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IN-COMPANY TRAINING 
➢ Training is designed to suit the company’s specific 

needs  be it topics or time available 
➢ Management is personally consulted 
➢ Training facilities arranged at suitable venue 
➢ We are to be notified at least 2 days before 

training commences of any dietary preferences. 
➢ A certificate of Attendance is given      unless….. 
➢ A project will be given to qualify delegates for a 

certificate of completion if that is what the 
company requires. 

 

HUMAN RESOURCES 
Discipline in the Workplace          2 days 
Employment Equity Introduction          1 day 
Employment Equity/Committee          2 days 
Hiring the right staff           1 day 
Labour Relations to CCMA          3 days 
Skills Development Committee          1 day 

 

SPECIALISED TRAINING 
Personal Assistant for Managers   **               2 days 
Executive PA’s      **               2 days 
Shop Steward                         2 days 
Customized Ethical decision making         1 day 
 

We write programs to uplift, upskill and 
motivate staff.  We make it possible for your 
staff to learn the necessary skills from our 
amazing facilitators extensive experience. 
 

ESSENTIAL / SOFT SKILLS  
Communication        1 day 
Customer Excellence                   1 day 
Listening Skills        1 day 
Minute Taking                    1 day 
Inter-Personal Skills/Emotional intelligence 2 days 
Reception Skills                    1 day 
Telephone Excellence        1 day 
Time Management       1 day 
Written Business Communication     1 day 
Self Management       2 days 
Spoken & Written Communication     2 days 
 

MANAGEMENT 
Change Management       2 days 
Conflict Management                                   2 days 
Emotional Intelligence       2 days 
Leadership        2 days 
Management Development                          2 days 
Management Strategies           5 days 
Performance Management      2 days 
Problem Solving       1 day 
Project Management Intro      2 days 
Report Writing        1 day 
Stress Management       2 days 
Supervisory Development      2 days 
Managing Meetings       1 day 
 

LIFE SKILLS 
Business Etiquette/Image Excellence       1 day 
Diversity         1 day 
 

WAREHOUSE 
Warehousing     2 days 
Stock Control, Picking & Packing  1 day 
 
We present the following options for people who 
haven’t much time in their busy schedules 
1 Hour = Power Hour 
2 Hour = Burst         
4 Hour = Motivational 
 

FINANCIAL 
Accounts Receivable Collections  1 day 
Accounts Reconciliations  1 day 
Credit Collections Policy   1 day 
Credit Control Development       2 days 
Finance for Non-Financial Managers 2 days 
Managing Budgets   1 day 

 

SALES 
B2B or B2C    2 days 
Sales Training/Consulting  1 day 
Team Development    2 days 
Tele Sales    1 day 
 

COMPUTER 
Intro to PC    1 day  
Outlook           1 day 
Word level 1    1 day 
Word level 2    1 day 
Word level 3    1 day 
Excel Essential    1 day 
Excel Beginners (Part 1)  1 day 
Excel Intermediate (Part 2)  1 day 
Excel Advanced (Part 3)   1 day 
PowerPoint Complete   2 days 
Accredited and Non-Accredited 
 

SHEQ 
First Aid 
Fire Fighting 
Fire Survey and Investigations 
Working at heights 
Forklift 
Reach Truck 
Overhead Crane 
Hydraulic Mobile Crane 
Mobile Elevating Platforms 
Latice Boom Mobiles 
Cherry Picker 
Etc. 
Complete list provided on request. 
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