work habits and determine areas for improvement 
· Plan daily tasks and goals that align with their mission statement 
· Identify, evaluate and select tools that help with time and priority management 
· Avoid over-committing themselves 
· Balance their professional and personal lives 
· Implement a personal time-management action plan 



	Who should attend
	Anyone who needs to organise and use their time efficiently.


	Delivery mode
	· Tutor and delegates’ presentations
· Workshops

· Group discussion

· Role Play



	Expectations
	It is expected that delegates will be able to implement the skills obtained on the course in their workplace to maximise time usage. Such practice must impact on their own daily commitment and also on members of teams in which they operate.



	Course Code
	SM102



	Course Title
	Stress Management in the Workplace


	Duration
	2 days


	Prerequisites
	None


	Course Description
	This course will prepare delegates on how to effectively manage time in their personal and professional lives. The course will enable delegates to :
· Identify and define stress as part of their day to day routine 
· Assess the positive and negative stress can have over their own and others performance 

· Devise suitable mechanisms to manage stress level in their working life 
· Understand the importance for mental and emotional resilience
· Improve their own morale and productivity through stress management


	Who should attend
	Anyone who would like to understand how proper stress management can lead to increased level of productivity in the workplace.


	Delivery mode
	· Tutor and delegates’ presentations

· Workshops

· Group discussion

· Role Play



	Expectations
	It is expected that delegates will be able to manage stress successfully in their workplace. This will lead to making their personal and working lives better.



	Course Code
	SM103


	Course Title
	Personal Skills for Professionals


	Duration
	2 days


	Prerequisites
	None


	Course Description
	This course will prepare delegates on how to develop and maintain personal skills in their professional life. The course will enable delegates to :
· Achieve maximum productivity and effectiveness in their organisation 

· Build and leverage their professional reputation 

· Get results working with different and difficult personality types 

· Maintain focus in pressure situations 

· Work productively within the political environment of their organisation 

· Build and present persuasive proposals 

· Make a balanced choice between professional and personal commitments 



	Who should attend
	For those professionals who need to ensure that their personal skills enable function appropriately

	Delivery mode
	· Tutor and delegates’ presentations

· Workshops

· Group discussion

· Role Play



	Expectations
	It is expected that delegates will be able to implement the skills obtained on the course in their workplace to develop their personal skills in their chosen profession. Such practice must impact on their work and lead to maximising their productivity.



	Course Code
	SM104


	Course Title
	Communication Skills


	Duration
	2 days


	Prerequisites
	None


	Course Description
	This course will prepare delegates understand the need for proper communication in the workplace. The course will enable delegates to :
· Achieve results in communicating with others 

· Build collaborative relationships that emphasize trust and respect 

· Communicate effectively using simple, concise and direct language 

· Enhance their active listening skills 

· Foster cross-cultural understanding in their workplace 

· Eliminate the roadblocks that undermine their ability to communicate effectively 



	Who should attend
	Anyone who needs to develop and use good communication skills 


	Delivery mode
	· Tutor and delegates’ presentations

· Workshops

· Group discussion

· Role Play



	Expectations
	It is expected that delegates will be able to implement the skills obtained and employ suitable communication methods. Such practice must enhance communication in the workplace and ensure that team members communicate properly at all levels. 



	Course Code
	SM105


	Course Title
	Assertiveness Skills


	Duration
	2 days


	Prerequisites
	None


	Course Description
	This course will prepare delegates on how to assert themselves in their workplace and vis-à-vis other team members. The course will enable delegates to :
· Develop a positive, assertive style 

· Respond productively to challenging behaviour patterns in others 

· Build a personal skill set that will enable you to react positively in demanding situations 

· Improve your relationships through a productive and powerful attitude 

· Apply assertiveness skills in personal and professional situations 

· Generate the results you want when dealing with other people 



	Who should attend
	Anyone who needs to work within teams and be able to react to different situations.


	Delivery mode
	· Tutor and delegates’ presentations

· Workshops

· Group discussion

· Role Play



	Expectations
	It is expected that delegates will be able to implement the skills obtained on the course in their workplace to fully interact with others. Such practice must impact in their participation to organizational activities.



	Course Code
	SM106



	Course Title
	Critical Thinking and Creative Problem Solving



	Duration
	3 days


	Prerequisites
	None


	Course Description
	This course will prepare delegates on how to understand and apply various components of book-keeping. The course will enable delegates to :
· Make better decisions through critical thinking and creative problem solving 

· Adapt to different thinking styles in group and team environments 

· Foster an innovative environment in their workplace 

· Recognise and remove barriers to individual and group creativity 

· Systematically analyse a target problem 

· Present your ideas clearly and concisely for maximum stakeholder buy-in 

· Transform their creativity into practical business solutions 



	Who should attend
	Anyone who would like to learn how problem solving lead to efficient decision making


	Delivery mode
	· Tutor and delegates’ presentations

· Workshops

· Group discussion

· Role Play


	Expectations
	It is expected that delegates will be able to apply the skills obtained on the course and contribute to proper decision making process. Such skills will benefit the delegate as well as enable other team members to adopt a more coherent approach to problem solving.



	Course Code
	SM107


	Course Title
	Basic Book-keeping


	Duration
	3 days


	Prerequisites
	None


	Course Description
	This course will prepare delegates on how to understand and apply various components of book-keeping. The course will enable delegates to :
· Appreciate the needs to keep up date accounting transactions
· Carry out double entry book-keeping by recording data in appropriate accounts 
· Set up the Trial Balance and deal with relevant entries
· Ensure that all accounts are appropriately processed and that figures ‘balance off’

· Prepare a Profit and Loss Account and extract relevant information 
· Set up a Balance Sheet and provide some interpretation of the available information  
· Justify the various accounting records in an organisation 



	Who should attend
	Anyone who needs to understand and apply simple accounting techniques


	Delivery mode
	· Tutor and delegates’ presentations

· Workshops

· Group discussion

· Class assignments


	Expectations
	It is expected that delegates will be able to implement the skills obtained on the course in their workplace to keep accurate accounting records. Such practice must impact in ensuring that accounting records are meaningful and purposeful in an organization. 



	Course Code
	SM108


	Course Title
	Leadership and Team building


	Duration
	2 days


	Prerequisites
	None


	Course Description
	This course will prepare delegates develop a team atmosphere and ensure all team members operate within defined boundaries. The course will enable delegates to :
· Differentiate between leadership and management
· Create a team atmosphere and alleviate fear

· Organise and run impactful team meetings

· Gain enthusiastic cooperation and be more assertive 
· Ensure that team members carry out tasks based on guidance provided and communicate outcomes 

· Learn how to influence others in maximizing productivity in teams 


	Who should attend
	Anyone who is planning to lead teams in delivering on successful projects


	Delivery mode
	· Tutor and delegates’ presentations

· Workshops

· Group discussion

· Role Play



	Expectations
	It is expected that delegates will be able to develop vital skills in team building and leadership. These skills will help delegates to lead successful teams in developing projects.



	Course Code
	SM109


	Course Title
	Motivation Skills for Success


	Duration
	2 days


	Prerequisites
	None


	Course Description
	This course will prepare delegates on key skills required for effective motivation. The course will enable delegates to :
· Identify sources of motivation and directing people’s motivation
· Get staff feel respected in the workplace and participate in decision making process

· Differentiate between being a boss and a leader
· Ensure that staff are committed rather than compliant

· Get staff share a vision 

· Reflect on their own and look into better motivation techniques


	Who should attend
	Anyone who needs to motivate others in getting things done at work


	Delivery mode
	· Tutor and delegates’ presentations

· Workshops

· Group discussion

· Role Play



	Expectations
	It is expected that delegates will be able to develop essential personal skills in motivating team members. These skills will be valuable in ensuring that the organisation’s goals are achieved. 



	Course Code
	SM110


	Course Title
	Business Accounting


	Duration
	3 days


	Prerequisites
	Basic knowledge of double-entry book-keeping and be able to operate a PC


	Course Description
	This course will prepare delegates to use Computerised Book-keeping through Sage Line 50. The course will enable delegates to :

· Set up Nominal, Customers and Suppliers Accounts 
· Input data in relevant accounts and carry out appropriate postings 
· Effect payments and transfers between accounts

· Process Routine and Non-Routine Transactions 

· Carry out End of Month Adjustments and Bank Reconciliation

· Set up computerized Stock Control and Invoicing System
· Carry out Sales and Purchases Order Processing 
· Prepare and produce computerized Trial Balance, Profit and Loss Account and Balance Sheet



	Who should attend
	Anyone who needs to set up and operate an efficient and up to date Computerised Accounting System


	Delivery mode
	· Tutor and delegates’ presentations

· Workshops

· Group discussion

· Class assignments


	Expectations
	It is expected that delegates will be able to implement the skills obtained on the course in their workplace to set up and use Computerised Accounting System. Such practice must enable accurate and concise accounting records kept.



	Course Code
	SM111


	Course Title
	Payroll Techniques


	Duration
	2 days


	Prerequisites
	None


	Course Description
	This course will prepare delegates to set up an effective Computerised Payroll System using Sage Payroll. The course will enable delegates to :
· Set up a Payroll System taking into account government legislation and parameters

· Input and process data related to Pay, NI, Tax and other Employee Statutory Deductions
· Handle Pay Elements such as Loans, Attachments and Net Payments 
· Deal with changes in Tax codes and Salary Revision
· Carry out End of Year Routines

· Interpret information produced by the Computerised Payroll System


	Who should attend
	Anyone would like to develop up to date Computerised Payroll Techniques 


	Delivery mode
	· Tutor and delegates’ presentations

· Workshops

· Group discussion

· Class assignments


	Expectations
	It is expected that delegates will be able to implement the skills obtained on the course in their workplace to set up and use Computerised Payroll. Such practice must enable them to process payroll data according current legislation and produce accurate and detailed information.



	Course Code
	SM112


	Course Title
	First Step towards Financial Modeling 


	Duration
	2 days


	Prerequisites
	Basic knowledge of Finance and Spreadsheets


	Course Description
	This course will prepare delegates to acquire the concepts behind financial modeling and apply these to simple problem solving scenarios. The course will enable delegates to :
· Understand the simple financial analysis concepts
· Identify the different types and parts of financial models, the Income Statement, Balance Sheet and Cash Flow Statement

· Learn the relevant commands of Microsoft Excel in developing effective Financial Models

· Carry out appropriate projections and forecasting tasks in the spreadsheet
· Build lookup tables and extract information from the models
· Include DCF in the models and interpret the values obtained
· Produce relevant reports 


	Who should attend
	Anyone who needs to further their knowledge in finance and using Spreadsheets


	Delivery mode
	· Tutor and delegates’ presentations

· Workshops

· Group discussion

· Practical assignments


	Expectations
	It is expected that delegates will be able to gain specialist skills in solving problems in financial models. Such skills will help them develop their own models and produce accurate and reliable information.



	Course Code
	SM113


	Course Title
	Practical E-Commerce


	Duration
	3 days


	Prerequisites
	Be able to use the computer and browse the internet


	Course Description
	This course will prepare delegates to set up and develop  successful E-Commerce systems. The course will enable delegates to :
· Define E-Commerce and its place in the current economic climate
· Review current E-Commerce sites and techniques used

· Identify key tasks and relationships involved in E-Commerce

· Analyse requirements for an E-Commerce solution

· Develop simple components of an E-Commerce site

· Test and integrate E-Commerce components lead to the implementation phase

· Document the E-Commerce platform and ensure that tall stakeholders are fully familiar with the benefits 


	Who should attend
	Anyone who needs to establish an E-Commerce platform for the purpose for on-line transactions


	Delivery mode
	· Tutor and delegates’ presentations

· Workshops

· Group discussion

· Practical assignments


	Expectations
	It is expected that delegates will be able to implement the skills obtained on the course and contribute to the development of simple E-Commerce solutions. They will also be able to demonstrate the benefits available through E-Commerce today.



	Course Code
	SM114


	Course Title
	Introduction to Software Development 


	Duration
	3 days


	Prerequisites
	Working Knowledge of computer hardware and software 


	Course Description
	This course will prepare delegates to understand the mechanics of Software Development. The course will enable delegates to :
· Appreciate the need for a Software Lifecycle and stages of Software Development 
· Be able differentiate between tailor-made software and ready made packages

· Understand the needs for software requirements

· Analyse user needs and plan for the development of appropriate software components

· Develop and test software components through contemporary software development tools such as Visual Basic and JAVA 
· Be able to document software components 
· Carry out simple software installation procedures 
· Initiate user training of staff for productive software use 



	Who should attend
	Anyone who would like to an insight into the myths of software development and the tasks involved.


	Delivery mode
	· Tutor and delegates’ presentations

· Workshops

· Group discussion

· Practical sessions


	Expectations
	It is expected that delegates will be able to implement the skills obtained to develop simple software components. This must lead them to explore more advanced software development.  




	Course Code
	SM115


	Course Title
	Business Systems Analysis


	Duration
	2 days


	Prerequisites
	None


	Course Description
	This course will prepare delegates to understand the concepts behind business systems analysis. The course will enable delegates to :
· Understand the nature of systems and their importance to business improvement
· Analyse the needs of organization in terms of systems requirements
· Use relevant and contemporary systems analysis tools
· Produce Requirements Specification which aligns systems needs to business objectives
· Explore the systems potentials to business competitive advantage
· Enable users to bridge the gap between systems analysis and systems design 


	Who should attend
	Anyone who needs to needs to understand how proper systems analysis can lead to good system design and benefit the business as a whole.


	Delivery mode
	· Tutor and delegates’ presentations

· Workshops

· Group discussion

· Role Play



	Expectations
	It is expected that delegates will be able to implement the skills obtained on the course and contribute to business systems analysis. They should be able to progress to successful systems design.



	Course Code
	SM116


	Course Title
	Introductory Project Management



	Duration
	2 days


	Prerequisites
	None


	Course Description
	This course will prepare delegates on the complex issues of Project Management. The course will enable delegates to :
· Understand the nature and need for project management in developing successful projects in organisations
· Appreciate the stages involved in project management 
· Plan for various resources needed in the running of a project
· Delegate work to different team members and ensure that all tasks are successfully carried out
· Establish good communication mechanisms between team members and project managers

· Produce regular reports to management 

· Have a brief introduction to a major project development methodology, PRINCE2


	Who should attend
	Anyone who needs to familiarise themselves with simple project management techniques and tools.


	Delivery mode
	· Tutor and delegates’ presentations

· Workshops

· Group discussion

· Role Play



	Expectations
	It is expected that delegates will be able to implement the skills obtained on the course and contribute to simple project management tasks. Delegates will also be able to further their knowledge and skills in PRINCE2 methodology.



