
 

�

� ����

� �� �	 �	 
 ��� � � �

�


 � 	 � � ��������

�

�
 

�



 2 

�
�� 	 � �	 � � �

�����

�� � 	
���
����� �������������������������������������������������������������������������������������� �

�� � �� �� � �� � �������� !��"�
 #�
�$�%�&' �� �	����(��	�%������

��$	���' �� ���������������������������������������������������������������������������������������) �

�� � �&�(' �%%�*
(	��((� ���
(��+� #��
���
��������������������������������������������, �

)� -� ���� 	���%����&��� 	$��� %%	�����.-�� /�������������������������������������������0 �

,� 1�#�*	 (��+�#	�#%��	��++�� 	$��(' �%%�*
(	��((��� ���(�������������������������2 �

1� ���+����������*
(	��((���$	���' �� ���+��' ���
� #��	�+��' �%�

�����' ������������������������������������������������������������������������������������������������

3� 4�(' �%%�*
(	��((� ���
(�+��� #����( ���� 
���������������������������������������� �

4� �2���(��( �&(� ���� ��	
��+����$�(�� #���' ��	�����&��(�� � 	������#�

��
��$���� 	' �����������������������������������������������������������������������������������1 �

0� 5	���---�6��#� �
��(�	 ��%%�' ���������������������������������������������������������3 �

�2� � ��	�	�����
�
�$�%�&' �� ��$�� (������������������������������������������������������4�

�

�

�� �� � ��� ��� � � ��� � �
� �������������

	 ��������� ���! � �� �"���#! ����� ���$��%��#���#&'�� �(�)�� *�� ��

� ����� �&����� �������

+�� ���,�-.%�� /&��"����'%�-0.1�

� ��2��3���4�55-6.��5�

7�,2��3���4�55861�1.�

�6! ���2��� ���! � 9�":��; �#���#&':��$:<��

�



 3 

 
DID YOU KNOW? 

New director of ILO EMP/ENTERPRISE:  The Director-General of the ILO has 
appointed Peter Poschen as the new Director of the Job Creation and Enterprise 
Development Department (EMP/ENTERPRISE).  Peter joins the EMP/ENTERPRISE 
team after working as a Senior Technical Adviser in the Policy Integration Department 
heading the Green Jobs programme.  He has a long-standing interest and 25 years of 
professional experience on the link between decent work and sustainable development, 
particularly the social and labour impacts of climate change.  The previous director 
(David Lamotte) will now take on responsibilities in the follow-up of the Global Jobs 
Pact. 

Source:  www.ilo.org 

UN proclaims 2012 International Year of Co-operatives:  On 18 December 2009 the 
United Nations adopted a resolution (A/RES/64/136) proclaiming 2012 International 
Year of Co-operatives.  It recognizes that the co-operative business model is a major 
factor in realizing economic and social development and calls on governments, 
international institutions, co-operatives and other stakeholders to support the 
development and growth of co-operatives worldwide. 

Further Education and Training (FET) Certificate in New Venture Creation (NVC):  
Epilepsy South Africa submitted an application for accreditation as a training provider for 
the FET Certificate in NVC during January 2010.  This is a joint venture between 
Epilepsy SA, Comsec (based in Port Elizabeth) and selected SA SIYB Master Trainers 
(Ricardo Dames, Marina Clarke, Rose Mkhunjulwa and Bonga Mhlongo).  The training 
material is based on the SIYB material and was adapted to suit the requirements of the 
qualification.  An application has also been made to the ILO in Geneva for the 
recognition and approval of this adaptation. 

Julius Mutio is on the move!  With effect from the beginning of 2010 Julius Mutio has 
moved to the Sustaining Competitive and Responsible Enterprises (SCORE) Project.  
This is a training and workplace support programme designed to increase the 
productivity of small to medium sized enterprises while promoting respect for workers’ 
rights.  The project is now being implemented in six countries:  China, India, South 
Africa, Indonesia, Colombia and Ghana. 

Mr Merten Sievers (sievers@ilo.org) will be handling all the SIYB global coordination 
matters and all enquiries should be referred to him. 

We wish Julius well in his new role and welcome Merten as our new global coordinator. 
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INTERNATIONAL COOPERATIVE ALLIANCE (ICA) 
ICA is an independent non-governmental association which unites, represents and serves 
co-operatives worldwide.  Founded in 1895, ICA has 239 member organisations from 89 
countries active in all sectors of the economy.  Together, these co-operatives represent more 
than 800million individuals worldwide. 

ICA Africa is one of the regional offices of the ICA which serves, unites and represents ICA’s 
member organisations in Africa.  It promotes and strengthens autonomous and viable co-
operatives throughout the region by: 

� Serving as a forum for exchange of experience and a source of information on co-
operative development, research and statistics; 

� Providing technical assistance for co-operative development; and 

� Collaborating with United Nations organisations and African regional organisations. 

The activities of ICA Africa include: 

� Capacity and institution building 

� Policy development, advocacy, lobbying, representation and networking 

� Knowledge management 

� Rural finance 

� Agricultural marketing 

� Promotion of women in co-operative development. 

For more information contact ICA Africa at PO Box 67595, Nairobi, 00200, Kenya. 

Source:  www.ica.coop.org 
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8 SMALL BUSINESS TRENDS FOR THE 21ST CENTURY 
By Darrell Zahorsky 

Running a small business requires a focus on the present daily operations.  With time restraints 
looking ahead becomes difficult.  However, in order to succeed you need to know what’s ahead to 
better plan and avert danger.  The 21st century presents plenty of changes that will impact your 
small business in the future.  Here are 8 small business trends for the 21st century: 

The Small Business Revolution 

The face of entrepreneurship is changing from the white middle-aged college educated male to a 
new class consisting of immigrants, women, baby boomers, and the younger digital generation.  
These groups are better prepared for success. 

The boomers have a vast repertoire of skills and experiences while the youth possess a risk-taking 
attitude with very few financial commitments.  According to the Kauffman Foundation, 
Americans aged 55 to 64 start a business at the highest rate of any age group - 28% higher than 
the adult average.  A growing number of employees will value the path to entrepreneurship 
continuing the small business revolution.  Look for greater political clout and financing for small 
business. 
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An Empire of One 

Forget the hiring headaches, managing problems, and added paperwork of running a business 
with employees.  According to the Census Bureau, small business without payroll makes up more 
than 70 percent of America’s 27 million companies, with annual sales of $887 billion. 

An empire of one can operate in a low-cost location such as the home office and be more nimble 
than larger companies.  One-person businesses can take advantage of outsourcing many functions 
while focusing on core strengths.  The empire of one model will be appealing to more and more 
corporate employees leaving behind big companies with limited pensions and job security.  Small 
businesses built around the empire of one model will be able to weather the perfect talent storm 
on the horizon. 

The Perfect Talent Storm 

A fast aging population, a rapid declining pool of younger workers combined with global 
competition creates the perfect storm for a serious labor shortage.  Unlike past labor shortages, 
this is a global phenomenon impacting workers in many areas and businesses of all types.  It will 
continue for much of the future regardless of economic cycles. 

According to the U.S. Bureau of Labor Statistics, the U.S. is heading for a shortage of 3 to 6 
million workers by 2012.  Immigration provides little comfort with other countries facing similar 
talent crunches; retaining citizens will be a top priority.  This storm means small businesses will 
have to compete aggressively for talent and learn how to fully engage the hearts and minds of 
employees. 

The Innovation Age 

The most important asset that will be fully realized in the future is the 3-pound creative universe 
in our heads.  Our true competitive advantage is our ability to create and execute new business 
ideas.  Although we have mastered the fundamentals of business such as sales or marketing, we 
have yet to grasp the concept of innovation.  Smarter companies will leap ahead with the 
understanding that innovation is a process dependent system as opposed to a flash of genius. 

The current perceptions of innovation are it’s all about big ideas and primarily technological.  Big 
ideas have a lower success rate than small innovations.  Innovations can occur in all aspects of 
business from new customer service ideas to improvements in operations.  An idea isn’t an 
innovation until it is applied and turning a profit.  The future belongs to small businesses that can 
turn innovations into profits. 

The Customer Voice 

Marketing has primarily been a one-way communication to the customer.  The rise of Web 2.0 
with blogs, Twitter, wikis, and community websites has created a powerful mechanism for 
customers to shout back. 

The time is limited for companies to hide behind poor service and imperfect products.  Company 
and people searches on search engines such as Google will continue to be a means for buyers to 
discover the truth behind marketing copy.  Consumer opinions good and bad will shape the 
success of business.  Savvy small businesses will monitor what is being said, use the feedback to 
improve and manage their reputation.  Listening to your customer is more than an overused term 
but part of the new reality of business. 
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The Heath Care Crisis 

The only hurdle to speed up the small business revolution is the health care crisis.  The current 
malaise of the heath care system in countries around the world will see no signs of dissipating.  
With more expensive medical advances and aging populations living longer, the price of quality 
health care will continue to be a burden on small business. 

Leaving behind company medical benefits to a start a business is risky.  With new programs such 
as Health Savings Accounts, the ability of workers to leave corporations and be self-employed 
could be improved.  A shift in treating disease through prevention will be needed to reduce costs 
and risks in the current system. 

Knowledge Expiration 

Like a carton of milk, the usefulness of knowledge expires over time.  In any field, new 
discoveries over throw theories to create new ways of thinking.  In the world of business, the 
assumptions and facts of today are tomorrow’s old way of thinking.  As our world accelerates in 
knowledge creation, information will continue to change. 

Nimble small businesses have the opportunity to learn new ideas and immediately apply them to 
their companies.  Successful companies will learn how to unlearn and constantly challenge 
procedures, skill sets, and ways of doing business. 

The Angry Planet 

The global warming crisis is creating havoc in all parts of the world; interrupting supply chains, 
closing operations, devastating lives and businesses.  Insurance firm Swiss Re predicts weather 
disasters will reach $150 billion per year in economic cost in a decade more than double of 
today's costs. 

Without the resources of large corporations and limited government aid, small business will be 
the most vulnerable to the fickle demands of Mother Nature.  According to a recent NFIB 
National Small Business Poll, man-made disasters affect 10% of small businesses, whereas 
natural disasters have impacted more than 30% of all small businesses in America.  Disaster 
planning will be a necessary component of business survival in the 21st century. 

These trends are already set in motion.  Take the steps today to set your business goals and 
direction around foreseeable events emerging. 

Source:  www.about.com 
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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 

 
FEBRUARY 2010 – WEEK 1 

 
Monday (01/02) Tuesday (02/02) Wednesday (03/02) Thursday (04/02) Friday (05/02) 

Diversity Management, Johannesburg, (011) 678-2443 Managing Your Time, Benoni, 
(011) 442-4334 

Corporate Governance (King 
III), Midrand, (011) 865-0523 

Selling Professional Services, 
Cape Town, (011) 461-6453 Diversity Management, Cape Town, (011) 678-2443 

Monitoring & Evaluation, Johannesburg, (011) 678-2443 Quality Customer Service, Pretoria, (011) 704-0720/4 
Personal Assistant, Johannesburg, (011) 678-2443   

Mastering Leadership and Management Skills, Johannesburg, (011) 582-3200 Mastering Minutes and Meeting Protocol, Johannesburg, (011) 582-
3200 Competency-Based Recruitment and Interviewing Skills, Cape 

Town, (021) 979-5172 
Payroll Manager’s Refresher 

Seminar, Cape Town, (031) 268-
3255/3052  

Payroll Manager’s Refresher 
Seminar, Durban, (031) 268-

3255/3052 

Payroll Manager’s Refresher 
Seminar, Cape Town, (031) 268-

3255/3052 Working with Social Styles, Benoni, (011) 442-4334 
Selling Professional Services, 

Pretoria, (011) 461-6453 
 Business Process Management, Johannesburg, (011) 582-3200 
  
 

Professional PAs/Secretaries 
Certificate Course, Pretoria, 

0861 123 779 
Selling Professional Services, 

Sandton, (011) 461-6453  
 

How to get an Appointment with 
Anyone, Port Elizabeth, (011) 

461-6453   
    
 

How to get an Appointment with 
Anyone, Bloemfontein, (011) 

461-6453    
   
 

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

    
 

Effective Use of the Telephone, 
Johannesburg, (011) 485-2150    

    
 

Selling Professional Services, 
Durban, (011) 461-6453    

 
FEBRUARY 2010 – WEEK 2 

 
Monday (08/02) Tuesday (09/02) Wednesday (10/02) Thursday (11/02) Friday (12/02) 

Corporate Governance (King 
III), Cape Town, (011) 865-0523 

Selling Skills, Cape Town, (011) 
787-6781 

Managing Time, Cape Town, 
(021) 685-7726 

Selling Skills, Johannesburg, 
(011) 787-6781 

Ethics, Cape Town, (011) 678-
2443 

Mentoring & Coaching, Durban, (011) 678-2443 Finance for Non-Financial Managers, Johannesburg, (011) 678-2443 
Labour Relations and Effective Discipline, Durban, (011) 678-2443 Mentoring & Coaching, Johannesburg, (011) 678-2443 

Leadership Development for Women, Johannesburg, (011) 678-2443 Perfect Presentation Skills, Johannesburg, (011) 704-0720/4 
  Management and Leadership Development, Durban, (011) 678-2443 
 
 

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

Selling Professional Services, 
Polokwane, (011) 461-6453 

Stress Management, 
Johannesburg, (011) 678-2443 

Perfect Presentation Skills, Durban, (011) 704-0720/4 Professional Switchboard, Reception and Frontline Skills, 
Johannesburg, (011) 582-3300 

Minute Taking for Meetings, 
Durban, (011) 704-0720/4 Essential Labour Law for Managers, Johannesburg, (031) 268-3501 
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FEBRUARY 2010 – WEEK 2 (continued) 
 

Monday (08/02) Tuesday (09/02) Wednesday (10/02) Thursday (11/02) Friday (12/02) 
 Business Communication and Report Writing, Johannesburg, (011) 582-3200 
 Management for New Managers, Johannesburg, (011) 582-3200 
 

The Psychology of Good 
Communication, Johannesburg, 

(011) 485-2150  
 

Business Management and Leadership Excellence, Midrand, (012) 
991-6668/2590  

 
Selling Professional Services, 

Port Elizabeth, (011) 461-6453 Coaching and Mentoring, Midrand, (012) 991-6668/2590 
 Essential Labour Law for Managers, Cape Town, (031) 268-3501 Essential Labour Law for Managers, Durban, (031) 268-3501 
   
   
  

The Success Behind Effective 
Teams, Johannesburg, (011) 

485-2150  

Powerful Conversations for New 
Leaders, Cape Town, 082 923 

0774 
    
  

Selling Professional Services, 
Bloemfontein, (011) 461-6453   

 
FEBRUARY 2010 – WEEK 3 

 
Monday (15/02) Tuesday (16/02) Wednesday (17/02) Thursday (18/02) Friday (19/02) 

Conflict Management & Negotiation Skills, Cape Town, (011) 678-2443  
Effective Sales, Durban, (011) 678-2443 Meeting & Minute Taking Skills, Cape Town, (021) 685-7726 

Diversity Seminar, 
Johannesburg, (021) 762-5742 

 Meeting Point China, Johannesburg, (011) 771-7000 
Business Contracts & SLAs, Johannesburg, 0861 ASTROT (278 768) Emotional Intelligence & Personal Mastery, Cape Town, (011) 678-

2443  Events Management, Johannesburg, (011) 726-3040 
Negotiating for Results, Cape Town, (011) 704-0720/4 Conflict Management & Negotiation Skills, Durban, (011) 678-2443 

Emotionally Intelligent Leadership, Johannesburg, (011) 704-0720/4 Personal Assistant, Cape Town, (011) 678-2443 
Project Management, Pretoria, (011) 678-2443 Anger Management, Centurion, (012) 991-6668/2590 

Jumpstart your Sales Year, Johannesburg, 0861 444888 Project Management, Cape Town, (011) 678-2443 
Supervisory Management, Johannesburg, (011) 678-2443 

 
Managing Generation Y Workers: Best Practices for Managers, 

Cape Town, (021) 979-5172 
   

Television and Radio 
Interviewing Skills, 

Johannesburg, (011) 678-2443  

Personal Mastery:  Identifying 
your passion and purpose, 

Johannesburg, (011) 678-2443   
The Total Team Leader, Johannesburg, (011) 582-3300 People Management & Leadership, Cape Town, (011) 704-0720/4 

  Effective Communication and Interpersonal Skills, Pretoria, (012) 
991-6668/2590 

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

Situational Leadership, Benoni, (011) 442-4334   Speedwriting, Johannesburg, 
(012) 991-6668/2590 Finance for Non-Financial Staff, Johannesburg, (011) 442-4334   

  Corporate Budgeting for Managers, Johannesburg, (011) 582-3200 
   
 

Business Management and Leadership Excellence, Midrand, (012) 
991-6668/2590   

  Business Presentation Skills, Pretoria, (012) 991-6668/2590  
Business Report Writing and Communication Skills, Midrand, (012) 991-6668/2590   
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FEBRUARY 2010 – WEEK 3 (continued) 
 

Monday (15/02) Tuesday (16/02) Wednesday (17/02) Thursday (18/02) Friday (19/02) 
   
 

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

Finance for Non-Financial Managers, Johannesburg, (011) 582-3200 The Secrets of Debt Collection Success, Johannesburg, (011) 582-
3300 Jumpstart your Sales Year, Cape Town, 0861 444888  

    
  

Mental Health Workshop, 
Johannesburg, 083 707 1576   

   
 

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

  Accounts Assistant Skills, Johannesburg, (011) 771-7000 
 

FEBRUARY 2010 – WEEK 4 
 

Monday (22/02) Tuesday (23/02) Wednesday (24/02) Thursday (25/02) Friday (26/02) 
 Enterprise Risk Management Africa 2010, Johannesburg, (011) 476-8264/0 

Conflict Management & Negotiation Skills, Johannesburg, (011) 678-2443 Effective Sales, Johannesburg, (011) 678-2443 
Effective Business Writing Skills, Johannesburg, (011) 678-2443 Effective Sales, Cape Town, (011) 678-2443 

Effective Business Writing Skills, Cape Town, (011) 678-2443 Frontline Customer Service, 
Cape Town, (011) 678-2443 

Conflict Management, Benoni, 
(011) 442-4334 Effective Business Writing Skills, Durban, (011) 678-2443 

Mentoring & Coaching, Cape Town, (011) 678-2443 
Perfect Presentation Skills, Cape Town, (011) 704-0720/4 

Frontline Customer Service, 
Johannesburg, (011) 678-2443 

Emotional Intelligence & Personal Mastery, Johannesburg, (011) 
678-2443 

Monitoring & Evaluation, Cape Town, (011) 678-2443 
Monitoring & Evaluation, Durban, (011) 678-2443 

The Success Behind Effective 
Teams, Durban, (011) 485-2150 

Ethics, Johannesburg, (011) 678-
2443 

Office Management, Johannesburg, (011) 678-2443  
Office Management, Cape Town, (011) 678-2443  

Frontline Customer Service, 
Durban, (011) 678-2443 

Brilliant Business Writing Skills, Pretoria, (011) 704-0720/4 Management and Leadership Development, Johannesburg, (011) 678-2443 
Management and Leadership Development, Cape Town, (011) 678-2443 Performance Management, 

Durban, (011) 485-2150 Project Management, Johannesburg, (011) 678-2443 
 

Leadership – Influencing People 
under your Direction, Durban, 

(011) 485-2150 Supervisory Management Skills, Cape Town, (021) 685-7726 
Etiquette, Professionalism and style, Pretoria, (012) 991-6668/2590  

 

Emotional Intelligence & 
Personal Mastery, Cape Town, 

(011) 678-2443 Business Writing: The Unwritten Rules, Johannesburg, (011) 582-
3300 

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

2150 Supervisory Skills, Johannesburg, (011) 704-0720/4 
 Presentations that Work, Benoni, (011) 442-4334  

Policy Management NQF5, Cape Town, 074 442 9948 
Managers’ Mistakes, 

Johannesburg, (011) 485-2150 
The Complete PA, Johannesburg, (011) 582-3300 

Business Management and Leadership Excellence, Midrand, (012) 
991-6668/2590  

Project Managements, Pretoria, (012) 991-6668/2590 Customer Service Excellence, Midrand, (012) 991-6668/2590 
   
 

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

Jumpstart your Sales Year, Durban, 0861 444888 Finance for Non-Financial Managers, Cape Town, (011) 582-3200 



 21 

FEBRUARY 2010 – WEEK 4 (continued) 
 

Monday (22/02) Tuesday (23/02) Wednesday (24/02) Thursday (25/02) Friday (26/02) 
 Employee Engagement, Johannesburg, (011) 771-7000  
 Strategic Management NQF5, Cape Town, 074 442 9948  
 

Mental Health Workshop, 
Durban, 083 707 1576 People Management for New Managers, Johannesburg, (011) 582-3200 

Office Effectiveness, Johannesburg, (011) 726-3040   
 Finance and Budgeting Using Excel, Johannesburg, (011) 726-3040  
   

A Secretary’s Guide to Meetings 
and Minute Taking, 

Johannesburg, (011) 454-5505  
 

MARCH 2010 – WEEK 1 
 

Monday (01/03) Tuesday (02/03) Wednesday (03/03) Thursday (04/03) Friday (05/03) 
Communication & Presentation Skills, Cape Town, (011) 678-2443 The 3-day MBA, Johannesburg, 0861 ASTROT (278 768) 

Effective Business Writing Skills, Johannesburg, (011) 678-2443 
 

Communication & Presentation Skills, Johannesburg, (011) 678-
2443 Team Building, Cape Town, 

(011) 678-2443 
Minute Taking for Meetings, 

Johannesburg, (011) 704-0720/4 Finance for Non-Financial Managers, Cape Town, (011) 678-2443 
Management 1, Benoni, (011) 442-4334  

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

Town, (011) 678-2443 
 Professional Report Writing Skills, Johannesburg, (011) 704-0720/4 
 

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

 
Work/Life Balance Programme for Managers, Cape Town, (021) 

979-5172 
 

Remuneration Strategy and Salary Structuring, Johannesburg, (011) 
726-3040 EE Workshop, Johannesburg, (011) 726-3040 

    
    
   

Powerful Conversations for New 
Leaders, Johannesburg, 082 923 

0774  
 

MARCH 2010 – WEEK 2 
 

Monday (08/03) Tuesday (09/03) Wednesday (10/03) Thursday (11/03) Friday (12/03) 
Effective Sales, Cape Town, (011) 678-2443 The High Performance PA or Administrator:  Essential Skills, Johannesburg, 0861 ASTROT (278 768) 

The High Performance PA or Administrator:  Essential Skills, Cape Town, 0861 ASTROT (278 768) 
Effective Business Writing Skills, Cape Town, (011) 678-2443 

Personal Mastery:  Identifying 
your passion and purpose, 

Johannesburg, (011) 678-2443 

Leadership – Influencing People 
under your Direction and Care, 

Cape Town, (011) 485-2150 Finance for Non-Financial Managers, Durban, (011) 678-2443 
Human Resources Management, Johannesburg, (011) 678-2443 

Quality Customer Service, Cape Town, (011) 704-0720/4 Strategic Planning & Change Management, Johannesburg, (011) 678-2443 
Strategic Planning & Change Management, Cape Town, (011) 678-2443 
 Essential Office Skills, Cape Town, (021) 685-7726 

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

People Management & Leadership, Pretoria, (011) 704-0720/4 Telephone Excellence, Pretoria, (011) 704-0720/4 
 Performance Management, Cape 

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

Workforce, Johannesburg, (021) 979-5172 
  

Succeeding as a First-time 
Supervisor,  Cape Town, (011) 

485-2150   
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MARCH 2010 – WEEK 2 (continued) 
 

Monday (08/03) Tuesday (09/03) Wednesday (10/03) Thursday (11/03) Friday (12/03) 
 Emotional Intelligence at Work, Benoni, (011) 442-4334   

Business Administration, Midrand, (012) 991-6668/2590 
Events Management, Midrand, (012) 991-6668/2590 Professional Telephone Skills and Etiquette, Johannesburg, (012) 

991-6668/2590   
  Recruitment, Interviewing and Selection of High Performance 

Employees, Johannesburg, (012) 991-6668/2590  

The Success Behind Effective 
Teams, Cape Town, (011) 485-

2150  
   
 

Work/Life Balance Programme for Managers, Johannesburg, (021) 
979-5172   

   Graphs, Statistics and Numerical Reporting for PAs and 
Administrators, Johannesburg, (011) 582-3300    

 
MARCH 2010 – WEEK 3 

 
Monday (15/03) Tuesday (16/03) Wednesday (17/03) Thursday (18/03) Friday (19/03) 

Quality and Customer Service, Cape Town, (011) 678-2443 The High Performance PA or Administrator:  Essential Skills, Johannesburg, 0861 ASTROT (278 768) 
Advanced Project Management, Johannesburg, (011) 678-2443 

Supervisory Management, Johannesburg, (011) 678-2443 
Professional Report Writing Skills, Cape Town, (011) 704-0720/4  

Frontline Customer Service, 
Johannesburg, (011) 678-2443 

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

Human Resources Management, Cape Town, (011) 678-2443 
 Project Management, Cape Town, (011) 678-2443 
 

Fighting Absenteeism (half day), 
Cape Town, (021) 685-7726  

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

Centurion, (012) 991-6668/2590 
Stress Management, 

Johannesburg, (011) 678-2443 
 Professional Report Writing Skills, Durban, (011) 704-0720/4 
 

New Consumer Protection Act, 
Johannesburg, (011) 454-5505 

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

Why Implement a Balanced Scorecard?, Johannesburg, (011) 771-7000 
 Situational Leadership, Benoni, (011) 442-4334   

Strategic Planning, Benoni, (011) 442-4334   
Project Managements, Midrand, (012) 991-6668/2590 Minute Taking and Speed Writing, Johannesburg, (012) 991-

6668/2590 Brain Building, Centurion, (012) 991-6668/2590 
Time Management, Centurion, (012) 991-6668/2590   

 Computer Typing, Midrand, (012) 991-6668/2590  

Stress Management, 
Johannesburg, (012) 991-

6668/2590 
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MARCH 2010 – WEEK 3 
 

Monday (22/03) Tuesday (23/03) Wednesday (24/03) Thursday (25/03) Friday (26/03) 
 Communication & Presentation Skills, Durban, (011) 678-2443 Frontline Customer Service, 

Durban, (011) 678-2443 Situational Selling, Benoni, (011) 442-4334 
 

Frontline Customer Service, 
Cape Town, (011) 678-2443 Emotional Intelligence & Personal Mastery, Durban, (011) 678-

2443 Effective Sales, Johannesburg, (011) 678-2443 
Labour Relations and Effective Discipline, Johannesburg, (011) 678-2443 

Project Management, Durban, (011) 678-2443 
Team Building, Johannesburg, 

(011) 678-2443 
 Quality and Customer Service, Johannesburg, (011) 678-2443 Telephone Etiquette, 

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

Perfect Presentation Skills, Pretoria, (011) 704-0720/4 Project Management for Non-Project Managers, Johannesburg, 
(011) 704-0720/4 Quality Customer Service, Johannesburg, (011) 704-0720/4 

Business Presentation Skills, Midrand, (012) 991-6668/2590 Innovative Coaching and Mentoring Practices for Managers, 
Johannesburg, (021) 979-5172 Stress Management, Johannesburg, (012) 991-6668/2590 

  English, Pretoria, (012) 991-6668/2590 
  

 
 
 
 
 
 
 

HUMAN RIGHTS DAY 

  
On-Boarding Practices for New Managers: The Frist 100 Days, 

Johannesburg, (021) 979-5172 
 

MARCH 2010 – WEEK 4 
 

Monday (29/03) Tuesday (30/03) Wednesday (31/03) Thursday (01/04) Friday (02/04) 
Finance for Non-Financial Managers, Johannesburg, (011) 678-2443 

Project Management, Johannesburg, (011) 678-2443 
Managing Time for Results, 

Johannesburg, (011) 704-0720/4 
 Quality and Customer Service, Durban, (011) 678-2443  

Women in Management, Johannesburg, (011) 678-2443  
Supervisory Skills, Cape Town, (011) 704-0720/4   

Facilitation Skills, Johannesburg, (012) 991-6668/2590  

 
 

GOOD FRIDAY 

 
APRIL 2010 – WEEK 2 

 
Monday (05/04) Tuesday (06/04) Wednesday (07/04) Thursday (08/04) Friday (09/04) 

Professional Report Writing Skills, Pretoria, (011) 704-0720/4 Negotiating for Results, Pretoria, (011) 704-0720/4  
EASTER MONDAY   Emotionally Intelligent Leadership, Cape Town, (011) 704-0720/4 

 



 24 

APRIL 2010 – WEEK 3 
 

Monday (12/04) Tuesday (13/04) Wednesday (14/04) Thursday (15/04) Friday (16/04) 
  Business Writing Skills, Cape Town, (021) 685-7726  

People Management & Leadership, Johannesburg, (011) 704-0720/4 Brilliant Business Writing Skills, Johannesburg, (011) 704-0720/4 
 Mastering Minutes and Meeting Protocol, Johannesburg, (011) 582-

3200 
Managing Time for Results, 

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

  Emotionally Intelligent Leadership, Pretoria, (011) 704-0720/4  
   Telephone Excellence, Cape Town, (011) 704-0720/4 

 
APRIL 2010 – WEEK 4 

 
Monday (19/04) Tuesday (20/04) Wednesday (21/04) Thursday (22/04) Friday (23/04) 

Brilliant Business Writing Skills, Cape Town, (011) 704-0720/4 Effective Use of the Telephone, 
Durban, (011) 485-2150 

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

Minute Taking for Meetings, 
Cape Town, (011) 704-0720/4 Brilliant Business Writing Skills, Durban, (011) 704-0720/4 

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

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

The Psychology of Customer 
Service, Durban, (011) 485-2150 

Manager’s Mistakes, Durban, 
(011) 485-2150 

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

  IT and the Law, Johannesburg, (011) 582-3200 
   
   
 

The Crucial Role of Good Governance for a Sustainable African 
Future, Cape Town, 

http://www.governance.usb.ac.za/events_bbla_conference.htm   
 

APRIL 2010 – WEEK 5 
 

Monday (26/04) Tuesday (27/04) Wednesday (28/04) Thursday (29/04) Friday (30/04) 
 FREEDOM DAY  Quality Customer Service, Pretoria, (011) 704-0720/4 

 


