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DID YOU KNOW? 

SIC for entrepreneurship:  Gill Connellan, Chairperson of the Association for Skills 
Development Facilitation in South Africa (ASDFSA) has motivated for entrepreneurship to have 
its own Standard Industry Code (SIC).  The Department of Labour will finalise suggestions from 
all SETAs in August 2009. 
 
RPL rather than retrenchment:  Ivor Blumenthal, CEO of the Services SETA (SSETA) is on 
record supporting a proposal to assist companies in the current economic crisis, whereby if a 
company needs to retrench staff consideration should be given to implementing Recognition of 
Prior Learning (RPL) to enable staff to obtain a qualification based on existing skills which 
should assist them in their job-seeking. 
 
Khula to host advice forums for entrepreneurs:  Wholesale finance institution Khula 
Enterprise Finance has launched an initiative to provide business support and skills to SMMEs.  
According to reports, Khula will host a series of forums in major centres across the country and 
invite business experts to address entrepreneurs at these sessions.  The aim is to help 
entrepreneurs build and manage sustainable small businesses.  For further information visit 
www.khula.org.za. 
 
BBBEE verification:  The Minister of Trade and Industry has issued a notice that as from 1 
August 2009 only certificates issued by accredited verification agencies will be valid.  Thus, from 
that date companies will no longer be able to accept any BEE certificate from their suppliers.  
Certificates should have been produced by an agency accredited by SANAS or one that has a 
pre-assessment letter from SANAS.  Similarly, companies will have to supply certificated 
produced by an accredited agency to their customers.  The notice states that any certificate 
produced prior to 9 April 2009 (the date of publication of the notice) will remain valid for a period 
of 12 months from date of issue.  This means that existing certificates will remain valid (if 
accurate) even if produced by a “non-accredited” agency.  It now more relevant than ever for 
companies to calculate and improve their own scorecard before calling in a verification agency.  
The job of a verification agency is to verify data and not to give a company a scorecard or 
certificate.  The purpose of this step by government is to remove the risk of fronting and 
production of inaccurate scorecards.  Reports are that the BEE Advisory Council is finally going 
to be constituted and this is a step to assist the Council in its duties.  Unfortunately, it is also a 
step that adds red tape and increases operating costs of small businesses.  However, with the 
proliferation of verification agencies companies that have prepared properly should be able to 
negotiate a good price for this service. 
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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 

 
MAY 2009 – WEEK 1 

 
Monday (04/05) Tuesday (05/05) Wednesday (06/05) Thursday (07/05) Friday (08/05) 

Brilliant Business Writing Skills, Cape Town, (011) 704-0720/4 
The National Credit Act, Johannesburg, 0861 BIZTECH 

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

Assertiveness, Cape Town, 
(011) 678-2443 

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

0720/4 Service Leadership & Performance, Cape Town, (021) 462-7902 Professional Switchboard, Reception & Frontline Skills, 
Johannesburg, 0861 BIZTECH Communication & Presentation Skills, Johannesburg, (011) 678-

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

Performance Management – 
Unlocking Productivity, 

Johannesburg, (011) 485-2150 
Conflict Management & Negotiation Skills, Cape Town, (011) 678-2443 

Interviewing & Selecting for 
Results, Johannesburg, (011) 

485-2150 
Quality Management, Cape 

Town, 086 111 VETTA (83882) 
Finance for Non-Financial Managers, Cape Town, (021) 462-7902 

Managing Your Time, Durban, 
(011) 442-4334 

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

SETA grants and funding 
system, Durban, (021) 685-0451 

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

 Project Management, Durban, (011) 678-2443 
Situational Leadership, Cape Town, (011) 442-4334 

 
Practical Skills for Office Managers/Team Leaders, Johannesburg, 

0861 BIZTECH 

Quality Management, 
Johannesburg, 086 111 VETTA 

(83882) 
 

Introduction to ISO 9001, Cape 
Town, (021) 872-7322 An Introductory Course on Impact Assessment, Pretoria, (012) 997-6059 

 Business Communication & Report Writing, Johannesburg, 0861 ASTROT (0861 278768) 
 

Psychology of Sales, Cape 
Town, (021) 465-1586 The PA MBA, Johannesburg, 0861 BIZTECH 

 Situational Leadership, Durban, (011) 442-4334 HIV/AIDS Workplace Management, Johannesburg, (011) 678-2443 
 Finance for Non-Financial Managers, Pretoria, (011) 704-0720/4 
 

People Management Skills for New Managers, Johannesburg, (011) 
431-1533 Supervisory Skills, Johannesburg, (011) 704-0720/4 

 
 

Master Negotiation and Influencing Skills, Johannesburg, (011) 726-
3040 

Complete Guide to Meetings and Minute Taking, Cape Town, (011) 
431-1533 

 Basic Principles of Accounting, Cape Town, (016) 986-3888  
 
 

Digital Tools for Executives and 
Managers, Cape Town, (021) 

918-4467 
Introduction to ISO 9001, 

Johannesburg, 082 454 5817 
Implementating and Maintaining ISO 9001, Johannesburg, 082 454 

5817 
   
  

Implementing and Maintaining ISO 9001, Cape Town, (021) 872-
7322  

  Presentation Skills, Cape Town, (016) 986-3888  
   
  

Understanding BEE, Cape 
Town, (021) 761-7200 

Psychology of Sales, Port 
Elizabeth,  (021) 465-1586  

 The Supervisor, Cape Town, 086 111 VETTA (83882) 
 The Manager, Johannesburg, 086 111 VETTA (83882) 

Understand the NQF’s New Occupational Learning System, 
Johannesburg, (011) 726-3040 
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Leading in Difficult Times, 
Johannesburg, (011) 771-7000  

 

Telephone Skills and E-mail 
Correspondence, Cape Town, 

086 111 VETTA (83882)  
 

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

 Maximizing Employee Retention, Johannesburg, (011) 726-3040  
Project Management, Pretoria, (011) 678-2443 

Telephone Skills & Email 
Correspondence, Johannesburg, 

086 111 VETTA (83882)  
 Service Level Agreements, Johannesburg, (011) 726-3040 
   

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

  The PA MBA, Johannesburg, 0861 BIZTECH 
 

MAY 2009 – WEEK 2 
 

Monday (11/05) Tuesday (12/05) Wednesday (13/05) Thursday (14/05) Friday (15/05) 
Team Building, Durban, (011) 

678-2443 
Time Management, Cape Town, 

(011) 678-2443 
Stress Management, 

Johannesburg, (011) 678-2443 
Unleashing the Law of 

Attraction, Johannesburg, (011) 
678-2443 

Leadership Series (2):  Leading 
Teams in Tough Times, Cape 

Town, (021) 685-7726 Minute Taking for Meetings, 
Cape Town, (011) 704-0720/4 Perfect Presentation Skills, Pretoria, (011) 704-0720/4 

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

Coaching & Mentoring, Cape 
Town, 086 111 VETTA (83882) 

The Secrets of Debt Collection Success, Johannesburg, 0861 
BIZTECH 

Emotional Intelligence:  The Key to Personal Effectiveness and Effective Leadership, Johannesburg, 
0861 ASTROT (0861 278768) 

Supervisory Management, Johannesburg, (011) 678-2443 
 
 

Managing and Working with 
Change, Johannesburg, (011) 

485-2150 

Business Professionalism and 
Competency, Johannesburg, 

(011) 485-2150 
 
 

Leadership series (1):  Building 
Mental Resilience for Tough 

Times, Cape Town, (021) 685-
7726 

The Fundamentals of learnership 
/bursary management in the 
organisation, Port Elizabeth, 

(021) 685-0451 
 Diversity Management, Johannesburg, (011) 678-2443 

Strategic Planning Models and 
Approaches, Port Elizabeth, 

(021) 685-0451 

Professional Business 
Behaviour, Cape Town, 086 111 

VETTA (83882) 
 Professional Report Writing Skills, Johannesburg, (011) 704-0720/4 
 

Complete Guide to Meetings and Minute Taking, Johannesburg, 
(011) 431-1533 Supervisory Skills, Cape Town, (011) 704-0720/4 

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

Project Management for Non-Project Managers, Cape Town, (011) 
704-0720/4 Credit Risk Management, Johannesburg, (016) 986-3888 

 Effective Business Writing Skills, Durban, (011) 678-2443 
 HR Management Workshop, Johannesburg, (011) 312-3147 

Coaching & Mentoring, 
Johannesburg, 086 111 VETTA 

(83882) 
Interpersonal Influence: Working with Social Styles, Benoni, (011) 

442-4334 
Supervisory Management, Cape Town, (011) 678-2443 

Management Programme for NPOs, Cape Town, (021) 918-4344 
Asset & Stock Management, Pretoria, (012) 343-0771 Emotional Intelligence at Work, Benoni, (011) 442-4334  

The National Credit Act, Durban, 0861 BIZTECH Management 1, Benoni, (011) 442-4334 
 
 

Managing Change in Project Environments, Johannesburg, (011) 
447-7077 

Customer Service, Cape Town, 
086 111 VETTA (83882) 

Internal Quality Auditing, Johannesburg, 082 454 5817  

Professional Business 
Behaviour, Johannesburg, 086 

111 VETTA (83882) 
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MAY 2009 – WEEK 2 (continued) 
 

Monday (11/05) Tuesday (12/05) Wednesday (13/05) Thursday (14/05) Friday (15/05) 
 Internal Quality Auditing, Cape Town, (021) 872-7322  
 Stock Control, Cape Town, 086 

111 VETTA (83882) 
Difficult Discussions:  The Right Way, the Right Time, the Right Results, Johannesburg, 0861 

ASTROT (0861 278768) 
 Finance for Non-Financial Managers, Cape Town, (021) 761-7200  
 

Stock Control, Johannesburg, 
086 111 VETTA (83882)  

Contract Law, Johannesburg, (011) 771-7000 
Understand the NQF’s New Occupational Learning System, Durban, 

(011) 726-3040  
   
  

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

  

Customer Service, 
Johannesburg, 086 111 VETTA 

(83882)  
  
  

Junior Office Support, 
Johannesburg, 086 111 VETTA 

(83882) 
Innovative On-Boarding (Induction & Orientation) Practices for 

Organisations, Johannesburg, (021) 979-5172 
    
  

Brilliant Customer Care, 
Johannesburg, (011) 787-6781   

 The Balanced Scorecard, Johannesburg, (011) 726-3040   
  Office Management NQF5, Cape Town, (021) 910-2827 
  Maximizing Employee Retention, Johannesburg, (011) 726-3040  
 Service Level Agreements, Johannesburg, (011) 726-3040   

 
MAY 2009 – WEEK 3 

 
Monday (18/05) Tuesday (19/05) Wednesday (20/05) Thursday (21/05) Friday (22/05) 

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

Negotiating for Results, Pretoria, (011) 704-0720/4 Effective Sales, Johannesburg, 
(011) 678-2443 

Diversity Management, Durban, (011) 678-2443 

Strategic Planning Models and 
Approaches, East London, (021) 

685-0451 
Key Elements of Successful Newsletters, Johannesburg, 0861 

BIZTECH 

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

485-2150 

The Fundamentals of learnership 
/bursary management in the 

organisation, East London, (021) 
685-0451 

Succeeding as a first time 
Supervisor, Johannesburg, 9011) 

485-2150 
 Observation, Insight and Intervention:  Developing a new discipline 

for facilitating change, Cape Town, (021) 462-3902 Effective Business Writing Skills, Cape Town, (011) 678-2443 
18 May – 23 November:  Management Advancement Programme CT6, Cape Town, (021) 462-7902 

EQ in Leadership, Johannesburg, (011) 704-0720/4 Avoid the Stress Mess, Cape 
Town, (011) 485-2150 

Professional Development for Secretaries and PA’s, Johannesburg, 
(011) 431-1533 Telephone Excellence, Johannesburg, (011) 704-0720/4 

Perfect Presentation Skills, Durban, (011) 704-0720/4 Problem Solving and Decision Making, Durban, (011) 442-4334 Interpersonal Skills, Cape Town, 
086 111 VETTA (83882) Project Management, Johannesburg, (011) 678-2443  

Situational Leadership, Benoni, (011) 442-4334 People Management for New Managers, Johannesburg, 0861 ASTROT (0861 278768) 
The Ultimate Sales Manager, Johannesburg, 0861 ASTROT (0861 278768) Interpersonal Skills, 

Johannesburg, 086 111 VETTA 
(83882) 

More Hours in Your Day, Cape 
Town, (011) 485-2150 Finance for Non-Financial Managers, Cape Town, 0861 ASTROT (0861 278768) 

Implementing and Maintaining PRP’s, Cape Town, (021) 872-7322 Finance for Non-Financial Managers, Johannesburg, 0861 ASTROT (0861 278768) 
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MAY 2009 – WEEK 3 (continued) 
 

Monday (18/05) Tuesday (19/05) Wednesday (20/05) Thursday (21/05) Friday (22/05) 
How to avoid the CCMA and Labour Courts, Johannesburg, 0861 ASTROT (0861 278768) Psychology of Sales, 

Johannesburg, (021) 465-1586 
Management Advancement 

Programme, Cape Town, (021) 
462-7902 

Manager’s Mistakes, Cape 
Town, (011) 485-2150 

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

Minute Taking, Port Elizabeth, 
086 111 VETTA (83882) 

Time Management & Effective 
Meetings, Cape Town, 086 111 

VETTA (83882) 

The Psychology of Customer 
Service, Cape Town, (011) 485-

2150 

 

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

 
Conscious Career Strategies for Women, Cape Town, (021) 918-

4344 
 Fatigue Management, Johannesburg, (016) 986-3888 

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

  
 

Customer Service, Port 
Elizabeth, 086 111 VETTA 

(83882) 

Introduction to ISO 22000, Cape 
Town, (021) 872-7322 

Psychology of Sales, Durban, 
(021) 465-1586  

Train the Trainer, Cape Town, (021) 761-7200  
  
  
 

Time Management & Effective 
Meetings, Johannesburg, 086 

111 VETTA (83882) 

Strategic Management & 
Measurement, Cape Town, 086 

111 VETTA (83882) 

Recruitment, Selection & 
Interviewing Skills, Cape Town, 

086 111 VETTA (83882)  
   
   
  

Strategic Management & 
Measurement, Johannesburg, 

086 111 VETTA (83882)  
 

Recruitment, Selection & 
Interviewing Skills, 

Johannesburg, 086 111 VETTA 
(83882)  

 
Innovative Coaching and Mentoring Practices for Managers, Cape 

Town, (021) 979-5172 
 Proposal Writing and Fundraising, Cape Town, (021) 797-6226 

Remuneration Strategy and Salary Structuring, Johannesburg, (011) 
726-3040 

  
  

Junior Office Support, Port 
Elizabeth, 086 111 VETTA 

(83882) 

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

  Management & Leadership Development, Johannesburg, (011) 678-2443 
   Effective Project Management, Johannesburg, (011) 726-3040 
 Project Management, Cape Town, (011) 678-2443  
 Conflict Management & Negotiation Skills, Johannesburg, (011) 678-2443  
   The Supervisor, Port Elizabeth, 086 111 VETTA (83882) 
 Confidential Information Management NQF5, Johannesburg, (021) 910-2827  

 
MAY 2009 – WEEK 4 

 
Monday (25/05) Tuesday (26/05) Wednesday (27/05) Thursday (28/05) Friday (29/05) 

Finance for Non-Financial Managers, Cape Town, (011) 704-0720/4 Project Management for Non-Project Managers, Johannesburg, 0861 ASTROT (0861 278768) 
Finance for Non-Financial Managers, Johannesburg, (011) 678-2443 Mentoring & Coaching, Durban, (011) 678-2443 

People Management, Pretoria, (011) 704-0720/4 Brilliant Business Writing Skills, Pretoria, (011) 704-0720/4 
Advanced Project Management, Johannesburg, (011) 678-2443 

 
 

Manager’s Mistakes, 
Johannesburg, (011) 485-2150 

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

Understand the NQF’s New Occupational Learning System, Cape 
Town, (011) 726-3040 
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MAY 2009 – WEEK 4 (continued) 
 

Monday (25/05) Tuesday (26/05) Wednesday (27/05) Thursday (28/05) Friday (29/05) 
 Presenting with Confidence, Johannesburg, (011) 431-1533   
 Supervisory Management, Durban, (011) 678-2443  

Situational Selling, Benoni, (011) 442-4334  
HACCP Team Training, Cape Town, (021) 872-7322  

 

Dealing with Incapacity (Poor 
Performance & Absenteeism), 
Cape Town, (021) 685-7726 

Leadership, Influence & 
Delegation Skills, Cape Town, 

086 111 VETTA (83882)  
 

Telesales, Cape Town, 086 111 
VETTA (83882)  

  
 

Telesales, Johannesburg, 086 
111 VETTA (83882) 

The Psychology of Customer 
Service, Johannesburg, (011) 

485-2150 

Leadership, Influence & 
Delegation Skills, Johannesburg, 

086 111 VETTA (83882)  
  Project Management for Non-Project Managers, Cape Town, 0861 ASTROT (0861 278768) 
  Management & Leadership Development, Durban, (011) 678-2443 
  Internal Consulting, Cape Town, (021) 462-7902 

Diploma in Labour Law, Cape Town, (021) 761-7200 
  
  

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

  

Complaint Handling & Conflict 
Management, Cape Town, 086 

111 VETTA (83882)   
    
    
  

Complaint Handling & Conflict 
Management, Johannesburg, 086 

111 VETTA (83882)   
    
  

Benchmarking, Johannesburg, 
086 111 VETTA (83882)   

Talent Management Conference, Johannesburg, (011) 771-7000  
   
 

Talent Management and Succession Planning, Johannesburg, (021) 
979-5172   

  Management & Leadership Development, Durban, (011) 678-2443 
  Finance for Non-Financial Managers, Johannesburg, 0861 ASTROT (0861 278768) 
   
 

Competency-Based Recruitment and Selection, Johannesburg, (011) 
726-3040   

  Internal Consulting Skills Programme, Cape Town, (021) 462-7902 
 Strategic Management for Managers NQF5, Johannesburg, (021) 910-2827  
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JUNE 2009 – WEEK 1 
 

Monday (01/06) Tuesday (02/06) Wednesday (03/06) Thursday (04/06) Friday (05/06) 
Managing Time for Results, 
Pretoria, (011) 704-0720/4 

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

Assertiveness, Durban, (011) 
678-2443 

Brilliant Business Writing Skills, Durban, (011) 704-0720/4 

Strategic Planning Models and 
Approaches, Nelspruit, (021) 

685-0451  

The Fundamentals of 
learnership/ bursary 

management in the organisation, 
Nelspruit, (021) 685-0451 Perfect Presentation Skills, Johannesburg, (011) 704-0720/4 Business Writing:  The Unwritten Rules, Johannesburg, 0861 

BIZTECH Mentoring & Coaching, Johannesburg, 9011) 678-2443 Effective Use of the Telephone, 
Johannesburg, (011) 485-2150 Supervisory Management Skills, Cape Town, (021) 685-7726 Mastering Confiende, Influence and Assertiveness Skills, 

Johannesburg, 0861 BIZTECH Managing Time for Results, 
Durban, (011) 704-0720/4 

On-Boarding Practices for New Managers:  The First 100 Days, 
Cape Town, (021) 979-5172 Graphs, Statistics and Numerical Reporting for PA’s and 

Administrators, Johannesburg, 0861 BIZTECH Corporate Budgeting for Managers, Johannesburg, 0861 ASTROT (0861 278 768) 
The 3-day MBA, Johannesburg, 0861 ASTROT (0861 278 768) The Complete PA:  Step Up and Stand Out, Johannesburg, 0861 

BIZTECH Bridging the Gap:  From Technical Person to Successful Salesperson, Johannesburg, 0861 ASTROT 
(0861 278 768) 

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

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

Reception & Email 
Correspondence, Cape Town, 

086 111 VETTA (83882) 

Telephone Debt Collecting & 
Email Correspondence, Cape 

Town, 086 111 VETTA (83882) 
 
 
 

Unleashing the Law of 
Attraction, Johannesburg, (011) 

678-2443 

Managing Absenteeism in the 
Workplace, Cape Town, (021) 

761-7200 

Reception & Email 
Correspondence, Johannesburg, 

086 111 VETTA (83882) 
 

Telephone Debt Collecting & 
Email Correspondence, 

Johannesburg, 086 111 VETTA 
(83882) 

 
Business Writing for Office Professionals, Johannesburg, (011) 431-

1533  
 Quality Customer Service, Pretoria, (011) 704-0720/4 

Reception & Email 
Correspondence, Durban, 086 

111 VETTA (83882) 
Implementing and Maintaining BRC, Cape Town, (021) 872-7322 The Tea Lady, Cape Town, 086 

111 VETTA (83882) 
 

Telephone Debt Collecting & 
Email Correspondence, Durban, 

086 111 VETTA (83882) 
 Competency-Based Recruitment and Interviewing Skills, Cape 

Town, (021) 979-5172 
  

    
    
  

Employee Absenteeism & 
Grievance Procedures, Cape 

Town, 086 111 VETTA (83882)   
    
  

The Tea Lady, Johannesburg, 
086 111 VETTA (83882)   

    
    
    
  

Employee Absenteeism & 
Grievance Procedures, 

Johannesburg, 086 111 VETTA 
(83882)   

    
  

The Tea Lady, Durban, 086 111 
VETTA (83882)   

    
    
  

Employee Absenteeism & 
Grievance Procedures, Durban, 

086 111 VETTA (83882)   
 



 26 

JUNE 2009 – WEEK 2 
 

Monday (08/06) Tuesday (09/06) Wednesday (10/06) Thursday (11/06) Friday (12/06) 
Team Building, Johannesburg, 

(011) 678-2443 
More Hours in Your Day, 

Johannesburg, (011) 485-2150 
The Psychology of Customer 

Service, Durban, (011) 485-2150 
Time Management, Durban, 

(011) 678-2443 
Strategic Planning Models and 

Approaches, Bloemfontein, 
(021) 685-0451 Conflict Management, Benoni, 

(011) 442-4334 
Conflict Management, Durban, 

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

Communication Skills, Cape 
Town, (021) 761-7200 Manager’s Mistakes, Durban, 

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

Project Management for Non Project Managers, Johannesburg, 
(011) 704-0720/4 Professional Report Writing Skills, Cape Town, (011) 704-0720/4 

Telephone Excellence, Durban, (011) 704-0720/4 Masterminding the Perfect Business Function or Event, 
Johannesburg, 0861 BIZTECH 

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

0720/4 
Mentoring and Coaching, 

Johannesburg, (011) 312-3147 Practical Project Management for PA’s and Administrators, 
Johannesburg, 0861 BIZTECH 

Project Management, 
Johannesburg, 086 111 VETTA 

(83882)  
Presentations that Work, Benoni, (011) 442-4334 Project Management, Durban, 

086 111 VETTA (83882) 
Minute Taking, Durban, 086 111 

VETTA (83882) 
Managing Customer Service, Durban, (011) 442-4334 

The Fundamentals of learnership 
/bursary management in the 
organisation, Bloemfontein, 

(021) 685-0451 Project Management, Cape 
Town, 086 111 VETTA (83882) 

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

Developmental Approaches and Skills for Group Facilitation:  Bringing life to group process, Cape Town, (021) 462-3902 
Effective Business Writing Skills, Cape Town, (011) 678-2443  Sexual Harassment Workshop, 

Cape Town, (021) 761-7200 Project Management, Johannesburg, (011) 678-2443  
Supervisory Management, Johannesburg, (011) 678-2443  Assertiveness, Johannesburg, 

(011) 678-2443 Integrating Strategy, Budgeting & Reporting 1, Cape Town, (021) 462-7902  
 Company Tax for Small to Medium Size Businesses, Cape Town, 

(016) 986-3888 
The Professional Office Administrator, Johannesburg, (011) 431-

1533  
   
  

Releasing Your Potential Through Transactional Analysis, Benoni, 
(011) 442-4334  

  Emotional Intelligence at Work, Cape Town, (011) 442-4334  
  Mastering the Art of Training, Johannesburg, 0861 ASTROT (0861 278 768) 
  Mastering Leadership and Management Skills, Johannesburg, 0861 ASTROT (0861 278 768) 
   
  

Change Management for System Implementation:  Skills for a 
Change Manager, Johannesburg, (011) 447-7077  

 Auditing Food Safety Systems, Cape Town, (021) 872-7322  
 The Manager, Cape Town, 086 111 VETTA (83882)  
 The Supervisor, Johannesburg, 086 111 VETTA (83882) 

Bench Marking, Durban, 086 
111 VETTA (83882)  

 The Manager, Durban, 086 111 VETTA (83882)   
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JUNE 2009 – WEEK 3 
 

Monday (15/06) Tuesday (16/06) Wednesday (17/06) Thursday (18/06) Friday (19/06) 
 
 

Conflict Management, 
Johannesburg, (011) 485-2150 

Stress Management, 
Johannesburg, (011) 485-2150 

 

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

0720/4 
 

Managing Your Time, Benoni, 
(011) 442-4334 

 

Service Leadership & 
Performance, Cape Town, (021) 

462-7902 
 
 

The Fundamentals of 
learnership/ bursary 

management in the organisation, 
Cape Town, (021) 685-0451 

Strategic Management & 
Measurement, Durban, 086 111 

VETTA (83882) 
 

Strategic Planning Models and 
Approaches, Cape Town, (021) 

685-0451  
 

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

 HIV/AIDS Workplace Management, Cape Town, (011) 678-2443  
 Conflict Management & Negotiation Skills, Durban, (011) 678-2443 
 
 

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

 

Leading & Managing in Tough 
Business Times, Cape Town, 

(011) 454-5501 Supervisory Skills, Pretoria, (011) 704-0720/4 
  
  

Lifestyle Management Workshop for Employees Struggling with 
Debt, Cape Town, (021) 979-5172 

   
   
  

Workshop for New Business 
Owners, Cape Town, 086 111 

VETTA (83882)  
   
   
  

Workshop for New Business 
Owners,  Johannesburg, 086 111 

VETTA (83882)  
   
   
  

Workshop for New Business 
Owners, Durban, 086 111 

VETTA (83882)  
   
   
 

 
 
 
 
 

YOUTH DAY 

 

Leading & Managing in Tough 
Business Times, Durban, (011) 

454-5501  
 

JUNE 2009 – WEEK 4 
 

Monday (22/06) Tuesday (23/06) Wednesday (24/06) Thursday (25/06) Friday (26/06) 
Mastering Time and Self-Management:  Become a High Achiever, 

Johannesburg, 0861 BIZTECH 
Presentation Skills, 

Johannesburg, (011) 312-3147 
Manager’s Mistakes, 

Johannesburg, (011) 485-2150 
Situational Leadership, Benoni, (011) 442-4334 Professional Report Writing Skills, Pretoria, (011) 704-0720/4 

The Fundamentals of 
learnership/ bursary 

management in the organisation, 
Johannesburg, (021) 685-0451 Telephone Excellence, Cape Town, (011) 704-0720/4 Assertiveness and Confidence at Work, Johannesburg, (011) 431-

1533 
Becoming the Most Successful Salesperson, Johannesburg, 0861 

BIZTECH 

The Pscyhology of Customer 
Service, Johannesburg, (011) 

485-2150 

Personal Assistant & Basic 
Project Management, Cape 

Town, 086 111 VETTA (83882) 

Strategic Planning Models and 
Approaches, Johannesburg, 

(021) 685-0451 
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JUNE 2009 – WEEK 4 (continued) 
 

Monday (22/06) Tuesday (23/06) Wednesday (24/06) Thursday (25/06) Friday (26/06) 
Effective Business Writing Skills, Durban, (011) 678-2443 

People Management, Cape Town, (011) 704-0720/4 
Fraud Prevention Risk Management in the Workplace, 

Johannesburg, (016) 986-3888 
 
 

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

Presentation Skills, Cape Town, 
086 111 VETTA (83882) 

 

Television and Radio 
Interviewing Skills, 

Johannesburg, (011) 678-2443 Problem Solving and Decision Making, Benoni, (011) 442-4334  
 Negotiation for Results, Johannesburg, (011) 704-0720/4 
 Finance for Non-Financial Staff, Johannesburg, (011) 442-4334 

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

 Report Writing Skills for NPOs, Cape Town, (021) 685-7726 Customer Service, Durban, 086 
111 VETTA (83882) 

 Project Management, Cape Town, (011) 678-2443 
 Strategic Planning, Benoni, (011) 442-4334 

Presentation Skills, 
Johannesburg, 086 111 VETTA 

(83882) 

 Supervisory Management, Durban, (011) 678-2443  
 Business Contracts & SLAs, Johannesburg, 0861 ASTROT (0861 278 768) 
 

Positive Selling, Cape Town, 
086 111 VETTA (83882) Corporate Governance – Complying with King, Johannesburg, 0861 ASTROT (0861 278 768) 

 
 

Positive Selling,  Johannesburg, 
086 111 VETTA (83882) 

The High Performance PA or Administrator:  Essential Skills, Johannesburg, 0861 ASTROT (0861 278 
768) 

Rhodes University Certificate in Labour Law, Cape Town, (021) 761-7200 
 
 

On-Boarding Practices for New Managers:  The First 100 Days, 
Johannesburg, (021) 979-5172 

 

Complaint Handling & Conflict 
Management, Durban, 086 111 

VETTA (83882) 
 

Telesales, Durban, 086 111 
VETTA (83882) 

Personal Assistant & Basic 
Project Management, 

Johannesburg, 086 111 VETTA 
(83882)  

  

Pro-Activeness & Time 
Management, Cape Town, 086 

111 VETTA (83882)  
   
  

Leading & Managing in Tough 
Business Times, Johannesburg, 

(011) 454-5501  
  

Pro-Activeness & Time 
Management, Johannesburg, 086 

111 VETTA (83882)   
    
    
  

Assertiveness & Time 
Management, Durban, 086 111 

VETTA (83882)   
 

JUNE 2009 – WEEK 5 
 

Monday (29/06) Tuesday (30/06) Wednesday (01/07) Thursday (02/07) Friday (03/07) 
EQ – Street Smarts, 

Johannesburg, (011) 485-2150 
Time Management for Office 
Professionals, Johannesburg, 

(011) 431-1533 

Strategic Planning Models and 
Approaches, Durban, (021) 685-

0451 

Negotiating Skills, 
Johannesburg, (011) 485-2150 

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

The Fundamentals of 
learnership/ bursary 

management in the organisation, 
Durban, (021) 685-0451 BBBEE – Unpacking Strategy and Codes, Cape Town, (021) 462-

7902 
EQ in Leadership, Pretoria, (011) 704-0720/4 The High Performance PA or Administrator:  Essential Skills, Durban, 0861 ASTROT (0861 278 768) 

 An Introductory Course on Impact Assessment, Cape Town, (012) 997-6059  
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JUNE 2009 – WEEK 5 (continued) 
 

Monday (29/06) Tuesday (30/06) Wednesday (01/07) Thursday (02/07) Friday (03/07) 
Bridging the Gap:  From Specialist to Manager, Johannesburg, 0861 ASTROT (0861 278 768) Mastering Minutes and Meeting Protocol, Johannesburg, 0861 

BIZTECH   
   

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

 
JULY 2009 – WEEK 1 

 
Monday (06/07) Tuesday (07/07) Wednesday (08/07) Thursday (09/07) Friday (10/07) 

Let’s Talk Business!  Verbal Communication for the Business 
World, Johannesburg, 0861 BIZTECH 

OFO Applied, Port Elizabeth, 
(021) 685-0451 

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

Working with Unit Standards in 
the Workplace, Port Elizabeth, 

(021) 685-0451  Word That Works:  Creating Professional Business Documents & 
Templates, Johannesburg, 0861 BIZTECH  The Professional Receptionist, 

Johannesburg, (011) 431-1533 

Leadership – Influencing people 
under your Direction, 

Johannesburg, (011) 485-2150  Complete Guide to Meetings and Minute Taking, Johannesburg, 
(011) 431-1533 Advanced Problem Solving, Johannesburg, 0861 ASTROT (0861 278 768) 

 English Communication Skills, Johannesburg, (011) 431-1533   
 An Introductory Course on Impact Assessment, Johannesburg, (012) 997-6059  

 
JULY 2009 – WEEK 2 

 
Monday (13/07) Tuesday (14/07) Wednesday (15/07) Thursday (16/07) Friday (17/07) 

Winning Ways:  Persuade, Influence and Negotiate, Johannesburg, 
0861 BIZTECH 

OFO Applied, East London, 
(021) 685-0451 

Working with Unit Standards in 
the Workplace, East London, 

(021) 685-0451  

Interviewing and Selecting for 
Results, Johannesburg, (011) 

485-2150 Finance 101 for PA’s and Administrators, Johannesburg, 0861 
BIZTECH Business Writing Skills, Cape Town, (021) 685-7726  

  
 

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

Performance Management – 
Unlocking Potential, 

Johannesburg, (011) 485-2150 
 

 An Introductory Course on Impact Assessment, Durban, (012) 997-6059  
  Risk Management, Johannesburg, 0861 ASTROT (0861 278 768) 

 
JULY 2009 – WEEK 3 

 
Monday (20/07) Tuesday (21/07) Wednesday (22/07) Thursday (23/07) Friday (24/07) 

Business Process Management, Johannesburg, 0861 ASTROT (0861 278 768) Stand-out Presentation Preparation Skills for PA’s, Johannesburg, 
0861 BIZTECH Mastering BBBEE, Johannesburg, 0861 ASTROT (0861 278 768) 

Supporting Sovereign Local Organisations:  Walking alongside, offering support, Cape Town, (021) 462-3902 
  
 

Manager’s Mistakes, 
Johannesburg, (011) 485-2150  

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

  

The Psychology of Customer 
Service, Johannesburg, (011) 

485-2150 
 

Complete Guide to Meetings and Minute Taking, Johannesburg, 
(011) 431-1533   
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JULY 2009 – WEEK 4 
 

Monday (27/07) Tuesday (28/07) Wednesday (29/07) Thursday (30/07) Friday (31/07) 
  Create and Deliver Dynamic Business Presentations, Johannesburg, 

0861 BIZTECH 
Effective Use of the Telephone, 
Johannesburg, (011) 485-2150   

Sales Management, Cape Town, (021) 462-7902 
    
 

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

   
 

Meeting Co-ordination and Minute Taking Skills, Cape Town, (021) 
685-7726   

   
 

People Management Skills for New Managers, Johannesburg, (011) 
431-1533   

    
    
    
  

Change Management for System 
Implementation:  A Project 
Management Perspective, 

Johannesburg, (011) 447-7077   
 


