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DID YOU KNOW? 

SEDA TOT for Crafters:  Mr Sinethemba Dyani of the Epilepsy South Africa Western Cape 
Branch will be attending the TOT for crafters in Bellville, Cape Town from 3 to 5 August 2009.  
For more information about this or other training courses contact Ivor Hendricks, tel (021) 596-
1300 or visit www.seda.org.za. 
New EMP/ENTERPRISE crisis related publications:  The International Labour Organisation 
(ILO) launched electronic versions (as a zip file) of their three latest crisis-related publications.  
They are: 
� Micro, Small and Medium-sized Enterprises and the Global Economic Crisis; 
� Responsible and Sustainable Enterprise-Level Practices at Times of Crisis; and 
� Resilience of the Cooperative Business Model in Times of Crisis. 
 
These documents were made available at the Employment Sector stand at the ILC and have 
already been used at some meetings and training events such as the 2nd Summer Academy on 
Sustainable Enterprise Development in Turin in June 2009 with 90 participants.  This year the 
focus was on the crisis and possible strategies for governments and donor agencies to tackle 
the problem, with plenary sessions, ‘learning tracks’ and an ‘open space’ devoted to the subject. 
 
Copies may be requested from the editor. 
Eastern Cape:  The National Office of Epilepsy SA will be visiting the Eastern Cape from 11 to 
14 August 2009.  The programme for this visit will focus on both social and economic 
development, including entrepreneurial development: 
� Tuesday, 11 August:  Meeting with role-players in East London; 
� Wednesday, 12 August:  Training for Eastern Cape Department of Economic Affairs; 
� Thursday, 13 August:  Meeting with role-players in East London; 
� Friday, 14 August:  Meeting with role-players in Port Elizabeth. 
National Social Development Budget Vote:  During her Budget Vote speech in the National 
Assembly on 3 July 2009 Ms Edna Molewa stated that “since assuming responsibility for this 
portfolio, the following question is one that I believe the whole of government and society needs 
to respond to:  “what do we need to do to reduce the need and the demand for social grants?”  
In answering this question, it is evident that only when the poor have decent employment or are 
gainfully self-employed will the demand reduce.  Investment in human and physical assets will 
need to be complemented by an economy that absorbs people and lays the basis for decent 
jobs.” 
 
She stressed her Department’s focus on economic development:  “… we believe that 
Employment and Entrepreneurship are the best means of ensuring income security.  
Government as a whole will need to work towards the attainment of these rather long term 
goals.  In the meantime we need to address the question of how best to provide an adequate 
safety net for every person living in poverty.  This is the time for us to give serious thought to the 
nature of the social protection measures needed by those between the ages of 18 and 59 
affected by poverty and social exclusion.  Linking such measures with training and employment 
will be key.” 
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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 

 
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  

 
Professional Minute Writing, 

Johannesburg, (016) 986-3888 

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   

 

Certificate Course in Office 
Management, Johannesburg, 

0861 123 779 Brilliant Business Writing, Pretoria, (011) 704-0720/4  
Situational Selling, Benoni, (011) 442-4334 Assessor Training, Cape Town, (021) 957-6823 

  
 

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

Professional Minute Writing, 
Cape Town, (016) 986-3888  

  
 

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

 

Certificate Course in Office 
Management, Pretoria, 0861 123 

779  
  

Basic Principles of Government Tenders, Johannesburg, (016) 986-
3888  
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AUGUST 2009 – WEEK 1 (continued) 
 

Monday (03/08) Tuesday (04/08) Wednesday (05/08) Thursday (06/08) Friday (07/08) 
   
   
  

Diploma in IS Project 
Management, Cape Town, (021) 

683-4506 

PMI Exam Preparation 
Workshop, Cape Town, (021) 

683-4506  
   
  

NSDS III, Nelspruit, (021) 685-
0451  

   

QCTO & Medium Term 
Strategic Plan Framework, 
Nelspruit, (021) 685-0451  

 
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 

QCTO & Medium Term 
Strategic Plan Framework, 

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 

NSDS III, 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 

 

Principles of Professional 
Project Administration, 

Johannesburg, (021) 683-4506 
  

The Secrets of Debt Collection Success, Johannesburg, 0861 
BIZTECH 

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

 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 

Stress and Anger Management, 
Cape Town, 086 111 VETTA 

(83882) 
 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 

  
  

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

   

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

979-5172 
  
  

Emotional Intelligence:  The Key to Personal Excellence and Effective Leadership, Johannesburg, 0861 
ASTROT (0861 278 768) 
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AUGUST 2009 – WEEK 2 (continued) 
 

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

Manage Retrenchments in a 
Legal Compliant Manner, 

Johannesburg, (016) 986-3888 

Personal Assistant & Basic 
Project Management, Cape 

Town, 086 111 VETTA (83882) 

Project Management, 
Johannesburg, 086 111 VETTA 

(83882) 
   
   

Project Management, Durban, 
086 111 VETTA (83882) 

   
   

Personal Assistant & Basic 
Project Management, 

Johannesburg, 086 111 VETTA 
(83882) 

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

   
   

Junior Office Support, Durban, 
086 111 VETTA (83882) 

   

The Speed of Trust (Stephen 
Covey), Johannesburg, (011) 

771-7000 
    
   

Coaching and Mentoring, 
Durban, 086 111 VETTA 

(83882)  
    
    
   

Analytical Thinking and 
Creative Problem Solving, Cape 

Town, (021) 683-4506  
    
   

Professional Minute Writing, 
Port Elizabeth, (016) 986-3888  

   Managing Diversity, Johannesburg, (016) 986-3888 
 

AUGUST 2009 – WEEK 3 
 

Monday (17/08) Tuesday (18/08) Wednesday (19/08) Thursday (20/08) Friday (21/08) 
NSDS III, Cape Town, (021) 

685-0451 
NSDS III, Johannesburg, (021) 

685-0451 
 

QCTO & Medium Term 
Strategic Plan Framework, Cape 

Town, (021) 685-0451  

QCTO & Medium Term 
Strategic Plan Framework, 

Johannesburg, (021) 685-0451 

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

485-2150 
 Complete Funding Applications, Cape Town, (021) 685-7726 Emotional Intelligence, 

Johannesburg, 086 152 0000 
Sales Negotiation, 

Johannesburg, 086 152 0000 Key Elements of Successful Newsletters, Johannesburg, 0861 
BIZTECH 

Minute Taking for Meetings, 
Johannesburg, (011) 704-0720/4 Brilliant Business Writing Skills, Pretoria, (011) 704-0720/4 

The Secret to Success, Cape Town, (011) 704-0720/4 The Professional Office Administrator, Cape Town, (011) 431-1533  
People Management for New Managers, Johannesburg, 0861 ASTROT (0861 278 768) The Professional Office Administrator, Johannesburg, (011) 431-

1533 The Ultimate Sales Manager, Johannesburg, 0861 ASTROT (0861 278 768) 
Situational Leadership, Cape Town, (011) 442-4334 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  
Reception and e-mail 

correspondence, Cape Town, 
086 111 VETTA (83882) Completing Funding Applications, Cape Town, (021) 685-7726 

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

485-2150  
Finance for Non-Financial Managers, Cape Town, (011) 678-2443 The Manager, Cape Town, 086 111 VETTA (83882) 
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AUGUST 2009 – WEEK 3 (continued) 
 

Monday (17/08) Tuesday (18/08) Wednesday (19/08) Thursday (20/08) Friday (21/08) 
 Conflict Management & Negotiation Skills, Durban, (011) 678-2443 
 

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

Supervisory Management, Cape Town, (011) 678-2443 16 – 18 August:  Professional Administrators and Secretaries 
Conference in South Africa, Magaliesburg, (011) 454-5505  

 
Innovative Coaching and Mentoring Practices for Organisations, 

Randburg, (021) 979-5172 
 

Managing Generation Y Workers:  Best Practices for Managers, 
Randburg, (021) 979-5172 The Supervisor, Johannesburg, 086 111 VETTA (83882) 

The National Credit Act, Johannesburg, 0861 BIZTECH  The Supervisor, Durban, 086 111 VETTA (83882) 
Management 1, Benoni, (011) 442-4334   

Management Programme for NPOs, Cape Town, (021) 918-4344 
   
 

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

 

Time Management and Effective 
Meetings, Cape Town, 086 111 

VETTA (83882)   
 

Positive Selling, Johannesburg, 
086 111 VETTA (83882)   

   
 

Time Management and Effective 
Meetings, Johannesburg, 086 

111 VETTA (83882) 
Positive Selling, Durban, 086 

111 VETTA (83882)   
   
   
 

Time Management and Effective 
Meetings, Durban, 086 111 

VETTA (83882) 

Project Management for 
Business People, Cape Town, 

(021) 683-4506   
   
   
 

Manage Retrenchments in a 
Legal Compliant Manner, 

Johannesburg, (016) 986-3888 

Professional Business Writing 
Skills, Johannesburg, (021) 683-

4506   
   
 

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

   
 

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

   
   
 

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

3888 

Project Management for 
Business People, Cape Town, 

(021) 683-4506   
 Finance for Non-Financial Staff, Johannesburg, (011) 442-4334  
 Project Management, Midrand, (011) 468-1320 
 

Professional PA’s/Secretaries 
Certificate Course, 

Johannesburg, 0861 123 779    
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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 
 

QCTO Workshop, 
Johannesburg, (021) 685-0451 

NSDS III, Durban, (021) 685-
0451 

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

QCTO & Medium Term 
Strategic Plan Framework, 
Durban, (021) 685-0451 

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

 Becoming the Best Team Secretary/Administrator, Johannesburg, 
0861 BIZTECH  

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

 

Recruitment, Selection & 
Interviewing Skills, Cape Town, 

086 111 VETTA (83882) 
 

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

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

Thinking and Planning Strategically, Cape Town, (021) 462-7902 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 
 Professional Report Writing Skills, Cape Town, (011) 704-0720/4 
 

Technical Report Writing, 
Johannesburg, 086 111 VETTA 

(83882) 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 

 Advanced Credit Management, Johannesburg, (011) 726-3040 
 
 

Business Writing, Durban, 086 
111 VETTA (83882) 

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

Assertiveness and Time 
Management, Cape Town, 086 

111 VETTA (83882) 
 

Recruitment, Selection and 
Interviewing Skills, 

Johannesburg, 086 111 VETTA 
(83882) 

 
 

Business Etiquette and Social 
Skills, Cape Town, (016) 986-

3888 

Facilitation Skills, 
Johannesburg, 086 111 VETTA 

(83882) 

Assertiveness and Time 
Management, Johannesburg, 086 

111 VETTA (83882) 
  

Human Resource Management, 
Durban, 086 111 VETTA 

(83882) 
  

Stock Control, Durban, 086 111 
VETTA (83882)  

 

Reception and e-mail 
Correspondence, Durban, 086 

111 VETTA (83882)  
 

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

   
Finance and Budgeting – Using Excel, Johannesburg, (011) 726-

3040 
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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 
Analytical Thinking and 

Creative Problem Solving, 
Johannesburg, (021) 683-4506 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  Team Building, Johannesburg, 
(011) 678-2443 

 
QCTO Workshop, Durban, 

(021) 685-0451 
Performance Management:  Getting Results through your People, 

Johannesburg, (021) 979-5172 
EE Workshop, Johannesburg, (011) 726-3040 

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 
  Assessor Training, Cape Town, (021) 957-6823 
  
 

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

  

QCTO & Medium Term 
Strategic Plan Framework, Port 

Elizabeth, (021) 685-0451  
   
  

Diploma in IS Project 
Management, Johannesburg, 

(021) 683-4506 
EE Reporting Workshop, 

Johannesburg, (011) 726-3040  
    
    
  

Principles of Professional 
Project Administration, Cape 

Town, (021) 683-4506   
    
  

NSDS III, Port Elizabeth, (021) 
685-0451   
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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 
New in Business – Now What?, 

Cape Town, (011) 485-2150 
Innovative Retention Strategies for Generation X and Y, Cape 

Town, (021) 979-5172 
Auditing Food Safety System, Cape Town, (021) 872-7322  
The 3-day MBA, Johannesburg, 0861 ASTROT (278 768)  

QCTO & Medium Term 
Strategic Plan Framework, East 

London, (021) 685-0451  
  

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 Financial Management for Project & Contract Managers, 

Johannesburg, (011) 726-3040 
 

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

   
 

Project Management for 
Business People, Johannesburg, 

(021) 683-4506   
 

Performance Management - 
Unlocking Productivity, Cape 

Town, (011) 485-2150  Talent Management and Succession Planning, Cape Town, (021) 
979-5172  Talent Management and Succession Planning, Johannesburg, (021) 

979-5172   
Presentations that Work, Benoni, (011) 442-4334   

  

Project Management for 
Business People, Johannesburg, 

(021) 683-4506   
    
  

NSDS III, East London, (021) 
685-0451   

 
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 
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SEPTEMBER 2009 – WEEK 3 (continued) 
 

Monday (14/09) Tuesday (15/09) Wednesday (16/09) Thursday (17/09) Friday (18/09) 
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 
Career Development Strategies for HR Professionals, Johannesburg, 

(021) 979-5172 
People Management & Leadership, Cape Town, (011) 704-0720/4   

Chairing Disciplinary Hearings, Johannesburg, (011) 726-3040  
   

Professional Business Writing 
Skills, Cape Town, (021) 683-

4506 

Time Management for Office 
Professionals, Johannesburg, 

(011) 431-1533    
Time and Stress Management, Cape Town, (021) 685-7726   Conflict Management, Benoni, 

(011) 442-4334   
 

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    

 Time & Stress Management, Cape Town, (021) 685-7726   
   
 

Competency-Based Recruitment and Interviewing Skills, 
Johannesburg, (021) 979-5172   

 
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)   
    
  

Preferential Procurement, 
Johannesburg, (011) 726-3040   
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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   Principles of Professional 
Project Management, Cape 

Town, (021) 683-4506 
Brilliant Business Writing Skills, Johannesburg, (011) 704-0720/4   

Skills Development Facilitator, Johannesburg, (011) 771-7000   
  Assessor Training, Cape Town, (021) 957-6823 

Project Management, Midrand, (011) 468-1320   
 

OCTOBER 2009 – WEEK 1 
 

Monday (05/10) Tuesday (06/10) Wednesday (07/10) Thursday (08/10) Friday (09/10) 
Issues in Leadership, Cape Town, (021) 462-7902  

HIV/AIDS Peer Educator, Johannesburg, (011) 678-2443  
Supervisory Management, Durban, (011) 678-2443 

Performance Management – 
Unlocking Productivity, 

Johannesburg, (011) 485-2150  
Management & Leadership Development, Johannesburg, (011) 678-2443 English Communication Skills, Cape Town, (011) 431-1533 

People Manageent & Leadership, Johannesburg, (011) 704-0720/4 Perfect Presentation Skills, Cape Town, (011) 704-0720/4 
Effective Business Writing Skills, Cape Town, (011) 678-2443 Telephone Excellence, Pretoria, (011) 704-0720/4 

Quality & Customer Service, Cape Town, (011) 678-2443 Managing Your Time, Durban, 
(011) 442-4334 

Planning & Managing a Budget, 
Cape Town, (021) 685-7726 Performance Management, Johannesburg, (011) 678-2443 

 

Understanding and Using 
Financial Statements, Cape 

Town, (021) 685-7726 Mastering Leadership & Management Skills, Johannesburg, 0861 ASTROT (278 768) 
  
 

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

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

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

  

The Nuts and Bolts of a 
Performance Management 

Program / Short Term Incentive 
Scheme aligned to Organisation 

Targets, Johannesburg, (011) 
453-0080  

  Mentoring & Coaching, Durban, (011) 678-2443 
    
    
    
  

The Nuts and Bolts of a 
Performance Management 

Program / Short Term Incentive 
Scheme aligned to Organisation 

Targets, Johannesburg, (011) 
453-0080   
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OCTOBER 2009 – WEEK 1 (continued) 
 

Monday (05/10) Tuesday (06/10) Wednesday (07/10) Thursday (08/10) Friday (09/10) 
    
    
  

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

485-2150   
  Advanced Problem Solving, Johannesburg, 0861 ASTROT (278 768) 
  Conflict Management & Negotiation Skills, Johannesburg, (011) 678-2443 
 3rd Annual BEE Conference, Johannesburg, (011) 726-3040  
 Situational Leadership, Durban, (011) 442-4334   

 
OCTOBER 2009 – WEEK 2 

 
Monday (12/10) Tuesday (13/10) Wednesday (14/10) Thursday (15/10) Friday (16/10) 

 Becoming the Best Customer Service Professional, Johannesburg, 
0861 BIZTECH 

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

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

The Psychology of Customer 
Service, Johannesburg, (011) 

485-2150  
Performance Management, Durban, (011) 678-2443 

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

Cape Town, (011) 704-0720/4 Perfect Presentation Skills, Pretoria, (011) 704-0720/4 Finance 101 for PA’s and Administrators, Johannesburg, 0861 
BIZTECH Corporate Budgeting for Managers, Johannesburg, 0861 ASTROT (278 768) 

Project Management, Cape Town, (011) 678-2443   
The Art & Science of Negotiation, Cape Town, (021) 462-7902  

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

Manager’s Mistakes, 
Johannesburg, (011) 485-2150 Effective Business Writing Skills, Johannesburg, (011) 678-2443 

 
 

Team Building, Johannesburg, 
(011) 678-2443 

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

 
 

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

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

 Quality Customer Service, Johannesburg, (011) 704-0720/4   
 Diversity Management, Cape Town, (011) 678-2443   

Situational Leadership, Benoni, (011) 442-4334    
 Project Management – Preparation for Success, Cape Town, (016) 986-3888  

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

OCTOBER 2009 – WEEK 3 
 

Monday (19/10) Tuesday (20/10) Wednesday (21/10) Thursday (22/10) Friday (23/10) 
Office Management, Johannesburg, (011) 678-2443 Quality & Customer Service, Durban, (011) 678-2443 

Brilliant Business Writing Skills, Cape Town, (011) 704-0720/4 
Conflict Management, 

Johannesburg, (011) 485-2150 The Secret to Success, Pretoria, (011) 704-0720/4 
Performance Management, Cape Town, (011) 678-2443 Strategic Management, Johannesburg, 0861 ASTROT (278 768) 

Complete Guide to Meetings and Minute Taking, Cape Town, (011) 431-1533   
Supervisory Management, Johannesburg, (011) 678-2443   

HIV/AIDS Peer Educator, Durban, (011) 678-2443   
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OCTOBER 2009 – WEEK 3 (continued) 
 

Monday (19/10) Tuesday (20/10) Wednesday (21/10) Thursday (22/10) Friday (23/10) 
Finance for Non-Financial Managers, Cape Town, (021) 462-7902 

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

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

 

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

0720/4   
   
 

The Professional Receptionist, 
Cape Town, (011) 431-1533   

 

Change Management for System 
Implementations:  A Project 
Management Perspective, 

Johannesburg, (011) 447-7077 Management & Leadership Development, Cape Town, (011) 678-2443 
 Conflict Management & Negotiation Skills, Durban, (011) 678-2443 
 

Managing Time for Results, 
Johannesburg, (011) 704-0720/4 Finance for Non-Financial Staff, Johannesburg, (011) 442-4334  

   
 

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

 Working with Emotional Intelligence, Cape Town, (021) 685-7726   
 Finance for Non-Financial Managers, Cape Town, (016) 986-3888   

Situational Selling, Durban, (011) 442-4334    
 Strategic Planning, Benoni, (011) 442-4334  

 
OCTOBER 2009 – WEEK 4 

 
Monday (26/10) Tuesday (27/10) Wednesday (28/10) Thursday (29/10) Friday (30/10) 

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

Stress Management, 
Johannesburg, (011) 678-2443 

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

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

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

0720/4 Presenting with Confidence, Johannesburg, (011) 431-1533 Quality & Customer Service, Johannesburg, (011) 678-2443 
Supervisory Skills, Cape Town, (011) 704-0720/4 Great Organisational Skills:  Organise Yourself to Success, 

Johannesburg, 0861 BIZTECH Professional Report Writing Skills, Johannesburg, (011) 704-0720/4 
Practical Skills for Office Managers/Team Leaders, Johannesburg, 

0861 BIZTECH 

An Introductory Course on 
Development TOR’s for an 

Evaluation, Johannesburg, (012) 
997-6059 

An Introductory Course on Evaluating an Evaluation – Meta 
Evaluation, Johannesburg, (012) 997-6059 

Mentoring & Coaching, Johannesburg, (011) 678-2443 Project Management, Johannesburg, (011) 678-2443 
Management & Leadership Development, Durban, (011) 678-2443 HIV/AIDS Workplace Management, Durban, (011) 678-2443 

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

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

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

Communicate for Success, 
Johannesburg, (011) 485-2150   

  The PA MBA, Johannesburg, 0861 BIZTECH 
  Mastering Broad-Based Black Economic Empowerment, Johannesburg, 0861 ASTROT (278 768) 
    
  

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

 


