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DID YOU KNOW? 

The WEDGE South Africa project is funding the participation of one (1) women entrepreneur to 
a women's entrepreneurship forum in Cairo from the 26th to the 28th October 2009.  The forum 
is a symposium on women's entrepreneurship development and the current global economic 
crisis. 
 
The entrepreneur selected will be expected to: 
1. Actively participate in the symposium for 3 days. 
2. Have a understanding of women's entrepreneurship development. 
3. Must be a growth orientated entrepreneur. 
4. Will need to be vocal in the symposium. 
5. Will need to produce a short report (5 pages) for the women's entrepreneurship 

associations on lessons learnt at the symposium. 
6. Arrange and pay for a Visa to Egypt, (the ILO will provide the necessary documentation). 
 
The WEDGE project will fund the entrepreneur’s flight from Johannesburg to Cairo (in economy 
class), 4 night accommodation and a basic allowance to cover food and transport. 
 
If you are interested in applying to attend the symposium, please complete the application form 
accompanied with your company profile and email it to Carmen Armstrong (Armstrong@ilo.org) 
by the 28th August 2009. 
 
If you have any questions you are welcome to contact Carmen Armstrong (National Project 
Coordinator for WEDGE - South Africa) at the International Labour Organization. 
Direct telephone number:  +27 12 818 8021 
Mobile:  +27 82 492 8654 
Fax:  +27 12 818 8090 
Switchboard:  +27 12 818 8000 
Draft Preferential Procurement Regulations, 2009 published for comment:  Draft 
regulations on preferential procurement (Notice 1103 of 2009, National Treasury) have been 
published for public comment by 14 September 2009. 
 
These regulations will apply to all organs of state – national and provincial government 
departments and municipalities, etc, as well as public utilities such as Transnet and Eskom.  
They are set to provide greater clarity relating to preferential procurement requirements for firms 
that do business with government entities. 
 
The draft Preferential Procurement Regulations, 2009 is aligned with the prescripts of the 
Broad-Based Black Economic Empowerment Act, No 53 of 2003 and its related strategy.  Its 
purpose is to ensure that government’s preferential procurement procedures are aligned with 
the aims of the BBBEE Act, 2003 and the associated Codes of Good Practices. 
 
Amongst others, the new Regulations will replace the awarding of tender bids that was 
previously done on the basis of HDI status and the promotion of RDP goals with the BEE rating 
of a bidder. 
 
Interested persons may submit their written comments on the Draft Regulations to The Director-
General, National Treasury, Private Bag X115, Pretoria, 001, marked for the attention of Mr Jan 
Breytenbach or Mr HML Malinga.  Representations can either be posted to the above-
mentioned address, faxed to (012) 315-5343 / 012 315-5355 or be sent per e-mail to 
jan.breytenbach@treasury.gov.za or henry.malinga@treasury.gov.za. 
 
Source:  Proudly South African Campaign 
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SIYB TOT seminar:  Epilepsy South Africa has entered into an agreement with the South 
African Federation for Mental Health (SAFMH) to jointly host an SIYB TOT seminar in 
Johannesburg from 8 to 20 November 2009.  For more information contact 
� Bharti Patel, Deputy Director at SAFMH on (011) 781-1852 / bharti@safmh.org; or 
� Marina Clarke, National Economic Development Manager at Epilepsy SA on (021) 447-3014 

/ economicdev.no@epilepsy.org.za. 
ILO SETYSA Programme:  Andile Ntiyana (SIYB Master Trainer) has been appointed as the 
ILO’s Social Enterprise National Project Co-ordinator / Social Enterprise Development Office at 
the ILO office in Pretoria. 
 
SETYSA is a project implemented by the ILO in collaboration with various South African 
institutions.  The project seeks to support the ILO’s constituents and partners in their efforts to 
promote social enterprise development in South Africa, supporting progress towards a 
conducive enabling environment and the development of appropriate business development 
service products for potential social entrepreneurs, with a particular focus on youth 
entrepreneurs.  The project defines social enterprises as those which create sustainable 
market-based solutions to social problems.  The project is delivered in the context of the 
ILO’s Decent Work agenda and the Decent Work Country Programme for South Africa. It follows 
the ILO’s systemic approach to enterprise development and will build on the ILO’s existing 
range of enterprise development tools. 
 
For more information contact Andile on (012) 818-8000. 
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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 

 
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  Quality Management, Cape 
Town, 086 111 VETTA (83882) Graphs, Statistics and Numerical Reporting, Johannesburg, 0861 

BIZTECH 
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 

Quality Management, 
Johannesburg, 086 111 VETTA 

(83882) 
   
  

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 

The Art of Effective Telephone 
Skills, Johannesburg, (016) 986-

3888  
  
  

NSDS III, Port Elizabeth, (021) 
685-0451 

Flexible Working Practices for Organisations:  Best Practices, 
Johannesburg, (021) 979-5172 

   
  

Small Business Tax Seminar, 
Durban, (011) 304-4390 

Coaching and Mentoring, Cape 
Town, 086 111 VETTA (83882)  
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SEPTEMBER 2009 – WEEK 1 (continued) 
 

Monday (31/08) Tuesday (01/09) Wednesday (02/09) Thursday (03/09) Friday (04/09) 
  Office Effectiveness, Johannesburg, (016) 986-3888  
   
  

Preferential Procurement, 
Johannesburg, (011) 442-2433  

 Measuring ROI in training, Johannesburg, (011) 880-8540 

Coaching and Mentoring, 
Johannesburg, 086 111 VETTA 

(83882)  
 B-BBEE Champions Course, Johannesburg, (011) 442-2433  
    
    
   

Enterprise Development and B-
BBEE, Johannesburg, (011) 

442-2433  
    
   

Professional Sales Skills, Cape 
Town, (011) 787-6781  

    
    
   

Supervisory Management 
Certificate Course, 

Johannesburg, 0861 123 779  
    
    
   

Enterprise Development and 
BEE, Johannesburg, (011) 442-

2433  
 

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 
Professional Business 

Behaviour, Cape Town, 086 111 
VETTA (83882) 

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 
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SEPTEMBER 2009 – WEEK 2 (continued) 
 

Monday (07/09) Tuesday (08/09) Wednesday (09/09) Thursday (10/09) Friday (11/09) 
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 

Telephone Skills and E-mail 
Correspondence, Cape Town, 

086 111 VETTA (83882) Influencing People Under Your 
Direction and Care, Cape Town, 

(011) 485-2150 

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

485-2150 
Innovative Retention Strategies for Generation X and Y, Cape 

Town, (021) 979-5172 
 

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 

Professional Business 
Behaviour, Johannesburg, 086 

111 VETTA (83882) 
Polished Presentations, Cape Town, (021) 685-7726 

 

Human Resource Management, 
Cape Town, 086 111 VETTA 

(83882) 
 

Project Management for 
Business People, Johannesburg, 

(021) 683-4506  

Telephone Skills and E-mail 
Correspondence, Johannesburg, 

086 111 VETTA (83882) 
 

Performance Management - 
Unlocking Productivity, Cape 

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

Cross Border Venture Creation, 
Midrand, (011) 652-0345/0311 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 

Human Resource Management, 
Johannesburg, 086 111 VETTA 

(83882)  
 

Small Business Tax Seminar, 
Cape Town, (011) 304-4390 

Office Effectiveness, Cape Town, (016) 986-3888 
NSDS III, East London, (021) 

685-0451 
Company Tax for Small to Medium Size Businesses, Johannesburg, 

(016) 986-0267 
  
 

Financial Management for Project and Contract Managers, 
Johannesburg, (011) 726-3040  

 

Building a BBBEE Scorecard & 
Verification Preparation, 

Johannesburg, (011) 442-2433  
  
 

Submitting Winning Tenders, 
Durban, (011) 454-5505 

The Art of Effective Telephone 
Skills, Cape Town, (016) 986-

3888 

Certificate Course in Office 
Management, Johannesburg, 

0861 123 779  
  
 

Project Management for Non-Project Managers, Johannesburg, 
(016) 986-3888 

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

 Basic Principles of Accounting, Johannesburg, (016) 986-3888   
 Presentation Skills, Johannesburg, (016) 986-3888  
 Report Writing Skills, Johannesburg, (016) 986-3888  
 

Building Your BEE Scorecard 
and Verification Preparation, 

Johannesburg, (011) 442-2433 Line Leadership, Cape Town, (016) 986-3888 
  
 

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

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

Draft PPPF Regulations 
Breakfast, Pretoria, (011) 726-

3040  
 The Supervisor, Johannesburg, 086 111 VETTA (83882)   
   
 

Professional Sales Skills, 
Johannesburg, (011) 787-6781   

 

Draft PPPF Regulations 
Breakfast, Johannesburg, (011) 

726-3040 Talent Manager (HR competency), Johannesburg, (011) 880-8540  
  Salary Structuring & Total Package, Johannesburg, (011) 880-8540  
  Success to Significance:  “The calling from your core”, Johannesburg, (011) 880-8540 
    
  

Submitting Winning Tenders, 
Cape Town, (011) 454-5505   
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SEPTEMBER 2009 – WEEK 2 (continued) 
 

Monday (07/09) Tuesday (08/09) Wednesday (09/09) Thursday (10/09) Friday (11/09) 
  Recruitment & Selection Conference, Johannesburg, (011) 880-8540  
   
  

Build and Execute Your BEE Strategy with the Transcend BEE 
Masters Course, Johannesburg, (011) 442-2433  

 
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 
Junior Office Support, Cape 

Town, 086 111 VETTA (83882) 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 Presentation Skills, Durban, (016) 986-3888 
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 
Junior Office Support, 

Johannesburg, 086 111 VETTA 
(83882) 

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

Time and Stress Management, Cape Town, (021) 685-7726 Conflict Management, Benoni, 
(011) 442-4334 

Telesales, Cape Town, 086 111 
VETTA (83882) 

Customer Service, Cape Town, 
086 111 VETTA (83882) Change Management for System Implementation:  Skills for a 

Change Manager, Johannesburg, (011) 447-7077 Handling Meetings Effectively, 
Johannesburg, (016) 986-0267 Supervisory Skills, Pretoria, (011) 704-0720/4 

Telesales, Johannesburg, 086 
111 VETTA (83882) 

Situational Leadership, Benoni, (011) 442-4334  

Customer Service, 
Johannesburg, 086 111 VETTA 

(83882) 
 Time & Stress Management, Cape Town, (021) 685-7726 
 

Stress and Anger Management, 
Johannesburg, 086 111 VETTA 

(83882) 
Professional Sales Skills, 
Durban, (011) 787-6781 

 
Competency-Based Recruitment and Interviewing Skills, 

Johannesburg, (021) 979-5172 The Manager, Port Elizabeth, 086 111 VETTA (83882) 
 Negotiating with Unions, Kempton Park, (041) 776-1189 
 

Excellence in Customer Service & Support, Johannesburg, (016) 
986-0267 

 
Project Management for Non-Project Managers, Cape Town, (016) 

986-3888 Finance for Non-Financial Managers, Johannesburg, (016) 986-0267 
Presentation Skills, Cape Town, (016) 986-3888   

 Line Leadership, Johannesburg, (016) 986-3888 
Cross Border Venture Creation, 
Cape Town, (011) 652-0345/11 
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SEPTEMBER 2009 – WEEK 3 (continued) 
 

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

Operational Executor (HR competencies), Johannesburg, (011) 880-
8540 

 

Competency-based Recruitment and Interviewing Skills with new 
module on Employing People with Disabilities, Johannesburg, (021) 

979-5172  
  
 

Stock Control, Cape Town, 086 
111 VETTA (83882) 

BEE for Human Resource 
Professionals, Cape Town, (011) 

442-2433  
 

Reception and E-mail 
Correspondence, Port Elizabeth, 

086 111 VETTA (83882)  
 

Stock Control, Johannesburg, 
086 111 VETTA (83882)  

 
Preferential Procurement, Cape 

Town, (011) 442-2433 

Draft PPPF Regulations 
Breakfast, Cape Town, (011) 

726-3040  
 

Stock Control, Port Elizabeth, 
086 111 VETTA (83882)    

 Management Development, Johannesburg, (011) 887-8885  
 B-BBEE Champions Course, Cape Town, (011) 442-2433  
   
   
 

The Art of Effective Telephone 
Skills, Johannesburg, (016) 986-

0267 

Destination Marketing, Cradle of 
Manking, Gauteng, (011) 880-

8540   
 Business English, Johannesburg, (016) 986-0267  
   
 

Submitting Winning Tenders, 
Johannesburg, (011) 454-5505 

Professional Sales Skills, 
Johannesburg, (011) 787-6781   

 Job/Role Evaluation, Johannesburg, (011) 880-8540   
 Leadership and Self-deception, Johannesburg, (011) 880-8540   
 Organisational Design, Johannesburg, (011) 880-8540  
 Selling with Confidence, Port Elizabeth, 086 111 6121   
   
 

Preferential Procurement, Cape 
Town, (011) 442-2433   

 

Draft PPPF Regulations 
Breakfast, Durban, (011) 726-

3040    
 B-BBEE Champions Course, Cape Town, (011) 442-2433  
     

 
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 
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SEPTEMBER 2009 – WEEK 4 (continued) 
 

Monday (21/09) Tuesday (22/09) Wednesday (23/09) Thursday (24/09) Friday (25/09) 
Business Contracts & SLAs, Johannesburg, 0861 ASTROT (278 768)  

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

Preferential Procurement, 
Johannesburg, (011) 726-3040  

Telephonic Debt Collecting & 
E-mail Correspondence, Cape 

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

Complaint Handling and 
Conflict Management, Cape 

Town, 086 111 VETTA (83882)  
 

Telephonic Debt Collecting & 
E-mail Correspondence, 

Johannesburg, 086 111 VETTA 
(83882) 

The Art of Effective Telephone 
Skills, Cape Town, (016) 986-

0267  
Office Effectiveness, Johannesburg, (016) 986-0267  

Masterminding the Perfect Business Function/Event, Johannesburg, 
0861 BIZTECH 

Complaint Handling and 
Conflict Management, 

Johannesburg, 086 111 VETTA 
(83882)  

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

Professional Sales Skills, 
Johannesburg, (011) 787-6781  

 

Variable Pay and Incentive 
Scheme Design, Johannesburg, 

(011) 880-8540   
   
 

Cross Border Venture Creation, 
Durban, (011) 652-0345/0311   

   
   
 

Building Your BEE Scorecard 
and Verification Preparation, 

Durban, (011) 442-2433   
Advanced Leadership and Management Programme, Johannesburg, (011) 865-0523 

 
 
 
 
 
 
 
 
 

PUBLIC HOLIDAY 

 
 

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 
Internal Communication, 

Bryanston, (011) 880-8540  
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 

HR Survey 2009 Report 
Roadshow, Durban, (011) 880-

8540  
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SEPTEMBER 2009 – WEEK 5 (continued) 
 

Monday (28/09) Tuesday (29/09) Wednesday (30/09) Thursday (01/10) Friday (02/10) 
  Assessor Training, Cape Town, (021) 957-6823 

Project Management, Midrand, (011) 468-1320   
Disaster Management and Recovery, Johannesburg, 0861 ASTROT (278 768) Interpersonal Skills, Cape Town, 

086 111 VETTA (83882) Integrated Brand Strategy, Johannesburg, (011) 880-8540  
Leadership, Influence and 

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

  
Interpersonal Skills, 

Johannesburg, 086 111 VETTA 
(83882) 

HR Survey 2009 Report 
Roadshow, Port Elizabeth, (011) 

880-8540   
Leadership, Influence and 

Delegation Skills, Johannesburg, 
086 111 VETTA (83882)   

 
Remuneration Strategy and Salary Structuring, Johannesburg, (011) 

726-3040   
   
 

De Bono’s Lateral Thinking Workshop, Johannesburg, (011) 865-
0523   

    
    
 

HR Survey 2009 Report 
Roadshow, Cape Town, (011) 

880-8540    
 

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) 
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OCTOBER 2009 – WEEK 1 (continued) 
 

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

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  

Selling with Confidence, Cape Town, 086 111 6121 

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 
 
 

HR Survey 2009 Report 
Roadshow, Johannesburg, (011) 

880-8540 
Innovative On-Boarding (Induction & Orientation) Practices for 

Organisations, Cape Town, (021) 979-5172 
   
  

The Nuts and Bolts of a 
Performance Management 

Program / Short Term Incentive 
Scheme aligned to Organisation 

Targets, Johannesburg, (011) 
453-0080  

  

BEE for Human Resource 
Professionals, Johannesburg, 

(011) 442-2433  
    
  

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   
   
   
 

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

979-5172   
    
  

Preferential Procurement, 
Johannesburg, (011) 442-2433   

 B-BBEE Champions Course, Johannesburg, (011) 442-2433  
 Project Management Essentials, Johannesburg, (011) 726-3040   
  Management Conference 2009, Johannesburg, 083 651 1664  
    
    
  

HR Survey 2009 Report 
Roadshow, Pretoria, (011) 880-

8540   
 

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 

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

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) 
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OCTOBER 2009 – WEEK 2 (continued) 
 

Monday (12/10) Tuesday (13/10) Wednesday (14/10) Thursday (15/10) Friday (16/10) 
Project Management, Cape Town, (011) 678-2443 Talent Management & Succession Planning,  Johannesburg, (021) 

979-5172 
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 

Dealing with Incapacity, Cape 
Town, (021) 685-7726  

Situational Leadership, Benoni, (011) 442-4334 Selling with Confidence, Johannesburg, 086 111 6121  
 Project Management – Preparation for Success, Cape Town, (016) 986-3888  

Managing Customer Service, Benoni, (011) 442-4334  
Basic Principles of Accounting, Cape Town, (016) 986-3888 

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

 Job Design and Evaluation, Johannesburg, (011) 726-3040 
 

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

  Corporate Budgeting for Managers, Johannesburg, 0861 ASTROT (278 768) 
 

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 

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

726-3040 

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

726-3040 
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 
Business Turnaround, Pretoria, 073 291 0450 Sell – Don’t Tell, Johannesburg, 

(011) 485-2150   
EE Transformation Master Class 
Module 1, Johannesburg, (011) 

726-3040 

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   
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OCTOBER 2009 – WEEK 3 (continued) 
 

Monday (19/10) Tuesday (20/10) Wednesday (21/10) Thursday (22/10) Friday (23/10) 
 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  
   
 

EE Transformation Master Class Module 2, Johannesburg, (011) 
726-3040   

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

How to Win at the CCMA, 
Johannesburg, (011) 726-3040   

Management Development, Johannesburg, (011) 887-8885   
Business Turnaround, Midrand, 073 291 0450    

   Trouble-free Travel Planning for PA’s, Johannesburg, (011) 582-
3300    

   
 

Practical PowerPoint for the Office Professional, Irene, (011) 454-
5505   

 
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 
Finance for Non-Financial Managers, Cape Town, (016) 986-0267 Project Management for Non-Project Managers, Cape Town, (011) 

704-0720/4  
A Secretary’s Guide to Meetings 
and Minute Taking, Irene, (011) 

454-5505 Supervisory Skills, Johannesburg, (011) 704-0720/4  
Business Turnaround, Cape Town, 073 291 0450  

Succeeding as a First Time 
Supervisor, Durban, (011) 485-

2150 
Meeting Point Angola, Johannesburg, (011) 771-7235 

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 

De Bono’s Lateral Thinking Workshop, Johannesburg, (011) 865-
0523 

  HWSETA Conference & AGM, Strand, (011) 607-6900  
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NOVEMBER 2009 – WEEK 1 
 

Monday (02/11) Tuesday (03/11) Wednesday (04/11) Thursday (05/11) Friday (06/11) 
The Art of Facilitating Groups, Cape Town, (021) 685-7726 

Negotiating for Results, Pretoria, (011) 704-0720/4 
Introduction to ISO 9001, 
Johannesburg, (021) 872-

7322 

Interviewing and Selecting 
for Results, Johannesburg, 

(011) 485-2150 

Coaching and Mentoring in 
the Workplace, 

Johannesburg, (011) 485-
2150 

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

Telephone Excellence, Johannesburg, (011) 704-0720/4 
Integrating Strategy, Budgeting & Reporting 2, Cape Town, (021) 462-7902 

TV & Radio Interviewing 
Skills, Johannesburg, (011) 

678-2443 More Hours in Your Day, 
Cape Town, (011) 485-2150 

Introduction to ISO 9001, 
Cape Town, 082 454 5817 

Recruitment & Selection, 
Johannesburg, (011) 678-

2443 
 

Time Management, 
Johannesburg, (011) 678-

2443  
Time Management, 

Johannesburg, (011) 678-
2443  

Telephone Etiquette, Durban, 
(011) 678-2443 EQ in Leadership, Johannesburg. (011) 704-0720/4 

Business Writing for Office Professionals, Cape Town, (011) 
431-1533 

Business Writing for Office Professionals, Johannesburg, (011) 
431-1533 

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

Perfect Presentation Skills, Durban, (011) 704-0720/4 Difficult Discussions:  The Right Way, the Right Time, the Right Result, Johannesburg, 0861 
ASTROT (278 768) Communication & Presentation Skills, Durban, (011) 678-

2443 Business Communication & Report Writing, Johannesburg, 0861 ASTROT (278 768) 
Finance for Non-Financial Managers, Johannesburg, (011) 678-2443 Implementing and Maintaining ISO 9001, Johannesburg, 082 

454 5817 
Situational Leadership, Benoni, (011) 442-4334 Supervisory Management, Johannesburg, (011) 678-2443 

Our World, Our Responsibility:  Re-energising Civil Society, Cape Town, (021 465-6981  
  Conflict Management, Cape 

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

Town, (011) 485-2150  
  

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

485-2150   
   
  

The Office Professional’s Essential Toolkit, Cape Town, (011) 
454-5505  

 
NOVEMBER 2009 – WEEK 2 

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

 
 

Assertiveness Skills, 
Johannesburg, (011) 678-

2443  

Stress Management, 
Johannesburg, (011) 485-

2150 

Effective Use of the 
Telephone, Johannesburg, 

(011) 485-2150 
 

An Introductory Course on 
Development TOR’s for an 
Evaluation, Durban, (012) 

997-6059 
 

An Introductory Course on Evaluating and Evaluation – Meta-
Evaluation, Durban, (012) 997-6059 

Telephone Etiquette, 
Johannesburg, (011) 678-

2443  Brilliant Business Writing Skills, Pretoria, (011) 704-0720/4 
Minute Taking for Meetings, 

Johannesburg, (011) 704-
0720/4 Emotional Intelligence, Durban, (011) 678-2443 Communication & Presentation Skills, Cape Town, (011) 678-

2443 Labour Relations & Effective Discipline, Johannesburg, (011) 678-2443 
People Management for New Managers, Johannesburg, 0861 ASTROT (278 768) Professional Switchboard, Reception & Frontline Skills, 

Johannesburg, 0861 BIZTECH 
The Secret to Success, Cape Town, (011) 704-0720/4 

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

Monday (09/11) Tuesday (10/11) Wednesday (11/11) Thursday (12/11) Friday (13/11) 
Internal Quality Auditing, Johannesburg, 082 454 5817 

Project Management, Johannesburg, (011) 678-2443 
HIV/AIDS Workplace Management, Johannesburg, (011) 

678-2443 
Internal Quality Auditing, Cape Town, (021) 872-7322   

Personal Effectiveness – Emotional Intelligence, Cape Town, (021) 462-7902  
Advanced Facilitation:  Facilitating emergence, Cape Town, (021) 462-3902 

 
 

The Professional Office Administrator, Johannesburg, (011) 
431-1533 

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

Managing Customer Service, Cape Town, (011) 442-4334 Crystal Report Development, Johannesburg, 0861 ASTROT (278 768) 
  Supervisory Management, Cape Town, (011) 678-2443 

Management 1, Johannesburg, (011) 442-4334   
Project Management, Midrand, (011) 468-1320   

    
    
    
  

Key Administrative & 
Business Skills for Secretaries 
and PA’s, Cape Town, (011) 

454-5505   
 

NOVEMBER 2009 – WEEK 3 
 

Monday (16/11) Tuesday (17/11) Wednesday (18/11) Thursday (19/11) Friday (20/11) 
Implementing and Maintaining PRPs, Cape Town, (021) 872-

7322 
Introduction to ISO 22000, 

Cape Town, (021) 872-7322 
The Psychology of Customer 
Service, Johannesburg, (011) 

485-2150 

Manager’s Mistake, 
Johannesburg, (011) 485-

2150 Secrets of Debt Collection Success, Johannesburg, 0861 
BIZTECH 

Managing Time for Results, 
Durban, (011) 704-0720/4 HACCP Team Training, Cape Town, (021) 872-7322 

The National Credit Act, Johannesburg, 0861 BIZTECH Being Assertive!, Cape Town, (021) 685-7726 
Professional Report Writing Skills, Durban, (011) 704-0720/4 EQ in Leadership, Cape Town, (011) 704-0720/4 

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

704-0720/4 
Finance for Non-Financial Managers, Cape Town, (011) 678-2443 Perfect Presentation Skills, Johannesburg, (011) 704-0720/4 

People Management & Leadership, Pretoria, (011) 704-0720/4 HIV/AIDS Workplace Management, Cape Town, (011) 678-
2443 

Advanced Project Management, Johannesburg, (011) 678-2443 
   
 

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

   
 

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

Presentations that Work, Benoni, (011) 442-4334 Effective Business Writing Skills, Johannesburg, (011) 678-2443 
  The Ultimate Sales Manager, Johannesburg, 0861 ASTROT (278 768) 
  Finance for Non-Financial Managers, Johannesburg, 0861 ASTROT (278 768) 
  Risk Management, Johannesburg, 0861 ASTROT (278 768) 
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NOVEMBER 2009 – WEEK 4 
 

Monday (23/11) Tuesday (24/11) Wednesday (25/11) Thursday (26/11) Friday (27/11) 
A Practical Introduction to Project Management, 

Johannesburg, (011) 431-1533 
Time Management, Durban, 

(011) 678-2443 
Customer Service, 

Johannesburg, (011) 678-
2443 

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

2150 
Implementing and Maintaining BRC, Cape Town, (021) 872-

7322 
Communication & Presentation Skills, Johannesburg, (011) 

678-2443 
Professional Development for Secretaries and PA’s, 

Johannesburg, (011) 431-1533 

Chairing & Managing 
Business Meetings, Cape 
Town, (011) 704-0720/4 

Professional Report Writing Skills, Cape Town, (011) 704-
0720/4 

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

 Auditing Food Safety Systems, Cape Town, (021) 872-7322 
 Mastering the Art of Training, Johannesburg, 0861 ASTROT (278 768) 
 

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

2150 Corporate Governance – Complying with King, Johannesburg, 0861 ASTROT (278 768) 
   
 

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

 Quality Customer Service, Pretoria, (011) 704-0720/4   
 Becoming the Best Team Secretary/Administrator, 

Johannesburg, 0861 BIZTECH 
Build and Execute Your BEE Strategy with the Transcend 

BEE Masters Course, Johannesburg, (011) 442-2433  
   Key Elements of Successful Newsletters, Johannesburg, 0861 

BIZTECH    
 Strategic Planning, Benoni, (011) 442-4334  

   Mastering Minutes and Meeting Protocol, Johannesburg, 0861 
BIZTECH    

   Becoming the Best Customer Service Professional, 
Johannesburg, 0861 BIZTECH    

 


