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DID YOU KNOW? 

The first announcement has been made of the ILO Summer Academy on Sustainable 
Enterprise Development to be held at the ILO Turin Centre from 22 June to 3 July 2009.  The 
second edition of the Enterprise Academy will bring together a wide range of job creation and 
enterprise development expertise tackling themes like an enabling environment for small 
enterprise development, entrepreneurship programmes, informal economy upgrading, pro-poor 
value chain development, microfinance policies, systemic private sector development and many 
others in a programme that offers a wide choice of training tracks.  The main representatives of 
enterprise development approaches in the ILO will be joined by a range of selected international 
consultants, university professors, staff of UNIDO and the Springfield Centre to offer the latest 
thinking in private sector and enterprise development, making the event a unique networking 
opportunity.  The Enterprise Academy is designed with a learning strategy that strongly engages 
participants coming from international development agencies, NGOs and staff of relevant 
national institutions.  It transmits the latest findings as well as good practices and useful tools for 
enterprise development with a structure in which participants can choose their own learning 
path.  The Enterprise Academy will be offered in English and French.  For more information and 
participant registration visit www.itcilo.org/enterpriseacademy. 
 
The website launch of The Synergy Project was recently announced – a site on current applied 
research and practical implementation of pro-poor finance and business services linkages.  The 
site builds on research, implementation and impact reports of practical field experiences of 
microfinance institutions and other players in linking services in a (financially) sustainable 
manner.  While focusing on enterprise and value chain development it also draws on other 
approaches that share the challenge posed by the pro-poor linkage of services that are very 
different in nature.  The site is intended to help enterprise development practitioners in 
microfinance, value chain development, BDS and other related areas to explore the possible 
costs and benefits of linking services. 
 
The site contains: 
� Key documents in six categories divided by the main current research and implementation 

areas (Finance-BDS linkages, Value Chain Finance, Microfinance Plus, Financial Education 
and others); 

� Key documents that provide evidence about the impact of linking services; 
� Key links to websites with further information; 
� Links to institutions that are actively linking services; and 
� Related conferences and training events of the ILO and others. 
 
For more information visit www.itcilo.org/synergies. 
 
The Umsobomvu Youth Fund offers a voucher programme for website development.  The 
website is developed to reflect a “look” and “feel” as per the client’s recommendations.  The site 
will include a minimum of 8 pages including graphics, domain registration, bandwith and web 
space requirements, 2 GB bandwidth per month, website hosting and 200 mb of hosting space 
per month for a maximum of 12 months (thereafter the client will pay the hosting fee).  Up to 10 
e-mail accounts can be linked through the site which will also include search optimization 
(Google, Ananzi). 
 
For more information contact the nearest office of the Umsobomvu Youth Fund. 
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�� � ���� ��� �� � � �� �� �  ! �" �# � �$ � � �%� � ��& � � � �� � � �� �� ��' (�� � �� � �' �� �  ! �" �� �� � � �$ � ) � ! �  �� ! ��� � # �$ �� �* � ' � �
� + �  ��� � ���� ��, " � � �� �$ ��  � � � �(�- �� � # � ��� ! ��* � � � ! ��� � �' � ��� � . �" ��� � ! ��� ��. ! - � # " ! � � $ �* ! � �! � $ �
+ �" , ��  �' �� ! � + �$ �� � $ �+ �# � � �$ ��' �- " � * � /�
�
�! �" ���� �� � � * � �* � ' � �� - � #  �� 0��� � ���� ��! � � �� �* � ' � �- ��� �� ��  ' ������ $ �" /��1 " � � � ! ��� . ��� , �2 3 (�� ! ��* � � �
� � � * � �� � � ! ����+ �  �� � �4 # ��� /��5 ��� �* � ' � �+ #  �� � ���+ �  �� � ��  " � �. !  �� ,  �" �� � ! � � �(6�� ! ��" �� �� - �" � /�
�
��7 �� . ��� � ! ��� �  8� � �� , , �# ��  �� " �� � �" �� �" 7 �$ �, � " �+ �� + ���� , �� � �� # " ��� � ! ��2 9 : ; � �<�* ! � ! �" �� �* � � ��  � ��� �
, " � � �! �" �� �  ! �" �� " �- � # . !  �* � ! �+ " �� �� # � �+ � � � � �� � � �' �8�� ! ��� �* � ' � �! � $ �� � � �8# + �� � $ �* � � � ! ��# � � , , �� �� ��
� � � �8# + �� � � � # � � �  � � �� ���! �" �, " ��� $ � (�! ��+ �� . � � ��� � # " �� ! �  � ! �' �* �" ��� �. �� � � " � # � �- # � � ! /�
�
� � * �7 �" (�* ! ����� ! ��$ �� + � �" �$ �� , �! �" �$ � # . !  �" �� �, " �7 � �� # � �! � - � � � ! �� (�3 ; �' �� " � ���  �" �! �" �� �  ! �" �! � � �
" �� � � � � � �- ��+ " � # $ (�� � ��� � ���� ��! � � � # " � �$ �! �" �+ � � � �� � �, � " �� ! � + �� . �� + + �� " � � � �� ���  � �� � ! " �7 �� . �� � � ���
- # � �� �� � /���! ��� � � �� � � ! ��� � � � �  ���� , � ! ��= ��  �" � ��� + ��� # � �� �� � * � � �� �� ��� � � � ��  �� � �� � $ ��� �� �
" � ���� � $ ��� � �' � # � . �+ �� + ���� � $ �* � � �� ��7 �" ' * ! �" �/�
�
� �! � � �� �  (�! � * �7 �" (�- ��� �� �� � � �  ! � " � � � � �� � �, " � � � ��� � . ���  ' ���4 # ��� � � �� � � �8# + �� "  ��  �� � $ �
- # � �� �� � + �" � � � /�
�
�� �- � * ��� (��� � ���� �(�* ! � �� � " " ��$ �� � $ �- �� � � ��� �� �  ! �" ��  �%# �  �> ; (� " � �� �$ �� � $ �* � " � �$ �� � �� �
- � � � � ��+ �" �� � $ �� � � � # �  � �  �&  ! ��� �� � �- ���� ! � �� �) �� � $ �* ��  �� � � � �� + �� $ �� � � ' �' �� " � �� ��� - �� . � ! ��
� � " + � " �  ���� $ $ �" �- �, � " ��� ! ��" �� ��� �$ ��� �! �" �� �$ �3 ; � � ! �  �� ! ��5 � �� $ �� , �! �  �$ �� /6�
�
5 ��* � � �� �� 4 # � " ��+ �. ��� �� �" � # � $ �! � ��(6�� ! ��" �� �� - �" � /���� $ ��7 �� � ! � # . ! � ! ��! � ���* � � �� �! �. ! �# + �
� � " + � " �  ��%� - �* � ! �� �- �. � � ���& , �� � � � �� ��� � � � . �" ) �� � $ �� �� �� ��� , , �� �(�! �" �� " ��  �7 ��+ �" � � � � �� ' ��  ����, �� � ! ��
$ �� � � � , � "  �� , �� /�
�
� �" ���, �� � � � �� �
8 # " � �* ! �� �� �, " ��� $ �, " � � � ! ��� �$ �$ � ' � �� + �   �$ �� � �� $ 7 �"  �, � " �� �� � # " � ��, � " �� � � �8# + �
� "  ��  � �� � $ (�" �� �� - �" �� . � ! ��� �$ ���+ �  �� � �� " � ? ' ��� � ���� ��� � * ��  # � � ��� �+ � � ! �%� - (�� # . . ��  �$ � ! �  �� ! �� " ' �� �
� #  /�
�
�! ��� � # " � ��* � � � � �+ " � 7 ��� �� �  � �' �  �, � " �� ! � � . ��� � $ ��� � + �" �$ �! �" � � � # " � �! �" �- � � � �� � � ! ��� � " + � " �  ��
* � " �$ /��� � ! ��� � � �� �� �(�� ! ����,  �! �" �! # � - � � $ �� � $ �- �� � � ���  �� ��  " � � �(�� � �# � �� + �� ' �$ �� �� . ���� �  ! �" /��
� #  �� ! ��* � � �%# - ��� �  /�
�
5 ��! � $ �, � # � $ �� ' �+ � � � �� � (6��� � ���� ��� � ' � /�
�
�� �� � � ���� $ � �� �� (��� � ���� ��$ �$ �� � � ��, " ���� � � ��� � � �8# + �* � " � �� � $ ��  � "  �$ � " � �� �� . ��  ! �" �� � � �8# + �
� "  ��  � /��1 " � � � ! �� �� ! ��" �� ��� �$ � ! �  �� ! ��� � # �$ �� � � - �� ��! �" �+ � � � �� � �, � " � ! ��� " ��  �7 ��� �$ ��� , �� � � �8# + �* � ! �
� �� �* �' �$ �� � � 7 �" �$ � � ���  �, � " ��� + � * �" �� . ��  ! �" � /�
�
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5 ��" �� ��� �$ � ! �  ���* � �  �$ � � � �� � ! �<�� � $ �. �7 ���  ! �" �' � # � . �+ �� + ��� ! ��� + + � "  # � � ��� � ! �  ���$ �$ � � �! � 7 �(6�
� ! ��� � ' � /��� �" �- # � �� �� � (�� " # � ! �  " � � �� (�* � � �- # �� �� " � # � $ � ! �� �+ " �� � �+ ��/��� � " " � * �� . �� � � �' �, " � � ��! # �� �
��  �" + " �� �� � � ��� 7 ��  ��� � ! ��� �  �" �� �� �� ! ��� ��$ �$ � � �� � �# + (�� ! ���� # � � ! �$ �! �" �7 �" ' �� * � �� � ! � � ��� , �� � � �8
# + /�
�
��� ��� ���� � � ���- # � �� �� � �� (�� ! ���@ + �" ��� � �$ �� � � ��$ �, , �� # � � �� �� ��� � ! ��- �. �� � �� . /��1 � " ��@ � � + ��(� ! �� � �� . �
 ! �  �� ! ��� ��$ �$ �� �+ � "  � �" (��� � ���� ���� + �� ' �$ �� � � �� � ��� � �� �! �. ! �� � �� " ' (�- #  � ! �� �, � # � $ � ! �  � ! ��
�� + �� ' ���* � � �� �  �� $ $ �� . ��� � # . ! �7 � �# ��7 �" � # � � ! ��� � ��� ��� � � � �/���! ��� �� � �� �� " �' �- # " � �$ �� #  �- �, � " ��� ! ��
! � $ ��7 �� �. �  ��  � "  �$ /�
�
5 ��! � " $ �' �� ��+  �, � " �� �' �� " (6�� ! ��� $ � � � /��1 � "  # � �  ��' (�! �" �� �� � � $ �! # � - � � $ (�* ! � ��� �� �- # � �� �� � � � � (�* � � �� - ���
 � �! ��+ �� � $ �� # + + � "  �! �" �� � � ! �� �� " � ? ' �%� # " � �' /���� $ �. " � $ # � ��' �� ! ��! � � ���� " � �$ � � �� " ��  ��- � �� � � ���  �
� " # � ! � " � � �� �� � $ ��� �! �" ���, �/�
�
5 ��! � 7 ��" �� ��� �$ � ! �  ���� � � ! ��- # � �� �� � A�� � �� � ��� � . �� � ���� � ���(� ! ��- # � �� �� � ��� ���(6�� ! ��� � ' � /�
�
�� $ � ' (�� " # � ! � " � � �� ��� �, � # " �' �� " � �� �$ �� � $ �$ � �� . �7 �" ' �� �� ��' /���� � ! �' �� " �� � " � �� � �# + * � " $ � �� , �B ; �
' � # � . �  �" � �* ! � �� " ���� . �" � � �� � 7 ����  � � ! ��* � " �$ �� , �� � � �8# + /��� " # � ! � " � � �� �� �� � �! � � �+ " �7 �  ��� ����  � �
� � $ �" # � � ��� � . ��* � " � � ! � + � �, � " �� � " + � " �  ��� ����  � � ! �  �+ #  �� �� ��. !  �' �$ �, , �" ��  �� + �� �� � ��� � � �� . �. � � $ /��
�� � ���� ���@ + �� �� � � ! �  �! �" � ��� �� �! � ���  �� �� + + " � � � ! /�
�
5 ��� � ���  " �. # �$ �- ' � ! ��+ � ' � ! � �� . ' �� , �* ! ' �+ �� + ���* � �  � � �� ! � � . �(6�� ! ��� � ' � /��5 ��� � ��  � �� � ! �  � ! �' �� # �  �
# � $ �" �  � � $ �* ! � � ! �' �� " ��� � $ �* ! �  � ! �' �* � �  � � �+ " � %��  �- �, � " �� ! �' ��� - � " � �� � �� ! � � . �/6�
�
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WRITING A BUSINESS PLAN – THE EXECUTIVE SUMMARY 
First impressions matter, and brevity is key�

��������	�
����
���
The executive summary is the introduction to a formal business plan.  It summarizes the 
business proposition, key financial projections, where the business stands at present 
and elements that are critical for success.  While you may be tempted to rush through 
this part before attacking the bulk of your business plan, remember this is the first thing 
a potential investor will read.  If your executive summary doesn't grab his or her 
attention, then he or she probably won't bother reading the rest of your package. 
 
Brevity is key.  A good executive summary ranges from half a page to two pages; 
anything longer and you risk losing your reader's attention or appearing unfocused.  A 
safe bet is to keep it under one page. 
 
Although it leads off the business plan, the executive summary should be written last.  
That way, you can cull information from the rest of the report, and make certain there 
are no inconsistencies. 
�

The executive summary is also the best place to describe your mission statement. 
 
Develop a concise description, no more than a few sentences, that explains: 
� Why your business exists 
� What its goals are 
� How you will achieve those goals. 
�
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Next, develop the business description or concept.  This is where you offer more detail 
about the type of business you want to open, who the customers will be and what the 
competitive advantage is.  A competitive advantage explains why customers will chose 
your business over marketplace rivals.  Your reasons may include: 
� Filling a void in the marketplace 
� Offering a better product than what currently exists 
� Offering a comparable product, but at a better price than your rivals. 
 
From there, you'll move onto a brief description of your financial outlook.  This part of the 
executive summary should mention the expected costs of starting up, as well as your 
bottom-line financial projections for the short and long term. 
 
The next issue to address is the status of your business.  It may still be only in the idea 
stage.  Perhaps you've already raised a little money.  Or, it may be that you are fully 
operational and looking to expand.  Investors will interpret your current business position 
as a signal as to how much capital is needed to advance your company, and whether or 
not this matches the type of opportunity they are looking for. 
 
The final part of the executive summary will focus on critical factors that will determine 
your chance for success.  These items will be specific to your business, but may 
include: 
� Low staff turnover 
� A technology patent 
� A strategic partnership 
� Externalities, such as the continuation of a marketplace or economic trend. 
 
Overall, the executive summary should offer a glimpse into what the business plan 
holds.  Hit on all the important points; if you hold off on composing it until after you've 
written the rest of your business plan, it should practically write itself. 
 
Source:  www.about.com 
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��� � � �� ��� ��� ��� ��������������
��� � � �� ��� ��� ��� ��������������
��� � � �� ��� ��� ��� ��������������
��� � � �� ��� ��� ��� ������������������

� ������ � � ����� ������ � � ����� ������ � � ����� ������ � � ���� ����

� � � ������ � �� ��� �  !�� ��� �" # $�!����� ��� ����%����& ����'���� �( ���) � � � �
���� )  ����� � ������ � � ���� ��� �!� � !�� ) �� �� �!� ����( ) !��) � �!�� � � ��� � � � * � ��
� � � +!'���� ������ ��� )  $�!������ � � �� ��� ��� ��� ������������������ � �!� � !�!������� ) �
�,� �!� �� * ��� ) �� ��� �!� �- � � � .���� ����� ��� ���
� � � �����!� �'�
�

� ��� ��� ������������������!� ���!����!� ���� ��� �����* � �!�  � ) * � �� � � �!� ��!�� ��
!� ����� !� �� ��� � �� � ��) � !���!� ������ ,�'��/ �!�� ��) � � � ����� )  ����
� � ������ � � ����� �) ��!� �� �� !!�� !�� � �� � �!� ���!������ �!� ���� � ������� �� � ����� ��
� � -�� * �� � ��� �� �!�� � �!� ���� � �� � �+��( � !!� � ���� �'��
� � !����� �* � � � �!� �� * ���  �
!� �� �!� �� � '��
� �� �* � � �����!� � �� ) ���!� ���� � �� � �+���� �!��� ��� ��� ����� � �� '��
�� �!� ��� � �������� ) �� ����� � -���� )  �� � � �0� ( ��� ��� �� � � ��� � �� ����� )  �,� �) ��!� �
!� ���� � �� � �'�
�
�� ��� ������  ��� � ��� ��� ��� � �� � �+����  * ��!��1��� ����!� ����� � ��'��2 � ��-��� !� � �
� � 0�  ��� ��!� ���� �!��3 ( ) ��� �� * ���� � �� �� � ���!��� � � �� * ����!�4�� ) � � � ��� ��!� ��
���� �* � ���,� �� !���'��5� ) ��� ��� �� � � � * � ���  ���� �� �- ����� ��!�� � �!� � �� ) ���!� � !�
,� �� !���!��) ��� * �!� ���� � � �� ��� ��� ��� ���������������� ����
��3� � � � ) � ��� �
� � �4�6��� ����� ��� ���
� � � �����!� �'�
�� ��� ��� ��� ��
�

� ����� �!��!������� � ( � ( ���!� ��� � �!��� ��  !� � !'���!������ ��  !� � !�!� �� � ��!� ��( ��!�
��� ������ ) ��� � ���� � '��
� ������� � !�� �!�� ��!� �( ���� �� �'��
� ���� �!�� �� ���� ��� * �� �
( � � �� � ����  ��1���� ��!� ��� �  * �� � ��� � � �!�� � � ���� �!�� ��� � �� * �!� ��( ��!��� �� � �
�� �!� ���� �!���� ��'�
�
� �� ��!� ��� !��� � !�0) �!�! � �� � ( ����- ����'���- ������� � �( ��!� ) * � !�!� �� �!� ��� !�� �

�� ��� ���'��
��-����� ��� ��� ������ � �� � !�0) �!�( ��* �,�� �!� ��� !'�
�
� �� � � ,���� )  ��� !� ,��� �� * ��- ����'��/ �!�� �!� ����� � �( ��� ����� ����� ��- � � � �� * �

� � � !�7) ��!�� � ��!� �� �- �� )  �� * �!� ��� � �� * �� � ����'�
�
� �� -���� )  ��� � �� � ��� ���� ������ ����� � � !�!� ��� � ��!� �� � � �� �  - ���  '��

& � � �� � ���) �!)  ���� � �( ��� ��� � � �) �� �� ) �!�� * �!� � �'���� -���)  ���� )  ��
 �����!��!� ��* � � ���!� ���� � �� � ��� � � !��!� �� �� ��,�'�

�
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�� �� ( ���!���'��5� ) �� � ,��!� ��� � ���� * ��� � � �� � !�,� !��!� �� '��
� � !����� � � ���� ) �
� ����* �!�!� �� �( ��!�����  !�� � � �!� �� �� �� !�,�!��!� � !�� ����� ������ )  ��  * � � ��� !�� � �
�1���'�
�
� �� -��!� �� �� ���� � �'���� -��!� �� ��������-����  !�� ��!� ��!�� � �� � � �!� ���� �!�

� � �'�
�
� ��!�* � � �����  �!� �� �!� � !��  ��� �  � ��( ) !��� � �( ��� �� ��,�� '����!��'�'
'�'
'�

* � � ��'�
�
� � ��� ���� � � ��� � !�0) �!�� �� � � � * � '�
�

� � � �
� � � �
� � � �
� � � ��
�
/ � ����� ) �� � ,��� � �� �!� ��( ��!��� ��� ������ � � �� � ,���� � ���� * �� �� � � �
� � !�,� !�� �!� �� ���� ) ��� � �� � !� ��� 1 '��
� ��( �* * ��!�� ��!� -��� �� � � � * � ��� � �
� � -�����!� ��* � �  ���� ��� ����'��
� ���� � ��� !!�� !�� � ��� ) ��� �� �!� �!� �� �� �  - �
� ���* � � �� !���!� �!� �� ��� !���� �!�� � ���,�����!� �!� �� ���� ���� ��( ��� * ���  !�� ��� �
*  �� !�!�� � �� ��� ��!� ��� � !�� ) ����  �� ���� � * �� ��!� ����  ���� ��� )  �*  � ) �'��
���� � � �
� ���� ) ��!�  !�!� ���� �- �� ����!� �� ��� !���� �!�� � �� � � �� � !�,� !�� � �� �� �� ���'������� ) �
� � � +!�� � ��� � �!� �� * ��!� ���� ����( ��� � ��� ���� �� � � !�� �� � � �� ������� ,�'��
� ���
� ����( ��� � ����  !�� ��!� ��8�� ��� ����!)  � � ,� 9��!� !��!����� ) �� � ��! ��� * �!� �
� ,� �� '�
�
� 5� ) �� � � !�
: ���3!� � � - �* � � � � �����!+���� � � � �4��� ��� ������ � � �� � !�
: ���

3 !� � � - �* � � � � �����!+��� �� � �4�� � ��'�
�
� : �,��!� �� ��� ��!�,������ ( � �- �� ��� ) �� �� ���� ) ��� � ���,�� �����!+��0) �!�� �* � � � �

� �  � '�
�
� 	 � ,�� ��� �� � � �� !�� �� �  � ��� � � � ��� * � �!�� � ���  �0� ( ��� � � ��� ���'�
�
� &  �� !�� ���  � ��� � *  � � ��� � � � �� �  � ��� )  ��� ��� �������  � ���  �� * �� !� � �

�� ��� ������ � � �� � !���8� � � ��  ��0) �!�� ��*  �� !�� ���� ) 9'�
�
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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 

 
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, (011) 678-2443 Effective Use of the Telephone, 
Johannesburg, (011) 485-2150 Supervisory Management Skills, Cape Town, (021) 685-7726 Mastering Confidence, 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) 
Administration Skills, 

Johannesburg, (011) 678-2443 
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) Free Small Business Seminar, 
Kempton Park, 0860 763 000 

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) 
Free Small Business Seminar, 
Bloemfontein, 0860 763 000 

Telephone Debt Collecting & 
Email Correspondence, Durban, 

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

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

Cape Town, (021) 979-5172 
 
 

Free Small Business Seminar, 
Soweto, 0860 763 000 

Sales Negotiation, Cape Town, 
086 152 0000 

  

Employee Absenteeism & 
Grievance Procedures, Cape 

Town, 086 111 VETTA (83882)  

Business Etiquette & Social 
Skills, Johannesburg, (016) 986-

3888 
  Financial Statement Analysis, Johannesburg, (016) 986-3888 
  

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

  
BEE Seminar, Johannesburg, 

0861 11 3094 
Emotional Intelligence, Cape 

Town, 086 152 0000 
  
  

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

  

Employee Absenteeism & 
Grievance Procedures, 

Johannesburg, 086 111 VETTA 
(83882)  

  
More Hours in Your Day, 

Johannesburg,, (011) 485-2150  
  

The Tea Lady, Durban, 086 111 
VETTA (83882)   
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JUNE 2009 – WEEK 1 (continued) 
 

Monday (01/06) Tuesday (02/06) Wednesday (03/06) Thursday (04/06) Friday (05/06) 
    
    
  

Employee Absenteeism & 
Grievance Procedures, Durban, 

086 111 VETTA (83882)   
   
 

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

Leadership Skills, Johannesburg, (011) 706-2358   
    
  

Free Small Business Seminar, 
Tembisa, 0860 763 000   

   
  

Basic Principles of Government Tenders, Johannesburg, (016) 986-
3888  

   
  

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

   
  

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

 
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 
Stress 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 
Free Small Business Seminar, 

Khayelitsha, 0860 763 000 
Company Tax for Small to Medium Size Businesses, Cape Town, 

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

1533 
Emotional Intelligence, Port 

Elizabeth, 086 152 0000 
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JUNE 2009 – WEEK 2 (continued) 
 

Monday (08/06) Tuesday (09/06) Wednesday (10/06) Thursday (11/06) Friday (12/06) 
 Free Small Business Seminar, 

Port Elizabeth, 0860 763 000 
Releasing Your Potential Through Transactional Analysis, Benoni, 

(011) 442-4334  
Television & Radio Interviewing 
Skills, Johannesburg, (011) 678-

2443 Emotional Intelligence at Work, Cape Town, (011) 442-4334  Presentation Seminar, Midrand, 
(011) 468-1320 Mastering the Art of Training, Johannesburg, 0861 ASTROT (0861 278 768) 

 
Free Small Business Seminar, 

Durban, 0860 763 000 Mastering Leadership and Management Skills, Johannesburg, 0861 ASTROT (0861 278 768) 
The Cognitive Development Summit, Johannesburg, 0861 113 918  

  
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) ICAP Indaba, Johannesburg, (011) 615-2868 
   
  

Preferential Procurement, 
Johannesburg, (011) 736-3040 

Free Small Business Seminar, 
Cape Town, 0860 763 000  

  Management for New Managers, Johannesburg, 0861 ASTROT (0861 278 768) 
  Office Management, Durban, (011) 678-2443  
   
  

Free Small Business Seminar, 
Umlazi, 0860 763 000  

  
 

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

How to write Job Descriptions / 
profiles and develop level 

descriptors, Pretoria, (011) 453-
0080  

  Business English, Johannesburg, (016) 986-3888 
   
  

Sales Negotiation, Port 
Elizabeth, 086 152 0000  

  

Media Skills for Effective 
Television & Radio Interviews, 
Johannesburg, (016) 986-3888  

   
   
  

How to create advertising 
guaranteed to generate business 
for your business, Johannesburg, 

0860 92 0000  
  

How to write Job Descriptions / 
profiles and develop level 

descriptors, Johannesburg, (011) 
453-0080   

  Measuring ROI of Training, Johannesburg, (011) 726-3040  
   
  

Essential & Best Practices in Managing Accounts Payable, 
Johannesburg, (011) 447-7470  

   
 

Innovative Coaching and Mentoring Practices for Organisations, 
Randburg, (021) 979-5172   
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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 
  
  

Recruitment & Selection, 
Johannesburg, (011) 678-2443 

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

  
  

EE Reporting Workshop, 
Johannesburg, (011) 726-3040 

Emotional Intelligence, 
Johannesburg,  086 152 0000 

   

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)  
    
    
   

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

454-5501  
   
   

Managing Generation Y Workers:  Best Practices for Managers, 
Cape Town, (021) 979-5172 

  Recruitment Strategies, Johannesburg, (011) 706-2358  
  Sales Techniques, Johannesburg, (011) 706-2358  
   
  

Finance and Budgeting for the Non-Financial Professional, 
Johannesburg, (011) 726-3040  

    
   

EE Reporting Workshop, 
Johannesburg, (011) 726-3040  

   
   

Advanced Excel 2007 Skills for Financial Managers, Johannesburg, 
(011) 447-7470 

    
   

Sales Negotiation, 
Johannesburg, 086 152 0000  
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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 
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) 
EE Transformation Master Class 
Module 1, Johannesburg, (011) 

726-3040 

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) 

Quality & Customer Service, Johannesburg, (011) 678-2443 

Pro-Activeness & Time 
Management, Cape Town, 086 

111 VETTA (83882) 
Emotional Intelligence, Durban, 

086 152 0000 
Report Writing Skills, Cape Town, (016) 986-3888  

 

Leading & Managing in Tough 
Business Times, Johannesburg, 

(011) 454-5501  
 

Pro-Activeness & Time 
Management, Johannesburg, 086 

111 VETTA (83882) 
 

EE Transformation Master Class 
Module 2, Johannesburg, (011) 

726-3040 
Innovative Retention Strategies for Generation X and Y, 

Johannesburg, (021) 979-5172 
  Office Management, Johannesburg, (011) 678-2443 
  

Assertiveness & Time 
Management, Durban, 086 111 

VETTA (83882) Presentation Course, Midrand, (011) 468-1320 
  
 

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

Sales Negotiation, Durban, 086 
152 0000  

Effective Business Writing Skills, Durban, (011) 678-2443 The New NQF and Occupational Learning System (OLS), 
Johannesburg, (011) 771-7000 
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JUNE 2009 – WEEK 4 (continued) 
 

Monday (22/06) Tuesday (23/06) Wednesday (24/06) Thursday (25/06) Friday (26/06) 
  Report Writing Skills, Johannesburg, (016) 986-3888 
  Basic Principles of Accounting, Cape Town, (016) 986-3888 
 Project Management – Preparation for Success, Johannesburg, (016) 986-3888 

EE Transformation Master Class 
Module 5, Johannesburg, (011) 

726-3040 
 Presentation Skills, Johannesburg, (016) 986-3888 Competency-Based Recruitment and Interviewing Skills, Randburg, 

(021) 979-5172 
   
  

Competency-Based Interviewing, Recruitment & Selection, 
Johannesburg, (011) 447-7470  

   
   
  

EE Transformation Master Class 
Module 3, Johannesburg, (011) 

726-3040 

EE Transformation Master Class 
Module 4, Johannesburg, (011) 

726-3040  
Human Resource Training, Johannesburg,, (011) 678-2443 

 
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  
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 

Sales Negotiation, Cape Town, 
086 152 0000 

 
Administration Skills, Durban, 

(011) 678-2443 Management for New Managers, Johannesburg, 0861 ASTROT (0861 278 768) 
Emotional Intelligence, Johannesburg, (011) 678-2443 Finance for Non-Financial Managers, Johannesburg, (011) 678-2443 

HIV/AIDS Peer Educator, Johannesburg, (011) 678-2443  Performance Management, Cape Town, (011) 678-2443 
 Office Management, Cape Town, (011) 678-2443  

Personal Assistant, Johannesburg, (011) 678-2443 
Emotional Intelligence, Cape 

Town, 086 152 0000  
 Supervisory Management, Cape Town, (011) 678-2443 
 Office Effectiveness, Johannesburg, (016) 986-3888  

Project Management – Preparation for Success, Cape Town, (016) 986-3888  

How to create advertising 
guaranteed to generate business 
for your business, Cape Town, 

0860 920 000  
The Total Team Leader, Johannesburg, 0861 BIZTECH 

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

The High Performance PA or Administrator:  Essential Skills, Durban, 0861 ASTROT (0861 278 768) The Integr8ed Knowledge Management Framework Masterclass, 
Johannesburg, 011) 726-3040   

    
   

Chairing & Managing Business 
Meetings, Johannesburg, (011) 

704-0720/4  
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JUNE 2009 – WEEK 5 (continued) 
 

Monday (29/06) Tuesday (30/06) Wednesday (01/07) Thursday (02/07) Friday (03/07) 
  EQ in Leadership, Pretoria, (011) 704-0720/4  
  Telephone Excellence, Cape Town, (011) 704-0720/4  

 
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 

Sales Negotiation, Port 
Elizabeth, 086 152 0000 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 Performance Management, Durban, (011) 678-2443 Presentation Seminar, Midrand, 
(011) 468-1320 An Introductory Course on Impact Assessment, Johannesburg, (012) 997-6059  

Communication & Presentation, Durban, (011) 678-2443 Effective Business Writing Skills, Cape Town, (011) 678-2443 
Effective Business Writing Skills, Johannesburg, (011) 678-2443 

Finance for Non-Financial Managers, Durban, (011) 678-2443 
Emotional Intelligence, Port 

Elizabeth, 086 152 0000 
Minute Taking for Meetings, 
Pretoria, (011) 704-0720/4 

Office Effectiveness, Cape Town, (016) 986-3888 People Management, Cape Town, (016) 986-3888 
Brilliant Business Writing Skills, Johannesburg, (011) 704-0720/4 Brilliant Business Writing, Durban, (011) 704-0720/4  

    
    
   

Prepare for BEE Verification 
Conference, Johannesburg, 0861 

11 3094  
  Quality Customer Service, Cape Town, (011) 704-0720/4  

 
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 

 
Sales Negotiation, 

Johannesburg, 086 152 0000 
 

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) 
 

Assertiveness Skills, Durban, 
(011) 678-2443 Effective Business Writing Skills, Durban, (011) 678-2443 

HIV/AIDS Workplace Management, Durban, (011) 678-2443 Strategic Planning & Change Management, Cape Town, (011) 678-2443 
Mentoring & Coaching, Johannesburg, (011) 678-2443 Supervisory Management, Johannesburg, (011) 678-2443 
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JULY 2009 – WEEK 2 (continued) 
 

Monday (13/07) Tuesday (14/07) Wednesday (15/07) Thursday (16/07) Friday (17/07) 
People Management & Leadership, Johannesburg, (011) 704-0720/4 Recruitment & Selection, Cape Town, (016) 986-3888 

  
TV & Radio Interviewing Skills, 
Johannesburg, (011) 678-2443 Performance Management, Johannesburg, (016) 986-3888 

People Management, Johannesburg, (016) 986-3888  
 Recruitment & Selection, Johannesburg, (016) 986-3888 

Emotional Intelligence, 
Johannesburg, 086 152 0000  

  
 

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

   

Prepare for BEE Verification 
Conference, Cape Town, 0861 

11 3094  
   Perfect Presentation Skills, Cape Town, (011) 704-0720/4 
   Telephone Excellence, Pretoria, (011) 704-0720/4 

 
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 
Minute Taking for Meetings, 

Cape Town, (011) 704-0720/4 
The Professional Receptionist, 
Johannesburg, (011) 431-1533 

Implementing the Law of 
Attraction, Cape Town, (011) 

678-2443 Emotional Intelligence, Durban, 
086 152 0000 

The Psychology of Customer 
Service, Johannesburg, (011) 

485-2150 

 

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

Communication & Presentation, Johannesburg, (011) 678-2443 
Mentoring & Coaching, Durban, (011) 678-2443  HIV/AIDS Workplace Management, Johannesburg, (011) 678-2443 

Project Management, Cape Town, (011) 678-2443 Mentoring & Coaching, Cape Town, (011) 678-2443 
Presentation Course, Midrand, (011) 468-1320 Project Management, Johannesburg, (011) 678-2443 

 Women in Leadership, Johannesburg, (016) 986-3888 Key Account Management, Johannesburg, (016) 986-3888 
 
 

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

Sales Negotiation, Durban, 086 
152 0000 

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

Prepare for BEE Verification 
Conference, Durban, 0861 11 

3094  
 Quality Customer Service, Johannesburg, (011) 704-0720/4 

Situational Leadership, Benoni, (011) 442-4334  
Innovative On-Boarding (Induction & Orientation) Practices for 

Organisations, Randburg, (021) 979-5172 
   Perfect Presentation Skills, Pretoria, (011) 704-0720/4 
   
   

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

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

Sales Management, Cape Town, (021) 462-7902 
 HIV/AIDS Workplace Management, Cape Town, (011) 678-2443  
 

Sell – Don’t Tell, Johannesburg, 
(011) 485-2150 Project Management, Durban, (011) 678-2443 

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

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

   
 

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

Communication & Presentation, Cape Town, (011) 678-2443   
Performance Management, Johannesburg, (011) 678-2443   

   
 

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

Change Management for System 
Implementation:  A Project 
Management Perspective, 

Johannesburg, (011) 447-7077   
  Strategic Planning & Change Management, Johannesburg, (011) 678-2443 
   
 

The Art and Science of Performance Management:  Getting Results 
through Your People, Cape Town, (021) 979-5172   

    
    
  

Business Image & Corporate 
Etiquette, Pretoria, (011) 704-

0720/4   
    
    
    
  

How to create advertising 
guaranteed to generate business 
for your business, Cape Town, 

0860 92 0000   
 

AUGUST 2009 – WEEK 1 
 

Monday (03/08) Tuesday (04/08) Wednesday (05/08) Thursday (06/08) Friday (07/08) 
Presenting with Confidence, Johannesburg, (011) 431-1533 

Professional Switchbaord, Reception & Frontline Skills, 
Johannesburg, 0861 BIZTECH 

Working with Unit Standards in 
the Workplace, Nelspruit, (021) 

685-0451 

Service Leadership & 
Performance, Cape Town, (021) 

462-7902 

BBBEE – Unpacking Strategy 
and Codes, Cape Town, (021) 

462-7902 
Corporate Governance, Cape Town, (021) 462-7902 Conflict Management, 

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

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

Chairing & Managing Business 
Meetings, Pretoria, (011) 704-

0720/4 Crystal Report Development, Johannesburg, 0861 ASTROT (0861 278 768) 
 

Introduction to ISO 9001, Cape 
Town, (021) 872-7322 The PA MBA, Johannesburg, 0861 BIZTECH 

 Polished Presentations, Cape Town, (021) 685-7726 OFO Applied, Nelspruit, (021) 
685-0451 

Assertiveness Skills, 
Johannesburg, (011) 678-2443 

 Business Communications & Report Writing, Johannesburg, 0861 ASTROT (0861 278 768) 
 

Time Management, 
Johannesburg, (011) 678-2443 Conflict Management & Negotiation Skills, Johannesburg, (011) 678-2443 
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AUGUST 2009 – WEEK 1 
 

Monday (03/08) Tuesday (04/08) Wednesday (05/08) Thursday (06/08) Friday (07/08) 
  Labour Relations & Effective Discipline, Johannesburg, (011) 678-2443 
  Project Management, Cape Town, (011) 678-2443 

Supervisory Management, Johannesburg, (011) 678-2443 
  

Sales Negotiation, Cape Town, 
086 152 0000 

   
  

Total cost to company?  Concept 
and new rules for Travel 

Allowances, Pretoria, (011) 453-
0080  

  

Total cost to company?  Concept 
and new rules for Travel 

Allowances, Johannesburg, 
(011) 453-0080  

 
Emotional Intelligence, Cape 

Town, 086 152 0000  
 

The Art and Science of Performance Management:  Getting Results 
Through Your People, Randburg, (021) 979-5172 

 Brilliant Business Writing Skills, Cape Town, (011) 704-0720/4 
Innovative Change Management Tools and Techniques for HR 

Professionals, Randburg, (021) 979-5172 
 The Secret to Success, Pretoria, (011) 704-0720/4 Professional Report Writing Skills, Johannesburg, (011) 704-0720/4 
   Supervisory Skills, Cape Town, (011) 704-0720/4 

 
AUGUST 2009 – WEEK 2 

 
Monday (10/08) Tuesday (11/08) Wednesday (12/08) Thursday (13/08) Friday (14/08) 

  
 Assertiveness Skills, Cape 

Town, (011) 678-2443 

OFO Applied, Bloemfontein, 
(021) 685-0451 

The Psychology of Customer 
Service, Johannesburg, (011) 

485-2150 
 
 

An Introductory Course on 
Development TOR’s for an 

Evaluation, Pretoria, (012) 997-
6059 The Professional Office Administrator, Johannesburg, (011) 431-

1533 
 

Implementing the Law of 
Attraction, Johannesburg, (011) 

678-2443 Internal Quality Auditing, Johannesburg, 082 454 5817 
 

Introduction to ISO 9001, 
Johannesburg, 082 454 5817 

 
Stress Management, 

Johannesburg, (011) 678-2443 
An Introductory Course on Evaluating an Evaluation – Meta-

Evaluation, Pretoria, (012) 997-6059 
 
 

TV & Radio Interviewing Skills, 
Johannesburg, (011) 678-2443 

Working with Unit Standards in 
the Workplace, Bloemfontein, 

(021) 685-0451 
Emotional Intelligence, Port 

Elizabeth, 086 152 0000 
Sales Negotiation, Port 

Elizabeth, 086 152 0000 
  
  

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

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

   
  

The Secrets of Debt Collection Success, Johannesburg, 0861 
BIZTECH  

 Conflict Management & Negotiation Skills, Cape Town, (011) 678-2443  
  Effective Business Writing Skills, Cape Town, (011) 678-2443 
  Management & Leadership Development, Durban, (011) 678-2443 
  Project Management, Johannesburg, (011) 678-2443 
 Supervisory Management, Durban, (011) 678-2443  
 Negotiating for Results, Pretoria, (011) 704-0720/4  
 Perfect Presentation Skills, Durban, (011) 704-0720/4 

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

   EQ in Leadership, Johannesburg, (011) 704-0720/4 
   Telephone Excellence, Johannesburg, (011) 704-0720/4 
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AUGUST 2009 – WEEK 3 
 

Monday (17/08) Tuesday (18/08) Wednesday (19/08) Thursday (20/08) Friday (21/08) 
OFO Applied, Cape Town, 

(021) 685-0451 
Working with Unit Standards in 
the Workplace, Johannesburg, 

(021) 685-0451 

OFO Applied, Johannesburg, 
(021) 685-0451 

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

485-2150 

Working with Unit Standards in 
the Workplace, Cape Town, 

(021) 685-0451 
Complete Funding Applications, Cape Town, (021) 685-7726 Emotional Intelligence, 

Johannesburg, 086 152 0000 
Sales Negotiation, 

Johannesburg, 086 152 0000 
The Professional Office Administrator, Cape Town, (011) 431-1533  Key Elements of Successful Newsletters, Johannesburg, 0861 

BIZTECH People Management for New Managers, Johannesburg, 0861 ASTROT (0861 278 768) 
The Ultimate Sales Manager, Johannesburg, 0861 ASTROT (0861 278 768) The Professional Office Administrator, Johannesburg, (011) 431-

1533 Finance for Non-Financial Managers, Durban, 0861 ASTROT (0861 278 768) 
Internal Quality Auditing, Cape Town, (021) 872-7322 

Leading and Managing People Developmentally:  Seeking resonance between individuals and organisation, Cape Town, (021) 462-3902 
Strategic Marketing Management, Cape Town, (021) 462-7902 

  
 

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

Finance for Non-Financial Managers, Cape Town, (011) 678-2443 

Succeeding as a first time 
Supervisor, Johannesburg, (011) 

485-2150  
 Conflict Management & Negotiation Skills, Durban, (011) 678-2443 
 

Stress Management, Durban, 
(011) 678-2443 Management & Leadership Development, Johannesburg, (011) 678-2443 

The Secret to Success, Cape Town, (011) 704-0720/4 Supervisory Management, Cape Town, (011) 678-2443 
  Brilliant Business Writing Skills, Pretoria, (011) 704-0720/4 
  

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

 
AUGUST 2009 – WEEK 4 

 
Monday (24/08) Tuesday (25/08) Wednesday (26/08) Thursday (27/08) Friday (28/08) 

Internal Quality Auditing, Cape Town, (021) 872-7322 
Business Writing for Office Professionals, Johannesburg, (011) 431-

1533 
World-Class Reception Skills, 
Cape Town, (021) 685-7726 

Developing Effective and 
Committed Teams, 

Johannesburg, (011) 485-2150 

Business Professionalism and 
Competency, Johannesburg, 

(011) 485-2150 

Implementing and Maintaining PRPs, Cape Town, (021) 872-7322 Introduction to ISO 22000, Cape 
Town, (021) 872-7322 

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

Recruitment & Selection, Cape 
Town, (011) 678-2443 

Performance Leadership, Cape Town, (021) 462-7902 HACCP Team Training, Cape Town, (021) 872-7322 
Thinking & Planning Strategically, Cape Town, (021) 462-7902 

  
Sales Negotiation, Durban, 086 

152 0000 
  

OFO Applied, Durban, (021) 
685-0451  

  

Working with Unit Standards in 
the Workplace, Durban, (021) 

685-0451 Time Management, Cape Town, 
(011) 678-2443 

 

   
  

Assertiveness and Confidence at Work, Johannesburg, (011) 431-
1533  
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AUGUST 2009 – WEEK 4 (continued) 
 

Monday (24/08) Tuesday (25/08) Wednesday (26/08) Thursday (27/08) Friday (28/08) 
  Finance for Non-Financial Managers, Johannesburg, 0861 ASTROT (0861 278 768) 
  Finance for Non-Financial Managers, Cape Town, 0861 ASTROT (0861 278 768) 

Effective Business Writing Skills, Johannesburg, (011) 678-2443  
Management & Leadership Development, Cape Town, (011) 678-2443 

Emotional Intelligence, Durban, 
086 152 0000  

  Strategic Management Tools in Turbulent Times, Johannesburg, (011) 771-7000 
People Management & Leadership, Pretoria, (011) 704-0720/4 Professional Report Writing Skills, Cape Town, (011) 704-0720/4 

  Perfect Presentation Skills, Johannesburg, (011) 704-0720/4 
    
  

Business Image & Corporate 
Etiquette, Cape Town, (011) 

704-0720/4   
 


