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DID YOU KNOW? 

Enterprise Investment Programme:  The Minister of Trade and Industry, Dr Rob 
Davies (MP), has approved the revised guidelines pertaining to the Enterprise 
Investment Programme (EIP) and its sub-programmes, the Manufacturing Investment 
Programme (MIP) and Tourism Support Programme (TSP). 
 
The revised guidelines became effective and were implemented as of 5 October 2009.  
This date was selected to allow the Department of Trade and Industry (dti) sufficient 
time to make the necessary adaptations to its online application system.  Hence, all 
applications submitted to and received by the dti before 5 October 2009 should comply 
with the original guidelines published in the Government Gazette, Vol 517, No 3126 
dated 4 July 2008. 
 
However, amendments to the following paragraphs in the revised guidelines was 
implemented with immediate effect: 
� Amendments to paragraphs 3.5 (MIP) and 3.8 (TSP) respectively, which relate to the 

acquisition of assets; and 
� Amendments to Table A1 and A2 (MIP), which relate to the economic benefit criteria. 
 
For more information visit www.dti.gov.za 
 
Launch of DTI’s Investment Call Centre in Soweto:  Trade and Industry Minister, Rob 
Davies launched an Investment Promotion and Facilitation Call Centre in Moroka, 
Soweto on 19 October 2009.  The Cheshire Home based Call Centre is part of the new 
strategy on investment promotion and facilitation that seeks to improve investment 
climate in the country and reduce the costs of doing business.  The 10 seater Call 
Centre will be staffed by people with disabilities. 
 
Speaking at the launch, Minister Davies said that the Call Centre is an Apex 
Government Priority in terms of the Cabinet Plan of Action (POA) of 2007, where all 
investment applications (of R100m and above) are registered and followed up, with 
escalation to The Presidency if insufficient progress is registered within 3 months. 
 
Director of Investment Promotion at the dti, Yunush Hoosen said the Call Centre will be 
a one stop shop service for national and international investors to reduce administrative 
and regulatory barriers, as well as facilitating a smooth entry into the South African 
market by foreign investors.  “It will provide a conducive investment environment and 
improve our investment climate,” he said. 
 
Minister Davies said South Africa has recognised investment as a key element.  “ We 
are trying to reach targets in reaching productive activity, growth in employment, 
decreasing inequalities , tackling poverty and providing decent employment’”. 
 
The department has in the past year updated strategies on exports and foreign 
economic offices and embarked on a training programme to ensure that all export and 
investment promotion activities are undertaken by people who are appropriately trained.  
The Call Centre agents have in this regard, been in training for the past six months on 
the dti programmes and services. 
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It has also adopted an Integrated Project Team approach and last year there was a 
pipeline of R46.5 billion worth of investment enquiries. 
 
Davies added that the success of this three year pilot project may lead to further 
expansion of this concept and adoption by other Government departments and the 
private sector across the country. 
 
Manager of the Cheshire Home, Mandla Mhlanga expressed his contentment that 
disabled people are also given equal opportunities as able ones and that government is 
keeping its promise in integrating them into the society.  ” My wish is to see more 
disabled people given a chance to prove themselves”. 
 
The Call Centre will be operational from 30 November 2009 via Telephone: +2711 341 
1600 or Email: investsa@thedti.gov.za. 
 
For further information, contact Sidwell Medupe (012) 394 1650 / 073 5226801 or e-
mail: MSmedupe@thedti.gov.za. 
 
The Department of Trade and Industry and Wits Business School Partner to 
Promote Entrepreneurship Development in South Africa:  In line with Wits Business 
School and Department of Trade and Industry’s (the dti’s) commitment to ensure that 
small businesses progressively increase their contribution to the South African 
economy, the two institutions have embarked on a collaborative and strategic 
partnership. 
 
Through this partnership, Wits Business School officially launched the Centre for 
Entrepreneurship (CfE) on Thursday, October 1, 2009. 
 
“This type of Public-Private Partnership must be encouraged and supported to ensure 
that we succeed in developing our economy.  We view entrepreneurship as one of the 
important pillars for creating sustainable economic growth and achieving some of our 
developmental goals,” said Deputy Minister Ntuli. 
 
The vision of the CfE is to become the centre of excellence in entrepreneurship 
development in the developing world. In so doing, the Centre aims to contribute to the 
attainment of the University’s vision and also contribute directly to the national goal of 
wealth and job creation. 
 
“The CfE’s vision will be achieved through the development of core competencies in 
entrepreneurial education, support and research, which together create a sustainable 
entrepreneurial eco-system that promotes and nurtures entrepreneurial capacity in 
individuals, communities and organisations across South Africa,” explained Dr Kerrin 
Myres, Director of the Wits Business School Centre for Entrepreneurship. 
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Entrepreneurship acts as a key driver of innovation and growth in any economy. In this 
regard, the Wits Business School’s CfE is driven by long-term goals that support 
entrepreneurial development.  These goals include: 
� Developing skills in new enterprise creation among potential entrepreneurs, with a 

particular focus on unemployed graduates, women and students; 
� Fostering the professional development of practising entrepreneurs to enhance the 

probability of survival, success and growth of new ventures; 
� Helping to meet the entrepreneurs’ need for access to opportunities, resources and 

expertise through a volunteer-based programme of support; 
� Encouraging collaboration between scientific/technical researchers at the University 

and the entrepreneurs emerging from the CfE and Wits Business School business 
programmes; 

� Expanding and promoting the entrepreneurship knowledge base through research 
into new venture creation and sustainability and best practice in entrepreneurial 
capacity-building; and 

� Acting as a catalyst for sharing knowledge about entrepreneurial capacity building. 
 
“The collaborative partnership with the Wits Business School’s CfE and the dti, is 
representative of the School’s integrated approach to entrepreneurship development 
and support,” said Prof. Mthuli Ncube, Executive Director of the School. 
 
He added that “Over the last year, the CfE has been at the forefront of entrepreneurial 
development and training for many professional and student entrepreneurs.  Our 
partnership with the dti is testimony to the fact that we will remain at the ahead of such 
development.  By working together with the dti, the Centre seeks to develop, promote 
and improve the culture of entrepreneurship among the different communities in South 
Africa.” 
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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 

 
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, Cape Town, 

(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 

Marketing Communication, Johannesburg, (011) 865-0523 
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 

The Ultimate 3-in-1 Sales 
Impact Seminar, Cape Town, 

seminars@training-dynamics.com 
Achieving Sales on the 

Telephone, Polokwane, (011) 
461-6453 

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  

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  
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NOVEMBER 2009 – WEEK 1 (continued) 
 

Monday (02/11) Tuesday (03/11) Wednesday (04/11) Thursday (05/11) Friday (06/11) 
  
 

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

 

Achieving Sales on the 
Telephone, Port Elizabeth, (011) 

461-6453  
 

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

 
Assertiveness Skills, Cape 

Town, (011) 678-2443 
  

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

  

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

5505   
  Trainer Development Programme, Cape Town, (011) 796-0505 

Project Planning, Monitoring and Evaluation using Logical Framework Approach and Evidence-based Monitoring and Evaluation, Pretoria, (021) 424-0205 
  Basic Principles of Accounting, Johannesburg, (016) 986-3888  
   
  

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

  
 

Business Etiquette & Personal Branding Workshop, Cape Town, 
(011) 865-0523  

 

Certificate Course in Human 
Resource Management, 

Johannesburg, 0861 123 779  
 

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

   
  

Practical Sustainable Development and Reporting for BBBEE, Cape 
Town, 0861 11 3094  

 BEE Champions, Johannesburg, (011) 442-2433  
 

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 
New Manager’s Programme, Johannesburg, (011) 865-0523 

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 
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NOVEMBER 2009 – WEEK 2 (continued) 
 

Monday (09/11) Tuesday (10/11) Wednesday (11/11) Thursday (12/11) Friday (13/11) 
 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, (011) 880-2462 Supervisory Management, Cape Town, (011) 678-2443 

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

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

3888  Administration Skills, 
Johannesburg, (011) 678-2443 

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 
Innovative Coaching and Mentoring Practices for Managers, 

Randburg, (021) 979-5172 
Time Management, Johannesburg, (016) 986-3888  

  
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  
   
   
 

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

979-5172   
  Finance for Non-Financial Managers, Johannesburg, (011) 726-3040  
   
   
 

Project Management for Non-Project Managers including 
Administrators, Assistants, PA’s and Secretaries, Johannesburg, 

(016) 986-3888   
 Presentation Skills, Johannesburg, (016) 986-3888   
  Time Management, Cape Town, (016) 986-3888  
   
  

Practical Sustainable Development and Reporting for BBBEE, 
Durban, 0861 11 3094  

    
  

Business-wise Seminar, 
Midrand, (011) 865-0523   

    
    
    
  

Swimming Together in a 
Swirling Tide:  Breakfast 
Briefing and Discussion, 

Johannesburg, (011) 771-4249   
  BEE Champions, Bloemfontein, (011) 442-2433  

Leadership Development for Women, Johannesburg, (011) 678-2443   
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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 

Radiant Receptionists, 
Johannesburg, (011) 787-6781 

 
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 
Winning Ways:  Persuade, Influence and Negotiate, Johannesburg, 

(011) 582-3300 
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 

 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  
  
 

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

3888  
  

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  
 

Getting Things Done with 
Microsoft Outlook and Other 

Productivity Tools, 
Johannesburg, (011) 726-3040  

 
Practical Financial Modeling Techniques Using Excel, 

Johannesburg, (011) 726-3040 
Coaching & Mentoring, Cape Town, (011) 796-0505 

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

 New Manager’s Programme, Cape Town, (011) 865-0523   
The Balanced Scorecard Bootcamp, Johannesburg, (011) 771-7000 
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NOVEMBER 2009 – WEEK 3 (continued) 
 

Monday (16/11) Tuesday (17/11) Wednesday (18/11) Thursday (19/11) Friday (20/11) 
Logical Framework Approach – Designing a Project that Works, Durban, (031) 304-9305  

 
BEE for HR Professionals, Cape 

Town, (011) 442-2433  
   
 

Project Management for Non-Project Managers including 
Administrators, Assistants, PA’s and Secretaries, Cape Town, (016) 

986-3888   
  Report Writing Skills, Johannesburg, (016) 986-3888  
   
   
 

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

979-5172   
 Project Management, Johannesburg, (011) 865-0523  
    
    
  

Creating a High Performance 
Culture, Johannesburg, (011) 

880-8540   
 BEE Champions, Cape Town, (011) 442-2433  
    
  

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

  Directors’ Duties, Johannesburg, registrations@iir.co.za  
 

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 
Attracting, Developing and Retaining Generation Y Workers, 

Johannesburg, (021) 979-5172 
Auditing Food Safety Systems, Cape Town, (021) 872-7322 Handling Meetings Effectively, 

Johannesburg, (016) 986-3888 
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  
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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 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   

   
 

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

 Events Management, Johannesburg, (011) 726-3040  
  
 

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

5505 
Business Etiquette & Personal Branding Workshop, Johannesburg, 

(011) 865-0523  
 Office Administrator, Johannesburg, (011) 865-0523  
   
 

Practical Credit Assessment and 
Credit Management, 

Johannesburg, (011) 454-5505 
Preferential Procurement, 

Johannesburg, (011)  726-3040   
 Job and Competency Profiling, Johannesburg, (011) 726-3040   
 Business English, Johannesburg, (016) 986-3888   

Front Desk Excellence, Johannesburg, (011) 865-0523 Project Management Essentials, Cape Town, (011) 726-3040  
    
    
 

The Dawn of a New Era for HR:  
Professional Review, Cape 

Town, (011) 880-8540    
   
 

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

Emotional Intelligence, Johannesburg, (011) 678-2443    
Human Resource Management, Cape Town, (011) 678-2443 

Women in Management, Cape Town, (011) 678-2443   
 

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 
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DECEMBER 2009 – WEEK 1 (continued) 
 

Monday (30/11) Tuesday (01/12) Wednesday (02/12) Thursday (03/12) Friday (04/12) 
 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  
   Telephone Etiquette, Cape 

Town, (011) 678-2443    
 

Business Professionalism and 
Competency, Johannesburg, 

(011) 485-2150   Assertiveness Skills, Durban, 
(011) 678-2443  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 
  Effective Speaking & Presentation Skills, Cape Town, (011) 796-0505 

 
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 

BEE for HR Professionals, 
Johannesburg, (011) 442-2433  

   
  

Mastering Excel for the Office Professional, Pretoria, (011) 454-
5505  
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DECEMBER 2009 – WEEK 2 (continued) 
 

Monday (07/12) Tuesday (08/12) Wednesday (09/12) Thursday (10/12) Friday (11/12) 
   
  

Preferential Procurement, 
Johannesburg, (011) 442-2433  

   

Telephone Etiquette and 
Frontline Reception Skills, 

Johannesburg, (011) 454-5505  
 BEE Champions, Johannesburg, (011) 442-2433  

 
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  

 
JANUARY 2010 – WEEK 5 

 
Monday (25/01) Tuesday (26/01) Wednesday (27/01) Thursday (28/01) Friday (29/01) 

    
  

Business-wise Seminar, Cape 
Town, (011) 865-0523   

 


