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NEWS FROM THE INTERNATIONAL LABOUR ORGANISATION (ILO) 

Creative industries project successfully completes Phase I 
 
The project on “Strengthening creative industries in 5 African, Caribbean and Pacific 
(ACP) countries – Fiji, Mozambique, Senegal, Trinidad & Tobago and Zambia – through 
employment and trade expansion”, an ACP project funded by EC and jointly 
implemented programme by ILO, UNCTAD and UNESCO, have successfully completed 
its Phase 1 and is now gearing to start the implementation of the second phase. 
 
The project’s core objective is to provide policy recommendations to enhance the 
institutional and regulatory policy framework in supporting creative industries and to 
foster productivity, entrepreneurial skills and market access, increase the scale and 
quality of jobs, income and trade in creative goods and services. 
 
The targeted sub-sectors are:  Performing arts, Audiovisual and new media, Publishing 
and other elements of the “book chain”. 
 
The first phase of the 4-year project entailed a situational analysis that involved 
discussions with key stake holders in identifying needs, setting priorities and action plan 
for implementation. 
 
The second phase begins in January 2009. 
 
For more information contact: 
� Mr Julius Mutio, ILO/Business Development Services Coordinator, mutio@ilo.org 
� Ms Edna dos Santos, UNCTAD Chief of Creative Industries, 

edna.dos.santos@unctad.org 
� Ms Guiomar Alonso Cano, Programme Specialist, Cultural Goods and Services, 

g.alonso@unesco.org 
 
Position available:  Technical Adviser (Zambia) 
 
The International Labour Organisation (ILO) is leading the above-mentioned programme 
on behalf of the United Nations System in Zambia to contribute to broad-based wealth 
and employment creation and the promotion of decent work in Zambia.  The programme 
will integrate and coordinate the respective activities of UN agencies to Deliver as One 
in the field of MSME development within the broader context of private sector 
development (PSD).  The programme will run for 36 months starting in the first quarter 
of 2009.  The programme is mainly funded by the Government of Finland. 
 
To ensure the efficient and effective start-up of the programme, the ILO is recruiting an 
international experienced Technical Adviser (TA) for the first 12 months of the 
programme. 
 
For any questions related to this post, please contact Mr Gerry Finnegan, ILO Director, 
Lusaka, Zambia (finnegan@ilo.org). 
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RBSA and women’s entrepreneurship development for Africa 
 
The Regional Office in Africa has allocated $1,957,282 of Regular Budget, 
Supplementary Account funding to the promotion of women’s entrepreneurship in Africa.  
Based upon tools and approaches that have been tried and tested in Africa and Asia 
through the Irish Aid partnership, this RBSA funding will significantly strengthen the 
ILO’s capacity to grow its activities in Western Africa in response to requests from 
member states and as part of the Decent Work Country Programs.  The project covers 
Senegal, Rwanda, Nigeria, Mali and Cameroon and will be based out of Addis Abeba 
(RO). 
 
WEDGE is coming to South Africa! 
 
The Norwegian Agency for Development Cooperation (NORAD) has partnered with the 
ILO to fund a Women’s Entrepreneurship Development and Gender Equality project 
based in South Africa.  Countries covered by the project are South Africa, Mozambique, 
Malawi and Lesotho.  NORAD has committed 23.2 million NOK (3,323,782 USD) over 
three years, in support of the creation of decent work, women’s empowerment, poverty 
alleviation and gender equality through women’s entrepreneurship development.  The 
project will be managed out of ILO Pretoria (SRO Harare).  Based upon the ILO WED 
strategy (March 2008), this project increases significantly the ILO’s delivery of WEDGE 
in Africa. 
 
Enterprise for Pro-Poor Growth – Sri Lanka 
 
This project has been very successful, well-documented and maintains an informative 
website (www.entergrowth.com/index.htm). 
 
New publication from WEDGE/DEWD project experience: ‘Count Us In!’ 
 
A new publication on ensuring the participation of women with disabilities in mainstream 
entrepreneurship activities: ‘Count Us In!’ 
 
The guidelines are based on the joint WEDGE/DEWD experience over the past 3 years.  
They are now available in English, but other language versions are envisaged. 
 
For more information please contact disability@ilo.org. 
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Release of New Guidance for Donor and Development Agencies 
 
After two years of consultations, the Donor Committee for Enterprise Development has 
published its guidance for donor and development agencies on how to support business 
environment reforms in developing and transition countries. 
 
For the ILO, this is a very pleasing and important development.  Pleasing because the 
ILO (Martin Clemensson) was Chair of the Donor Committee Working Group 
responsible for developing the guidance and important because it contains powerful 
messages that underscore the Conclusions of the ILC general discussion on the 
promotion of sustainable enterprises, particularly with respect to the 17 conditions for an 
environment conducive to sustainable enterprises. 
 
The Guidance explicitly highlights the importance of addressing the needs of small 
enterprises and clearly positions business environment reform in a broader context of 
sustainable development and good governance. 
 
The Guidance will be used to help update and revise the ITC Turin based course on 
Creating an enabling environment for sustainable small enterprise development which 
will next take place in February and will be actively encouraging field based colleagues 
to use the Guidance in their work. 
 
If there are any issues which you would like clarified or have any ideas about promoting 
the use of the Guidance, please do get in touch with Martin Clemensson or Graeme 
Buckley.  To download the Guidance and for information about the Donor Committee, 
see www.enterprise-development.org. 
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Summer Academy on Sustainable Enterprise Development:  A big success 
 
The first edition of the ILO Summer Academy on Sustainable Enterprise Development in 
Turin in September was a big success, and will be repeated next year in June. 
 
There were 67 participants from 33 different countries making the event a wonderful 
international knowledge-sharing experience.  Several employers and workers 
organisations were represented along with participants from many government 
agencies.  There were also several ILO staff and project partners amongst the group. 
 
The format of the Sustainable Enterprise Academy was innovative.  Each day 
commenced with a plenary session followed by four or five elective courses in the 
morning and a similar number of different electives in the afternoon.  This was repeated 
in the second week with new topics so that participants were exposed to an overview of 
the ILO’s work on sustainable enterprise plus had the opportunity to take four different 
elective courses. 
 
Attendance was high and the atmosphere was dynamic.  The course evaluations were 
excellent with a particularly high evaluation score on the quality of the training. 
 
Many ILO officials from headquarters and the field were resource persons for the 
Sustainable Enterprise Academy, and the ILO has received many follow-up requests for 
ILO technical assistance from the participating countries. 
 
The dates for the next Sustainable Enterprise Academy will be 22 June to 3 July 2009. 
 
Download the course reader Here. 
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Implementing SIYB in (post) conflict situations, The IDEA experience 
 
In 2006 IDEA, a Dutch organisation of military reservists, contacted the ILO with the 
wish to start using the SIYB training materials in their activities.  IDEA (see www.idea-
project.nl) is a collaborative organisation between the Dutch employers organisation 
VNO-NCW and the Dutch Army. 
 
The IDEA-lists operate in regions where normal NGO or commercial training activities 
cannot take place because of safety issues.  With the notion of where people work they 
do not fight they have assisted small entrepreneurs in Bosnia and Northern Afghanistan. 
 
In close collaboration with the ILO, two former ILO colleagues have developed a training 
of trainers course specifically aimed at SIYB trainers in (post) conflict situations with a 
target group of SMEs who are illiterate. 
 
To date, the programme has trained 22 trainers allowing them to use the IYB materials 
at both level 1 and 2.  Thirty six (36) entrepreneurs have been trained while another 98 
entrepreneurs have enlisted to be trained. 
 
For more information about this initiative please contact: 
� Margot Lobbezoo – m.lobbezoo@360responsibility.com 
� Oscar van der Ende – owavdende@wanadoo.nl 
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WHAT’S WRONG WITH A MESSY DESK? 

CLEAN OR MESSY DOESN’T MATTER.  EFFECTIVE DOES. 
By F John Reh 

The war on your desk 
 
Every day more and more information is thrown at you.  New mail, reports from various 
committees, invoices, proposals, and more all hit your desk several times a day.  You are too 
busy to deal with it right away so it just begins to pile up.  Your desktop begins to look like a 
war zone. 
 
The problem here is not that your desk is messy.  The problem is that important stuff gets lost.  
It either gets buried by new material coming in, or it is in the new material, but is not noticed.  
As a result, you spend too much time on things that are simply urgent rather than those that 
are important. 
 
When your boss wants to know how soon she can have that report for the Vice President, you 
don't want to tell her you didn't notice the memo she sent you requesting the report.  Nor will 
your boss be thrilled to hear that the layout for the new product line is late because you set it 
aside and it got covered up and you forgot about it. 
 
Some people will tell you the best way to solve this problem is a clean desk.  Others say messy 
is okay.  Who's right?  Neither.  And both. 
 
Cluttered desk, cluttered mind 
 
Not too long ago, there was a popular expression 'a cluttered desk is a sign of a cluttered mind.'  
That expression gave rise to an entire industry designed to help business executives clean their 
desktops as a sign of their mental acuity. 
 
No doubt you have seen movies where the boss sits in his office atop a downtown skyscraper.  
He sits behind a glass-top desk with no drawers.  The only adornments are the impressive pen 
set for signing important documents and a telephone or intercom so he can give orders. 
 
On the other hand 
 
Many people see nothing wrong with piles of paper covering the desktop, even spilling on to the 
chair seats and office floor.  They quote adages like 'a cluttered desk is a sign of genius' and 'a 
messy desk is only a sign of a messy desk.' 
 
We all know someone whose desk is that way.  You don't see how they can even tell if the 
desktop is metal or wood.  Yet, when you ask them for something, they go right to a pile, leaf 
through 2 or 3 sheets, and pull out what you asked for. 
 
What works for you 
 
Both sides are correct.  The issue is not which is correct.  The issue is which will make you 
more effective.  There are a few fundamental guidelines that apply to both approaches, but the 
key is to work in a manner that allows you to be most effective.  Almost everyone needs to get 
rid of some of the clutter atop their desk, but having no more than a single item on your desk 
at any one time won't work for many of us. 
 
Many people are working on several projects at the same time (or almost the same time).  
Creative types feel the need to have inspiration surrounding them.  Detail-oriented individuals 
need volumes of reference material close at hand.  Some people feel the piles of work make 
them look busy and, thus, keep them safer in times of layoffs.  Others feel a clean desk shows 
how efficient they are at getting the work done.  What is important is to do what works for you. 
 



 14 

 
How to tame the monster 
 
Whether you are going for the sterile glass desktop, or simply want to bring a little more order 
to the chaos of your desktop, there are a few fundamental guidelines: 
� Really want to improve.  I don't recommend the really severe approach that some do.  

Unfortunately that leaves excuses to be too easy on yourself.  This attempt to make your 
desk less cluttered and more efficient depends on you making a serious effort. 

� Keep, toss, or move.  Find three containers.  Label the smallest "keep".  Label the largest 
"toss".  Have another container labelled "move".  The really vital stuff will go into your keep 
container to be sorted later.  Anything that you want to take home or give away goes into 
the move container.  Everything else goes into the toss container.  (Ideally your toss 
container will be two parts.  One part will be trash to be disposed of.  The other will be 
paper products, which can be recycled.) 

� Start with the oldest.  You can tell by looking at them which pile is the oldest.  Usually it 
is farthest from your chair.  It will be the easiest to throw away items from this pile. 

� Evaluate each piece only once.  Look at each item in the pile.  Decide which container it 
will go into.  You can't set it back on your desk for later, you have to decide now.  Put 
everything into one of the three containers.  There is no other option. 

� Ask yourself this...  The first question is "do I have this somewhere else, or can I get it from 
someone?"  If you have a copy in email, or in a report, or on the desk of the person who 
prepared the market analysis, etc., you don't need to keep a copy.  Toss it.  Then ask "why 
do I need this?"  If the answer is a) to take action on it, b) to do something with it when I get 
more information from someone, or c) to refer to as I do other work, put it into the keep pile.  
(After you get rid of the clutter you will re-sort your keep pile by those three categories, so 
feel free to separate them now.  It will save time later.)  If your answer was anything else, 
toss that item. 

� Be ruthless. Be brave.  As you progress through each pile, getting closer and close to the 
things that just arrived, be ruthless in your decisions.  Take no prisoners.  If you really 
don't need it, toss it.  And be brave.  Don't hang on to something just because someone 
might ask you something about it someday.  Don't build a fortress of paper to protect 
yourself. 

 
Manage This Issue 
 
Your desktop doesn't have to be sterile and completely devoid of paper, although it can be if 
that helps.  Your goal is to organize your desktop so that it maximizes your efficiency.  If that 
means a few more piles on your desk than the person next door, that is okay - provided 
everything you kept helps you meet your goal of increased efficiency. 
 
Source:  www.about.com 
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KEY TO EVENTS 
Events in Johannesburg Events in Cape Town Events in KZN 

Events in the Eastern Cape  Events in the Free State 
Events in Mpumalanga and Limpopo Events in Pretoria 

 
FEBRUARY 2009 – WEEK 1 

 
Monday (02/02) Tuesday (03/02) Wednesday (04/02) Thursday (05/02) Friday (06/02) 

 Presenting with Confidence, Johannesburg, (011) 431-1533 
Negotiating for Results, Cape Town, (011) 704-0720/4 

Assertiveness, Cape Town, 
(011) 678-2443 Minute Taking for Meetings, 

Cape Town, (011) 704-0720/4 

Basic Principles of Government 
Tenders, Cape Town, (016) 986-

3888  Practical Skills for Office Managers / Team Leaders, Johannesburg, 
0861 BIZTECH Build a Winning Sales Team, 

Johannesburg, (011) 787-6781 
Business Presentation Skills, Port Elizabeth, (016) 986-3888 

Company Tax for Small to Medium Size Businesses, Cape Town, 
(016) 986-3888 

Advanced Supervisory Effectiveness (Leading Teams), Johannesburg, (016) 420-2306 
Finance for Non-Financial Managers, Midrand, (016) 986-3888 

Team Building, Johannesburg, 
(011) 678-2443 

Company Tax for Small to Medium Size Businesses, Johannesburg, 
(016) 986-3888 

Project Management for Non Project Managers, Durban, (011) 704-
0720/4 

 Presenting with Confidence, Johannesburg, (011) 431-1533 Perfect Presentation Skills, Pretoria, (011) 704-0720/4 
 Quality Customer Service, Johannesburg, (011) 704-0720/4  Performance Relation Mapping, 

Nelspruit, (021) 685-0451  Design and Develop Assessment Guides, Mossel Bay, George, 
Oudtshoorn, (044) 695-0003  

 

The Essence of the new 
workplace skills plan (OFO), 

Nelspruit, (021) 685-0451 
Effective Use of the Telephone, 
Johannesburg, (011) 485-2150  

 
Submitting Winning Tenders, 

Pretoria, (011) 454-5505  
 

The Performance Management Challenge, Johannesburg, (011) 726-
3040  

 
 

Key Skills for Effective 
Managers, Cape Town, (011) 

454-5505 
Sell - Don’t Tell, Johannesburg, 

(011) 485-2150 
Innovative On-Boarding (Induction & Orientation) Practices for 

Organisations, Cape Town, (021) 979-5172 
  Corporate Budgeting for Managers, Johannesburg, 0861 ASTROT (0861 278768) 
  Mastering Leadership and Management Skills, Johannesburg, 0861 ASTROT (0861 278768) 
   
  

Communication & Presentation Skills, Johannesburg, (011) 678-
2443  

 Diversity Management, Johannesburg, (011) 678-2443   
 Effective Business Writing Skills, Cape Town, (011) 678-2443  
Labour Relations & Effective Discipline, Johannesburg, (011) 678-2443   
 Project Management, Durban, (011) 678-2443  
  
  

Sales Training, Johannesburg, 
(011) 787-6781 

Practical Confidence and Assertiveness Skills, Johannesburg, (011) 
454-5505 

  
 

Competency-based Recruitment & Interviewing Skills with new 
module on Workforce Planning, Cape Town, (021) 979-5172  

  

Customer Based Telephone Debt 
Collection, Johannesburg, (011) 

454-5505  
  

Sell, Don’t Tell, Bedfordview, 
Johannesburg, (011) 485-2150   
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FEBRUARY 2009 – WEEK 1 (continued) 
 

Monday (02/02) Tuesday (03/02) Wednesday (04/02) Thursday (05/02) Friday (06/02) 
   
  

Mentoring the Learner in the Workplace, Mossel Bay, George, 
Oudtshoorn, (044) 695-0003  

   
 

Professional Purchasing & Procurement Skills and Practices, 
Johannesburg, (011) 454-5505   

 
FEBRUARY 2009 – WEEK 2 

 
Monday (09/02) Tuesday (10/02) Wednesday (11/02) Thursday (12/02) Friday (13/02) 

Effective Sales, Johannesburg, (011) 312-3147 Basic Principles of Government 
Tenders, Durban, (016) 986-

3888 

Making a Positive Difference @ 
Work, Pretoria, (011) 704-

0720/4 
Company Tax for Small to Medium Size Businesses, Durban, (016) 

986-3888 

Understanding SAQA, SETA’s, 
Unit Standards & Assessment 
Criteria, Johannesburg, (016) 

986-3888 
Managing Time for Results, 

Johannesburg, (011) 704-0720/4 
Competency-based Interviewing, Recruitment & Selection 

Techniques, Johannesburg, (011) 447-7470 
Brilliant Business Writing Skills, Cape Town, (011) 704-0720/4 Business Writing Skills, Johannesburg, (016) 986-3888 

13 – 14 February:  Effective 
Project Management, 

Johannesburg, (011) 726-3040 
Project Management:  Preparation for Success, Cape Town, (016) 986-3888 Complete Guide to Meetings and Minute Taking, Johannesburg, 

(011) 431-1533 Finance for Non-Financial Managers, Pretoria, (011) 704-0720/4 
The Total Team Leader, Johannesburg, 0861 BIZTECH 

Assertive Communication Skills, Midrand, (016) 986-3888 

The Essence of the new 
workplace skills plan (OFO), 

Bloemfontein, (021) 685-0451 
Performance Relation Mapping, 
Bloemfontein, (021) 685-0451 

Conflict Management, 
Johannesburg, (011) 485-2150 

Moderator Training, Johannesburg, (016) 420-2306  
Coach the Learner NQF3, Johannesburg, (016) 420-2306 
Skills Development Facilitator, Midrand, (016) 986-3888 

National Diploma HR Management and Practices Support NQF5, Johannesburg, (016) 420-2306 
Certificate in Occupationally Directed ETD Practice NQF4, Johannesburg, (016) 420-2306 

Diversity Management, Johannesburg, (011) 726-3040 Reception, Cape Town, 086 111 
VETTA (83882) 

More Hours in Your Day, 
Johannesburg, (011) 485-2150 New Manager’s Programme, Johannesburg, (011) 865-0523 

 The PA MBA, Johannesburg, 0861 BIZTECH 
 

Understanding SAQA, SETA’s, 
Unit Standards & Assessment 

Criteria, Cape Town, (016) 986-
3888 

 
Bridging the Gap:  From Technical Person to Successful Salesperson, Johannesburg, 0861 ASTROT 

(0861 278768) 
 

Professional Minute Writing, 
Johannesburg, (016) 986-3888 Emotional Intelligence:  The Key to Personal Effectiveness and Effective Leadership, Johannesburg, , 

0861 ASTROT (0861 278768) 
 
 

Introduction to Supervisory Effectiveness, Cape Town, (016) 986-
3888 

Effective Sales, Johannesburg, 
(011) 678-2443 

Meeting Customer Expectations, 
Cape Town, 086 111 VETTA 

(83882) Professional Switchboard, Reception & Frontline Skills, 
Johannesburg, 0861 BIZTEC 

Business Writing, Cape Town, 
086 111 VETTA (83882) 

Stress Management, 
Johannesburg, (011) 678-2443 

 Brilliant Customer Service, Johannesburg, (011) 726-3040 
Frontline Skills Training, Cape 

Town, (011) 787-6781 
 Effective Project Management, Johannesburg, (011) 726-3040 

Office Support, Cape Town, 086 
111 VETTA (83882) 

Effective Business Writing Skills, Johannesburg, (011) 678-2443 Practical Project Management, Johannesburg, (011) 454-5505 
 Finance for Non-Financial Managers, Johannesburg, (011) 678-2443  
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FEBRUARY 2009 – WEEK 2 (continued) 
 

Monday (09/02) Tuesday (10/02) Wednesday (11/02) Thursday (12/02) Friday (13/02) 
 Personal Assistant, Johannesburg, (011) 678-2443  
 Supervisory Management, Cape Town, (011) 678-2443  
 
 

Build a Winning Sales Team, 
Cape Town, (011) 787-6781 

Innovative On-Boarding (Induction & Orientation) Practices for 
Organisations, Randburg, (021) 979-5172 

 

Unleashing the Law of 
Attraction, Johannesburg, (011) 

678-2443   
The Total Team Leader, Johannesburg, 0861 BIZTECH 

Sales Training, Cape Town, 
(011) 787-6781   

 Selling with Confidence, Midrand, 0861 116 121  
 

Training & Presentation, Cape 
Town, 086 111 VETTA (83882) Critical Thinking Workshop, Johannesburg, (021) 465-6981/2 

  
 

Innovative Retention Strategies for Generation X and Y, Randburg, 
(021) 979-5172 

Professional Sales Training, 
Cape Town, (021) 712-4562  

Skills Development Facilitator, Mossel Bay, George, Oudtshoorn, (044) 695-0003   
 Using Excel for Financial Managers, Johannesburg, (011) 454-5505   
   
  

Working with Finance, Accounts and Budgets for Non-Financial 
Managers, Cape Town, (011) 454-5505  

 
FEBRUARY 2009 – WEEK 3 

 
Monday (16/02) Tuesday (17/02) Wednesday (18/02) Thursday (19/02) Friday (20/02) 

Business Writing Skills, Cape Town, (016) 986-3888 Professional Minute Writing, 
Cape Town, (016) 986-3888 Supervisory Skills, Johannesburg, (011) 704-0720/4 

The Professional Receptionist, 
Johannesburg, (011) 431-1533 

Professional Minute Writing, 
Durban, (016) 986-3888 

Credit Risk Management, Cape Town, (016) 986-3888 Project Management for Non-Project Managers, Cape Town, (016) 
986-3888 Time and Stress Management, Cape Town, (021) 685-7726 

The 2nd Occupational Skills Summit, Johannesburg, 0861 113 918 

20 – 21 February:  Marketing – 
The Road to Success, 

Johannesburg, (011) 726-3040 Competency-based Interviewing, Recruitment & Selection 
Techniques, Cape Town, (011) 447-7470 Advanced Excel 2007 Skills for Financial Managers, Johannesburg, 

(011) 447-7470 
Customer Service, Cape Town, 

(011) 678-2443 Advanced Excel Skills for Financial Managers Using Microsoft 
2003, Johannesburg, (011) 447-7470 Presentation Skills, Johannesburg, (016) 986-3888  

Assertive Communication Skills, Johannesburg, (016) 420-2306 Professional Report Writing Skills, Johannesburg, (011) 704-0720/4 
Assertive Communication Skills, Durban, (016) 986-3888 Supervisory Skills, Cape Town, (011) 704-0720/4 

The Human Capital Management Summit, Johannesburg, (011) 771-7135  
Higher Certificate in Management Development NQF5, Johannesburg, (016) 420-2306 

Skills Development Facilitator, Johannesburg, (016) 420-2306 
Diploma in Occupationally Directed ETD Practice NQF5, Johannesburg, (016) 420-2306 

Stock Control, Cape Town, 086 
111 VETTA (83882) 

Highly Effective Strategies for Collecting Accounts Receivable, 
Johannesburg, (011) 447-7470 

Time Management, Cape Town, 
(011) 678-2443 

 
 

Project Management for Non Project Managers, Cape Town, (011) 
704-0720/4 

Understanding SAQA, SETA’s, 
Unit Standards & Assessment 
Criteria, Durban, (016) 986-

3888 
Assertiveness & Time 

Management, Cape Town, 086 
111 VETTA (83882) 

 Customer Service & Support, Johannesburg, (016) 986-3888 
 

Professional Development for Secretaries and PA’s, Johannesburg, 
(011) 431-1533  

 Fraud Prevention, Johannesburg, (016) 986-3888 
Performance Relation Mapping, 

Cape Town, (021) 685-0451  
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FEBRUARY 2009 – WEEK 3 (continued) 
 

Monday (16/02) Tuesday (17/02) Wednesday (18/02) Thursday (19/02) Friday (20/02) 
 An Introductory Course on Monitoring, Evaluation & Reporting, Cape Town, (012) 997-6059 
 

How to win at the CCMA, 
Johannesburg, (011) 726-3040  

The National Credit Act, Johannesburg, 0861 BIZTECH  
The Essence of the new 

workplace skills plan (OFO), 
Cape Town, (021) 685-0451 

Business Professionalism and 
Competency, Johannesburg, 

(011) 485-2150  Key Elements of Successful Newsletters, Johannesburg, 0861 
BIZTECH Finance for Non-Financial Managers, Johannesburg, (011) 726-3040  

 The Secrets of Debt Collection Success, Johannesburg, 0861 
BIZTECH 

Stand Up, Speak out and Win, 
Johannesburg, (011) 485-2150 

Corporate Governance, 
Randburg, (011) 865-0523  

Assertive Communication Skills, Vereeniging, (016) 420-2306 Frontline Skills Training, 
Johannesburg, (011) 787-6781 

 

Finance for Non-Financial Managers, Johannesburg, 0861 ASTROT (0861 278768) Masterminding the Perfect Business Function or Event, 
Johannesburg, 0861 BIZTECH Conflict Management & Negotiation Skills, Cape Town, (011) 678-2443 

 Effective Business Writing Skills, Durban, (011) 678-2443  
Project Management, Pretoria, (011) 678-2443 Professional Sales Training, 

Johannesburg, (021) 712-4562 
 

 Project Management, Cape Town, (011) 678-2443  
Supervisory Management, Johannesburg, (011) 678-2443   

 The Ultimate Sales Manager, Johannesburg, 0861 ASTROT (0861 278768) 
  
 

Television and Radio 
Interviewing Skills, 

Johannesburg, (011) 678-2443 
Supervisory & Leadership Skills, Cape Town, 086 111 VETTA 

(83882)  
 Achieving excellence in office management NQF5, Johannesburg, (021) 910-2827 
 
 

Professional Business 
Behaviour, Cape Town, 086 111 

VETTA (83882) 
Sales Training, Durban, (011) 

787-6781 
Innovative Retention Strategies for a new Generation of Employees:  

Generation X and Y, Cape Town, (021) 979-5172 
 Stakeholder Relationship Management Techniques NQF5, 

Johannesburg, (021) 910-2827 
Sales Training, Johannesburg, 

(011) 787-6781 
Financial Report Writing, 

Johannesburg, (011) 454-5505  
HR Strategic Management Programme, Johannesburg, (011) 865-0523  
  
 

Talent Management & Succession Planning, Cape Town, (021) 979-
5172 

Key Skills for Effective 
Managers, Durban, (011) 454-

5505  
Moderator, Mossel Bay, George, Oudtshoorn, (044) 695-0003   

Finance for Non-Financial Managers, Johannesburg, (011) 865-0523  
  

Business Etiquette & Personal Branding, Johannesburg, (011) 865-
0523  
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FEBRUARY 2009 – WEEK 4 
 

Monday (23/02) Tuesday (24/02) Wednesday (25/02) Thursday (26/02) Friday (27/02) 
Presentation Skills, Cape Town, (016) 986-3888 Minute Taking for Meetings, 

Durban, (011) 704-0720/4 
Personal Brand Building, 

Johannesburg, (016) 986-3888 Supervisory Management Skills, Cape Town, (021) 685-7726 
Manager’s Mistakes, 

Johannesburg, (011) 485-2150 
Project Management for Non-Project Managers, Durban, (016) 986-

3888 
Powerful Business Report Writing Made Easy, Johannesburg, (011) 

447-7470 
Ethics, Johannesburg, (011) 678-

2443 
Business Presentation Skills, Johannesburg, (016) 420-2306 EQ in Leadership, Johannesburg, (011) 704-0720/4 

Training Coordinator Programme NQF3, Johannesburg, (016) 420-2306 Telephone Excellence, Johannesburg, (011) 704-0720/4 
Emotional Intelligence, Johannesburg, (016) 420-2306   

Introduction to Supervisory Effectiveness (Management Fundamentals), Johannesburg, (016) 420-2306 
Negotiating for Results, Pretoria, (011) 704-0720/4 Effective Time Management, 

Johannesburg, (011) 865-0523 Perfect Presentation Skills, Durban, (011) 704-0720/4 
Artisan Training, Development & Retention Programmes, 

Johannesburg, (011) 447-7470 
Quality and Customer Services, Johannesburg, (011) 678-2443 

Managers, Cape Town, 086 111 VETTA (83882) 
Performance Relation Mapping, 
Johannesburg, (021) 685-0451 

Time Management, Durban, 
(011) 678-2443 

The Essence of the new 
workplace skills plan (OFO), 

Johannesburg, (021) 685-0451 Performance Management, Johannesburg, (011) 678-2443 Becoming the Best Team Secretary/Administrator, Johannesburg, 
0861 BIZTECH Recruitment and Selection, Johannesburg, (011) 726-3040 

 HIV/AIDS Workplace Management, Johannesburg, (011) 678-2443 
Positive Selling, Cape Town, 

086 111 VETTA (83882) 
Project Management, Johannesburg, (011) 678-2443 

 

The Psychology of Customer 
Service, Johannesburg, (011) 

485-2150 
 

Managing Complaints & 
Business Telephone Skills, Cape 
Town, 086 111 VETTA (83882) 

 

Effective People Management 
Skills, Johannesburg, (011) 454-

5505 

Telephone Debt Collecting, 
Cape Town, 086 111 VETTA 

(83882) 
Minute Taking, Cape Town, 086 

111 VETTA (83882)  
Attitude in the Workplace, Johannesburg, (011) 865-0523 People Management for New Managers, Johannesburg, 0861 ASTROT (0861 278768) 

Achieving excellence in office management NQF5, Cape Town, (021) 910-2827 
 

Stakeholder Relationship Management Techniques NQF5, Cape 
Town, (021) 910-2827 

 
Talent Management & Succession Planning, Randburg, (021) 979-

5172 
 Advanced Excel Skills for Financial Managers – Using Excel 2003, 

Johannesburg, (011) 447-7470 

Retrenchment Resource Tools for Organisations in Economically 
Uncertain Times, Randburg, (021) 979-5172 

Community Facilitation Programme, Cape Town, (011) 886-2647 
Assessor, Mossel Bay, George, Oudtshoorn, (044) 695-0003   

  
 

Working with Finance, Accounts and Budgets for Non-Financial 
Managers, Johannesburg, (011) 454-5505  

 

Debt Collection – The Legal 
Process, Cape Town, (011) 454-

5505    
   Graphs, Statistics and Numerical Reporting for PA’s and 

Administrators, Johannesburg, 0861 BIZTECH    
   Cost Reduction and Making More Money, Johannesburg, (011) 726-

3040    
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MARCH 2009 – WEEK 1 
 

Monday (02/03) Tuesday (03/03) Wednesday (04/03) Thursday (05/03) Friday (06/03) 
Brilliant Business Writing Skills, Pretoria, (011) 704-0720/4 Business Writing for Office Professionals, Johannesburg, (011) 431-

1533 
Minute Taking for Meetings, 

Johannesburg, (011) 704-0720/4 Frontline Skills Training, 
Johannesburg, (011) 787-6781 

Finance for Non-Financial Managers, Cape Town, (011) 704-0720/4 Managing Diversity, Johannesburg, (016) 986-3888 

Assertiveness, Durban, (011) 
678-2443 

Assessor Training – 2 Unit Standards, Johannesburg, (016) 420-2306 
Coach the Learner, Cape Town, (016) 986-3888 

Presentation Skills, Durban, (016) 986-3888  Team Building, Cape Town, 
(011) 678-2443 The 3-Day MBA, Johannesburg, 0861 ASTROT (0861 278768) 

 

Media Skills for Effective Radio 
& Television Interviews, 

Johannesburg, (016) 986-3888 
Corporate Governance and Ethics, Johannesburg, (011) 726-3040 

Performance Relation Mapping, 
Durban, (021) 685-0451 

The National Credit Act, 
Johannesburg, (011) 454-5505 

 

The Essence of the new 
workplace skills plan (OFO), 

Durban, (021) 685-0451 
 

EQ – Street Smarts, 
Johannesburg, (011) 485-2150 

Innovative Coaching and Mentoring Practices for Managers, Cape 
Town, (021) 979-5172 

 
Sell - Don’t Tell, Johannesburg, 

(011) 485-2150   
 

Dealing with Difficult People, 
Johannesburg, (011) 454-5505 Communication & Presentation Skills, Cape Town, (011) 678-2443  

Effective Business Writing Skills, Johannesburg, (011) 678-2443   
 Finance for Non-Financial Managers, Cape Town, (011) 678-2443  

Project Management, Durban, (011) 678-2443  
 Mastering Confidence, Influence and Assertiveness Skills, 

Johannesburg, 0861 BIZTECH 
Sales Training, Johannesburg, 

(011) 787-6781 

Customer Based Telephone Debt 
Collection, Durban, (011) 454-

5505  
Developmental Planning, Monitoring, Evaluation and Reporting:  Enabling clarity, direction and support, Cape Town, (021) 462-3902 

  Project Management for Non-Project Managers, Johannesburg, 0861 ASTROT (0861 278768) 
Train the Trainer, Mossel Bay, George, Oudtshoorn, (044) 695-0003 

 Managing Projects with MS Project, Johannesburg, (011) 454-5505   
    
    
  

Finance for Non-Financial 
Managers, Johannesburg, (011) 

454-5505   
   
  

Practical Confidence & Assertiveness Skills, Cape Town, (011) 454-
5505  

  Mastering the Art of Training, Johannesburg, 0861 ASTROT (0861 278768) 
 

MARCH 2009 – WEEK 2 
 

Monday (09/03) Tuesday (10/03) Wednesday (11/03) Thursday (12/03) Friday (13/03) 
Brilliant Business Writing Skills, Durban, (011) 704-0720/4 

Customer Service Excellence, Midrand, (016) 986-3888 
Managing Time for Results, 
Durban, (011) 704-0720/4 

Handling Meetings Effectively, 
Cape Town, (016) 986-3888 

Effective People Skills, 
Johannesburg, (011) 485-2150 

People Management, Pretoria, (011) 704-0720/4 
Foundations of Leadership, Cape Town, (021) 918-4479 

The Professional Office Administrator, Johannesburg, (011) 431-
1533 

Higher Certificate in Occupationally Directed ETD Practice NQF5, Johannesburg, (016) 420-2306 
Learning Material Design and Development, Johannesburg, (016) 420-2306 

Skills Development Facilitator, Johannesburg, (016) 420-2306 
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MARCH 2009 – WEEK 2 (continued) 
 

Monday (09/03) Tuesday (10/03) Wednesday (11/03) Thursday (12/03) Friday (13/03) 
 Managing Diversity, Cape Town, (016) 986-3888  
 

Handling Meetings Effectively, 
Johannesburg, (016) 986-3888 Fatigue Management, Johannesburg, (016) 986-3888  

 Customer Service & Support, Cape Town, (016) 986-3888 Perfect Presentation Skills, Johannesburg, (011) 704-0720/4 
 Business Writing Skills, Cape Town, (021) 685-7726  
 Fraud Prevention, Cape Town, (016) 986-3888 

Return on Training Investment, 
Port Elizabeth, (021) 685-0451  

  
 

Skills Development for BEE, 
Johannesburg, (011) 726-3040 

Fundamentals of Debt Collections Best Practices, Johannesburg, 
(016) 986-3888  

Diversity Management, Johannesburg, (011) 678-2443 Financial Statement Analysis, Johannesburg, (016) 986-3888  
 
 

The High Performance PA or Administrator:  Essential Skills, Johannesburg, 0861 ASTROT (0861 
278768) 

 

Unleashing the Law of 
Attraction, Johannesburg, (011) 

678-2443 
 

The High Performance PA or Administrator:  Essential Skills, Cape Town, 0861 ASTROT (0861 
278768) 

 
Wordclass Customer Service, 
Johannesburg, (011) 454-5505  

 
Stress Management, 

Johannesburg, (011) 485-2150  
 

Effective People Management 
Skills, Durban, (011) 454-5505 

SETA grants and funding 
system, Port Elizabeth, (021) 

685-0451 
  

Competency-based Recruitment and Interviewing Skills with new 
module on Workforce Planning, Randburg, (021) 979-5172 

  
Enterprise Development, 

Johannesburg, (011) 726-3040 
  

Design and Develop Assessment Guides, Mossel Bay, George, 
Oudtshoorn, (044) 695-0003 

  
Preferential Procurement, 

Johannesburg, (011) 726-3040 Professional Business Writing Skills, Johannesburg, (011) 454-5505 
 Supervisory Management, Durban, (011) 678-2443  
  Conflict Management & Negotiation Skills, Durban, (011) 678-2443 
 Effective Business Writing Skills, Cape Town, (011) 678-2443  
 Supervisory Management, Durban, (011) 678-2443  
  
 

Innovative Coaching & Mentoring Practices for Managers, 
Randburg, (021) 979-5172  

Assessor, Mossel Bay, George, Oudtshoorn, (044) 695-0003 

Finance for Non-Financial 
Managers, Durban, (011) 454-

5505  
    
  

Advanced Debt Collection, 
Johannesburg, (011) 454-5505   

  Using Excel for Financial Managers, Cape Town, (011) 454-5505  
 

MARCH 2009 – WEEK 3 
 

Monday (16/03) Tuesday (17/03) Wednesday (18/03) Thursday (19/03) Friday (20/03) 
Grow your Venture, Cape Town, (021) 462-7902 Effective Recruitment and Selection, Johannesburg, (011) 312-3147 

Assertive Communication Skills, Johannesburg, (016) 420-2306 Professional Report Writing Skills, Cape Town, (011) 704-0720/4 
Advanced Supervisory Effectiveness (Leading Teams), Johannesburg, (016) 420-2306 

Introduction to Supervisory Effectiveness, Midrand, (016) 986-3888 
Certificate in Occupationally Directed ETD Practice NQF4, Johannesburg, (016) 420-2306 

Coach the Learner NQF3, Johannesburg, (016) 420-2306 
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MARCH 2009 – WEEK 3 (continued) 
 

Monday (16/03) Tuesday (17/03) Wednesday (18/03) Thursday (19/03) Friday (20/03) 
 
 

Project Management for Non Project Managers, Johannesburg, 
(011) 704-0720/4 

Return on Training Investment, 
East London, (021) 685-0451 

Customer Service, Durban, 
(011) 678-2443 

 Quality Customer Service, Pretoria, (011) 704-0720/4 
 

Frontline Skills Training, Cape 
Town, (011) 787-6781 

Stress Management, Cape Town, 
(011) 678-2443 

   
 

Goal Setting – Get What You 
Set, Johannesburg, (011) 485-

2150 

Making a Positive Difference @ 
Work, Cape Town, (011) 704-

0720/4   
Financial Statement Analysis, Cape Town, (016) 986-3888  Mentoring the Learner in the Workplace, Mossel Bay, George, 

Oudtshoorn, (044) 695-0003 
 

The High Performance PA or Administrator:  Essential Skills, Johannesburg, 0861 ASTROT (0861 
278768) 

   
 

Practical Credit Assessment and 
Credit Management, 

Johannesburg, (011) 454-5505   
 

SETA grants and funding 
system, East London, (021) 685-

0451   
   
 

Finance for Non-Financial 
Managers, Cape Town, (011) 

454-5505 
Communicate for Success, 

Johannesburg, (011) 485-2150   
Assertive Communication Skills, Vereeniging, (016) 420-2306   

Advanced Project Management, Johannesburg, (011) 678-2443 
 Effective Business Writing Skills, Durban, (011) 678-2443  
 Project Management, Cape Town, (011) 678-2443  
 Supervisory Management, Johannesburg, (011) 678-2443  
 Using Excel for Financial Managers, Durban, (011) 454-5505  
 

Dealing with Difficult People, 
Durban, (011) 454-5505    

 
MARCH 2009 – WEEK 4 

 
Monday (23/03) Tuesday (24/03) Wednesday (25/03) Thursday (26/03) Friday (27/03) 

Product Strategy & Brand Management, Cape Town, (021) 462-7902 
Performance Leadership, Cape Town, (021) 462-7902 

Finance for Non-Financial Managers, Johannesburg, (011) 704-
0720/4 

Project Management, Johannesburg, (016) 420-2306 
Assessor, Port Elizabeth, (016) 986-3888 

Introduction to Supervisory Effectiveness, Durban, (016) 986-3888 
Assessor, Johannesburg, (016) 986-3888 

National Certificate HR Management and Practices Support NQF4, Johannesburg, (016) 420-2306 
Certificate in Occupationally Directed ETD Practice NQF4, Johannesburg, (016) 420-2306 

Introduction to Supervisory Effectiveness (Management Fundamentals), Johannesburg, (016) 420-2306 
 Telephone Excellence, Durban, (011) 704-0720/4 
 
 

Understanding and Using 
Financial Statements, Cape 

Town, (021) 685-7726 

Making a Positive Difference @ 
Work, Johannesburg, (011) 704-

0720/4 
Effective Sales, Cape Town, 

(011) 678-2443 
 EQ in Leadership, Cape Town, (011) 704-0720/4  

The Psychology of Customer 
Service, Johannesburg, (011) 

485-2150 
 Creativity & Innovation at Work, Cape Town, (021) 462-7902  
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MARCH 2009 – WEEK 4 (continued) 
 

Monday (23/03) Tuesday (24/03) Wednesday (25/03) Thursday (26/03) Friday (27/03) 
 Mentoring & Coaching, Johannesburg, (011) 678-2443 
 

Planning & Managing a Budget, 
Cape Town, (021) 685-7726 

 

Effective People Management 
Skills, Cape Town, (011) 454-

5505 
Lifestyle Planning Workshop for Employees Struggling with Debt, 

Randburg, (021) 979-5172 
 

Managing Time for Results, 
Pretoria, (011) 704-0720/4   

 An Introductory Course on Monitoring, Evaluation & Reporting, Johannesburg, (012) 997-6059 
 

Practical Credit Assessment and 
Credit Management, Durban, 

(011) 454-5505  
Brilliant Business Writing Skills, Johannesburg, (011) 704-0720/4 

More Hours in Your Day, 
Johannesburg, (011) 485-2150  

 Diversity Management, Cape Town, (011) 678-2443 

Customer Based Telephone Debt 
Collection, Cape Town, (011) 

454-5505  
Management and Leadership Development, Cape Town, (011) 678-2443   

Project Management, Johannesburg, (011) 678-2443   
Supervisory Management, Cape Town, (011) 678-2443   

   
 

On-Boarding Practices for New Managers:  The first 100 days, 
Randburg, (021) 979-5172   

Moderator, Mossel Bay, George, Oudtshoorn, (044) 695-0003   
   
 

Business Etiquette & Personal Branding, Cape Town, (011) 865-
0523   

    
  

The National Credit Act, Cape 
Town, (011) 454-5505   

   
  

Practical Confidence & Assertiveness Skills, Durban, (011) 454-
5505  

 
MARCH 2009 – WEEK 5 

 
Monday (30/03) Tuesday (31/03) Wednesday (01/04) Thursday (02/04) Friday (03/04) 

Managing Time for Results, 
Cape Town, (011) 704-0720/4 

World-Class Reception Skills, 
Cape Town, (021) 685-7726 

Professional Telephone Skills, 
Cape Town, (021) 685-7726 

Certificate in Management 
Development NQF4, 

Johannesburg, (016) 420-2306 Supervisory Skills, Pretoria, (011) 704-0720/4 

Certificate in Management 
Development NQF4, 

Johannesburg, (016) 420-2306 Manager’s Mistakes, 
Johannesburg, (011) 485-2150 People Management, Cape Town, (011) 704-0720/4 

 
Diploma in Occupationally 

Directed ETD Practice NQF5, 
Johannesburg, (016) 420-2306  

Return on Training Investment, 
Nelspruit, (021) 685-0451 

 

SETA grants and funding 
system, Nelspruit, (021) 685-

0451 

Diploma in Occupationally 
Directed ETD Practice NQF5, 
Johannesburg, (016) 420-2306 

 
 

Effective Use of the Telephone, 
Johannesburg, (011) 485-2150 

Unleashing the Law of 
Attraction, Johannesburg, (011) 

678-2443 

Higher Certificate in 
Occupationally Directed ETD 
Practice NQF5, Johannesburg, 

(016) 420-2306   
 

Higher Certificate in 
Occupationally Directed ETD 
Practice NQF5, Johannesburg, 

(016) 420-2306 A Practical Introduction to Project Management, Johannesburg, 
(011) 431-1533 

HIV/AIDS Workplace 
Management, Durban, (011) 

678-2443 Communication & Presentation Skills, Durban, (011) 678-2443 
Professional Report Writing Skills, Pretoria, (011) 704-0720/4 Effective Business Writing Skills, Cape Town, (011) 678-2443 

HIV/AIDS Workplace Management, Cape Town, (011) 678-2443   
  

Team Building, Johannesburg, 
(011) 678-2443   

Community Facilitation Programme, Bloemfontein, (011) 886-2647 
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APRIL 2009 – WEEK 1 
 

Monday (06/04) Tuesday (07/04) Wednesday (08/04) Thursday (09/04) Friday (10/04) 
EQ in Leadership, Pretoria, (011) 704-0720/4  

Telephone Excellence, Cape Town, (011) 704-0720/4  
Succeeding as a first time 

Supervisor, Johannesburg, (011) 
485-2150 

Coaching and Mentoring in the 
Workplace, Johannesburg, (011) 

485-2150  
Negotiating for Results, Johannesburg, (011) 704-0720/4 

Return on Training Investment, 
Bloemfontein, (021) 685-0451  

Supervisory Skills, Durban, (011) 704-0720/4 

SETA grants and funding 
system, Bloemfontein, (021) 

685-0451  
Advanced Problem Solving, Johannesburg, 0861 ASTROT (0861 278 768) 

Stress Management, Durban, 
(011) 678-2443  

An Introductory Course on Monitoring, Evaluation and Reporting, Durban, (012) 997-6059   
Writing for Business Results, Port Elizabeth, (016) 986-3888   

Assertive Communication Skills, Johannesburg, (016) 420-2306   
Being Assertive, Cape Town (021) 685-7726   Assertiveness, Johannesburg, 

(011) 678-2443 Project Management, Durban, (011) 678-2443  
Conflict Management & Negotiation Skills, Johannesburg, (011) 678-2443   

Effective Business Writing Skills, Johannesburg, (011) 678-2443   
 

APRIL 2009 – WEEK 2 
 

Monday (13/04) Tuesday (14/04) Wednesday (15/04) Thursday (16/04) Friday (17/04) 
 Emotional Intelligence, Johannesburg, (016) 420-2306 
 Moderator Training, Johannesburg, (016) 420-2306 
  
  

Writing Effective Reports, 
Johannesburg, (011) 431-1533 

Minute Taking for Meetings, 
Pretoria, (011) 704-0720/4 

  

SETA grants and funding 
system, Cape Town, (021) 685-

0451 Effective Sales, Durban, (011) 
678-2443 

  

Sell – Don’t Tell, Johannesburg, 
(011) 485-2150 

  
Finance 101 for PA’s and Administrators, Johannesburg, 0861 

BIZTECH  
  Quality Customer Service, Cape Town, (011) 704-0720/4  
  People Management, Johannesburg, (011) 704-0720/4 
  Business Presentation Skills, Midrand, (016) 986-3888 
    
   

Return on Training Investment, 
Cape Town, (021) 685-0451  

 Labour Relations & Effective Discipline, Johannesburg, (011) 678-2443  
   Mentoring & Coaching, Cape Town, (011) 678-2443 
 Project Management, Cape Town, (011) 678-2443  
  Supervisory Management, Johannesburg, (011) 678-2443 
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APRIL 2009 – WEEK 3 
 

Monday (20/04) Tuesday (21/04) Wednesday (22/04) Thursday (23/04) Friday (24/04) 
English Communication Skills, Johannesburg, (011) 431-1533 Negotiating Skills, 

Johannesburg, (011) 485-2150 
Return on Training Investment, 
Johannesburg, (021) 685-0451 

Customer Service, 
Johannesburg, (011) 678-2443 Trouble-free Travel Planning for PA’s, Johannesburg, 0861 

BIZTECH  
The Total Team Leader, Johannesburg, 0861 BIZTECH 

Creative Problem Solving, 
Johannesburg, (011) 485-2150  

Professional Excellence for Secretaries, Midrand, (016) 986-3888 

SETA grants and funding 
systems, Johannesburg, (021) 

685-0451 Brilliant Business Writing, Johannesburg, (011) 704-0720/4 
Emotional Intelligence, Johannesburg, (011) 312-3147  Mastering Minutes and Meeting Protocol, Johannesburg, 0861 

BIZTECH Introduction to Negotiation and Persuasion, Johannesburg, (011) 
431-1533 

 

Certificate in Occupationally Directed ETD Practice NQF4, Johannesburg, (016) 420-2306 
Coach the Learner, Midrand, (016) 986-3888 

Finance for Non-Financial Managers, Durban, (016) 986-3888 
Assessor, Cape Town, (016) 986-3888 

Skills Development Facilitator, Johannesburg, (016) 420-2306 
Negotiating for Results, Cape Town, (011) 704-0720/4 Perfect Presentation Skills, Cape Town, (011) 704-0720/4 Time Management, 

Johannesburg, (011) 678-2443 Telephone Excellence, Pretoria, (011) 704-0720/4 Project Management for Non-Project Managers, Pretoria, (011) 704-
0720/4   

Effective Business Writing Skills, Durban, (011) 678-2443  
Finance for Non-Financial 

Managers, Pretoria, (011) 454-
5505 Project Management, Johannesburg, (011) 678-2443  

 Supervisory Management, Cape Town, (011) 678-2443  
    
    
 

Television & Radio Interviweing 
Skills, Johannesburg, (011) 678-

2443    
The Total Team Leader, Johannesburg, 0861 BIZTECH    

 
APRIL 2009 – WEEK 4 

 
Monday (27/04) Tuesday (28/04) Wednesday (29/04) Thursday (30/04) Friday (01/05) 

 Training Coordinator Programme NQF3, Johannesburg, (016) 420-2306  
   
   
  

Developing Effective and 
Committed Teams, 

Johannesburg, (011) 485-2150 

Leadership – Influencing people 
under your Direction, 

Johannesburg, (011) 485-2150  
    
  

Ethics, Johannesburg, (011) 678-
2443   

 Finance for Non-Financial Managers, Durban, (011) 678-2443  
 Supervisory Management, Durban, (011) 678-2443  

 


