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DID YOU KNOW? 

New Director General at the Department of Labour:  The vocal efforts of Jimmy 
Manyi to promote the Employment Equity Act have seen him chosen to be the new 
Director General of the Department of Labour.  The post has been vacant since the 
departure of Dr Vanguard Mkosana two years ago. 
 
Manyi is currently employed at Tiger Brands as Group Executive for Corporate Affairs 
but also holds the part-time positions of head of the Commission for Employment Equity 
and the Black Management Forum. 
 
The Labour Department has been criticised for many years for its lack of success in 
enforcing its own laws.  Manyi is likely to move quickly to strengthen the labour 
inspectorate and expand the Director General's review of employment equity 
compliance to more employers. 
 
The challenge for Manyi will be to bring some private sector efficiency and drive to the 
civil service environment.  But if he brings just a portion of the dynamism that he has 
shown as EE head to his new position he is likely to shake up the Labour Department.  
Employers who flout labour laws will be in for a tough time over the next few years. 
 
Source:  www.skillsportal.co.za 
Basic Conditions of Employment Act – Exemption from paying overtime:  It must 
be remembered that when an employee earns in excess of R149,736 per annum or in 
excess of R12,478 a month, that employee will not qualify for overtime payment.  If 
however, there is an agreement to pay overtime for employees earning in excess of the 
threshold then they would be entitled to same.  Employees earning in excess of the 
threshold are exempted from Sections 9, 10, 11, 12, 13, 14, 15, 16, 17, and 18.3 of the 
BCEA. 
 
Overtime becomes a real issue.  Nobody can be forced to do overtime unless there is 
an agreement in the terms and conditions of employment or the letter of appointment.  If 
however, an employee earning beyond the threshold agrees to do overtime this does 
not necessarily mean that that employee would be paid. 
 
Source:  Michael Bagraim 
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Business Ideas Directory:  Get inspired by over 900 business ideas that span 
numerous disciplines and industries. 
 
http://www.entrepreneurmag.co.za/entrepreneur/view/entrepreneur/en/page13614 
 
All successful businesses start with a bright idea.  This directory showcases hundreds of 
business ideas and low cost business ideas, many suitable for stay at home 
businesses.  If you have decided to start your own business, but you are unsure of what 
type of business to start - this directory will help you to narrow down your choice. 
 
There are many factors to consider and lots of hard work required to make a business 
work so it is critical that the concept you settle on is one that you love and one that fits 
your strengths and abilities. 
 
Taking the financial implications into consideration is another important aspect.  This 
directory is filled with a variety of low cost business ideas and opportunities to inspire 
you.  Each listing will provide you with a brief background on the business idea and the 
cost estimations of starting such a venture so that you have the basic facts on hand 
before pursuing further research in preparation for making a final decision. 
 
Please note:  This Start-up Business Guide was developed in the USA.  It is to be used 
as a guideline only.  Aspiring business owners must conduct their own business 
research based on the local South African market in preparation for starting their own 
business. 
 
Source:  Entrepreneur Magazine, September 2009 
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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 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 

Desigmer Excel, Johannesburg, 
(011) 887-8885 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:  Become a High Achiever, 

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 
Professional Sales Skills, Cape 

Town, (011) 787-6781  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  
  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)  Internal Communication, 

Johannesburg, (011) 880-8540  
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   Excellent Reception Skills, 
Johannesburg, (011) 865-0523   De Bono’s Lateral Thinking Workshop, Johannesburg, (011) 865-

0523   Presentation Skills, Port 
Elizabeth, (011) 461-6453 Performance Management, Johannesburg, (011) 865-0523 

Internal Communication, Johannesburg, (011) 880-8540  Presentation Skills, Polokwane, 
(011) 461-6453 

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

880-8540    
    
 

Customer Service Skills, 
Johannesburg, (011) 865-0523    

    
    
    
 

Getting things done with 
Microsoft Outlook and other 

Productivity Tools, 
Johannesburg, (011) 726-3040    
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SEPTEMBER 2009 – WEEK 5 (continued) 
 

Monday (28/09) Tuesday (29/09) Wednesday (30/09) Thursday (01/10) Friday (02/10) 
    
 

Presentation Skills, Nelspruit, 
(011) 461-6453    

   
 

Confident Communication – Presentation Skills Workshop, Durban, 
0861 11 61 21   

 
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 

Succeeding as a first time 
Supervisor, Cape Town, (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) Effective Minutes Taking and 
Meeting Procedures, 

Johannesburg, (011) 865-0523 
People Management Skills for New Managers, Johannesburg, (011) 

431-1533 
 Brilliant Business Writing Skills, Durban, (011) 704-0720/4 

Equip Your Sales Team for 
Success, Cape Town, (011) 787-

6781 
 
 

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 

Project Management 
Fundamentals, Pretoria, (011) 

461-6453 
 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 
Supervisory Skills Programme, Cape Town, (011) 865-0523  

 

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  
 

Reception and E-mail 
Correspondence, Cape Town, 

086 111 VETTA (83882) 
 

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

485-2150 
Advanced Excel for Financial Managers, Johannesburg, (011) 454-

5505 
 Advanced Problem Solving, Johannesburg, 0861 ASTROT (278 768) 
 

Reception and E-mail 
Correspondence, Johannesburg, 

086 111 VETTA (83882) Conflict Management & Negotiation Skills, Johannesburg, (011) 678-2443 
 3rd Annual BEE Conference, Johannesburg, (011) 726-3040  
 Situational Leadership, Durban, (011) 442-4334 The Accounts Assistant, Johannesburg, (011) 454-5505 
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OCTOBER 2009 – WEEK 1 (continued) 
 

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

Frontline Skills Training, Cape 
Town, (011) 787-6781  

 

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

979-5172 
 

Highly Professional Business Writing Skills for Secretaries and 
PA’s, Pretoria, (011) 454-5505 

 
Report Writing Skills, 

Johannesburg, (011) 865-0523 
Preferential Procurement, 

Johannesburg, (011) 442-2433 The Acounts Assistant, Johannesburg, (011) 454-5505 
 B-BBEE Champions Course, Johannesburg, (011) 442-2433  
 Project Management Essentials, Johannesburg, (011) 726-3040   
 Management Conference 2009, Johannesburg, 083 651 1664  
 
 

Reception and E-mail 
Correspondence, Durban, 086 

111 VETTA (83882) 
Advanced Excel for Financial Managers – Improved Consolidation 

Techniques, Johannesburg, (011) 454-5505 
  

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

8540  
 Strategic Talent Management, Johannesburg, (011) 880-8540  
 

Project Management 
Fundamentals, Sandton, (011) 

461-6453  
 

Integrating Needs Analysis, Assessment & Evaluation of Training, 
Johannesburg, (011) 880-8540   

   
  

Strategic Architect (HR Competencies), Johannesburg, (011) 880-
8540  

Building and Sustaining Great Teams:  A Workshop for Team Leaders, Durban, (031) 304-9305   
 The Art of Participatory Leadership, Johannesburg, ndlanzi@reospartners.com 
 The Manager, Cape Town, 086 111 VETTA (83882) 
 

Telephone Etiquette and 
Frontline Reception Skills, Cape 

Town, (011) 454-5505 The Manager, Johannesburg, 086 111 VETTA (83882) 
 The Manager, Durban, 086 111 VETTA (83882) 
 
 

Project Management 
Fundamentals, Durban, (011) 

461-6453 
Business Etiquette & Personal Branding, Johannesburg, (011) 865-0523 

  
  

Confident Communication – Presentation Skills Workshop, Cape Town, 0861 11 61 21 

   
 

Finance, Accounts and Budgets for Secretaries and PA’s, 
Johannesburg, (011) 454-5505   

   
 

Professional Presentation Skills – Learn to present with Power and 
Confidence, Johannesburg, (011) 454-5505   

  The Effective Executive Secretary/PA, Cape Town, (011) 454-5505  
   
  

Event Management – The Office Professional’s Essential Toolkit, 
Durban, (011) 454-5505  

   
  

Mastering Excel for the Office Professional, Bloemfontein, (011) 
454-5505  

    
    
    
  

Tools and Techniques for 
Outstanding Professional 

Telephone Communication, 
Johannesburg, (011) 454-5505   

  Professional Business Writing Skills, Cape Town, (011) 454-5505  
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OCTOBER 2009 – WEEK 1 (continued) 
 

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

Project Management 
Fundamentals, Cape Town, 

(011) 461-6453   
Women in  Management, Johannesburg, (011) 678-2443   

   
   
 

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

979-5172   
 

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 

Time Management Workshop, 
Cape Town, (021) 906-0320 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 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 VAT Workshop, Midrand, (011) 

312-4176 
Manager’s Mistakes, 

Johannesburg, (011) 485-2150 Effective Business Writing Skills, Johannesburg, (011) 678-2443 
Free Small Business Seminar, 

Sandton, 0860 763 000 
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 
Project Management 

Fundamentals, Polokwane, (011) 
461-6453 Quality Customer Service, Johannesburg, (011) 704-0720/4 

 Diversity Management, Cape Town, (011) 678-2443 
Dealing with Incapacity, Cape 

Town, (021) 685-7726 
Frontline Skills Training, 
Durban, (011) 787-6781 

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 

Workshop for New Business 
Owners, Cape Town, 086 111 

VETTA (83882) 
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 Business Ally (HR Competencies), Johannesburg, (011) 880-8540 



 24 

OCTOBER 2009 – WEEK 2 (continued) 
 

Monday (12/10) Tuesday (13/10) Wednesday (14/10) Thursday (15/10) Friday (16/10) 
 Corporate Budgeting for Managers, Johannesburg, 0861 ASTROT (278 768) 
 

Customer Service Workshop, 
Cape Town, (021) 906-0320 

 
Leadership Workshop, Cape 

Town, (021) 906-0320 
Desigmer Excel, Johannesburg, 

(011) 887-8885 
 

Change Management, Bellville, 
(021) 957-6823 

A Practical Approach to Rolling 
Forecasts, Johannesburg, (011) 

454-5505 
Problem Solving & Decision Making, Cape Town, (011) 865-0523 

Problem Solving & Decision Making, Johannesburg, (011) 865-
0523 

 
 

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

Telephonist/Receptionist 
Workshop, Cape Town, (021) 

906-0320 
Frontline Skills Training, 

Johannesburg, (011) 787-6781 
 

Workshop for New Business 
Owners, Johannesburg, 086 111 

VETTA (83882) 
 

Benchmarking, Cape Town, 086 
111 VETTA (83882) 

  

Developing and Managing High 
Performance Teams, Bryanston, 

(011) 880-8540 

Personal Assistant and Basic 
Project Management, Cape 

Town, 086 111 VETTA (83882) 
 

Workshop for New Business 
Owners, Durban, 086 111 

VETTA (83882) 
 

Writing & Implementing HR Policies and Procedures, 
Johannesburg, (011) 880-8540 

Stock Control, Durban, 086 111 
VETTA (83882) 

 Supervisory Skills Programme,, Johannesburg, (011) 865-0523 
Free Small Business Seminar, 
Bloemfontein, 0860 763 000 

 
 

Presentation Skills, 
Johannesburg, 086 111 VETTA 

(83882) 
  

Equip Your Sales Team for 
Success, Johannesburg, (011) 

787-6781 

Personal Assistant and Basic 
Project Management, Durban, 

086 111 VETTA (83882) 

Key Administrative & Business 
Skills for Secretaries and PA’s, 

Pretoria, (011) 454-5505 
 Manager as Coach and Mentor, Johannesburg, (011) 880-8540  
  
 

Benchmarking, Johannesburg, 
086 111 VETTA (83882)  

 

Negotiating Skills and Problem 
Solving, Cape Town, 086 111 

VETTA (83882) 

Certificate Course in Office 
Management, Pretoria, 0861 123 

779 (0861 1 BERRY)  
  
 

Training and Presentation Skills, 
Durban, 086 111 VETTA 

(83882) 
Report Writing, Johannesburg, 

(011) 887-8885  
 

Assertiveness and Time 
Management, Durban, 086 111 

VETTA (83882)  
 

Quality Management, Durban, 
086 111 VETTA (83882) 

Free Small Business Seminar, 
Pretoria, 0860 763 000  

   
 

Free Small Business Seminar, 
Randburg, 0860 763 000 

Stress and Anger Management, 
Durban, 086 111 VETTA 

(83882)   
 The Orientation to Management Programme, Durban, (011) 454-5505  
  
 

Unravelling Pivot Tables, 
Johannesburg, (011) 887-8885  

 

Debt Collection - The Legal 
Aspects, Johannesburg, (011) 

454-5505 

A Secretary’s Guide to Meetings 
and Minute Taking, Durban, 

(011) 454-5505  
  

Free Small Business Seminar, 
Kempton Park, 0860 763 000   

 Using Excel for Financial Managers, Cape Town, (011) 454-5505   
 The Accounts Assistant, Cape Town, (011) 454-5505  
  
 

Finance for Non-Financial 
Managers, Durban, (011) 454-

5505 
Professional Purchasing & Procurement Skills and Practices, 

Johannesburg, (011) 454-5505  
  
  
 

Project Management 
Fundamentals, Port Elizabeth, 

(011) 461-6453 

A Practical Approach to Rolling 
Forecasts, Johannesburg, (011) 

454-5505 

Key Skills for Effective 
Managers, Cape Town,, (011) 

454-5505  
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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 
Free Small Business Seminar, 

Soweto, 0860 763 000 
BEE for Human Resource 

Professionals, Durban, (011) 
442-2433  The Professional Receptionist, 

Cape Town, (011) 431-1533 Influential Business Communication, Cape Town, (011) 796-0505 
Equip Your Sales Team for 
Success, Durban, (011) 787-

6781 

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 Free Small Business Seminar, 

Cape Town, 0860 763 000 
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 

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

Getting Everything Done – Time 
Management Made Easy, 

Johannesburg, (011) 454-5505 
 Working with Emotional Intelligence, Cape Town, (021) 685-7726  
 Finance for Non-Financial Managers, Cape Town, (016) 986-3888 

Positive Selling, Johannesburg, 
086 111 VETTA (83882)  

Situational Selling, Durban, (011) 442-4334 Strategic Management, Johannesburg, (011) 582-3200  
 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 

Personal Assistant & Basic 
Project Management, 

Johannesburg, 086 111 VETTA 
(83882)  

Business Turnaround, Midrand, 073 291 0450 Storytelling for Leaders Workshop, Johannesburg, (011) 880-8540  
 Trouble-free Travel Planning for PA’s, Johannesburg, (011) 582-

3300 
Preferential Procurement, 
Durban, (011) 442-2433 

Positive Selling, Durban, 086 
111 VETTA (83882)  

 
 

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

Confident Communication – Presentation Skills Workshop, Port 
Elizabeth, 0861 11 61 21 

 19th Annual Company Secretary Symposium, Johannesburg, (011) 476-8264/0  
The Balanced Scorecard, Johannesburg, (011) 726-3040 Be an Emotional Intelligent Leader, Johannesburg, (011) 865-0523  

 B-BBEE Champions Course, Durban, (011) 442-2433  
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OCTOBER 2009 – WEEK 3 (continued) 
 

Monday (19/10) Tuesday (20/10) Wednesday (21/10) Thursday (22/10) Friday (23/10) 
 De Bono Six Thinking Hats and Lateral Thinking, Johannesburg, 

(011) 865-0523 
Free Small Business Seminar, 

Tembisa, 0860 763 000  
 

Time Management and Personal 
Productivity, Cape Town, 086 

111 VETTA (83882)  
 

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

  
 

Negotiating Skills & Problem 
Solving, Johannesburg, 086 111 

VETTA (83882) 

Skills, Techniques & Strategies 
for Successful Telephone Debt 
Collection, Cape Town, (011) 

454-5505  
 

Project Management, 
Johannesburg, 086 111 VETTA 

(83882)  
  
 

Project Management, Durban, 
086 111 VETTA (83882) 

Time Management & Personal 
Productivity, Johannesburg, 086 

111 VETTA (83882) 

Key Skills for Effective 
Managers, Bloemfontein, (011) 

454-5505  
  
 

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

 

Time Management & Personal 
Productivity, Durban, 086 111 

VETTA (83882) 

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

454-5505  
 

Free Small Business Seminar, 
Khayelitsha, 0860 763 000   

  
Free Small Business Seminar, 
Port Elizabeth, 0860 763 000   

The Orientation to Management, Johannesburg,, (011) 454-5505   
 The Accounts Assistant, Durban,, (011) 454-5505   
   
 

Practical Project Management for Office Professionals, Cape Town,, 
(011) 454-5505   

   
 

Working with Finances, Accounts & Budgets for Non-Financial 
Managers, Cape Town,, (011) 454-5505   

   
 

Practical Project Management – Essential Skills, Tools and 
Techniques, Johannesburg, (011) 454-5505   

   
  

Practical PowerPoint for Office Professionals, Pretoria, (011) 454-
5505  

    
    
  

Advanced Collection Skills and 
Receivables, Management, 

Durban, (011) 454-5505   
  Remuneration Strategy and Policy, Johannesburg, (011) 880-8540  

Self Management NQF5, Durban, 074 442 9948   
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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 
Marketing Legislation Seminar, 
Johannesburg, (011) 880-8540 

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 Supervisor, East London, 086 111 VETTA (83882) 

The PA MBA, Johannesburg, 0861 BIZTECH Free Small Business Seminar, 
Durban, 0860 763 000 Mastering Broad-Based Black Economic Empowerment, Johannesburg, 0861 ASTROT (278 768) 

Employee Absenteeism & 
Grievance Procedures, Cape 

Town, 086 111 VETTA (83882) Managing Your Time, Benoni, 
(011) 442-4334 

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

A Secretary’s Guide to Meetings 
and Minute Taking, Pretoria, 

(011) 454-5505 HWSETA Conference & AGM, Strand, (011) 607-6900  
 

Employee Absenteeism & 
Grievance Procedures, 

Johannesburg, 086 111 VETTA Monitoring and Evaluation, Johannesburg, (011) 678-2443 
 
 

Innovative Coaching and Mentoring Practices for Managers,  
Johannesburg, (021) 979-5172 

Finance and Budgeting – Using Excel, Johannesburg, (011a) 726-
3040 

 Dynamic Writing Skills, Johannesburg, (011) 442-2433  
 Risk Management, Johannesburg, (011) 865-0523 

Free Small Business Seminar, 
Mthatha, 0860 763 000  

  
 

Stock Control, East London, 086 
111 VETTA (83882) 

Managing with Intent, Cape 
Town, (011) 454-5505  

 

Reception and E-mail 
Correspondence, East London, 

086 111 VETTA (83882)  
 

Confident Communication – Presentation Skills Workshop, 
Midrand, 0861 11 61 21  

 
Free Small Business Seminar, 

Umlazi, 0860 763 000  Dealing with Difficult People, 
Durban, (011) 454-5505  Compiling, Issuing and Evaluating Tenders, Johannesburg, (011) 

454-5505  

Getting Everything Done – Time 
Management Made Easy, 
Durban, (011) 454-5505  

Using Excel for Public Sector Financial Management, Johannesburg, (011) 454-5505   
   
 

The Effective Executive Secretary/PA, Johannesburg, (011) 454-
5505   

   
 

Quick, easy to learn, Speed Writing for Secretaries using the 
EasyScript method, Cape Town, (011) 454-5505   
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OCTOBER 2009 – WEEK 4 (continued) 
 

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

Advanced Collection Skills and 
Receivables Management, 

Johannesburg, (011) 454-5505   
  Job/Role Evaluation, Johannesburg, (011) 880-8540  
 Essential Financial Management for Office Professional NQF5, Durban, 074 442 9948  

 
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 Recruitment & Selection, 

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

Telephone Etiquette, Durban, 
(011) 678-2443 

Time Management, 
Johannesburg, (011) 678-2443  Time Management, 

Johannesburg, (011) 678-2443  EQ in Leadership, Johannesburg. (011) 704-0720/4 Introduction to ISO 9001, Cape 
Town, 082 454 5817  Business Writing for Office Professionals, Cape Town, (011) 431-

1533 
Sell – Don’t Tell!, Cape Town, 

(011) 485-2150 
Perfect Presentation Skills, Durban, (011) 704-0720/4 

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

Communication & Presentation Skills, Durban, (011) 678-2443 
Situational Leadership, Benoni, (011) 442-4334 

Difficult Discussions:  The Right Way, the Right Time, the Right Result, Johannesburg, 0861 ASTROT 
(278 768) 

Risk Management, Cape Town, (011) 865-0523 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 Conflict Management, Cape 
Town, (011) 485-2150  Supervisory Management, Johannesburg, (011) 678-2443 

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

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

 

Getting Everything Done – Time 
Management Made Easy, Cape 

Town, (011) 454-5505 

The Psychology of Customer 
Service, Cape Town, (011) 485-

2150 Telephone Excellence, Johannesburg, (011) 704-0720/4 
  
 

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

 

Key Administrative & Business 
Skills for Secretaries and PA’s, 
Johannesburg, (011) 454-5505 Monitoring and Evaluation, Cape Town, (011) 678-2443 

  
 

Conducting Meaningful EE Audits and Development of Effective 
EE Plans, Johannesburg, (011) 726-3040 

Writing Financial Reports, 
Johannesburg, (011) 454-5505  

  
 

Professional Office Management for the forward-thinking Secretary, 
PA or Administrative Professional, Johannesburg, (011) 454-5505  

 

Winning by Delivering ‘World 
Class’ Customer Service, 

Johannesburg, (011) 454-5505  
  

Talent Management Seminar, 
Johannesburg, (011) 880-8540 

Diversity Seminar, Stellenbosch, 
(021) 762-5742  
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NOVEMBER 2009 – WEEK 1 (continued) 
 

Monday (02/11) Tuesday (03/11) Wednesday (04/11) Thursday (05/11) Friday (06/11) 
Fundraising Training for Non-Profit Organisations, Cape Town, 076 112 5384  

 Managing Projects with MS Projects, Johannesburg, (011) 454-5505 
  
 

The Legal Aspects of Management – A Practical Guide to South 
African Commercial and Labour Law Issues, Johannesburg, (011) 

454-5505 
Writing Financial Reports, 

Johannesburg, (011) 454-5505  
   
  

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

   
  

Implementing Practical Confidence and Assertiveness Skills, 
Durban, (011) 454-5505  

    
    
  

Key Skills for Effective 
Managers, Pretoria, (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 

Skills, Techniques & Strategies 
for Successful Debt Collection, 
Johannesburg, (011) 454-5505 Telephone Etiquette, 

Johannesburg, (011) 678-2443  

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 

Communication & Presentation Skills, Cape Town, (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 Professional Switchboard, Reception & Frontline Skills, 

Johannesburg, 0861 BIZTECH Labour Relations & Effective Discipline, Johannesburg, (011) 678-2443 
The Secret to Success, Cape Town, (011) 704-0720/4 People Management for New Managers, Johannesburg, 0861 ASTROT (278 768) 

Managing Customer Service, Cape Town, (011) 442-4334 
  

Emotional Intelligence:  The Key to Personal Excellence and Effective Leadership, Johannesburg, 0861 
ASTROT (278 768) 

Internal Quality Auditing, Johannesburg, 082 454 5817 HIV/AIDS Workplace Management, Johannesburg, (011) 678-2443 
Project Management, Johannesburg, (011) 678-2443 Using Excel for Financial Managers, Johannesburg, (011) 454-5505 

Internal Quality Auditing, Cape Town, (021) 872-7322  
Personal Effectiveness – Emotional Intelligence, Cape Town, (021) 462-7902 

Service Advantage Seminar, 
Cape Town, (021) 762-2844 

Advanced Facilitation:  Facilitating emergence, Cape Town, (021) 462-3902 
 Assertiveness and Confidence at Work, Cape Town, (011) 431-1533 
 

The Professional Office Administrator, Johannesburg, (011) 431-
1533 Using Excel for Financial Managers, Johannesburg, (011) 454-5505 

Crystal Report Development, Johannesburg, 0861 ASTROT (278 768) Scenarios as a Tool for Addressing Complex Social Challenges, 
Johannesburg, ndlanzi@reospartners.com Supervisory Management, Cape Town, (011) 678-2443 

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

   
   

Succeeding as a first time 
Supervisor, Cape Town, (011) 

485-2150  

Key Administrative & Business 
Skills for Secretaries and PA’s, 

Cape Town, (011) 454-5505   
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NOVEMBER 2009 – WEEK 2 (continued) 
 

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

Mastering Excel for the Office Professional, Johannesburg, (011) 
454-5505  

Start and Improve Your Business (SIYB) Training of Trainers seminar (8 – 20 November 2009), Johannesburg, (011) 781-1852/7263 
   
 

Working with Finances, Accounts & Budgets for Non-Financial 
Managers, Durban, (011) 454-5505   

   
 

Master the Art of Negotiation To Win & Close Deals, Johannesburg, 
(011) 454-5505   

  The Effective Executive Secretary/PA, Durban, (011) 454-5505  
   
  

Mastering Excel for the Office Professional, Johannesburg, (011) 
454-5505  

   
   
 

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

979-5172   
 

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 
Secrets of Debt Collection Success, Johannesburg, 0861 BIZTECH 

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

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

The National Credit Act, Johannesburg, 0861 BIZTECH 

The Psychology of Customer 
Service, Johannesburg, (011) 

485-2150  
Professional Report Writing Skills, Durban, (011) 704-0720/4 

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

Presentations that Work, Benoni, (011) 442-4334 Being Assertive!, Cape Town, (021) 685-7726 
  EQ in Leadership, Cape Town, (011) 704-0720/4 

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

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

704-0720/4 
People Management & Leadership, Pretoria, (011) 704-0720/4 Perfect Presentation Skills, Johannesburg, (011) 704-0720/4 

HR Strategic Management Planning, Johannesburg, (011) 865-0523 HIV/AIDS Workplace Management, Cape Town, (011) 678-2443 
Advanced Project Management, Johannesburg, (011) 678-2443 

 The Balanced Scorecard, Johannsburg, (011) 726-3040 
 

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

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

 
Management Change in Project Environments, Johannesburg, (011) 

447-7077   
Effective Business Writing Skills, Johannesburg, (011) 678-2443 Successfully Managing Contracts and Supplier Relationships, 

Johannesburg, (011) 454-5505 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) 
 

A Secretary’s Guide to Meetings 
and Minute Taking, Cape Town, 

(011) 454-5505 Monitoring and Evaluation, Durban, (011) 678-2443 
  
  

Change Management, Bellville, 
(021) 957-6823 

Implementing Practical Confidence and Assertiveness Skills, 
Johannesburg, (011) 454-5505 

Start and Improve Your Business (SIYB) Training of Trainers seminar (8 – 20 November 2009), Johannesburg, (011) 781-1852/7263 
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NOVEMBER 2009 – WEEK 3 (continued) 
 

Monday (16/11) Tuesday (17/11) Wednesday (18/11) Thursday (19/11) Friday (20/11) 
 The Effective Executive Secretary/PA, Pretoria, (011) 454-5505  
  
 

Telephone Etiquette and 
Frontline Reception Skills, 

Bloemfontein, (011) 454-5505 
Professional Office Management for the forward thinking PA or 

Administrative Professional, Durban, (011) 454-5505  
  Using Excel for Financial Managers, Durban, (011) 454-5505  
   
   
  

Advanced Collection Skills and 
Receivables Management, Cape 

Town, (011) 454-5505 

The National Credit Act 
Workshop, Cape Town, (011) 

454-5505  
    
    
  

Winning by Delivering ‘World 
Class’ Customer Service, 

Johannesburg, (011) 454-5505   
   
 

Practical Financial Modeling Techniques Using Excel, 
Johannesburg, (011) 726-3040   

 
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 

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

Time Management, Durban, 
(011) 678-2443 

Customer Service, 
Johannesburg, (011) 678-2443 

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 
 

Sell – Don’t Tell, Johannesburg, 
(011) 485-2150 Mastering the Art of Training, Johannesburg, 0861 ASTROT (278 768) 

Using Excel for Financial Managers, Bloemfontein, (011) 454-5505 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 

Key Skills for Effective 
Managers, Durban, (011) 454-

5505  
 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 
Highly Professional Business Writing Skills for Secretaries and 

PA’s, Johannesburg, (011) 454-5505  
 Strategic Planning, Benoni, (011) 442-4334  

 Mastering Minutes and Meeting Protocol, Johannesburg, 0861 
BIZTECH 

Working with Finances, Accounts & Budgets for Non-Financial 
Managers, Johannesburg, (011) 454-5505  

 Becoming the Best Customer Service Professional, Johannesburg, 
0861 BIZTECH 

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

   
 

Quick, easy to learn Speed Writing for Secretaries and PA’s using 
the EasyScript method, Durban, (011) 454-5505   
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NOVEMBER 2009 – WEEK 4 (continued) 
 

Monday (23/11) Tuesday (24/11) Wednesday (25/11) Thursday (26/11) Friday (27/11) 
   
 

Mastering Excel for the Office Professional, Cape Town, (011) 454-
5505   

    
    
 

Effective People Management 
Skills, Johannesburg, (011) 454-

5505    
    
    
 

Practical Credit Assessment and 
Credit Management, 

Johannesburg, (011) 454-5505    
 

DECEMBER 2009 – WEEK 1 
 

Monday (30/11) Tuesday (01/12) Wednesday (02/12) Thursday (03/12) Friday (04/12) 
English Communication Skills, Johannesburg, (011) 431-1533 Managing Time for Results, 

Pretoria, (011) 704-0720/4 Professional Report Writing Skills, Pretoria, (011) 704-0720/4 
Team Building, Johannesburg, 

(011) 678-2443 
The National Credit Act, 

Johannesburg, (011) 454-5505 
English Communication Skills, Johannesburg, (011) 431-1533 Diversity Management Durban, (011) 678-2443 Writing Effective Reports, 

Johannesburg, (011) 431-1533 Supervisory Skills, Pretoria, (011) 704-0720/4 
Effective Business Writing Skills, Cape Town, (011) 678-2443 

Succeeding as a first time 
Supervisor, Durban, (011) 485-

2150 

Succeeding as a First Time 
Supervisor, Johannesburg, (011) 

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

Time Management for Office 
Professionals, Johannesburg, 

(011) 431-1533  Business Writing:  The Unwritten Rules, Johannesburg, 0861 
BIZTECH 

Customer Service, Durban, 
(011) 678-2443 The Secret to Success, Johannesburg, (011) 704-0720/4 

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

The Total Team Leader, Johannesburg, 0861 BIZTECH 

Business Image & Corporate 
Etiquette, Johannesburg, (011) 

704-0720/4 

Key Skills for Effective 
Managers, Cape Town, (011) 

454-5505  
    
    
  

Business Professionalism and 
Competency, Johannesburg, 

(011) 485-2150   
  Assessor Training, Cape Town, (021) 957-6823 
  The High Performance PA or Administrator:  Essential Skills, Johannesburg, 0861 ASTROT (278 768) 
  Project Management, Cape Town, (011) 678-2443 
  Supervisory Management, Johannesburg, (011) 678-2443 
  Project Management, Johannesburg, (011) 678-2443 
  Project Management for Non-Project Managers, Johannesburg, 0861 ASTROT (278 768) 
  The 3-day MBA, Johannesburg, 0861 ASTROT (278 768) 

Afrinead Symposium 2009, Cape Town, (028) 316-2525 
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DECEMBER 2009 – WEEK 2 
 

Monday (07/12) Tuesday (08/12) Wednesday (09/12) Thursday (10/12) Friday (11/12) 
Professional Development for Secretaries and PA’s, Johannesburg, 

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

Stress Management, 
Johannesburg, (011) 678-2443 

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

Implementing the Law of 
Attraction, Johannesburg, (011) 

678-2443 
Conflict Management & Negotiation Skills, Cape Town, (011) 678-2443 A Practical Introduction to Project Management, Johannesburg, 

(011) 431-1533 Effective Business Writing Skills, Johannesburg, (011) 678-2443 
Strategic Planning & Change Management, Johannesburg, (011) 678-2443 

People Management & Leadership, Cape Town, (011) 704-0720/4 
Managing Time for Results, 

Cape Town, (011) 704-0720/4 
Supervisory Management, Durban, (011) 678-2443 

Key Administrative & Business 
Skills for Secretaries and PA’s, 

Cape Town, (011) 454-5505 
Conflict Management & Negotiation Skills, Johannesburg, (011) 678-2443 

Stress Management, Durban, 
(011) 678-2443  

 Negotiating for Result, Johannesburg, (011) 704-0720/4 Mastering Confidence, Influence and Assertiveness, Johannesburg, 
0861 BIZTECH Project Management, Midrand, (011) 468-1320 

Bridging the Gape:  From Technical Person to Manager, Johannesburg, 0861 ASTROT (278 768) Graphs, Statistics and Numerical Reporting, Johannesburg, 0861 
BIZTECH Business Contracts & SLAs, Johannesburg, 0861 ASTROT (278 768) 

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

Change Management, Bellville, 
(021) 957-6823 

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

  King III, Cape Town, (011) 771-
7000 

Professional Office Management for the forward thinking Secretary, 
PA or Administrative Professional, Cape Town, (011) 454-5505   

   
  

Mastering Excel for the Office Professional, Pretoria, (011) 454-
5505  

    
    
   

Telephone Etiquette and 
Frontline Reception Skills, 

Johannesburg, (011) 454-5505  
 

DECEMBER 2009 – WEEK 3 
 

Monday (14/12) Tuesday (15/12) Wednesday (16/12) Thursday (17/12) Friday (18/12) 
    
    
   

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

 


