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SMALL BUSINESS IS GOOD NEWS RIGHT NOW 

By Nico Jacobs, ABSA 
Posted by Fred in Entrepreneurial Thoughts, 13 February 2009 

This morning Mike and I spoke at a breakfast seminar for ABSA Small Business.  We were 
followed by Nico Jacobs, the General Manager for ABSA Small Business, who spoke about the 
small business landscape in South Africa.  It was a great talk, with some really inspirational 
passages.  Here are some of the highlights: 
 
The Current Situation: 
� SA political reality is healthy, with opposition coming to the fore 
� We’re weathering the global economic storm well 
� Declining interest rates 
� Tax revenues up 220% in the past 10 years 
� We have amongst the cheapest fuel in the world 
� Our government is spending lots of money in public works 
� Skills are starting to come home - the trend of people leaving is changing 
� Increasing contribution from the SME sector 
� In excess of 310,000 new SME’s registered in per year in SA 
� In 1999 the SME sector accounted for 19% of employment in SA; in 2008 it’s in excess of 

50% 
 
Some questions to ask yourself 
� Is my business geared to exploit the opportunities in the current environment? 
� How do I sustain my business through this cycle? 
� What does this changing market mean to my business? 
 
There are 4 threats to sustainability: 
� Imitation (who are my competitors?) 
� Substitution (can my service be substituted?) 
� Hold up (can my suppliers hold me to ransom?) 
� Slack (what are the inefficiencies in my business?) Remember: “Good turnover hides a 

multitude of sins” 
 
Golden rules in this current climate: 
� Guard your current customers with your life 
� Compare your services and products with your competitors 
� Build your reputation 
� INVEST, don’t spend! 
� Learn the joy of rejection 
� Learn the new rules (e.g. new media, technology, etc.) 
� Network now more than ever! 
 
All in all, the networking event was a great success, with some great prizes, great talks and 
great people.  We saw some familiar faces there and will definitely return for another session.  
Thanks ABSA for inviting us. 
 
Source:  www.ideate.co.za 
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“Yes, you can have your own business” 

Accounts and record keeping 
Paperwork considerations prior to starting your company.  
 
This has got to be the least popular part of starting and running your own business - the 
paperwork.  Small business owners are seldom trained accountants and so this area of the 
company is often neglected.  Let's start with some basic guidelines. 
 
The simplest form of business start up is what is known as a "sole proprietor".  This is nothing 
more than an individual who trades (sells products or services) using his/her own name.  There 
are no formal registration requirements, you can simply begin trading.  However once you do, 
you'll need to do the following: 
� You will need to open a bank account in your own name (if you don't already have one). 
� Register with SARS (South African Revenue Service) for income tax purposes. 
� You may also want to register with SARS for VAT, but if your turnover is low, this may not 

be necessary. 
�  
If you are going to employ people you will then also need to register for: 
� UIF (Unemployment Insurance) 
� PAYE (as an employer) 
� Workman's Compensation (now called COID) 
� Skills Development Levy 
 
Already the load becomes significant doesn't it?  In addition you may have some special 
industry related licenses that you need to register for (e.g. selling alcohol). 
 
If you choose to rather form a close corporation (cc) or company (Pty Ltd), then you need to 
register these with the department of Trade and Industry as well as completing the above.  We 
have a short table that summarizes the differences between a cc, pty and a sole prop on our faq 
page.  Scroll further down this page to see what paper work is required once the business is up 
and running. 
 
Have a look at the Department of Trade and Industry web site: www.dti.gov.za and the South 
African Revenue Services link: www.sars.gov.za.  Further links can be found on our resources 
page. 
 
Keeping records of what's happening in your new business. 
 
Invoice 
 
Whenever your company provides a service or sells a product, you will generally be required to 
issue your customer with an invoice.  This is simply a document addressed to your customer 
and contains your company information such as name, address, contact numbers, registration 
number and VAT number as well as information about the sale such as quantity and 
description of goods or service, price and the VAT amount.  If you are supplying goods on 
account, you can use an invoice as a delivery note which means that your customer signs the 
invoice when the goods are delivered and this becomes proof that they were delivered.  Your 
invoices must follow a numerical sequence.  To start off you can buy invoice books from your 
local stationery shop, otherwise most accounting software packages will generate invoices 
automatically for you. 
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Statement 
 
If you are going to let your customers buy on account, then you will need to provide them with 
a monthly statement which is simply a document with your company details that provides 
information on the most recent month's transactions with the customer.  It should include any 
previous unpaid balance, all the invoiced amounts and any payments made within the last 
month.  At the end of the document it must show how much money is owed by your customer 
to you. 
 
Others 
 
Each company should also have fax cover forms, order or purchase forms, goods received 
notes, goods returned notes and possibly delivery notes, but these are not essential for very 
small businesses as much of the work is done verbally or on the invoice. 
 
Returns 
 
Each month you will need to fill out and submit the following forms if you are an employer: 
� PAYE 
� UIF 
� SDL 
 
The South African Revenue Service has recently made this task a bit easier by allowing all three 
of the above to be completed on their EMP201 form which needs to be completed and paid for 
by the 7th of each month. 
 
Don't forget that as an employer you are also required to provide your employees with wage or 
salary slips that explain exactly what you are paying them and what any deductions are for.  In 
terms of UIF you will also need to advise the Department of Labour of any changes in the 
details of your employees such as pay rates, resignations, new employees, etc. 
 
Every alternate month you'll also need to submit your VAT return and pay across the VAT due 
if you are VAT registered. 
 
Employers will also have to fill out workman's compensation forms on an annual basis. 
 
Accounts 
 
Each month you should also try and work out your income statement, balance sheet, cash 
flow, debtors ageing and creditors ageing.  These can be done with most simple accounting 
packages or manually and will help you to understand how well or badly your company is 
performing. 
 
Further links can be found on our resources page. 
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Administration hassles faced by existing enterprises. 
 
Once your company is up and running there are very few additional administration issues that 
are critical or gazetted.  What will change is that more and more time will be required to chase 
customers for outstanding money, handling queries on payments, invoicing the extra 
customers, calculating the extra wage slips, etc.  This is probably when you will need to employ 
an accounts clerk or sub contract the accounting / book keeping functions so that you can 
spend more time on running the business and generating sales. 
 
In reality you will find additional administration items even though they are not critical.  
Examples would be: staff medical aids, company insurance, pension funds, disciplinary 
matters, hiring matters, dispute resolutions amongst many others.  Even with brokers these 
still require monthly admin work that can be tedious and time consuming - so be aware. 
 
If you should ever decide to start employing accounting clerks please also refer to our "staff and 
management" page.  These are people you will be trusting with some critically important tasks 
and they will have to be trusted with your money and the temptations that go with it.  Try and 
have some form of background knowledge in accounting.  There are various courses available 
and this will enable you to run regular and random checks to help prevent you from becoming 
a victim of fraud. 
 
As your business grows (in terms mainly of number of staff), you will be required to consider 
further legislation and the administration side of it.  Examples include employment equity, 
shop stewards, safety officers and the like.  This however is beyond the scope of small business 
information and into the realm of medium and big business. 
 
Source:   www.smallbusinessowner.co.za 
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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 

 
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 A Secretary’s Guide to MS PowerPoint, Johannesburg, (011) 454-
5505 

 

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

Communication & Presentation Skills, Cape Town, (011) 678-2443  
Effective Business Writing Skills, Johannesburg, (011) 678-2443 Understand the NQF’s New Occupational Learning System, Durban, 

(011) 726-3040 
 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 

Qualification and Course Design 
in the New Occupational 

Learning System, Durban, (011) 
726-3040 

Developmental Planning, Monitoring, Evaluation and Reporting:  Enabling clarity, direction and support, Cape Town, (021) 462-3902 
Stand-out Presentation Preparation Skills for PAs, Johannesburg, 

0861 BIZTECH 
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 
 

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

 
 

Telephone Etiquette and 
Frontline Reception Skills, 
Durban, (011) 454-5505 

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

454-5505 
Overview of the Occupational 
Learning System, Cape Town, 

(011) 485-2036 

Course & Qualification Design 
in the Occupational Learning 

System, Cape Town, (011) 485-
2036 

  
 

Telephone Etiquette Skills, 
Johannesburg, (011) 672-0485 

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

Presentations that Work, Benoni, (011) 442-4334 Mastering the Art of Training, Johannesburg, 0861 ASTROT (0861 278768) 
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MARCH 2009 – WEEK 1 (continued) 
 

Monday (02/03) Tuesday (03/03) Wednesday (04/03) Thursday (05/03) Friday (06/03) 
Project Management, Midrand, (011) 468-1320 

 EE Workshop, Johannesburg, (011) 726-3040 
  

Course & Qualification Design 
in the Occupational Learning 

System, Durban, (011) 485-2036 
  

Qualification and Course Design 
in the New Occupational 

Learning System, Cape Town, 
(011) 726-3040  

  

Telephone Etiquette and 
Frontline Reception Skills, 
Pretoria, (011) 454-5505 Business Writing for Office Professionals, Cape Town, (011) 431-

1533 
  Professional Event Management, Durban, (011) 454-5505  
 BEE Seminar, Johannesburg, (011) 726-3040   
  LEAP into Leadership, Johannesburg, (011) 672-0485  
   
  

Understand the NQF’s New Occupational Learning System, Cape 
Town, (011) 726-3040  

Management & Leadership Development, Johannesburg, (011) 678-2443   
  Risk Management Strategies NQF5, Cape Town, (021) 910-2827 
   
   
  

Getting Ready for the New 
Occupational Learning System, 

Cape Town, (011) 726-3040 

Getting Ready for the New 
Occupational Learning System, 

Durban, (011) 726-3040  
Strategic Planning, Benoni, (011) 442-4334  

   
   
  

Overview of the Occupational 
Learning System, Cape Town, 

(011) 485-2036 

Course & Qualification Design 
in the Occupational Learning 

System, Cape Town, (011) 485-
2036  

    
    
   

Overview of the Occupational 
Learning System, Durban, (011) 

485-2036  
 

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 
Managing Diversity, Cape Town, (016) 986-3888  Conflict Management, Benoni, 

(011) 442-4334 
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 
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MARCH 2009 – WEEK 2 (continued) 
 

Monday (09/03) Tuesday (10/03) Wednesday (11/03) Thursday (12/03) Friday (13/03) 
 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 

2020 and Beyond:  To boldly go 
where no business has gone 
before, Johannesburg, (021) 

918-4242 
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 Business Writing: The Unwritten Rules, Johannesburg, 0861 

BIZTECH 
Enterprise Development, 

Johannesburg, (011) 726-3040 Design and Develop Assessment Guides, Mossel Bay, George, 
Oudtshoorn, (044) 695-0003 Mastering Time and Sekf-Management:  Become a High Achiever, 

Johannesburg, 0861 BIZTECH 
Preferential Procurement, 

Johannesburg, (011) 726-3040 Professional Business Writing Skills, Johannesburg, (011) 454-5505 
 Supervisory Management, Durban, (011) 678-2443  

Assertiveness and Confidence at Work, Johannesburg, (011) 431-
1533 

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

Customer Service Skills, 
Johannesburg, (011) 672-0485 

Advanced Debt Collection, 
Johannesburg, (011) 454-5505 The Supervisor, Johannesburg, 086 111 VETTA (83882) 

  Using Excel for Financial Managers, Cape Town, (011) 454-5505  
 Risk Management, Johannesburg, 0861 ASTROT (0861 278768) 
 Time Management Skills, Johannesburg, (011) 672-0485  
 

Reception & Email 
Correspondence, Cape Town, 

086 111 VETTA (83882)   
  

Telesales, Cape Town, 086 111 
VETTA (83882)   

 Risk Management Strategies NQF5, Durban, (021) 910-2827  
  
 

Socio-economic development, 
Johannesburg, (011) 726-3040  

 

Getting Ready for the New 
Occupational Learning System, 
Johannesburg, (011) 726-3040  

 

Qualification and Course Design 
in the New Occupational 

Learning System, Johannesburg, 
(011) 726-3040  

 

Reception & Email 
Correspondence, Johannesburg, 

086 111 VETTA (83882) 
Telesales, Johannesburg, 086 

111 VETTA (83882)   
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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 
 
 

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 
Stock Control, Cape Town, 086 

111 VETTA (83882)  
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) 

 Assertiveness and Confidence at Work, Cape Town, (011) 431-1533 
 

Practical Credit Assessment and 
Credit Management, 

Johannesburg, (011) 454-5505  
 

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

0451 
Stock control, Johannesburg, 

086 111 VETTA (83882)  
   
 

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 Management for New Managers, Johannesburg, , 0861 ASTROT (0861 278768) 

 EE Workshop, Cape Town, (011) 726-3040   
 Orientation to Management, Johannesburg, (011) 454-5505  

Practical Project Management for PA’s and Administrators, 
Johannesburg, 0861 BIZTECH 

Professional Presentation Skills, Johannesburg, (011) 454-5505  

 BEE Seminar, Cape Town, (011) 726-3040   
 Business Contracts & SLAs, Johannesburg, 0861 ASTROT (0861 278768) 
 

PA/Secretarial Skills, 
Johannesburg, (011) 672-0485 Feminine Leadership, Johannesburg, (011) 672-0485  

   
 

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

 

Human Resource Management, 
Cape Town, 086 111 VETTA 

(83882)   Managing Your Time, Benoni, 
(011) 442-4334   The Complete PA:  Step Up and Stand Out, Johannesburg, 0861 

BIZTECH    
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MARCH 2009 – WEEK 3 (continued) 
 

Monday (16/03) Tuesday (17/03) Wednesday (18/03) Thursday (19/03) Friday (20/03) 
Supervisory Management, Johannesburg, (011) 678-2443   

 Office Management NQF5, Johannesburg, (021) 910-2827  
Situational Leadership, Benoni, (011) 442-4334    

 Finance for Non-Financial Staff, Johannesburg, (011) 442-4334   
  A Practical Introduction to Project Management, Johannesburg, 

(011) 431-1533 
Business Writing, Johannesburg, 

086 111 VETTA (83882)   
The Professional Office Administrator, Cape Town, (011) 431-1533    

    
    
 

Human Resource Management, 
Johannesburg, 086 111 VETTA 

(83882)    
 

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  
 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 
The Art and Science of Competency Modelling, Johannesburg , 

(021) 979-5172 
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MARCH 2009 – WEEK 4 (continued) 
 

Monday (23/03) Tuesday (24/03) Wednesday (25/03) Thursday (26/03) Friday (27/03) 
Supervisory Management, Cape Town, (011) 678-2443  

  
 

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

Telephone Debt Collecting & 
Email Correspondence, Cape 

Town, 086 111 VETTA (83882)  
Moderator, Mossel Bay, George, Oudtshoorn, (044) 695-0003  

  
 

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

 

Telephone Debt Collecting & 
Email Correspondence, 

Johannesburg, 086 111 VETTA 
(83882)  

 
The National Credit Act, Cape 

Town, (011) 454-5505   
 

Project Management, Cape 
Town, 086 111 VETTA (83882) 

 Practical Confidence & Assertiveness Skills, Durban, (011) 454-
5505  Let’s Talk Business!  Verbal Communication for the Business 

World, Johannesburg, 0861 BIZTECH   
  Releasing Your Potential Through Transactional Analysis, Benoni, 

(011) 442-4334 

Effective Complaint Handling & 
Conflict Management, Cape 

Town, 086 111 VETTA (83882)   
 Time Management for Office 

Professionals, Johannesburg, 
(011) 431-1533 

Bridging the Gap:  From Specialist to Manager, Johannesburg, 0861 ASTROT (0861 278768) 

 Office Management NQF5, Cape Town, (021) 910-2827  
  Corporate Governance – Complying with King, Johannesburg, 0861 ASTROT (0861 278768) 
 Chairing of Disciplinary Hearings, Johannesburg, (011) 726-3040   
 Emotional Intelligence at Work, Benoni, (011) 442-4334   
   
   
 

Junior Office Support, 
Johannesburg, 086 111 VETTA 

(83882) 

Complaint Handling & Conflict 
Management, Johannesburg, 086 

111 VETTA (83882)   
 Labour Law for Leaders, Johannesburg, (011) 454-5501   

 
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  Minute Taking, Cape Town, 086 
111 VETTA (83882) 

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 



 19 

MARCH 2009 – WEEK 5 (continued) 
 

Monday (30/03) Tuesday (31/03) Wednesday (01/04) Thursday (02/04) Friday (03/04) 
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 English Communication Skills, Johannesburg, (011) 431-1533 
The Integr8ted Knowledge Management Framework Masterclass, 

Johannesburg, (011) 726-3040 

Team Building, Johannesburg, 
(011) 678-2443   

Community Facilitation Programme, Bloemfontein, (011) 886-2647 
Management for New Managers, Johannesburg, , 0861 ASTROT (0861 278768) Winning Ways:  Persuade, Influence and Negotiate, Johannesburg, 

0861 BIZTECH   Writing Effective Reports, 
Johannesburg, (011) 431-1533   Becoming the Most Successful Salesperson, Johannesburg, 0861 

BIZTECH Crystal Reports Development, Johannesburg, 0861 ASTROT (0861 278768) 
 Mastering Modern Negotiation Skills, Cape Town, (011) 726-3040   

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

 
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   
  Project Management, Cape 

Town, 086 111 VETTA (83882) 
Assertiveness, Cape Town, 086 

111 VETTA (83882)   
Personal Assistant & Basic 
Project Management, Cape 

Town, 086 111 VETTA (83882)     
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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 

Writing Effective Reports, Cape 
Town, (011) 431-1533 

  People Management, Johannesburg, (011) 704-0720/4 
  Business Presentation Skills, Midrand, (016) 986-3888 
   
  

Technical Report Writing, Cape 
Town, 086 111 VETTA (83882) 

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 
  Project Management, Midrand, (011) 468-1320 
  Mastering Broad-Based Black Economic Empowerment, Johannesburg, 0861 ASTROT (0861 278 768) 
   The Manager, Cape Town, 086 111 VETTA (83882) 
   
  

Great Organisational Skills: Organise Yourself to Success, 
Johannesburg, 0861 BIZTECH  

 
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 

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

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 
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APRIL 2009 – WEEK 3 (continued) 
 

Monday (20/04) Tuesday (21/04) Wednesday (22/04) Thursday (23/04) Friday (24/04) 
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 Finance for Non-Financial Managers, Johannesburg, (011) 726-3040 

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  
  
 

Tea Lady, Cape Town, 086 111 
VETTA (83882)  

 

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

2443 

Time Management & Personal 
Productivity, Cape Town, 086 

111 VETTA (83882)   
The Total Team Leader, Johannesburg, 0861 BIZTECH    

Basic Principles of Accounting, Cape Town, (016) 986-3143    
Situational Leadership, Benoni, (011) 442-4334    

Managing Customer Service, Benoni, (011) 442-4334    
    
 

Positive Selling, Cape Town, 
086 111 VETTA (83882)    

English Communication Skills, Cape Town, (011) 431-1533    
   Introduction to Negotiation and Persuasion, Johannesburg, (011) 

431-1533    
 

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  
    
    
  

Assertiveness & Time 
Management, Cape Town, 086 

111 VETTA (83882)   
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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 
 

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  

  An Introductory Course on Impact Assessment, Pretoria, (012) 997-6059 
  Business Communication & Report Writing, Johannesburg, 0861 ASTROT (0861 278768) 
  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 

   
   

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

 
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  

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  
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MAY 2009 – WEEK 2 (continued) 
 

Monday (11/05) Tuesday (12/05) Wednesday (13/05) Thursday (14/05) Friday (15/05) 
 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   

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

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 
  Emotional Intelligence at Work, Benoni, (011) 442-4334  
  Management 1, Benoni, (011) 442-4334 

 
MAY 2009 – WEEK 3 

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

Negotiating for Results, Pretoria, (011) 704-0720/4 Minute Taking for Meetings, 
Durban, (011) 704-0720/4 Project Management, Cape Town, (011) 678-2443 

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 Etiquette, Johannesburg, (011) 704-0720/4 

 Perfect Presentation Skills, Durban, (011) 704-0720/4 Problem Solving and Decision Making, Durban, (011) 442-4334 
 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) 
 

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

  Finance for Non-Financial Managers, Johannesburg, 0861 ASTROT (0861 278768) 
  How to avoid the CCMA and Labour Courts, Johannesburg, 0861 ASTROT (0861 278768) 
  
  

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

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

  

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   
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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   

 Presenting with Confidence, Johannesburg, (011) 431-1533   
 Supervisory Management, Durban, (011) 678-2443  

Situational Selling, Benoni, (011) 442-4334   
    
  

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

    
    
  

The Psychology of Customer 
Service, Johannesburg, (011) 

485-2150   
  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 

 


