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DID YOU KNOW? 

Tourism BEE Charter gazetted:  The tourism industry is the first to have its sector code 
gazetted by the dti minister.  The tourism charter must now be followed and used by enterprises 
in the tourism sector.  It is important to note that the EME limit is R2.5 million and for QSEs from 
R2.5 million to R35 million must choose 4 of the 7 elements.  The weightings and targets are 
slightly different to the codes of good practice and have 5 year and 10 year targets and 
weightings. 
 
Source:  EconoBEE newsletter June 2009 
UYF SIYB TOT:  The Umsobomvu Youth Fund hosted an SIYB TOT seminar from 31 May to 5 
June 2009 in Midrand, Gauteng.  The seminar was attended by 22 participants who will be 
implementing their training in the field of youth development.  To all the new SIYB Trainers:  
Welcome to the SIYB world! 
Small Enterprise Development Agency (SEDA):  The South Cape/Karoo Branch of Epilepsy 
South Africa established contact with the George office of SEDA with a view to receiving SMME 
services.  This resulted from networking at the DWDE Conference held in Cape Town in April 
2009. 
Department of Trade & Industry (dti):  The National Office of Epilepsy South Africa 
established contact with the dti in the Western Cape which resulted in a site visit to the Western 
Cape Branch and another planned visit to the South Cape/Karoo Branch.  It is anticipated that 
the organization will be able to take advantage of some of the offerings of the Department. 
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5$, %�� ���% 4'����$��% +'�% #������-�%#����.�-�3����� #�/ �*%$,�. .�<1� % ��$% ������-�, � �*�$�  #��% �
 �*�$� .������ �1$%"*��3 2=��
�
<�� � �*�$� %��'#��*%$,�. ���-�%#����.�/$0�$%�/$0 #����$%�� �%��� �1$%"*��3 ;��,����/� ���.��33 ##�/� �-$%�
�� ��% ��� ���$-���&'% .�* %#$�#������ �1$%"*��3 ;=��� �% 4'����$��#��� #2�
�
�� ��'�/ %�$-�/$0 #�% +'�% .��#�. � %��� .�/���� ���* �$-���&'%� #�������% ���" ����$�$33'%;�1��3���#�
*% .�3�� .�/���� ����'% �$-��3��,��� #�* %-$%� .����1$%";���.��� ��'�/ %�$-�#��--� �*�$� .��� % 2�
�
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����#������ � �*�$� %>#�.�#3% ��$���$�*%$,�. ��. +'�� �-�%#����.�/$0 #������ �3�# �$-� � %4 �3��-$%�������#�$%�
� %� �*�$�  #2�
�
���$%. %��$�-������ �-�%#����.�/$0�3$%% 3���;�3� 3"��� ���� 0'% ������ �/�3"�$-��� �5 � %����.����#�%���, �
� 4'����$�#2���� ������'��3$�� ��#�$-�����%#����.�	$0���3�'. ?�
82 �$'�.�3� �� %@����# *��3�!8AA��(�
B2 �1�/#�-$%�3� ����4�1$'�.#�
:2 �$��$��1$$��-$%�*�..��4�!8AA4(�
C2 �� %�� �4�'D �!�����'��+'�������8A(�
72 
� �*��%�$-�-$%3 *#�!-$%�#*���� %#(�
E2 
� �*��%�$-�#3�##$%#�!�����'��#�D �8AA��(�
F2 
� �# ��$-�#�- ���*��#�
62 �$'%��%���4'��%�/��.�4 #�
92 �$'%�%$�� %�/��.�4 #�!F7���0�7�(�
8A2 �$'%�%$�� %�/��.�4 #�!F7���0�7�(�
882 �$'%�%$�� %�/��.�4 #�!8AA���0�7�(�
8B2 
� �%$���$-� ��#��3��.� #�, �!B7���0�:�(�
8:2 
� ��$�G��� %4 ��3��.� #�, �#�%�*�!B7���0�:�(�
8C2 
� �*�3" ��$-��.� #�, �.% ##��4�#�%�*#�!�����'��+'�������8A��##$%� .�#�D #(�
872 �$'%�-�%#����.�.% ##��4�!F7���0�8AA��(�
8E2 �$'%�-�%#����.�.% ##��4#�!87A���0�BAA��(�
8F2 �1$�#�%��4���#*����#�
862 �1$�*��%#���%4 ���.�B�*��%#�� .�'��.�#*$#�/� ���� 0�4�$, #�
892 �1$������$'���*� 3 #�$%�#�����%�. ,�3 #�
�
�%��3� #�'# .�-$%�-�%#����.�*'%*$# #�#�$'�.���1��#�/ �% *��3 .��#�#$$���#�*$##�/� ��-� %�'# ;���.��� � �*�$� %�
�'#��* %-$%��% 4'��%���#* 3��$�#�$-��� �/$0 #��$� �#'% �������� ��3$�������� �%������'��3$�� ��#2�
�
�� �#������ �/$0�#�$'�.���#$�/ ���#* 3� .�-$%� 0*�%��.�� #2������ 0*�% .� +'�*� ���#�$'�.�/ �.�#3�%. .���.�
% *��3 .���� .��� ��2�
�
��-$%����-�%#����.�% 4�#� %��'#��/ �*%$,�. .�-$%��� �*'%*$# �$-�% 3$%.��4�������3�. ��#�1� % �-�%#����.���.��$�
/ �*%$,�. .2�����#��$-�3 %��-� .�-�%#����. %#�*% # ���3$'�.���#$�/ �" *�����$%�� �%��� �/$02�
�
�$'%3 ?���$'%3 ?���$'%3 ?���$'%3 ?��1112#"���#*$%���23$2D�1112#"���#*$%���23$2D�1112#"���#*$%���23$2D�1112#"���#*$%���23$2D�����
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�������� � ����
� ��� � � ��  � !� ������� ���� ��" �# ���$���� � ����
� ��� � � ��  � !� ������� ���� ��" �# ���$���� � ����
� ��� � � ��  � !� ������� ���� ��" �# ���$���� � ����
� ��� � � ��  � !� ������� ���� ��" �# ���$����
�% ������ &'��� (�� �)� � *� � ���� ���� � !� ����� &� ���� � !+ ��% ���� �� � !&�� (��% ��)� ���� ��
" &� � � &��)� � � � !)�)&!� � ���)� � �� ���!�% �������� " �% �� �+ �� ��&!� !��+ �� ���% ��
)� &!� ���� (�� � � � " �� �� ��� ���% ��% �&� ,�
�
�� ������ )�-��% ��.� � &!���� (�� � � � " �� �� ��/ !�% !� �� �)� � *� � ��)� � ��!�% ���� � 0��
� ��� ��� 0 �� �� � �!� ����!� ��� + � �1��)� � � ��)!� &��� '!�� � � �� �-�!����*�)�!'��� (��!2�-�
)� ���(� )� ��� ����)�� ��� (�� *��� �!� � ,�
�
�% !��!��/ % ��!��% � ��� �)� � ��!� *��� �!'��(� ��� � �!� �������� �� + � *��� �� �/ �� **�� � )% �
� �����&��� (�� � � � " �� �� ����� � ���% � ��*�� � � �����% ��� + '� � �� " ���� (�� �
)� � � !� � �!� � �� (��� ���*��� �� �!� &�(&� !��� � + ���)% � !)� &��3*���!��,�
�
���!��� �)� ��(� &�� � ������ ��" !)�� &�� + �� (�!� � � '� �!� � �� � + �� � �!� ����� )� � �� �� � + �
)� � �� ��� ����+ ��)�!� �+ �� ��� �!� " �� �� ��� 0 �� / � ��(�� � ��% ����*!)� &�" �� ��!)-�
���� )�� ��+ �� � + ���� + !�!� � � &�&�� + ���% !*����&�,�
�
�% ��(� )��!���% ��� � �0���� ���% ��� � � �� ��!��% !" % &��*����� �!��+ �� � + �)� � *� � !���
)� � � � ��� ((� �+ ��� ��!� *&��" � �/ !�% ��% ����� �� ��.� � �� � + ����*� � + �� ))� �+ !� " &�,��
�
�� �!&&� ���� ��-��� 0���% ��!� (� �� � �!� � -�)� � � � � !)� �!� � �� � + ���)% � � &� " ����)�� ��
� ��� � ��3� � *&�,�
�
�% ����� ���� � � ��� � ����� 0�% � &+ ����!� ��% !����)�� ��� � + �!��!��� �*� / ��(� &�
��*����� �� �!� � �� (�� � ��� '!�� � � �� ��!� �/ % !)% �)� � *��!�!'��� + '� � �� " ��!��
" � !� �+ �� ���% ������ ��" !)�� � &� � )��� ��/ ��� �*�� *&��� � + ���)% � � &� " �,�
�
�� ��'!�/ *� !� ��!���% � ���% ���!� ��% � ��)� � ��(� �����'!)��*�� '!+ ���-�)&!�� ��-�
)� ��� � ���-�'�� + � ���� � + �*� ��� ������ ���� + !)� ����% ��� !�*��)�*�!� � ��% � ���% !��
!� + � �����!��� � �!� " �� � + �)� � '� &� ��+ ,��
�
�� ��% !���� + �/ ��% � '��!� ��!&&�+ �� �� � �!� ����&�� + ���% !*����&���% � ��� ))� �� ��&��� � + �
�((�)�!'�&��*�� � � �����% ��(&� !���% � ���% !����)�� ��� � �� �� &&��*� �������,��
�
� ��)� � �!� � ���� �" � !� �" �� � � + �!� �� � ��� !��!� � ��� �)% � � " ���% ��(� )��� (��% ������
!� + � ������ � + �" �� � ��% ��� ���� �!� � �� (��% � ���/ % � �% � '��&� � " ��!� )��� � � � + � � �+ �
� � ��% � *��� (����!� " ��% ����3���!+ ��� (���)% � � &� " ��� � + �/ % � ���% !��)� � �+ � �(� ��
� � �!� ���,�
�
�� � *&�+ �/ !�% ��% !������ ��" ��!���% ������ � &!�% � �� ��� (�� � �� �" � � !)�� � � � " �� �� ��
���� )�� ��-�� ��� **� ��+ ��� �� � ���% � ��!��(&� �,��% ��(� �� ���!��� � ��+ ��3��� �!'�&��� � �
�% ��*�!� )!*&��� (�� *�� �)� � � � � !)� �!� � �� )�� ���� &&�&�'�&��� (�� � � � " �� �� ��� � + �
� *��� �!� � -�� � �% �'���!)� &�� � + �% � �!2� � �� &,��
�
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�����)� " � !����� � + ��� )� � �� " ���!� !�!� �!'�-�% � �+ �/ � �0 �� � + �)� � � !�� �� �-�� � + �
� &�� ���� ��� ������ *&� ������ (��% �!��'� &� ���� ��% ��� �" � � !�� �!� � ,�
�
�% !��!��� �� � ���*�� " � � �!)��� )�!)�� � + �� � ���% � ��� &&� / ���% ��� �" � � !�� �!� � �� ��
� � �!� ������ �" �� / -�� � + �(� ��+ �)!�!� � �� � 0������ �� ������� � � � " ���% ��" �� / �% ,�����
� &�� �% �&*���� ��� �� ����% � ��� � �!� ������� ���� � &���� �� + � *��� � ����((!)!�� �&���� �
)% � � " !� " �� � �0���)� � + !�!� � �-��� �� ).� !����% ��� �� �(!��� (��% ��&� ��������� + ��� � + �
��)� *��� ���� � ���.� !)0&��(�� � �� � ��� � ��&��/ � � � + ����)�!'�+ �+ � �!� " �)� � � � ����
� � �% �(� ������ �� � + �� � (� ������ �4�!� �)� � *��!�!'��� � �0��*&� )��,�
�
�% �����&��� (�� � � � " �� �� ��� � ��� � &��% � ���3���� � &�!� *&!)� �!� � ��� � + �
)� � ��.� �� )���!� ����� ��� (�� � �0������ � + !� " �� � + ��� ))���-�!��/ !&&�� &�� �� ((�)���% ��
(� � � + � �!� � �� (��% ��� � �!� ����/ !�% ���" � �+ ��� ����� � �)��� ).� !�!�!� � -�� **&!)� �!� � �
� � + ����� �� �� � �!� '���� �� �,�
�
��)% � � &� " ��� �!+ �-�*�� *&��� � + �!� (� �� � �!� � �� ����� � ���/ � �� � ���!� *� ��� � ��
� ������!� �� � �!� ���,��� % !&��/ ��)� � �!� � ���� ���(!� ��� � ��*�� )������� � + �*�� )�+ � ����
�� ���)� ���� � + �&�'��� " ��� ((�!� (� �� � �!� � -�/ ��% � '���� ���� !� + �� � ���&'���� (��% ��
� ��+ ��� �% �&*�!� ��!&�� � + ��� �/ � �0*&� )��)� � �!+ ��� �!� � ��(� ���� *&� ��������% � ��
� �!� " �� � �!� *�� '�+ �/ � �05&!(��� � &� � )��� � + ���� � � ��� �!� � ��% � ��!��!� �&!� ��/ !�% �
�� )!� 4�)� � � � !)�)� � �!+ ��� �!� � �,�
�

��/ ��+ � ���� � ���&'���� ((�(�� � ��% ��+ � !&��)� � *��!�!� � �(� ��� � �0����% � ��-�
*����� )��� � + �*�� (!�-�/ ��� ��+ ��� �)� � �!� � � � �&���'� &� � ����% ����� ���� (�� � ��
&�� + ���% !*�� � + �� � � � " �� �� �����&��� � + �+ ����� !� ��/ % � �-�!(�� � �-�)% � � " ���
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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 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  
  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) 
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JULY 2009 – WEEK 1 (continued) 
 

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

 
 

 
Business Writing, Cape Town, 

086 111 VETTA (83882)  
 

Negotiating Skills & Creative 
Problem Solving, Cape Town, 

086 111 VETTA (83882)  

Prepare for BEE Verification 
Conference, Johannesburg, 0861 

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

Negotiating Skills & Creative 
Problem Solving, Johannesburg, 

086 111 VETTA (83882) 
Business Writing, Johannesburg, 

086 111 VETTA (83882) 
Junior Office Support, Cape 

Town, 086 111 VETTA (83882)  
    
    
 

Supervisory Management 
Certificate Course, Pretoria, 

0861 123 779    
 

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 Customer Services, Cape Town, 

086 111 VETTA (83882) 

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 

QCTO Workshop, Cape Town, 
(021) 685-0454 

 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 

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 
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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, Johannesburg, (016) 986-3888 

 Recruitment & Selection, Johannesburg, (016) 986-3888 
Emotional Intelligence, 

Johannesburg, 086 152 0000 
 

Assertiveness & Time 
Management, Durban, 086 111 

VETTA (83882) 
 

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

 

Prepare for BEE Verification 
Conference, Cape Town, 0861 

11 3094  
 

Telesales, Cape Town, 086 111 
VETTA (83882) Perfect Presentation Skills, Cape Town, (011) 704-0720/4 

 

Complaint Handling & Conflict 
Management, Cape Town, 086 

111 VETTA (83882) Telephone Excellence, Pretoria, (011) 704-0720/4 
 

Telesales, Johannesburg, 086 
111 VETTA (83882)  

   
 

Complaint Handling & Conflict 
Management, Johannesburg, 086 

111 VETTA (83882)  

Customer Services, 
Johannesburg, 086 111 VETTA 

(83882)  
   
 

Preparing, Writing and Submitting Superior Tenders, Johannesburg, 
(011) 726-3040   

Advanced MS Excel, Johannesburg, (011) 771-7000   
 

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 Human Resource Management, 
Cape Town, 086 111 VETTA 

(83882) 
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 
Stock Control, Cape Town, 086 

111 VETTA (83882) 
 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 
 

Maximise Your People Management Skills Part 1, Johannesburg, 
(011) 726-3040 

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

0720/4 
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JULY 2009 – WEEK 3 (continued) 
 

Monday (20/07) Tuesday (21/07) Wednesday (22/07) Thursday (23/07) Friday (24/07) 
Balanced Scorecard Bootcamp, Johannesburg, (011) 771-7000 

  
  

Financial Analysis, Planning & Control, Johannesburg, (011) 726-
3040 

 

Human Resource Management, 
Johannesburg, 086 111 VETTA 

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

Stock Control, Johannesburg, 
086 111 VETTA (83882) Maximise your People Management Skills Part 1, Johannesburg, 

(011) 726-3040  
  

The Strategic Workforce Planning Master Class, Johannesburg, 
(011) 726-3040  

 
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  

  
Facilitation Skills Durban, 086 

111 VETTA (83882) 
 

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   
Labour Law for Non-HR Professionals, Johannesburg, (011) 726-

3040 
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   

The Manager, Durban, 086 111 VETTA (83882)   
    
  

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   
  Effective Report Writing Skills and Minutes and Meetings, Johannesburg, (011) 726-3040 
    
  

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

    
  

Minute Taking, Johannesburg, 
086 111 VETTA (83882)   
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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 Switchboard, 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 

 Labour Relations & Effective Discipline, Johannesburg, (011) 678-2443 
EE Reporting Workshop, 

Johannesburg, (011) 726-3040 

Building Mental Resilience for 
Tough Times, Cape Town, (021) 

685-7726 
Project Management, Cape Town, (011) 678-2443 

Supervisory Management, Johannesburg, (011) 678-2443 Sales Negotiation, Cape Town, 
086 152 0000 Practical Skills for Office Managers/Team Leaders, Johannesburg, 

0861 BIZTECH  
  

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 
 

Maximise Your People Management Skills Part 2, Johannesburg, 
(011) 726-3040 

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

5172 
  

Leading Teams in Tough Times, 
Cape Town, (021) 685-7726   

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

Maximise your People Management Skills Part 2, Johannesburg, 
(011) 726-3040   
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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 
 

Innovative Retention Strategies for Generation X and Y, Cape 
Town, (021) 979-5172 Telephone Excellence, Johannesburg, (011) 704-0720/4 

   
   
   

Competency-Based Recruitment and Interviewing Skills with new 
module on Employing People with Disabilities, Cape Town, (021) 

979-5172 
 

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 
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AUGUST 2009 – WEEK 3 (continued) 
 

Monday (17/08) Tuesday (18/08) Wednesday (19/08) Thursday (20/08) Friday (21/08) 
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, Cape Town, (011) 704-0720/4 16 – 18 August:  Professional Administrators and Secretaries 

Conference in South Africa, Magaliesburg, (011) 454-5505 
Minute Taking for Meetings, 

Johannesburg, (011) 704-0720/4 
 Completing Funding Applications, Cape Town, (021) 685-7726 

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

Situational Leadership, Cape Town, (011) 442-4334    
   
 

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

 
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 

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

Developing Effective and 
Committed Teams, 

Johannesburg, (011) 485-2150 

Business Professionalism and 
Competency, Johannesburg, 

(011) 485-2150 
Situational Leadership, Benoni, (011) 442-4334 

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

Performance Leadership, Cape Town, (021) 462-7902 
Professional Telephone Skills, 
Cape Town, (021) 685-7726 

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

Effective Business Writing Skills, Johannesburg, (011) 678-2443 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 
Professional Telephone Skills, 
Cape Town, (021) 685-7726 

Management & Leadership Development, Cape Town, (011) 678-2443 
Time Management, Cape Town, 

(011) 678-2443  
   
  

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

  Finance for Non-Financial Managers, Johannesburg, 0861 ASTROT (0861 278 768) 
  Finance for Non-Financial Managers, Cape Town, 0861 ASTROT (0861 278 768) 

People Management & Leadership, Pretoria, (011) 704-0720/4  
 Measuring ROI of Training, Johannesburg, (011) 726-3040 

Emotional Intelligence, Durban, 
086 152 0000  

  Strategic Management Tools in Turbulent Times, Johannesburg, (011) 771-7000 
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AUGUST 2009 – WEEK 4 (continued) 
 

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

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

 
Innovative Coaching and Mentoring Practices for Organisations, 

Cape Town, (021) 979-5172 
 Service Level Agreements, Johannesburg, (011) 726-3040 

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

 
SEPTEMBER 2009 – WEEK 1 

 
Monday (31/08) Tuesday (01/09) Wednesday (02/09) Thursday (03/09) Friday (04/09) 

Implementing and Maintaining BRC, Cape Town, (021) 872-7322 Managing Time for Results, 
Durban, (011) 704-0720/4 Mentoring & Coaching, Johannesburg, (011) 678-2443 

Ethics, Johannesburg, (011) 678-
2443 

Effective Sales, Cape Town, 
(011) 678-2443 

The Complete PA:  Step Up and Stand Out, Johannesburg, 0861 
BIZTECH 

Negotiating Skills, 
Johannesburg, (011) 485-2150 

Leadership – Influencing People 
under your Direction, 

Johannesburg, (011) 485-2150 
Supervisory Management Skills, Cape Town, (021) 685-7726 Business Writing:  The Unwritten Rules, Johannesburg, 0861 

BIZTECH 

How to target and use the correct 
Salary Surveys and to develop a 

market related pay scale, 
Johannesburg, (011) 453-0080 

EQ in Leadership, Cape Town, (011) 704-0720/4 
 Quality Customer Service, Pretoria, (011) 704-0720/4 
 

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

 Professional Report Writing Skills, Durban, (011) 704-0720/4 
Communication & Presentation Skills, Johannesburg, (011) 678-

2443 
 HIV/AIDS Peer Educator, Cape Town, (011) 678-2443  
    
    
  

Chairing & Managing Business 
Meetings, Cape Town, (011) 

704-0720/4   
   
  

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

  Project Management for Non-Project Managers, Johannesburg, 0861 ASTROT (278 768) 
  Internal Consulting Skills, Cape Town, (021) 462-7902 
  The High Performance PA or Administrator:  Essential Skills, Johannesburg, 0861 ASTROT (278 768) 
  Corporate Governance – Complying with King, Johannesburg, 0861 ASTROT (278 768) 
  Supervisory Management, Johannesburg, (011) 678-2443 
  Effective Business Writing Skills, Durban, (011) 678-2443 
 The Management Development Programme, Johannesburg, (011) 771-7000 

 



 23 

SEPTEMBER 2009 – WEEK 2 
 

Monday (07/09) Tuesday (08/09) Wednesday (09/09) Thursday (10/09) Friday (11/09) 
The Secret to Success, Johannesburg, (011) 704-0720/4 Recruitment & Selection, 

Johannesburg, (011) 678-2443 
Managing Time for Results, 
Pretoria, (011) 704-0720/4  

Business Image & Corporate 
Etiquette, Johannesburg, (011) 

704-0720/4 
New in Business – Now What?, 

Cape Town, (011) 485-2150  A Practical Introduction to Project Management Johannesburg, 
(011) 431-1533 Project Management for Non-Project Managers, Cape Town, 0861 ASTROT (278 768) 

Diversity Management, Johannesburg, (011) 678-2443 Project Management, Johannesburg, (011) 678-2443 
The High Performance PA or Administrator:  Essential Skills, Durban, 0861 ASTROT (278 768) Mastering Confidence, Influence and Assertiveness, Johannesburg, 

0861 BIZTECH Mastering the Art of Training, Johannesburg, 0861 ASTROT (278 768) 
   Graphs,. Statistics and Numerical Reporting, Johannesburg, 0861 

BIZTECH    
Auditing Food Safety System, Cape Town, (021) 872-7322   
The 3-day MBA, Johannesburg, 0861 ASTROT (278 768)   

  
  

Influencing People Under Your 
Direction and Care, Cape Town, 

(011) 485-2150 

Succeeding as a First Time 
Supervisor, Cape Town, (011) 

485-2150   
 

How to target and use the correct 
Salary Surveys and to develop a 

market related pay scale, 
Pretoria, (011) 453-0080    

 Emotional Intelligence, Johannesburg, (011) 678-2443   
Polished Presentations, Cape Town, (021) 685-7726    

    
 

Unlocking Productivity, Cape 
Town, (011) 485-2150    

 
SEPTEMBER 2009 – WEEK 3 

 
Monday (14/09) Tuesday (15/09) Wednesday (16/09) Thursday (17/09) Friday (18/09) 

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

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

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

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

The Psychology of Customers 
Service, Johannesburg, (011) 

485-2150 Diversity Management, Durban, (011) 678-2443 Telephone Etiquette, 
Johannesburg, (011) 678-2443 

Manager’s Mistakes, 
Johannesburg, (011) 485-2150 Labour Relations and Labour Law, Johannesburg, 0861 ASTROT (278 768) 

The High Performance PA or Administrator:  Essential Skills, Johannesburg, 0861 ASTROT (278 768) Practical Project Management for PA’s, Johannesburg, (011) 582-
3300 Effective Business Writing Skills, Johannesburg, (011) 678-2443 

The High Performance PA or Administrator:  Essential Skills, Cape Town, 0861 ASTROT (278 768) Mastering Minutes and Meeting Protocol, Johannesburg, 0861 
BIZTECH  Professional Report Writing Skills, Pretoria, (011) 704-0720/4 

The Total Team Leader, Johannesburg, 0861 BIZTECH  Emotional Intelligence, Cape Town, (011) 678-2443 
Management for New Managers, Johannesburg, 0861 ASTROT (0861 278 768) Practical Project Management for PA’s and Administrators, 

Johannesburg, 0861 BIZTECH    
Project Management, Durban, (011) 678-2443   

People Management & Leadership, Cape Town, (011) 704-0720/4   
    
    
 

Time Management for Office 
Professionals, Johannesburg, 

(011) 431-1533    
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SEPTEMBER 2009 – WEEK 3 (continued) 
 

Monday (14/09) Tuesday (15/09) Wednesday (16/09) Thursday (17/09) Friday (18/09) 
 Time and Stress Management, Cape Town, (021) 685-7726   
   
 

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

 Supervisory Skills, Pretoria, (011) 704-0720/4   
Situational Leadership, Benoni, (011) 442-4334    

 
SEPTEMBER 2009 – WEEK 4 

 
Monday (21/09) Tuesday (22/09) Wednesday (23/09) Thursday (24/09) Friday (25/09) 

  Effective Sales, Johannesburg, 
(011) 678-2443 

Effective Sales, Durban, (011) 
678-2443 

Ethics, Cape Town, (011) 678-
2443   

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

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

Chairing & Managing Business 
Meetings, Johannesburg, (011) 

704-0720/4   
Telephone Excellence, Cape Town, (011) 704-0720/4   

EQ in Leadership, Pretoria, (011) 704-0720/4 
Telephone Etiquette, Cape 

Town, (011) 678-2443   
Communication & Presentation Skills, Cape Town, (011) 678-2443 Assertiveness Skills, Durban, 

(011) 678-2443 
  

Business Contracts & SLAs, Johannesburg, 0861 ASTROT (278 768)   
 

SEPTEMBER 2009 – WEEK 5 
 

Monday (28/09) Tuesday (29/09) Wednesday (30/09) Thursday (01/10) Friday (02/10) 
Effective Use of the Telephone, 
Johannesburg, (011) 485-2150 

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

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

Implementing the Law of 
Attraction, Durban, (011) 678-

2443  

An Introductory Course on 
Development TOR’s for an 

Evaluation, Cape Town, (012) 
997-6059 

An Introductory Course on Evaluating an Evaluation – Meta-
Evaluation, Cape Town, (012) 997-6059  Recruitment & Selection, 

Durban, (011) 678-2443 Communication & Presentation Skills, Durban, (011) 678-2443 English Communication Skills, Johannesburg, (011) 431-1533 
Bridging the Gape:  From Technical Person to Manager, Johannesburg, 0861 ASTROT (278 768) Mastering Time & Self Management, Johannesburg, 0861 

BIZTECH  Mentoring & Coaching, Cape Town, (011) 678-2443 
Finance for Non-Financial Managers, Johannesburg, (011) 678-2443   

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

 Quality Customer Service, Cape Town, (011) 704-0720/4   
 Brilliant Business Writing Skills, Johannesburg, (011) 704-0720/4   

 


