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About
IIR Middle East

The Institute for International Research (IIR) has been a global leader in facilitating business knowledge 
and skills through cutting edge training, conferences and industry led exhibitions for more than 35 years. 
Operating in the Middle East since 1993, key expertise allows us to identify trends ahead of the curve by 
responding quickly to market needs to bring global thought leaders and industry experts into the region.

IIR is part of Informa plc (www.informa.com), the leading international provider of specialist information and 
services for the academic and scientific, professional and commercial business communities. Informa has 
more than 150 offices in more than 40 countries, employs over 9,000 staff globally and is the largest publicly 
owned organiser of conferences and courses in the world with an output of over 10,000 events annually.

IIR is renowned for getting to the heart of the matter. The relentless pursuit for excellence is reflected 
through the most competent of event researchers and managers, ensuring the latest schools of thought and 
lively debate. Featuring key industry experts and senior representatives from the worlds biggest and most 
forward thinking organisations, you will hear from seasoned practitioners who have the solutions to the 
challenges facing your business today.
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About
IIR Training

IIR Training is the leading provider of training programmes across the region, boasting the largest and most 
diverse range of training courses with more than 450 public seminars covering management, technical and 
core-skills improvement programmes. 

Our Expertise Covers:

Management Development and Leadership
Business and Strategy
Personal and Professional Development
Banking & Audit
Finance and Accounting
Project Management
ICT and Telecoms 

HR and Training
Supply Chain
Industrial and Healthcare
Health and Safety
Sales and Marketing
Public Relations
Real Estate

Our association with key partners and awarding bodies allows IIR to provide cutting edge information 
with recognised certification through public seminars, customised in-house training, consultancy, distance 
learning, workshops and blended solutions. 
The IIR experience promises a superior solution with renowned industry experts, leaders in their field.
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Certified 
and Specialised Courses
IIR’s certified courses are cutting-edge events which are brought to you in association 
with IIR’s academic partners

Discover the benefits of these certified courses:

•  Gain an in-depth understanding of every issue impacting your organisation and ensure you 
walk away with the confidence and experience to handle any situation

•  Earn a certificate in your chosen topic area that will attest to your proficiency, enhance your 
value to your organisation and further your professional development

•  Discover best practice and critical strategies in your chosen field that will ensure 
organisational compliance and improve your job performance

•  Exchange ideas and discuss practical solutions to common (and not so common) dilemmas 
with colleagues and leading specialists
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Aston University
Founded in 1895 and a University since 1966, Aston is a long established research-led <http://www1.aston.ac.uk/research/>  

University known for its world-class teaching quality and strong links to industry, government and commerce.

The Balanced Scorecard Institute
The Balanced Scorecard Institute, a Strategy Management Group company provides training, certification and consulting services 
to commercial, government, and non-profit organizations in applying best practice in Balanced Scorecard, strategic performance 
management and measurement, and transformation and change management.

Products and services include public and on-site courses, facilitation and consulting services, and information and tools used by 
executives, managers and analysts to transform their organizations into “performance excellence” organizations.

The Institute also provides, through the balancedscorecard.org website, a resource to obtain information, ideas and best practice 
based on lessons learned from extensive experience in building strategic management and performance measurement systems 
using the award-winning Nine Steps to Success® Balanced Scorecard methodology.

(Certification and training related to the Nine Steps to SuccessTM methodology is for internal facilitation and personal use only. 
Any use of the Nine Steps to SuccessTM or other Institute intellectual property beyond internal facilitation use without a formal 
affiliate or associate agreement with the Institute is prohibited.)

Bond University
Australia’s Bond University was established in 1989 and over its 20 year life has provided an educational experience of the highest 
international standards under the tutelage of Australia’s leading academics. Since its inception Bond has adapted to the needs of 
the workplace. By ensuring that education is more than scientific theory and text book case studies, Bond’s practical professional 
development approach means that its graduates are able to make an immediate impact in the workplace.

Bond is the only university to earn a 5 star rating in every category of evaluation in a recent review of Australian Universities.

The Chartered Institute of Logistics and Transport - United Arab Emirates
The Chartered Institute of Logistics and Transport (CILT) is a worldwide organisation with an established international pedigree. 
With over 33,000 members working in over 100 countries, the CILT spans the globe. CILT is the pre-eminent independent 
professional body for individuals associated with logistics, supply chains and all transport throughout their careers. It offers 
significant benefits to all its members, as well as a complete suite of educational courses internationally.

IIR Middle East is an approved partner of CILT-UAE to deliver the International Certificate in Logistics and Transport Level 3. For 

more information on CILT, please visit www.ciltuae.org or www.cilt-international.com

Chartered Management Institute (CMI)
The Chartered Management Institute (CMI) is the only chartered professional body that is dedicated to management and 
leadership. They are committed to raising the performance of business by championing management. IIR Middle East is proud 
to offer a linked series of management training programmes leading to the award of the internationally recognised Executive 
Diploma In Management. CMI shapes and supports the managers of tomorrow by sharing the latest insights and setting 
standards in management development. For further information on CMI, please visit www.cmi.org.uk

ESI International
ESI International is part of the IIR Performance Improvement portfolio and is the recognised leader in innovative project 
management, contract management, business analysis, sourcing management training and business skills training. ESI have 
served Fortune Global 500 companies worldwide and nearly every major agency of the US government. For further information 
on ESI, please visit www.esi-intl.com
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George Washington University (GWU)
The George Washington University School of Business is dedicated to excellence in its teaching and research about management 
within the United States and internationally. The school has a 75-year history of preparing men and women for leadership in 
both the private and public sectors. Known internationally for its dedication to academic excellence, the school draws students 
from all parts of the US and around the world. For further information on George Washington University School of Business, 
please visit their website www.sbpm.gwu.edu

As IIRME’s academic partner, GW reviews a selected range IIRME business and finance certificate courses and programmes. 
Delegates successfully completing these courses receive an IIRME/GW Certificate of Completion. GW is also our academic 
partner for ESI courses.

Institute of Administrative Management (IAM)
Established in 1915, the Institute of Administrative Management (IAM) is the only professional body for both practicing and 
aspiring administrative managers. Students and members are professionals who are responsible for the management of systems, 
human resources, communication, IT, facilities, finance and training and development.

The IAM qualifications will provide you with the expertise, knowledge and practical skills to sustain your competitive advantage. 
For further information on IAM, please visit www.instam.org

ILM 
The Institute of Leadership and Management (ILM) is the UK’s largest awarding body for leadership and management 
qualifications. ILM partners with over 2,000 ILM-approved centres, comprising private training providers, further and higher 
education colleges, and employers delivering in-house management training.

The Institute of Sales & Marketing Management (ISMM) 
The Institute of Sales & Marketing Management (ISMM) is the UK’s only professional body for salespeople. Founded in 1911 to 
promote standards of excellence in sales and sales management and to enhance the status and profile of sales as a profession, 
the ISMM has been the authoritative voice of selling and the custodian of sales standards, ethics and best practice for over 35 
years.

The ISMM is also responsible for establishing benchmarks of professionalism in sales. It is the only membership body recognised 
by the UK Government regulatory body Ofqual as an awarding organisation to offer qualifications in Sales, Marketing and Sales 
Management.

ISMM members are drawn from every sector of industry and commerce. From those just embarking upon a sales career 
through to senior and experienced sales managers and directors, they share a commitment to upholding the standards of 
professionalism and integrity that are all hallmarks of sales success.

International Process And Performance Institute (IPAPI)
The International Process And Performance Institute (IPAPI) is a recognised leader in research and education development. All 
IPAPI programmes are based on extensive field experience and backed by hands-on case study work. IPAPI is a global leader in 
research, analysis and development of advanced techniques in business and process management. From the boardroom to the 
frontlines, IPAPI’s Process Management Framework covers the A to Z of process management and business operation. For further 
information on IPAPI, please visit www.ipapi.org

Project Management Institute (PMI)
IIR Middle East is an approved Registered Education Provider (REP) with the Project Management Institute ((PMI). PMI is 
the world’s leading not-for-profit association for the project management profession. PMI is recognised for the advocacy 
programmes that are conducted with governments, organisations and industries around the world as they recognise and 
embrace project management to achieve business results. For further information on PMI, please visit www.pmi.org

As a REP IIR Middle East are approved by PMI to issue Professional Development Units (PDU) for our training courses. The REP 
programme has been designed to enhance the ongoing professional development of PMI’s members, those credentialed 
through PMI and others in the project management profession.
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Certificate In Enterprise  
Risk Management 
(In association with The George Washington 
University School of Business)

 
Course Overview 
This course will give you a comprehensive understanding of 
Enterprise Risk Management (ERM) and how to embed an appropriate 
risk management process in your organisation. You will examine 
the different kinds of risk, including people and process risks and 
reputation risk, and you will learn how to report on risk and establish 
an appropriate risk awareness training programme.
 
Course Content
•	 Understanding Enterprise Risk Management (ERM)
•	 Practical identification and evaluation of risks
•	 Dealing with the risk
•	 The wider aspects of risk (CSR and ethics, corporate governance)
•	 Recording the risk environment
 
Who Should Attend?
Risk managers and directors, senior internal auditors and audit 
managers, assurance professionals working in compliance and quality 
assurance functions who are being asked to review the risk process, 
and finance managers and insurance professionals who need to 
understand the wider approach to risk management.
 
Benefits Of Attending 
1.  Learn the concepts and practical application of risk management 

with different techniques for identifying risks and implementing 
effective risk mitigation strategies

2.  Understand how you can embed an ERM approach, the benefits 
of an enterprise-wide approach to risk and how to link risk 
management with your business planning process

3.  Evaluate techniques for the assessment of people, process and 
reputation risk as well as how to record the risk process effectively

Certificate In Internal Audit I –  
Essentials Of Internal Audit 
(In association with The George Washington 
University School of Business)

Course Overview 
This course covers everything the newcomer to audit needs to know 
regarding the most effective audit practices.
 
Course Content
•	 The challenges for internal audit
•	 The internal audit role
•	 Audit relationships
•	 The audit report

Who Should Attend?
The course is designed for new entrants to internal auditors, and 
inexperienced auditors. It is also useful for those who might be 
returning to internal audit and need practical guidance on the 
changing role of the audit function, and people from other functions 
who need a better understanding of the modern internal audit role. 
 
Benefits Of Attending 
1. Gain a broad knowledge of the internal audit function, how it has 

changed and what these changes mean to an organisation
2. Understand the different types of audit and know when to use 

them
3. Develop the skills to write a report with impact that persuades 

management to accept your recommendations
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Certificate In Internal Audit II –  
Innovative Audit Reporting 
(In association with The George Washington 
University School of Business)

Course Overview 
Writing effective audit reports must be the most important aspect 
of the internal audit process. It is the main deliverable and the only 
written information audit customers receive 
The course is designed to challenge your thinking about the whole 
approach to writing and reviewing audit reports – it is targeted at both 
new auditors and also more experienced personnel
 
Course Content
•	 More than 150 ways to improve your reports
•	 Ways to enhance the impact of your reports significantly
•	 To make your reports easier to write, easier to review and easier for 

management to implement
•	 Improve the acceptance and implementation of your 

recommendations 
•	 Appreciate the worldwide trends in Internal Audit
•	 To perform a self- analysis of your skills and techniques
•	 Improve your audit manual
•	 How to complete more audits on time
•	 Use CAAT’s effectively

Who Should Attend?
•	 Auditors with more than 6 months experience in internal audit
•	 This course will be particularly useful for delegates that have 

previously attended the Certificate in Internal Audit 1 -Essentials of 
Internal Audit course

•	 Auditors or other assurance professionals who want to significantly 
improve their reports

•	 Personnel in other functions who need a wider understanding on 
the modern internal audit role or improve their reports

 
Benefits Of Attending
1. Develop the key skills of a modern auditor – communication, 

teamwork, negotiation, planning and time management – to 
name but a few

2. Beneficial for those supervising assignments, lead auditors and 
those being asked to lead audit teams  

3. Be introduced to the new ideas in the IA profession and how to 
apply them   

Certificate In Internal Audit III –  
Advanced Audit Techniques 
(In association with The George Washington 
University School of Business)

Course Overview
An advanced and innovative auditing strategy, coupled with effective 
implementation can greatly enhance the departmental value added 
and company-wide support of your auditing function. This course will 
cover the biggest challenges that modern internal audit functions face, 
including auditing your organisation’s reputation and brand.

Course Content
•	 The new internal audit challenges
•	 Corporate Governance
•	 Auditing the risk management process and the audit committee 

process
•	 The wider internal audit brief
•	 Continuous auditing
•	 Environmental auditing 
•	 Auditing business continuity management, outsourced contracts 

and brand and reputation
•	 CSR and VFM audit
•	 Auditing projects and IT audit
 
Who Should Attend? 
This course is designed for senior auditors and audit managers, and 
for those who need a greater understanding of corporate governance. 
It will also be useful for the development of auditors who have 
completed the Certificate In Internal Audit II.  
 
Benefits Of Attending 
1. Discover how to assess internal audit’s contribution as a function
2. Learn how to audit corporate governance, the audit committee 

and conduct other challenging audits
3. Explore the techniques of continuous audit and environmental 

auditing
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Certificate In Internal Audit IV – 
Risk Based Auditing 
(In association with  The George Washington 
University School of Business)

Course Overview
The Institute of Internal Auditors in a professional guidance statement 
stated the following: ‘Internal Audit is being asked to provide 
much greater assurance to Senior Management than ever before. 
The Institute believes that the only way to provide such objective 
assurance is by means of risk based auditing’.

Course Content
•	 The concepts and practical application of risk based auditing
•	 Understand how to identify, mitigate and control risks effectively
•	 Challenge management and sell the benefits of proactive risk 

management
•	 Audit major areas of risk for your business with confidence 
•	 Add value to your organisation by the application of risk-based 

audit services
•	 Gain confidence in your audit plans through understanding the 

role of risk
•	 Plan risk based assignments efficiently and effectively
•	 Understand the role of IA in fraud prevention and detection
•	 Measure success effectively

Who Should Attend?
•	 Heads of Audit, Audit managers and senior auditors
•	 Auditors responsible for developing or implementing a risk based 

approach
•	 Other assurance professionals such as those in compliance and QA 

functions who are wanting to develop their risk based approach
•	 Managers and directors of business functions – to aid their 

knowledge of a risk based audit approach.
•	 This course will be highly beneficial for delegates that have 

previously attended the Certificate in Internal Audit 2 – Internal 
Audit Practitioner or Certificate in IA 3 – Advanced Audit skills

Benefits Of Attending 
1. Significantly enhance the level of assurance and reduces the 

chances of nasty surprises by introducing participative approach 
whereby auditors and managers work together to identify, assess 
and control business risks

2. This course provides all the latest developments, features 
interactive voting and includes many new topics

3. Focus your efforts towards the significant risk in your organisations 
to concentrate your limited resources on the issues which drive 
business goals and aspirations 

Certificate In Internal Audit V – 
Leading The Internal Audit Function 
(In association with  The George Washington 
University School of Business)

Course Overview
This course is unique as it is targeted specifically to the most senior 
assurance professionals – and is based on a series of round table 
discussions on the key aspects of a modern internal audit function – 
and the challenges faced by the ever changing world economy.

Course Content
•	 Information on the worldwide trends in IA and emerging best 

practice
•	 How to make the transition from a good function to a great one 
•	 How to quality assure your function in line with IIA requirements 
•	 The techniques in building a world-class team
•	 How to manage the audit process more efficiently and improve    

strategic audit planning
•	 How to deal with the challenges of consultancy
•	 The techniques of managing investigations

Who Should Attend?
•	 Heads of internal audit
•	 Audit managers and those about to be appointed to that role
•	 Directors responsible for internal audit
•	 Heads of other assurance functions such as compliance or quality 

assurance
•	 This course is specifically for the most senior audit professionals 

Benefits Of Attending
1. A wide range of key topics will be discussed - such as meeting 

the changing needs of stakeholders, developing more proactive 
relationships with the Audit Committee, auditing corporate 
social responsibility and the challenges of making successful 
presentations

2. The event represents a superb opportunity to meet your peers 
from both your sector and others and develop new approaches to 
the difficult challenges facing audit managers and Heads of Audit 
today 

3. The course also includes opportunities to discuss issues of your 
choosing with fellow decision makers in the IA profession 
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Establishing An Internal Audit Function
(In association with The George Washington 
University School of Business)

Course Overview
Many organisations that have previously not had an internal audit 
function are now establishing this activity, due to regulatory or 
business requirements. Others see the need to significantly change the 
traditional internal audit approach.

When building or assessing an audit function, you must deal with both 
strategic and tactical considerations — everything from gaining senior 
management support to developing an audit plan. From a strategic 
standpoint, you will need to understand how the business intends to 
engage and benefit from internal auditing.

This brand new four day course led by Phil Griffiths, one of the world’s 
leading internal audit trainers, provides you a simple and highly 
effective roadmap to ensure success.

Course Content
•	 The Internal Audit Remit
•	 Establishing The Authority Of The Internal Audit (IA) Activity
•	 Gaining Top Management Commitment
•	 Developing A Strategic Plan Or Roadmap
•	 Business Policies And Procedures
•	 Strategic Audit Planning
•	 Resourcing The Function
•	 Developing A Budget
•	 Building Or Enhancing The Internal Audit Team
•	 Developing Or Updating The Audit Manual
•	 Implementing The Internal Audit Process
•	 Audit Programme Development
•	 The Risk Based Audit Approach
•	 Consultancy Assignments
•	 Developing Or Updating The Audit Report Process
•	 Open Forum

Who Should Attend?
•	 Recently appointed Chief Audit Executives (CAE’s) or those about 

to be appointed or wishing to apply for this role
•	 CAE’s appointed to establish an internal audit function
•	 CAE’s appointed to take over an established function
•	 Directors or VP’s of organisations about to establish an internal 

audit function

Benefits Of Attending 
1. Establish a new internal function or invigorate an established 

function
2. Build senior management support for the role and determine its 

authority
3. Sell the benefits to the business

Risk Based Auditing Of Projects And 
Contracts

Course Overview
Research indicates that many project risks are identified and analysed 
in a random, uncoordinated way, resulting in unexpected risks arising, 
and the true impact of risks not being fully appreciated. This course 
examines how a risk based approach to auditing through the project 
life cycle can be introduced to facilitate the delivery of the project on 
time, on budget and fully meeting stakeholder needs.

Course Content
•	 Understanding project risk
•	 The major project risks
•	 The 10 Golden Rules of project risk management
•	 Risk identification and evaluation
•	 The Risk Based Audit (RBA) approach for projects
•	 Risk and Internal Audit
•	 RBA in practice
•	 Audit of building projects
•	 Audit of other projects (including IT projects)

Who Should Attend?
This course is designed for senior auditors (including heads of audit 
and audit managers) with responsibility for undertaking project audit 
assignments. It is also designed for project and programme managers 
and other professionals who need to understand the risks impacting 
complex projects. 

Benefits Of Attending 
1. Understand the concepts and practical application of a risk based 

approach to project review
2. Audit major projects, including joint ventures, with confidence
3. Use a risk based audit approach to identify project risks and to 

ensure that these are managed in such a way that more projects 
are able to meet their agreed objectives
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(In association with Institute for Leadership and 
Management)

Course Overview 
This course focuses on equipping delegates with the professional skills 
they require to do their jobs effectively, contributing to their own, 
their boss’s and their organisation’s success. During the course you will 
work through a series of discussions, demonstrations and case studies 
that will enhance your learning experience and show in detail how to 
optimise your ‘best practice’ PA management skills. 

Course Content 
•	 The role of the Executive Secretary/PA
•	 Leadership and office management
•	 Communicating for results
•	 Interpersonal relations and motivation
•	 Effective presentation skills
•	 Managing work
•	 Problem-solving and decision-making in the modern office
•	 Managing change
•	 Effective selection and recruitment techniques
•	 Managing conflict

Who Should Attend? 
The course is suitable for administrative professionals in all industries 
who lend secretarial support, manage an office environment or work 
as a personal assistant within the organisation.
 
Benefits Of Attending 
1.  Discover practical tools and techniques that will help you manage 

your workload and relationships more successfully and improve 
productivity

2.  Explore strategies to reduce conflict and learn to deal effectively 
with difficult situations and people

3.  Provide a high level of administrative support by enhancing your 
ability to manage change, plan and coordinate workflow, and build 
an effective team

Advanced Presentation And Public 
Speaking Skills

Course Overview
This advanced course has been designed to help delegates develop 
exceptional presentation skills which will help them connect with 
peers at their office, company shareholders or even the media. 
Delegates will explore the nine core skills related to face-to-face 
presentations and six related to media presentations. This highly 
interactive course will give delegates many opportunities to practice 
their new skills and receive personalised feedback from course director 
Simon Bucknall.

Course Content
Your Confidence
•	 Core Skill 1 – Presence
•	 Core Skill 2 – Power of stories
•	 Core Skill 3 – Empower through feedback
•	 Core Skill 4 – Sensory impact; voice, pace, eye contact
Your Presentation
•	 Core Skill 5 – Audience analysis
•	 Core Skill 6 – Clarity
•	 Core Skill 7 – Visual aids
Your Impact
•	 Core Skill 8 – Persuade with power
•	 Core Skill 9 – Inspire your audience
Meet The Press
•	 The journalist’s mindset
•	 Core Skill 1 – Preparation
•	 Core Skill 2 – First impressions
•	 Core Skill 3 – Take control
•	 Core Skill 4 – Mechanics
•	 Core Skill 5 – Interview formats
•	 Core Skill 6 – Internet media

Who Should Attend?
This course is aimed at senior and middle managers who have 
to provide presentations for such occasions as board meetings, 
and for those who represent their organisation externally through 
media interviews, press conferences and business events. It will also 
benefit corporate relations and PR staff who are responsible for the 
communication of important messages through presentations and the 
media.

Benefits Of Attending 
1.  Raise your profile within your organisation by confidently 

delivering winning presentations and powerfully connecting with 
your audience by mastering the core presentation skills 

2.  Take control of your image during interviews by understanding 
what all journalists want by using the core media relations skills

3.  Take home the inspiring Panic To Power CD giving you 60+ 
minutes of quality speaking tips as Simon teams up with three 
former World Champions of Public Speaking
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t Analysing And Documenting Policies And 
Procedures 

Course Overview 
From the CEO to front-line staff, everyone in an organisation needs to 
know how to execute the organisation’s key processes. Policies and 
procedures all need some form of documentation and communication 
to ensure that they are implemented uniformly, and so that there is 
no ambiguity. Not to mention that as businesses change, so do their 
policies and procedures and it’s important to keep the documentation 
up-to-date if it’s going to be of any use. 

This course will provide delegates with tools that will help improve 
cost efficiency and produce documents that are seamless in approach. 
Delegates will also understand the important relationships between 
processes, procedures, policies, people and jobs. 

Course Content
•	 An introduction to procedures and processes
•	 The changing role of procedures
•	 Processes, procedures and workflow
•	 The changing world of procedures – new formats and their use
•	 The risk environment 
•	 Developing and writing procedures
•	 Reverse engineering procedures
•	 Business impact analysis
•	 Procedure context analysis
•	 Process and procedure measurement
•	 Policy, governance and procedures
•	 Achieving procedure compliance
•	 The structure of policies and procedures 
•	 Developing a policies and procedures system
•	 Procedure management

Who Should Attend? 
This course is designed for people with responsibility for developing 
and documenting policies and procedures including Business Process 
Team Members, Quality Managers, Business Planning Managers, 
Process and Procedure Analysts/Managers, Technical Writers/
Managers, Production Managers, Training Managers, Operation 
Managers, Personnel Officers, Procurement Managers, Administrative 
Managers, Job Analysts, Business Analysts, Strategic Planners and IT 
Documentation Specialists.
 
Benefits Of Attending 
1.  Minimise the risk of error through developing accurate 

documentation by carefully analysing your procedures
2.  Ensure staff have access to consistent messages which are 

communicated in your organisation’s policies and procedures by 
documenting and updating them appropriately

Balanced Scorecard Professional (BSP) 
Certification Boot Camp
(In association with Balanced Scorecard Institute)

Course Overview 
The Institute’s Nine Steps to SuccessTM a framework is the basis of 
the course, where the emphasis is on shared participant experiences, 
lessons learned, and best practice. Small-group exercises are used 
for each step in the framework to reinforce the lectures, and YOU are 
encouraged to bring your organization’s strategic planning material 
to share with the class and receive instructor feedback offline as time 
permits. 

Course Content
•	 Building the balanced scorecard
•	 Getting your scorecard on track
•	 Evaluation to assessment
•	 Advanced strategic foundations development
•	 Advanced objective and strategy map development
•	 Advanced performance management – measure what matters
•	 Measurement definition, implementation and visualization
•	 Strategic initiative prioritization and management
•	 Advanced scorecard alignment and cascading
•	 Managing and sustaining a balanced scorecard

Who Should Attend? 
This course is recommended for executives, managers, planners and 
analysts who are part of a Balanced Scorecard development team, 
and are seeking the best practical ideas for improving organizational 
performance.

Benefits Of Attending 
1. Understand the key concepts of the Balanced Scorecard, and 

why it is gaining so much attention in corporate, non profit, and 
governmental organizations 

2. Learn a systematic, nine-step methodology for building and 
implementing the Balanced Scorecard, based on the performance 
management theory developed at Harvard University and the 
Institute’s international Balanced Scorecard consulting experience 

3. Receive a Performance Scorecard ToolkitTM with worksheets for 
each step of the methodology, and a CD with course and reference 
material 
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tBudgeting And Forecasting For Business 
Managers 

Course Overview 
The course brings forth an exciting opportunity of demystifying 
the process of budgeting and forecasting, starting from its 
conceptualisation to its implementation and management. Delegates 
will acquire ‘application ready’ knowledge on the various functional 
dimensions and gain insight into how decisions affect the ‘bottom-line’.
 
Course Content
•	 Initiating the budgeting process
•	 Deep diving into capital budgeting
•	 Deep diving into operational budgets
•	 Integrating budgeting with control and management systems
 
Who Should Attend? 
The course will be useful for:
•	 Non finance executives at various functional divisions responsible 

for developing and presenting budgets
•	 Finance executives responsible for collating divisional budget 

information and consolidating them into a budget
•	 Internal compliance executives responsible for ensuring 

observance to budgets
 
Benefits Of Attending
1.  Make effective business decisions that affect the bottom-line 

by strategically implementing best practices in budgeting and 
forecasting activities

2.  Improve planning, budgeting, and forecasting for investments with 
the most opportunity. Use the right tools to analyse data so that 
you produce specific and targeted analysis

Business Ethics: A Leadership Paradigm 
Change

Course Overview
With current economical pressure, companies face a variety of 
changes and challenges that will have a profound impact on 
organisational dynamics and performance. In many ways, these 
changes will decide who will survive and prosper into the next decade 
and who will not.

While these challenges must all be met by organisations and 
managers are concerned about survival and competitiveness in the 
future, this course will focus on the challenge of ethical behaviour.

Course Content
•	 Overview of business ethics
•	 General issues in business ethics
•	 International business ethics
•	 Business ethics in the field 
•	 Business ethics for effective leadership
•	 Corporate ethical codes
•	 Fraud and abuse
•	 Ethical dilemmas 
•	 Workplace ethics and business stakeholders

Who Should Attend?
This course is designed for people from various disciplines including 
Finance, Accounting, Marketing, Sales, HR, IT, Product Development 
and Logistics. The attendants will learn practical skills that can be easily 
applied to their day-to-day work thus, minimising the risks of unethical 
behaviours across the organisation.

Benefits Of Attending
1. Learn about the general ethical issues in business
2. Develop an understanding of your organisation’s ethical codes 

and business conduct
3. Learn how to handle ethical dilemmas
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t Business Writing For Administrative 
Professionals

Course Overview 
This course will help administrative professionals develop their writing 
skills and learn how to write more effectively. They will discover how 
to structure effective emails and letters, and there will be a session on 
writing tasks such as writing agendas and minutes for meetings.

Course Content
•	 The ABC of good business writing
•	 Barriers to good writing
•	 Writing for your reader
•	 Writing in plain English
•	 How to structure your sentences
•	 Paragraphs
•	 Punctuation
•	 The clarity index
•	 Style and tone
•	 Using the correct tense
•	 Producing business letters
•	 Email etiquette
•	 Producing agendas and minutes of meetings

Who Should Attend? 
This course is designed for administrative professionals (executive 
assistants, personal assistants, administrators, etc.) who would like 
to refine their writing skills and acquire a portfolio of techniques to 
enhance their professional written communications in a variety of 
formats and business situations. 

Benefits Of Attending
1.  Improve your writing confidence by using current business 

standards for English usage and clarity
2. Write effective correspondence that get the results you want
3.  Ensure your written communication gets your message across 

clearly

Certificate In Administrative Management
(In association with Institute of Administration 
Management)

Course Overview 
This is a practical course designed to increase delegates’ understanding 
of the professional administrator in organisations. They will examine 
the different structures that organisations adopt and how these 
affect the system’s procedures, culture and the people who work in 
organisations.

Course Content
•	 Inside Organisations

o Understanding your organisation
o Managing the organisation
o A systems view of the organisation

•	 Working With People
o Work, jobs and people
o Dealing with change
o Working in teams

•	 Administrative Practice
o Managing information resources
o Technology in administration
o Improving administrative practice

Who Should Attend? 
This course is suitable for anyone who is preparing for a career in 
business administration.

Benefits Of Attending
1.  Develop and apply new and enhanced skills in self management 

and time management, information retrieval and evaluation, 
written communication and the use of standard office IT systems 
and software

2.  Reflect and review your own administrative practices and 
contribute to improving the performance of systems and resources 
within your organisation, whilst understanding the requirements of 
your role in supporting management

3.  Maximise your own personal development and equip yourself 
for promotion by applying for admission to the IAM Diploma in 
Administrative Management course and gaining membership of 
the Institute of Administrative Management
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tCertificate In Advanced Business 
Communications
(In association with The George Washington 
University School of Business)

Course Overview 
The skills used by these professionals can be used in every business 
situation you can think of. Use the advanced communication skills that 
specialists employ and increase your chances of success in all of your 
business interactions.

At the Advanced Business Communication Masterclass, led by hostage 
negotiator and former detective Richard Mullender, you will develop 
your skill set and the ability to shift from ‘unconscious competence’ to 
‘conscious excellence’ whenever you need a result.

Course Content
•	 Breaking down the myths of communication
•	 Conversation encouragers
•	 Communication/conversation rules
•	 Social rules
•	 Learning the core skills used by great communicators
•	 Listening – the first part of great communication
•	 The power of language and effective questioning – the second 

part of great communication
•	 Preparation and planning
•	 Communications Clinic
•	 Your challenges diagnosed and treated

Who Should Attend? 
This advanced skill development masterclass is designed for people 
who want to dramatically improve their workplace communication, 
taking it to a level they didn’t know existed. It will benefit everyone 
involved in negotiations, interviewing, managing staff and selling. The 
core communication skills that you will learn can be applied in any 
situation.

Benefits Of Attending
1. Increase your interpersonal effectiveness in every business 

situation by using advanced communication skills that build trust 
and rapport

2. Deepen your understanding of your customers’ needs and achieve 
improved business results by discovering powerful listening and 
language skills which uncover people’s underlying values and 
beliefs

3. Get the results you want every time you negotiate, interview, 
manage staff or sell, through deep understanding of the other 
party’s needs

Certificate In Advanced Business Process 
Analysis, Mapping And Modelling  
(In association with The George Washington 
University School of Business)

Course Overview 
New types of processes and process issues are emerging constantly, 
creating a daunting task for most process projects. Whether the 
projects are for basic improvements or for a complete enterprise 
transformation, understanding process analysis and mapping is the 
start of the process path. This course is the second of two courses and 
covers advanced techniques.

Course Content
•	 Current directions in Business Process Mapping (BPM)
•	 Enterprise models and processes
•	 Aligning processes and the business
•	 Analytic flows
•	 Workflows
•	 Process to BPMN to workflow
•	 E-flows and their technology
•	 Integrating flows
•	 Process analysis and improvement strategies
•	 Process Cycle Efficiency (PCE)
•	 Value stream analysis
•	 Process management and the process centre of excellence

Who Should Attend? 
This course is especially designed for Business Process Teams, Business 
Planners, and Process and Business Analysts. People involved in 
improving quality and business processes will benefit from this course. 
Delegates should have some basic working knowledge of process 
mapping.

Benefits Of Attending 
1.  Realise significant and sustainable process and performance 

improvements by integrating business processes and logic, and by 
driving your BPM initiatives to reflect higher business value

2.  Outpace your competitors by accelerating the pace of your 
productivity improvements

3.  Stay at the cutting edge by exploring emerging technologies to 
implement process flows
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t Certificate In Advanced Data Analysis  
(In association with The George Washington 
University School of Business)

Course Overview 
Most organisations are trying to make more out of the data they 
collect to improve their business results and increase revenue. 
However, having quality data alone is not going to satisfy the need for 
outstanding decision making. Without analysing the data, the decision 
making is not going to go anywhere. The emergence of a variety of 
analytical techniques and methods has significantly enhanced decision 
making. This course covers some of the newer analytical techniques 
available.

Course Content
•	 Advanced types of data analysis
•	 Traditional data analysis techniques
•	 Correlation and regression analysis
•	 Sensitivity and linear programming
•	 Box techniques
•	 Neural nets – better than statistics?
•	 Decision trees
•	 Influence diagrams
•	 Decision structures
•	 Core semantic analysis
•	 Cyber metrics – a quantitative view of semantics
•	 Predictive text analysis

Who Should Attend? 
This course is designed for professionals who need to make strategic 
decisions based on the use of data, such as business analysts, data 
analysts, sales analysts, performance analysts, strategic planning 
analysts, corporate business planners and operational analysts. 
Auditors that are involved in operational analysis, engineers involved 
in project planning and analysis, and managers that use quantitative 
decision making techniques will also benefit from the course. 

Benefits Of Attending 
1.  Learn advanced analytical techniques and methods designed to 

focus on remediation of problems and decisions, and apply the 
information to solve key management issues

2.  Discover insights into the issues involving risk, sensitivity, influence 
in decision making and identifying patterns of performance

3.  Acquire capabilities and skills to analyse various aspects of business 
performance and apply the appropriate actions to reach solutions

Certificate In Essential Business Process 
Analysis, Mapping And Modelling  
(In association with The George Washington 
University School of Business)

Course Overview 
This course explains the most current techniques used in process 
analysis and modelling. It covers the different flows for processes such 
as document, work, e-commerce and analytic flows.

Course Content
•	 Business Process Mapping (BPM) 
•	 Process requirements
•	 Business Process Modelling and Notation (BPMN)
•	 Process mapping method
•	 Process measurement
•	 Process weaving
•	 Process and organisations – who does the work?
•	 Process and documents – the document flow concept
•	 Process and locations – where is the work done?
•	 Process and technology – work infrastructure
•	 Migration and transformation
•	 Choosing a process tool
•	 Process management and governance
 
Who Should Attend? 
This course is designed for all professionals involved in business 
process analysis, mapping and modelling within their organisation.

Benefits Of Attending 
1.  Quickly identify process gaps, redundancy and unnecessary steps 

in organisational processes
2. Measure the efficiency and effectiveness of business processes
3.  Identify and analyse internal and external cross-functional process 

interfaces 
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tCertificate In Essential Data Analysis 
(In association with The George Washington 
University School of Business)

Course Overview 
This course will help delegates put the ideas and concepts of data 
analysis and presentation into effective use in their enterprises. 
Concepts of corporate measures such as critical success factors, 
key performance indicators, pulse points and function/process 
performance will be covered. The methods needed to make these 
ideas definitive will be discussed in detail. Concepts such as measures 
development, statistical interpretations, strategic data analysis, 
business intelligence and scenarios will be discussed as relevant to 
the type and extent of information required for decision making. 
Techniques such as decision mapping will be introduced as the 
context for decision-making and measures.

Course Content
•	 Data analysis in the enterprise
•	 An overview of business statistics
•	 Acquisition and organisation of data methods of data presentation
•	 Strategic enterprise direction and data analysis
•	 Strategic data analysis for business and competitive structure
•	 Enterprise performance management – measuring business 

activities
•	 Data mining – looking for the few gems in the pile
•	 Enterprise financial analysis
•	 Decision making under uncertainty – techniques
•	 Marketing data analysis – competitors, consumers and the 

economy
•	 Operational data

Who Should Attend? 
This course is designed for professionals who need to report on 
business performance, quality, marketing trends, comparative business 
performance within and between businesses, production and process 
measurement. It will also be useful for those who are scorecarding the 
business and who need to use financial and quantitative methods. 

Benefits Of Attending 
1.  Successfully link efficient data analysis to improved business 

performance
2.  Acquire the data needed to assist in making informed judgements 

and decisions
3.  Assess strategic competitive intelligence and enhance competitive 

advantage

Certificate In First Line Management
(In association with Chartered Management 
Institute)

Course Overview
This Certificate In First Line Management gives junior managers the 
communication and motivational skills to help improve operational 
efficiency.
It includes 3 highly informative and practical modules:
•	 Personal Development as a First Line Manager
•	 Recruitment and Selection
•	 Developing Individuals and Teams

Course Content
•	 Identify the key functions of a team leader
•	 Discover the impact of high Emotional Intelligence (EI) on the 

supervisor/manager and learn how to use EI to increase your 
supervisory effectiveness

•	 Analyse your personal style and how your style affects others
•	 Apply techniques that improve communication
•	 Describe and apply motivational theories and techniques
•	 Improve productivity and effectiveness for yourself and others
•	 Identify and review current staffing levels vs. organizational needs 

to ensure optimum staffing levels
•	 Learn the various components of a job description and person 

specification to ensure you recruit the right type of person
•	 Learn the recruitment process and identify the legal and 

organisational requirements to ensure compliance
•	 Understand the Interviewing process and practice it
•	 Learn how to make the correct selection decision

Who Should Attend?
This Certificate is designed for supervisors and first line managers, to 
support the development of their skills in maintaining and developing 
the effectiveness and efficiency of the operations for which they are 
responsible for, by motivating and developing the people who work 
in the team or department; fostering effective communications and 
developing a sense of team/corporate.

Benefits Of Attending
1. Develop effective working relationships to achieve objectives 

and be able to safeguard the welfare of the team in the working 
environment

2. Understand the current competencies of individuals and teams 
and know how to develop them

3. Understand the purpose and process of a recruitment and 
selection process
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t Certificate In Leadership Development 
(In association with Institute for Leadership and 
Management)

•	 Course 1 – Self Leadership
•	 Course 2 – Function Leadership
•	 Course 3 – Team Leadership
•	 Course 4 – Organisational Leadership

Programme Overview
This programme provides delegates with a comprehensive 
understanding of concepts and frameworks of leadership, as well as 
the tools and skills required to successfully lead others. Throughout 
the programme we make use of modeling historic and present day 
leadership figures as well as case studies, video excerpts, roleplays, 
brainstorming, workshops, demonstrations and simulations.

The programme is delivered in 4 courses, each of which has duration 
of 5 days.

Programme Content
•	 Course 1 – Self Leadership
•	 Course 2 – Function Leadership
•	 Course 3 – Team Leadership
•	 Course 4 – Organisational Leadership

Who Should Attend?
The target audiences for this programme are those who currently lead 
others or are expected to do so in the foreseeable future. Experienced 
managers will find this a great opportunity to expand on their current 
style of leadership and explore solutions to challenging situations, 
while upcoming managers or those with recent advancement to a 
management position will go through comprehensive training on 
skills and knowledge required to lead others effectively.

Benefits Of Attending
1. Automatically gain six months of free studying membership with 

ILM which brings a terrific range of benefits
2. Gain a comprehensive understanding of concepts and 

frameworks of leadership, as well as the tools and skills required to 
successfully lead others

Certificate In Leadership Development 

Course 1 – Self Leadership

Course Overview
This course forms the foundation of the programme – with a focus on 
the development of self leadership qualities. Participants are evaluated 
for attitude and personal drive and trained on essential skills and 
personal habits of great leaders.

Course Content
•	 Exploring leadership styles and concepts
•	 Analyse your natural leadership style
•	 Emotional Intelligence
•	 Effective communication
•	 Developing human relations
•	 Learn how to help others develop themselves
•	 Time and priority management
•	 Drawing on the renowned GTD (Getting Things Done) techniques 

this course will change your perception of time and productivity. 
•	 Presenting effectively

Who Should Attend?
If you currently lead others or are expected to do so in the foreseeable 
future this course is for you. Experienced managers will find this a great 
opportunity to expand on their current style of leadership and explore 
solutions to challenging situations, while upcoming managers or those 
with recent advancement to a management position will go through 
comprehensive training on skills and knowledge required to lead 
others effectively.
 
Benefits Of Attending
•	 Review your career, strengths and future areas of development
•	 Formulate a Personal Development Plan to include long-term 

goals, ambitions and career aspirations
•	 Understand the Situational Leadership Model 
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tCertificate In Leadership Development
Course 2 – Function Leadership

Course Overview
May be taken in any order after completing Module One, according to 
each participant’s needs and responsibilities. They focus on developing 
functional and team leadership skills including thinking skills, planning, 
people development and quality management. The first three modules 
form a comprehensive development program for section heads and 
department managers.

Course Content
•	 Developing customer focus
•	 Identify the end user for each project
•	 Learn to clarify what your customer expectations are
•	 Discuss the universal success formula
•	 Analytical thinking and system thinking
•	 System thinking, conceptual and analytical thinking
•	 Innovation, creativity and problem solving
•	 Strategic planning

Who Should Attend?
If you currently lead others or are expected to do so in the foreseeable 
future this course is for you. Experienced managers will find this a great 
opportunity to expand on their current style of leadership and explore 
solutions to challenging situations, while upcoming managers or those 
with recent advancement to a management position will go through 
comprehensive training on skills and knowledge required to lead 
others effectively.

Benefits Of Attending
•	 Review your job purpose, KPIs and the projects you are currently 

working on
•	 Explore creative thinking techniques, practice thinking outside the 

box and develop solutions for current challenges
•	 Learn how you can gain support for innovative solutions within 

your organisation
 

Certificate In Leadership Development
Course 3 – Team Leadership

Course Overview
May be taken in any order after completing Module One, according to 
each participant’s needs and responsibilities. They focus on developing 
functional and team leadership skills including thinking skills, planning, 
people development and quality management. The first three modules 
form a comprehensive development program for section heads and 
department managers.

Course Content
•	 Motivating others – teamwork and team development
•	 Developing performance
•	 Discuss the 3 components of performance: character, behavior and 

results
•	 Set performance standards more accurately, identify performance 

gaps and use the right tools to close these gaps
•	 Delegating and managing conflict
•	 Practice and formulate methods of mediating within your teams as 

conflicts arise
•	 Performance appraisal

Who Should Attend?
If you currently lead others or are expected to do so in the foreseeable 
future this course is for you. Experienced managers will find this a great 
opportunity to expand on their current style of leadership and explore 
solutions to challenging situations, while upcoming managers or those 
with recent advancement to a management position will go through 
comprehensive training on skills and knowledge required to lead 
others effectively.
 
Benefits Of Attending
•	 Explore the three major motivation theories and immediately 

practice putting them into use in your verbal and written 
communication

•	 Gain insight on what motivates the people you work with and how 
great leaders use this insight to create intrinsic rewards for good 
performance

•	 Enhance your ability to delegate work and responsibility to team 
members, creating  motivating challenges in the process to 
increase job satisfaction
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t Certificate In Leadership Development
Course 4 – Organisational Leadership

Course Overview
This is the most advanced of the four modules and is aimed towards 
senior level managers. The focus is on strategy, organisational 
development and strategic decision-making.

Course Content
•	 Vision and strategy
•	 Review your organisation’s standing within your industry
•	 Use the right methods to formulate a vision 
•	 Articulate a vision for your department that aligns with the 

organisation’s vision
•	 The Balanced Scorecard
•	 Introduction to the BSC concept of management will expand 

your view of financial, operational, marketing and development 
leadership

•	 The art of decision making
•	 Learn to evaluate situations and formulating options before 

making the best decisions
•	 Explore how great leaders support their decisions and learn to 

make trade offs for the sake of priorities
•	 Facilitating change

Who Should Attend?
If you currently lead others or are expected to do so in the foreseeable 
future this course is for you. Experienced managers will find this a great 
opportunity to expand on their current style of leadership and explore 
solutions to challenging situations, while upcoming managers or those 
with recent advancement to a management position will go through 
comprehensive training on skills and knowledge required to lead 
others effectively.

Benefits Of Attending 
•	 Explore the possibilities of growth and the areas of development 

required for your organisation to compete
•	 Explore the methods of deploying strategy within your 

organisation
•	 Practice and demonstrate communicating your decisions to 

different audiences including customers, team members, senior 
managers and shareholders

Certificate In Leadership Effectiveness
For Managers
(In association with the George Washington 
University School of Business)

Course Overview 
The course will focus on supervision and management skills – from 
self-management to recruitment, performance management, effective 
communication, the basics of project management and finance, 
building effective teams, strategic customer service and conflict 
resolution. It is a course dedicated to building a solid foundation for 
your development and equipping you with tools and techniques to 
supervise and manage your team effectively and thus contributing to 
your organisation’s goals.

Course Content
•	 Knowing yourself
•	 Managerial leadership
•	 Recruitment, selection and retention
•	 Effective communication –Is it just “common sense”?
•	 Performance management
•	 Building effective high performance teams
•	 Introduction to project management
•	 Introduction to financial management 
•	 Managing in a customer-centric organisation
•	 Problem-solving and decision-making
•	 Change management
•	 Conflict resolution
•	 Action planning

Who Should Attend? 
Line Managers, Supervisors, Team Leaders, Project Leaders, Shift 
Leaders, Trainee Managers, Assistant Managers and any executives 
without formal management training will benefit from this course.

Benefits Of Attending 
For The Manager
1. Recognise, harness, direct and develop your skills to successfully 

take on team leader/first line manager roles and to establish the 
groundwork for you to take on future middle management roles

2. Learn about yourself, how you interact with and manage 
others, and gain a broad perspective of the imperatives of your 
organisation

3. Discover how to step up to the next challenge in a positive, 
proactive way

For The Organisation
1. Mould emerging talent into excellent key managers for the future
2. Build your managers’ management and leadership skills and 

expertise to take them to the pinnacle of their careers
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tCertificate In Management And 
Leadership I
(In association with Chartered Management 
Institute)

Course Overview
This Certificate Management And Leadership I is designed to develop 
personal management capabilities, make effective use of information 
in decision-making and the development of the skills in managing 
people
It includes 2 highly informative and practical modules:
•	 Managing and Building Interviews
•	 Management Report Writing

Course Content
•	 Plan and structure a formal interview and get the information you 

need to select the right candidate
•	 Use a number of questioning techniques to uncover information
•	 Create a favourable image of your company by promoting the 

position with the right applicants
•	 Create a procedure and practice for selection interviewing which 

will ensure you are likely to choose the most appropriate person 
•	 Maintain and enhance your organisation’s reputation by using best 

practice methods
•	 Determine the purpose, goal , and audience matrix for the reports
•	 Identify the sources of data and information for the report
•	 Evaluate the validity of data and information content and context 

to match the report goals
•	 Create charts and graphs appropriate to the central point of the 

report
•	 Understand the various report type formats to match the report 

objectives
•	 Choose the correct analysis method for the required data and 

information
•	 Distinguish the appropriate rhetorical organisation style for the 

body of the report
•	 Assemble comprehensive, concise, and useful glossaries for reports
•	 Write compelling recommendations and impact statements

Who Should Attend?
This Certificate Management And Leadership I is designed for junior 
managers, helps to grow professional management skills. It will be 
beneficial to all team leaders or junior managers involved in the 
interviewing process and requested to produce business management 
reports. 

Benefits Of Attending
1. Understand the contexts of an interview and the skills of interview 

techniques
2. Understand the purpose and the construction of management 

reporting
3. Understand the collection and analysis of data and information 

required for a written management report

Certificate In Management And 
Leadership II
(In association withy Chartered Management 
Institute)

Course Overview
This Certificate Management And Leadership II is designed to improve 
personal management capabilities through effective decision-making 
and strategic leadership.
It includes 2 highly informative and practical modules:
•	 Information Based Decision Making 
•	 Leadership Practice

Course Content
•	 Identify and select sources of data and information
•	 Analyse and present information to support decision making
•	 Communicate the results of information analysis and decisions
•	 List, describe, compare and contrast the role and functions of a 

leader and a manager
•	 Outline the development of thinking about leadership and human 

motivation, 
•	 Use the Tanenbaum Schmidt continuum to illustrate the spectrum 

of management and leadership behaviours and explore current 
personal leadership style and how it may be developed to improve 
motivations and deliver superior results

•	 Describe a range of leadership and management styles and 
explain how situations may influence style and outcomes

•	 Outline the process of developing and deploying organisational 
vision, values and ethics.

Who Should Attend?
This Certificate Management And Leadership II is designed for middle 
managers and those aspiring to senior management who want 
to develop key skills such as managing resources and information 
management.

Benefits Of Attending
1. Identify and select sources of data and information, analyse and 

present information to support decision making
2. Communicate the results of information analysis and decisions
3. Understand and apply leadership principles and styles that support 

organisational values
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t Certificate In Management And 
Leadership III
(In association with Chartered Management 
Institute)

Course Overview
This Certificate Management And Leadership III gives you a broader 
knowledge of management skills while focusing on the specific areas 
appropriate to you and your workplace
It includes 2 highly informative and practical modules:
•	 Managing Change Process
•	 Management Systems and Structures

Course Content
•	 To identify what makes change difficult in your organisation, how 

to reduce resistance to change from your people and how to make 
change stick!

•	 Be able to identify how different people respond to change and 
use a personalised strategy for maximising buy in.

•	 To construct an effective action plan to implement change in your 
organisation.

•	 Look at different management structures and ensure that you have 
the most effective structure for your organisation

•	 Evaluate support and operational structures to maximise value 
growth in your business

•	 Choose between centralised and decentralised management 
systems and understand the benefits, limitations and features of 
each 

•	 Understand how your management systems and structures will 
effect empowerment, engagement and motivation of your people 
and generate a robust action plan to maximise value from your 
team

Who Should Attend?
•	 Physicians, surgeons, senior nurses and allied healthcare 

professionals who are about to take on general management 
responsibilities for the first time

•	 Managers who are about to move out of a specialist role and into a 
broader general management role or who have been identified as 
having potential for general management

•	 High-potential managers and clinicians whose healthcare 
organisations or line managers have identified them as future 
leaders

Benefits Of Attending
1. Understand the forces for change in an organisation and the 

impact of the change process
2. Understand the meaning, nature and design of organisational 

structure
3. Understand advantages and disadvantages of centralisation and 

decentralisation

Certificate In Measuring And  
Monitoring Customer Service  
(In association with The George Washington 
University School of Business)

Course Overview
This course features discussions, case studies and exercises to improve 
delegates’ understanding of customer experience, measuring and 
monitoring customer expectations, designing effective questionnaires 
and other tools to help them stay ahead of their competition.

Course Content
•	 Understanding of the customer experience
•	 Establishing a management culture
•	 Using customer surveys to monitor customer expectations
•	 Selecting the most appropriate medium to maximise response rate
•	 Measuring and monitoring customer expectations 
•	 Analysing, interpreting and reporting the results of customer 

surveys
•	 Developing insights into the drivers of customer satisfaction
•	 Who needs to monitor performance indicators and why?
•	 Selecting key performance measures
•	 Measuring and monitoring the potential impact of employees on 

the satisfaction of customers
•	 Measuring and monitoring the effect of improvements to key 

business processes

Who Should Attend?
This course is a must attend for all professionals involved in customer 
service, marketing, sales, quality and client relations.

Benefits Of Attending 
1.  Improve understanding of the customer experience and use 

customer service to monitor customer expectations
2.  Design an effective questionnaire and analyse and interpret the 

results of a survey
3. Use other approaches to understand the customer experience
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tCertificate In Operations Management 
(In association with The George Washington 
University School of Business)

Course Overview 
This course focuses on the strategic and tactical skills required to 
establish an operations strategy to manage operations effectively. 
Delegates will learn to use modern approaches to improve operations 
and translate organisational goals into operational performance 
objectives. 

Course Content
•	 Operations management
•	 Strategic role of operations management
•	 Layout and flow
•	 Job design and work organisation
•	 Nature of planning and control
•	 Capacity planning and control
•	 Inventory planning and control
•	 Supply chain planning and control
•	 Lean operations
•	 Just In Time (JIT)
•	 Quality planning and control
•	 Operations improvement
•	 Strategic quality management

Who Should Attend?
This course is specifically developed for managers, assistant managers, 
superintendents, supervisors, team leaders, coordinators, officers and 
specialists responsible for: operations, procurement, purchasing, supply 
chain, logistics, production, manufacturing, warehousing, inventory, 
quality, R&D, project, business improvement, process improvement, 
plant, utilities, applications, performance.

Benefits Of Attending
1.  Translate organisation goals into operational performance 

objectives of quality, speed, dependability, flexibility and cost by 
establishing a solid operational strategy

2.  Efficiently utilise resources by employing effective planning and 
controlling activities

3.  Strategically improve operations by applying more modern 
approaches like Lean, Just In Time and Six Sigma

Certificate In Performance Development
(In association with The George Washington 
University School of Business)

Course Overview
The course covers in a practice-based approach all the tools and 
techniques managers need to improve their team’s performance. More 
than half the course duration is dedicated to practice, role-play and 
simulation of performance development meetings. 

Delegates will learn to develop the performance of their people and 
increase motivation levels, by understanding and mastering coaching, 
feedback, counseling and many other performance development 
tools. 

While a lot of time and practice is devoted to the annual performance 
review, the course also lays groundwork for performance improvement 
and development throughout the rest of the year, not just annual 
evaluation.

Course Content
•	 Understanding performance
•	 Measuring performance
•	 Developing peoples’ mindsets
•	 The performance development cycle
•	 Setting goals
•	 Coaching for improved performance
•	 Conducting a performance appraisal meeting
•	 Preparing your Massive Action Plan (MAP)

Who Should Attend?
Managers, supervisors, team leaders and potential management staff 
will gain the skill and understanding required to develop their peoples’ 
performance. HR managers and training professionals will gain insights 
on cutting-edge people development tools and how to encourage 
their use in their organisations.

Benefits Of Attending
1. Motivate your team and develop their performance by 

understanding personalities, needs and individual decision-making 
strategies

2. Achieve better job clarity and results through SMART goal setting 
and Management by Objectives

3. Use advanced coaching tools and creative rewards to influence 
and improve the behavior and output of your team
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t Certificate In Quality Management  
And Business Performance  
(In association with The George Washington 
University School of Business)

Course Overview
This course will deepen delegates’ understanding of how they can 
help transform their organisation to deliver business excellence. The 
effective implementation of the tools and techniques that they will 
learn can help secure greater market share and increased profits, as 
well as reduce costs. 

Course Content
•	 Business Excellence: a framework for business management?
•	 A fast-track method of implementing Business Excellence
•	 Understanding and communicating why your business exists
•	 Determining an approach to fulfilling your business purpose
•	 Identifying what needs to be done to deliver your strategy
•	 Tools and techniques for process improvement
•	 Organising key business processes to effect management control
•	 Managing the people dimension of your business
•	 Converting vision into reality with a 5-year business plan making
•	 The history and development of the Balanced Scorecard
•	 Measuring and monitoring
•	 Making the Balanced Scorecard a ‘living’ document
•	 Linking the Balanced Scorecard to the Business Excellence model
•	 Linking the Balanced Scorecard to performance management 

systems
•	 Using the EFQM to conduct self-assessment

Who Should Attend?
This course is designed for business leaders and executives who wish 
to implement quality tools and models in their organisations.

Benefits Of Attending 
1. Understand the business case for Business Excellence and its 

potential to have an impact on a business
2. Determine the best approach to fulfilling a business’ purpose
3. Build a Balanced Scorecard for your organisation which is linked to 

the Business Excellence Model and to performance management 
systems

Certificate In Strategic Business 
Intelligence Implementation
(In association with The George Washington 
University School of Business)

Course Overview 
Because strategy forms the link between management disciples, 
business intelligence activities must be undertaken in the context 
of the entire business. Companies must leverage the best technical 
practices including the web, data warehousing and information 
integrations. Business intelligence is a discipline that can provide an 
enterprise platform for a strong response to a variety of pressures. This 
course will help delegates develop an approach to implementing a 
working business intelligence system. 

Course Content
•	 Introduction – key concepts of Business Intelligence (BI)
•	 Identifying business needs
•	 Enterprise Performance Management versus BI
•	 BI methodology
•	 Requirements for BI 
•	 Requirements for BI systems
•	 Staging data – loading and using the Operational Data Store (ODS)
•	 The delivery of data – the Enterprise Data Warehouse (EDW)
•	 Finding things in the BI environment
•	 Integrating data from outside the organisation
•	 Presenting data to the user
•	 Interpreting data

Who Should Attend? 
This course is intended for those responsible for business and 
information analysis, business performance and business intelligence, 
business intelligence programming, business systems, marketing, 
business development, business planning, financial management, 
marketing intelligence, business information, management 
information, project management, MIS analysis and management, 
knowledge strategy and information architecture.

Benefits Of Attending 
1. Gain valuable insights into key operating information to identify 

business problems and opportunities, and use data for multiple 
purposes including presenting your organisation’s performance to 
stakeholders

2. Know the internal and external requirements for Business 
Intelligence and construct a Business Intelligence System

3. Improve business operations and increase the value of your 
enterprise by evaluating different methods and tools for analysing 
and reporting on the business, and understand data more quickly 
to allow for better and faster decision making
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tCertificate In Strategic Business Planning 
(In association with The George Washington 
University School of Business)

Course Overview
This course explains how the strategic management process can be 
used to analyse environments, industries and organisations, and how 
to use that analysis to make sound strategic choices. Delegates will 
look at how to build a cohesive strategy across an entire organisation 
to ensure that all areas are aligned and moving in the same direction. 
When the analysis has been done and the choices have been made 
we move on to the implementation of the strategy. This course looks 
at tools and techniques that can be used to help achieve strategic 
change and considers the role of leadership in the change process. 

Course Content
•	 The strategic management process
•	 Strategy implementation
•	 Strategic analysis – environmental, industry and competitor 

analysis
•	 Analysing resources and capabilities
•	 Sustaining competitive advantage
•	 Competitive strategies
•	 Growth strategies
•	 Partnerships and alliances
•	 Mapping the strategy
•	 Top-down strategy formulation
•	 Using a map to communicate the strategy
•	 Linking the pieces of the strategy
•	 Strategy and the customer value proposition
•	 Managing strategic change
•	 Change and the organisation
•	 Resistance to change
•	 Implementing change

Who Should Attend?
The course is ideal for people who have to propose new business ideas 
to people in their own company – at any level. It is also designed for 
anyone who is responsible for preparing and presenting business plans 
and proposals to bankers, financiers and prospective investors.
 
Benefits Of Attending 
1. Better evaluate business strategies
2. Formulate business strategy in the face of increased globalisation
3. Maximise marketing and sales strategies and align financial 

planning with business strategy

Certificate In Supervisory Management
(In association with The George Washington 
University School of Business)

Course Overview
This course focuses on all aspects of management, from methods and 
processes to the softer skills of staff relations. It provides the foundation 
and the framework for continued learning and development and is 
also the perfect model for those who want to refresh their knowledge 
and manage more effectively.

Course Content
•	 Understand the difference between strategic, tactical and 

operational levels of management
•	 Understand management and leadership
•	 Ensure that your organisation and time management is as effective 

as possible
•	 Deal with people more effectively
•	 Handle common problems
•	 Be more self confident and effective

Who Should Attend?
This course is designed for supervisors and prospective managers 
who want to further their skills with new methods and tools and 
become an even more vital link in the management chain. It gives all 
new supervisors and managers the necessary tools and techniques 
to get started in management. During this challenging, motivating, 
stimulating and enjoyable four-day course you will be given the 
knowledge, skills and confidence needed to be able to hit the ground 
running as a new supervisor or manager.

Benefits Of Attending
1. Increase your management effectiveness with your team by 

understanding a range of different managerial styles and knowing 
how and when to use them for maximum success

2. Build the effectiveness of your team by establishing a systematic 
process for planning work, agreeing expectations and monitoring 
performance

3. Build a high performance team and extend your influence by 
improving your interpersonal relationships and building a culture 
of trust, openness and collaboration



36

bu
si

ne
ss

 &
 m

an
ag

em
en

t Certificate In Team Leading  
(In association with Chartered Management 
Institute)

Course Overview
This Certificate In Team Leading focuses on the practical application 
of management and leadership theory and principles at the 
operational level within the organisation.
It includes 3 highly informative and practical modules:
•	  Team Development
•	  Team Communications
•	  Controlling Resources

Course Content
•	 Identify and plan learning needs to create a high performance 

team
•	 Plan and implement induction for a new team member to 

maximise their performance from the outset
•	 Train a team member to carry out a task
•	 Describe the teambuilding process (Tuckman’s Model)
•	 Understand the role of communication in leading a team
•	 Demonstrate effective listening skills
•	 How to organise and lead team briefings
•	 Identify team strengths and opportunities for improvement
•	 Identify, quantify and request resources appropriate needed by 

a team to achieve work objectives
•	 Apply and manage the resource used to achieve work 

objectives in a cost-effective way
•	 Anticipate, identify and prevent (or reduce) resource wastage

Who Should Attend?
This certificate is ideal for team leaders and managers who have
been trusted with responsibility to manage corporate resources.
It would also be relevant for senior staff who are preparing for
higher levels of responsibility.

Benefits Of Attending
1. Identify, request and manage resources needed by a team to 

achieve objectives
2. Understand the role of communication and team briefings
3. Plan and implement induction for your new team member & 

Identify and plan the training needs of your team members

Certified Business Analyst Professional - 
CBAP

Course Overview
This unique e-training course is designed to improve your chances 
of passing the Certified Business Analysis Professional™ (CBAP®) 
certification exam on the first try. The demand for professionals with 
the CBAP® certification is growing within industries across the globe 
as organisations struggle to create disciplined approaches for eliciting 
and managing requirements. To earn the CBAP® credential offered 
by the International Institute of Business Analysis (IIBA®), you must 
demonstrate the required business analysis experience and pass a 
3.5-hour, 150-question exam, covering all knowledge areas of IIBA’s A 
Guide to the Business Analysis Body of Knowledge® (BABOK® Guide).

Course Content
•	 Recognise the types of questions on the CBAP® exam 
•	 Describe IIBA’s perspective on how business analysis is conducted 
•	 Recognise which terms, concepts, tasks, techniques and best 

practices require attention when studying the knowledge areas 
outlined in the BABOK® Guide 

•	 Practice taking exam questions, giving you confidence in your 
understanding of the concepts and approach used in the CBAP® 
exam 

•	 Evaluate many more “best” answers, rather than just “right” answers 
•	 Determine what approach to use when you do not know the 

answer to an exam question 
•	 Design the study approach best suited for your preparation 
•	 Discuss major themes and issues for each topic area 
•	 Use online memorisation drills to reinforce key concepts 

Who Should Attend?
This course is perfect for business analyst wanting to join the business 
analysis elite with a world-class accreditation 

Benefits Of Attending
1. Find out exactly what you need to know and how to prepare 

yourself to fulfill the requirements for each BABOK® Guide 
knowledge area, including the business analysis techniques 
identified in each area. 

2. Get a chance to explore the rationale behind each answer 
with your instructor, a certified CBAP®. In addition, after you’ve 
completed the lessons, you’ll have the opportunity to take “real-life” 
practice exams to put your skills to the test.

3. As part of the course, you will be able to download ESI’s BA 
Techniques Handbook, which is a stand-alone guide that describes 
in detail each of the business analysis techniques covered by the 
BABOK® Guide. 
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tCertified Customer Service Manager 
(In association with Institute for Leadership and 
Management)

Course Overview 
This course will address the process of designing and implementing 
a customer service system as a major competitive tool. Each day will 
concentrate on the provision of customer service from the individual, 
the company and a global perspective. It deals with determining the 
service expectations of different customer groups and developing a 
service strategy around their needs. It will address the importance of 
client relationships, how to write standards and how to develop top 
quality customer service teams.

Course Content
•	 What is customer service excellence?
•	 Customer power
•	 Lifetime value and the churn factor
•	 Client relationships and the loyalty accounting matrix
•	 Measuring client satisfaction
•	 Developing client loyalty plans
•	 The three major sources of value to your clients
•	 Developing service strategies
•	 Creating a culture of customer service excellence
•	 The lens of perception
•	 The ‘trust cycle’
•	 Finding positive solutions to customer complaints

Who Should Attend? 
This course is specifically designed for all employees who have an 
active involvement in the provision of customer service excellence.

Benefits Of Attending 
1. Identify your customers, what they expect and the sources of 

customer power, and use this information to develop and target 
your customer service strategy effectively

2. Create quality service standards to benchmark your provision of 
products and services, and use customer feedback to improve your 
service

3. Develop positive solutions to customer complaints and transform 
your most challenging customers into champions by recognising 
their personality types, what they value and their needs

Certified Management Skills For Middle 
Managers  
(In association with Institute for Leadership and 
Management)

Course Overview 
This course is a new, interactive and exciting learning experience 
designed to help develop a well-balanced approach to business. 
Delegates will be able to improve their operational performance 
immediately. The course maintains a balance between the important 
areas of business strategy, people development, financial frameworks 
and operational needs.

Course Content
•	 Business strategy to activity management
•	 Business accounting
•	 Planning and organising
•	 Influencing and communicating
•	 Problem solving and decision making
•	 Team building and leadership development skills
•	 Developing a leadership charter
•	 Coaching, counselling and evaluating people
•	 Action planning and personal development

Who Should Attend? 
This course is for executives, middle managers, managers and team 
leaders who want to improve their own management performance 
and help create a successful high performance operation. It will 
greatly aid the progress of managers who need to understand the 
bigger picture and gain additional skills in leadership, strategy, finance, 
marketing and people management.

Benefits Of Attending
1. Think strategically. Be results focussed and accept the 

responsibilities that come with management and leadership roles
2. Use financial statements and parameters to evaluate business 

strength
3. Focus on key strategic control areas in business and finance



38

bu
si

ne
ss

 &
 m

an
ag

em
en

t Certified Process Director  
(In association with IPAPI)

Course Overview 
CPD is the most advanced process excellence training course available 
and is based on thought leadership brought forward in the IPAPI 
Customer Expectation Management (CEM) Method. It is the highest 
level set of knowledge for this revolutionary approach to business 
process and performance excellence. It addresses the CEM approach 
to organizational excellence so that delegates develop the skills and 
actionable plans to implement and operate the Centre of Excellence; 
fostering Process Culture as a way of life in the organization and 
management of its growth; developing Process Management as a 
cohesive, integrated program; and developing Strategic Planning that 
yields an effective enterprise strategic roadmap.

Course Content
•	 Centre of excellence
•	 Process culture
•	 Program management
•	 Strategic planning
•	 Synthesis: developing your excellence

Who Should Attend? 
This course will benefit anyone who has overall responsibility for 
process and/or performance in general ways (or specific).

Benefits Of Attending
1. Implement and operate the Centre of Excellence with a 

comprehensive framework of process leadership
2. Maximise success while minimizing the need for change 

management and negative change impacts by creating a Process 
Culture

3. Implement Program Management of goals, monitoring, value 
protection, and cross-pollination

Certified Process Manager  
(In association with IPAPI)

Course Overview 
CPM is the most advanced process and performance training course 
available and is based on thought leadership brought forward in the 
IPAPI Customer Expectation Management (CEM) Method. It is the 
foundational set of knowledge and skills of this revolutionary approach 
to business process and performance. Delegates will be exposed 
to the CEM practice of process management including: Enterprise 
Architecture, Process Strategy as applied to the Enterprise Model, 
and Process Management practices to protect gains and promote 
continuous improvement.

Course Content
•	 Enterprise architecture
•	 Process strategy
•	 Process management

Who Should Attend? 
This course will benefit anyone who has overall responsibility for 
process and/or performance in general ways (or specific).

Benefits Of Attending
1. Develop a powerful, comprehensive approach to managing your 

enterprise through the four levels of customer-centric process 
architecture. Strategically increase customer satisfaction and value 
by applying strategy to customer touch points

2. Translate business goals into an actionable program with a 
uniformity of purpose, common goals and organizational 
transparency using process architecture effectively

3. Ensure process gains are protected by using SCO KPIs as vital 
“health measures” 
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tCertified Process Professional 
(In association with IPAPI)

Course Overview 
CPP is the most advanced process and performance training course 
available and is based on thought leadership brought forward in the 
IPAPI Customer Expectation Management (CEM) Method. It is the 
foundational set of knowledge and skills of this revolutionary approach 
to business process and performance. Delegates will be able to see 
process through a new lens which will lead them to new insights into 
opportunities which were previously invisible, opportunities which 
realize significant and measurable performance gains in process 
efficiency, quality and innovation.

Course Content
•	 Optimisation
•	 Alignment
•	 Innovation

Who Should Attend?
This course is for anyone who has responsibility for process and/
or performance. People looking for professional skills in process 
optimisation, alignment and innovation will benefit from this course.

Benefits Of Attending
1. Increase efficiency and decrease costs by effectively analysing and 

optimising processes
2. Monitor and measure real success and customer satisfaction by 

linking KPIs to SCOs
3. Create innovative processes resulting in market differentiation and 

leadership in alignment with your organizational strategy

Corporate Responsibility And 
Sustainability Management

Course Overview
This course will bring clarity to and focus on how best to build a 
corporate programme that adds value to the bottom line as well 
as enjoys wide stakeholder acceptance. You will explore global and 
regional best practice and key international standards. The course will 
provide a wide perspective into the internal and external business 
drivers, and how best to articulate the business case within your 
organisation. You will gain a solid understanding as to how best to 
build a corporate level programme that leads to results and ensures 
credibility. You will learn how best to leverage the maximum value out 
of your commitment via integrated communication and engagement 
strategies.

Course Content
•	 Concept, drivers and strategy – what is it? Why should we bother? 

What should we do?
•	 Programme design and implementation – how to design a robust 

and value-adding corporate programme
•	 Reporting and communication – how to leverage your 

commitment through effective reporting and communication

Who Should Attend?
•	 CSR managers
•	 Sustainability managers
•	 Environmental managers
•	 Internal and external communications executives
•	 Marketing, PR and branding professionals
•	 HR managers
•	 Governance and risk management executives
•	 Corporate philanthropists and foundation managers

Benefits Of Attending
1. Build a corporate responsibility and sustainability programme 

that adds value to your bottom line and enjoys wide stakeholder 
acceptance

2. Enhance your reputation and cut costs by embedding the 
principles of corporate responsibility and sustainability in your 
organisation

3. Leverage your commitment through sustainability reporting using 
international standards (for example, Global Reporting Initiative)
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t Developing And Implementing A 
Successful CSR Strategy

Course Overview
Begin your journey towards world-class CSR reports using the Global 
Reporting Initiative (GRI-G3) guidelines

Course Content
•	 CSR Foundations And Stakeholder Engagement
•	 CSR Foundations – Concepts And Frameworks
•	 Stakeholder Mapping And Engagement
•	 The New International Social Responsibility Standard – ISO 26000
•	 ISO 26000 Basics
•	 The ISO 26000 Guidelines
•	 Communicating And Reporting CSR To International Standards
•	 Basic CSR Reporting
•	 Introduction To CSR Reporting Using The GRI-G3 Standard
•	 CSR Reporting II: Maximising Impact Using International 

Frameworks
•	 The GRI-G3 International Gold Standard For CSR Reporting
•	 Advanced CSR Reporting To GRI-G3 Standards
•	 Finishing-Off The Report
•	 Social Return On Investment (SROI)
•	 Understanding The Social Impact Of Your CSR Programmes
•	 Real Life SROI

Who Should Attend?
This course is specifically designed for business professionals with 
responsibility for developing and implementing Corporate Social 
Responsibility programmes and initiatives. It will also be useful for 
business professionals who wish to develop their skills in social and 
community investment and CSR reporting.

Benefits Of Attending
1. Understand the principles of CSR from foundations to international 

best practice
2. Learn about the new international guidelines in the ISO 26000 

Social Responsibility Standards
3. Evaluate the real impact of your CSR programmes using Social 

Return on Investment (SROI) analysis

Effective Business Management Report 
Writing
(In association with Institute for Leadership and 
Management)

Course Overview 
Any business relies on well-structured reports to ensure such things 
as accurate communication about goals and objectives, requirements, 
designs, measuring and recording progress. This course has been 
especially designed to help you overcome the challenge of important 
business management reports not being as clear as they should be. 

Course Content
•	 English and its uses
•	 Structuring sentences for ease of understanding
•	 Powerful paragraphing
•	 Punctuation and its uses
•	 The clarity index
•	 Researching information and gathering material for reports
•	 Logical sequencing of information
•	 Document layout
•	 Document design
•	 Software tools
•	 Writing business plans
•	 Writing market research reports
•	 Writing a SWOT analysis report
•	 Negotiation preparation notes
•	 Writing a trade-off study report
•	 Writing a business re-engineering report

Who Should Attend? 
This course is designed for business and technical managers who 
have to write, or contribute to, the full range of business management 
reports. 

Benefits Of Attending
1. Ensure that your audience is clearly receiving and understanding 

the messages that you are sending by planning, researching and 
writing concise, targeted reports

2. Understand the different requirements of some of the principal 
management reports used in organisations, and know how to 
identify the purpose and audience for your report clearly

3. Use plain English to minimise misinterpretation or your reports, to 
ease understanding and to ensure readability
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tEffective Business Writing

Course Overview 
This course will help you develop your writing skills and learn how 
to write more effectively. You will discover how to structure effective 
emails and letters and then look at more advanced writing tasks such 
as writing agendas and minutes for meetings, presenting financial 
reports and project management reports.
 
Course Content
•	 The ABC of good business writing
•	 Barriers to good writing
•	 Writing for your reader
•	 Writing in plain English
•	 How to structure your sentences
•	 Paragraphs
•	 Punctuation
•	 The clarity index
•	 Style and tone
•	 Using the correct tense
•	 Producing business letters
•	 Email etiquette
•	 Researching information and gathering material for reports
•	 Logical sequencing of information
•	 Layout
•	 Technical writing

Who Should Attend? 
This course is designed for managers and staff who would like to refine 
their writing skills and acquire a portfolio of techniques to enhance 
their professional written communications in a variety of formats and 
business situations. 

Benefits Of Attending
1. Improve your writing confidence by using current business 

standards for English usage and clarity
2. Write effective correspondence and reports that get the results 

you want
3. Ensure your written communication gets your message across 

clearly

Effectively Managing And Implementing 
Policies And Procedures

Course Overview
From the CEO to the front line worker, everyone needs to know how 
to execute the key processes of the enterprise. Workflow, process 
flow, policies and procedures all need some form of documentation 
and communication to the enterprise workforce. With all the changes 
in today’s business environment, keeping these updated, current, 
complete and relevant has become much more significant.

This course brings together several different perspectives and 
components of organising and managing policies, procedures 
and processes in the enterprise. Key questions in managing and 
implementing are answered.

Course Content
•	 Managing P&P Today
•	 How Policies Drive Procedures
•	 The Relationship Of Processes, Procedures And Workflow
•	 Managing P&P Needs And Performance
•	 The Changing World Of Procedures – New Formats And Use
•	 Determining Procedures Needs – Requirements
•	 Auditing P&P
•	 Implementing P&P: Assessment Techniques
•	 Developing Processes From Procedures
•	 Aligning Policies, Procedures With Business Direction
•	 Aligning Procedures With Operations
•	 Implementing the P&P System For Efficiency
•	 Organizing P&P For Efficiency
•	 Policy, Governance And Management Of Procedures
•	 Achieving Procedure Compliance

Who Should Attend? 
This cutting edge course is designed for: business process teams, 
procedure analysts, technical writers, personnel officers, procurement 
managers, administrative managers, job analysts, business analysts and 
IT documentation specialists. 

Benefits Of Attending 
1. Define and understand the relationship between processes, 

procedures, policies, people and jobs
2. Understand why processes are being extracted from procedures 

today
3. Use the life cycle concept to manage policies and procedures
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t Emotional Intelligence

Course Overview 
This advanced course aims to help delegates effectively lead a 
corporate culture based on emotional expertise so that they are able 
to enhance the effectiveness of interpersonal relationships at all levels 
within their organisation. Delegates will be equipped to play a strategic 
role in inspiring teams to peak performance and achieve organisational 
and project leadership success.

Course Content
•	 The business case for Emotional Intelligence (EI)/ Emotional 

Competence (EC)/ Emotional Expertise (EE)
•	 The clusters and competencies of EI/EC
•	 The human brain, emotion and peak performance
•	 Leadership and the learning organisation
•	 Gain, maintain and enhance emotional competencies 

Who Should Attend? 
This course is designed for managers who are required to lead teams, 
projects and organisations. 

Benefits Of Attending
1. Be a top performer. Achieve career excellence and organisational 

vision by improving your leadership style and emotional 
competencies 

2. Demonstrate yourself as a cooperative, contributing and 
constructive leader to strategically increase organisational 
performance by staying focussed and action oriented towards 
developing your organisation’s emotional status

Essential Management Skills For New 
Managers

Course Overview 
This course will coach delegates on how to successfully achieve 
personal goals as well as lead a motivated and highly competent 
team. You will learn how to effectively integrate excellent planning 
and organisational skills with core management skills including 
communication, motivation, delegation and coaching. You will leave 
with a comprehensive set of management tools you can implement 
directly into your daily working environment.

Course Content
•	 The criteria for excellence
•	 The role of the manager
•	 The manager as leader
•	 Developing as a manager
•	 The manager as team leader
•	 Defining Emotional Intelligence (EI)
•	 Measure personal EI
•	 Communicating at an advanced level
•	 Influencing skills
•	 Measure communication style
•	 Managing performance
•	 Dealing with difficult people – situations at work
•	 Recruiting new staff
•	 Managing change successfully
•	 Planning for action

Who Should Attend? 
This course has been specifically designed for those managers 
responsible for groups of staff and will provide delegates with the key 
management skills needed in order to secure commitment and obtain 
superior performance from the people they manage.

Benefits Of Attending 
1. Learn how to form and lead high performing teams
2. Understand and practice the key components and skills of 

effective recruitment interviewing techniques
3. Understand how to successfully introduce and implement change, 

and overcome barriers and resistance to change
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For The New Manager  
(In association with The George Washington 
University School of Business)

Course Overview 
This course is specifically designed for delegates to recognise, harness, 
direct and develop themselves to successfully take on leadership 
responsibilities as excellent key future leaders. Delegates will gain 
insight into taking the right actions at the right time. The course will 
direct delegates to become competent leaders who create high 
performance environments and take their organisations to new levels 
of achievement.

Course Content
•	 Setting your leadership goals
•	 Leadership versus management
•	 Developing a high performing team
•	 Getting the right people
•	 Linking team goals to organisational goals
•	 Managing resources strategically
•	 Leading for change and continuous improvement
•	 Problem solving and decision making
•	 Performance management
•	 Effective communication
•	 Team management profile
•	 Personal action planning

Who Should Attend? 
This course is for you if you are a new or high potential manager in the 
early stages of your management career. You could be either a team 
leader or a first line manager (someone who manages people who 
manage people), and you want to focus on important leadership skills.

Benefits Of Attending
1. Confidently take on leadership responsibilities and build the 

strategic skills you need to develop a broader perspective of your 
organisation to achieve your set leadership goals

2. Plan your continued development as an effective leader through a 
personal development plan and establish the groundwork to take 
on the leadership aspects of future middle management roles

3. Build and maintain high performing, integrated teams by planning 
requirements-based recruitment  to ensure you get the right 
people at the right time

Leadership For Emerging Leaders
(In association with Bond University)

Course Overview 
This course blends key established modern and traditional 
management concepts (aimed at realisation of strategic objectives) 
with more advanced concepts of human behaviour, and especially 
workplace related aspects of human behaviour.
This approach has been formulated to provide delegates with an ideal 
foundation for advancement beyond management and leadership 
aspects of their core technical profession into higher levels of 
corporate responsibilities and career development.
The course also investigates the development of key attributes 
of the modern leader, including intense curiosity and advanced 
communication skills.

Course Content
•	 Defining the terms
•	 The importance of context
•	 Human behaviour, culture and the workplace
•	 Leading for innovation
•	 Advanced communication for the organisational environment
•	 Relationship awareness theory – (and practice)
•	 Managing conflict in the workplace
•	 The wisdom of emotional intelligence
•	 Psychology of leadership – in simple terms
•	 Coping strategies for managers and leaders

Who Should Attend? 
It’s designed for the professionals who want to better understand 
management and leadership from both theoretical and practical 
perspectives to allow them to work more effectively in their workplace 
and be optimally prepared for promotion opportunities as they arise.
The course has been designed to provide a strong foundation for 
people intending to undertake graduate or post graduate studies in 
fields related to management and leadership.

Benefits Of Attending 
1. Understand the “fit” of technical skills, management skills and 

leadership competencies
2. Become engaged with modern paradigms of advanced leadership 

and communication
3. Acquire a broad range of skills and understanding and equip 

yourself for successful progression into higher levels of 
management and leadership
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Professionals

Course Overview
This course will provide delegates with practical ideas, skills, increased 
self-awareness and the keys to move their focus of control from 
external to internal and help them attain their business objectives. 
It will give them the ability to work productively with people using 
influencing skills that will help build their credibility and lead to more 
important leadership roles.

Course Content
•	 Advanced organisational skills
•	 Time management
•	 Planning
•	 Project management
•	 Meeting management
•	 Relationship building
•	 Partnering with managers, colleagues and customers
•	 The “smart” way to behave
•	 Solo leader to team leader
•	 Successful communication strategies
•	 People problems
•	 Communication style
•	 Business communication skills – written and presentation

Who Should Attend?
This course is designed for all administrative professionals, assistants 
and secretaries.

Benefits Of Attending 
1. Commit to effective communication outcomes
2. Use meetings as a powerful business tool – ensure they are well 

planned, well organised and well directed
3. Acquire a set of skills and techniques that can be directly applied 

in the organisation

Master’s/Associate’s Certificate In Business 
Analysis

Course Overview
The Associate’s Certificate In Business Analysis provides an 
introduction to business analysis for business professionals or those 
who wish to gain education and skills in a specific area of business 
analysis. Backed by The George Washington University School of 
Business in Washington DC, USA (GW), this certificate is ideal for 
Business Analysts, System Analysts and Process Managers who are 
seeking

Professionals who attain the Master’s Certificate In Business Analysis 
will gain the knowledge and experience necessary to effectively 
oversee all aspects of business analysis. This professional certificate, 
recognized throughout the industry, is backed by The George 
Washington University School of Business and Public Management and 
distinguishes truly professional business analysts from their peers.

Course Content
The programme consists of 7 courses:
•	 Foundations Of Business Analysis
•	 How To Gather And Document User Requirements
•	 Process Modeling Management
•	 Negotiation Skills For Project Managers
•	 Facilitation Techniques For Requirements Development
•	 Use Case Modeling
•	 Strategic Enterprise Analysis
Delegates registering for The Associate’s Certificate In Business 
Analysis must take one or both of the following introductory courses 
(Foundations Of Business Analysis/ How To Gather And Document User 
Requirements) and complete at least one of the other five courses. 

Delegates registering for the Master’s Certificate In Business Analysis 
must complete all seven courses in a four-year period.

Who Should Attend?
Business Analysts, Systems Analysts, IT Business Analysts, Technical 
Business Analysts, Requirements Managers, Project Managers, Project 
Leaders, Project Directors, Program Managers, Program Directors, 
Senior Project Managers, Project Advisors, PMO Managers, Business 
Managers, Business Process Managers and Business Excellence 
Managers will all benefit from attending these courses.
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Course Overview
Foundations Of Business Analysis is designed to provide you with 
a basic understanding of the benefits, functions and impact of this 
critical role. The target audience for this course includes those who 
are new to the business analyst role or those who supervise and/or 
work with business analysts. This course provides a special focus on 
the business analysis function as it relates to developing information 
technology solutions, given that such an understanding is essential for 
project success.

Course Content
•	 Identify the roles and responsibilities of the business analyst
•	 Define requirements
•	 Explain the importance of managing risk
•	 Define the solution vision and scope
•	 Plan the requirements elicitation process
•	 Recognise the importance of analysing and documenting 

requirements
•	 Explain the role of modeling for documenting and communicating 

requirements
•	 Perform requirements validation and traceability

Benefits Of Attending
1. Learn how a business analyst supports the project throughout 

the solution development life cycle, from establishing the 
solution vision and scope in the analysis phase to validating that 
requirements have been met in the testing phase.

2. Understand why and when to involve the business analysis 
function. 

3. Have a working vocabulary to enable you to communicate 
effectively with those who perform that role.

How To Gather And Document User 
Requirements

Course Overview
Incomplete requirements are often cited as the number-one reason 
projects or systems fail. Accurately identifying the requirements and 
staying on course from the beginning is key to success in today’s 
business world. This “how-to” course introduces the roles of the 
business analyst as they relate to the analysis and documentation of 
requirements. It familiarizes participants with the core knowledge 
and skills required to identify and document user requirements. It also 
addresses how these requirements are managed throughout the life 
cycle.

Course Content
•	 Roles, definitions and key principles
•	 Types of requirements
•	 Vision, scope and quality
•	 Introduction to modeling
•	 Creating a requirements work plan
•	 Elicitation techniques
•	 Documenting requirements
•	 Managing consensus
•	 Validating requirements

Benefits Of Attending
1. Define the role of the business analyst in the requirements process
2. Effectively document a solution’s vision and scope and develop a 

Requirements Analysis Work Plan
3. Elicit, structure, analyse, validate and document business 

requirements
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Course Overview
The importance of the business analyst’s role in defining requirements 
during the planning phases of a project continues to gain recognition 
across all industries. The business analyst, working in conjunction with 
the project manager, facilitates the solution of business challenges.
However, when gathering requirements for a new or existing project, 
business analysts must be mindful that any project may require the 
development and redesign of accompanying processes. In fact, the 
business analyst must act as a change agent to help ensure that 
the newly implemented processes not only enhance the success 
of a project, but also increase the project’s chance of meeting the 
organisation’s business goals.

Course Content
•	 Describe the Process Modeling Management (PMM) framework
•	 Define key PMM terms and concepts
•	 Conduct major activities performed during each phase of PMM, 

including workflow modeling
•	 Perform the business analyst’s role and responsibilities in PMM
•	 Apply PMM methodologies and techniques specific to the 

business analyst’s role and responsibilities
•	 Create process benchmarks and develop metrics to track the 

effectiveness of new processes

Benefits Of Attending
1. Perform the four phases of a process improvement project-define, 

analyse, implement and control-which have been derived from the 
leading process improvement models in the industry

2. Focus on the competencies necessary to perform workflow 
modeling to ensure you have the core tool required to document 
the processes. 

3. Develop the competencies required to create new process 
benchmarks and measurements for new processes. 

Negotiation Skills For Project Managers

Course Overview
Negotiation is an invaluable skill for any project manager. Not only do 
you negotiate agreements with vendors and contractors, but you must 
effectively negotiate with stakeholders, customers and team members 
throughout the life of a project. This four day, highly interactive 
experience covers the dynamics, processes and techniques of internal 
and external negotiation situations faced by project managers. Short 
on lecture and long on practice, this course provides you with the 
opportunity to experience one-on-one negotiations.

Course Content
•	 Use competitive and collaborative negotiation strategies with 

success
•	 Recover a stalled negotiation using breakthrough techniques
•	 Adjust your negotiating style to match the preferences of the other 

party
•	 Deactivate the impact emotions and focus on finding agreement
•	 Apply negotiation skills for efficient cost and schedule 

performance
•	 Plan strategies to effectively develop and manage collaborative 

relationships critical to your project

Benefits Of Attending
1. Learn how to analyse your own and the other party’s negotiation 

style, diffuse conflict and turn it into an advantage, and negotiate 
more effectively. 

2. Learn how to negotiate for efficient cost and schedule 
performance and achieve successful results on time. 

3. Explore the dynamics of both the competitive and collaborative 
models of negotiation as well as some of the implications of team 
negotiations. 
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Development

Course Overview
The business analyst spends a significant amount of time facilitating 
requirements. Yet, many business analysts lack formal training on this 
vital skill.
A successful facilitation session results in requirements that you 
can begin to analyse and work with. Facilitation Techniques For 
Requirements Development focuses on teaching the facilitation skills 
necessary to elicit and analyse requirements on a project.

Course Content
•	 Identify the use of facilitation in business analysis
•	 Explain the role and responsibilities of a business analysis facilitator
•	 Plan a facilitation session
•	 Use the appropriate facilitation techniques for a given session
•	 Conduct a facilitation session using best practices
•	 Manage conflict during a session
•	 Identify facilitation opportunities in business analysis

Benefits Of Attending
1. Learn how to effectively help stakeholders define their needs 

and form these needs into quantifiable requirements through 
facilitation. 

2. As a facilitator, you will learn how to prepare for and conduct both 
face-to-face and remote group sessions. 

3. Practice new skills in a safe environment with a trained facilitator 
to guide you through various activities. You will leave the class 
with the confidence to prepare for a session, including creating 
a facilitation plan, motivating a group’s participation, building 
consensus, managing conflict, maintaining session focus and 
evaluating results for lessons learned.

Use Case Modeling

Course Overview
As a fundamental component to identifying requirements for a new 
system, business analysts must be able to illustrate how “actors”, such 
as end users, stakeholders, or related systems, will be affected once 
the new system is implemented. This process, also known as Use 
Case Modeling, provides business analysts with a powerful tool for 
documenting functional requirements-and the interactions between 
these requirements in a manner that can be easily communicated 
to designers, programmers, project managers, and other project 
stakeholders.

Course Content
•	 Employ use cases to elicit, analyse, document and communicate 

functional requirements for software
•	 Use the Unified Modeling Language (UML) to create use case 

diagrams
•	 Determine when to employ use case modeling
•	 Priorities use cases based on their importance to the business and 

on technical considerations
•	 Describe ways to develop consistent vocabulary between use 

cases and objects
•	 Analyse and document detailed requirements using an object 

model
•	 Read a class diagram

Benefits Of Attending
1. Gain the required competencies for creating use cases and use 

case diagrams, which serve as a vehicle for eliciting, analysing, 
documenting and communicating functional requirements. 

2. To fully gain the benefits of UML, you will create use case diagrams 
through an object-oriented approach, which enables business 
analysts to sift through the complexity of a system by breaking it 
down into smaller units.

3. Gain the ability to integrate use case modeling within the software 
development life cycle to ensure that project requirements are 
accurate, complete, and map to the objectives of the business.
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Course Overview
Senior business analysts are increasingly involved in pre-project 
activities to ensure that solutions to business problems reflect the 
organisation’s business strategy. Through strategic enterprise analysis, 
the senior business analyst becomes a vital contributor to helping the 
organisation determine sound investments and enhance its project 
portfolio. These activities ensure the organisation can maximise the 
return on investment, minimise duplication of efforts across the 
organisation, and realign business operations to meet executive 
management’s strategy.

Strategic Enterprise Analysis is an advanced course designed to 
provide you with the knowledge you need to begin working as part of 
a strategic enterprise analysis team. In particular, the course covers the 
major activities of strategic enterprise analysis that must be conducted 
to study the enterprise architecture. 

Course Content
•	 Identify core competencies for the organisation
•	 Model the As-Is and To-Be enterprise architecture
•	 Perform customer value analysis
•	 Plan for process management
•	 Identify the To-Be IT architecture
•	 Recognize the importance of service-oriented architecture
•	 Manage the project portfolio
•	 Recognize the importance of impact analyses, risk analyses and 

feasibility studies
•	 Identify the components of the decision package

Benefits Of Attending
1. Analysing core competencies, performing customer value analysis, 

performing process management, examining the IT architecture, 
and evaluating the project portfolio.  Examines the impact of 
service oriented architecture (SOA) on the enterprise architecture.

2. Understand the steps for modeling the As-Is and To-Be enterprise 
architectures and how the To-Be enterprise architecture 
contributes to the overall project portfolio. 

3. Understand the importance of conducting an impact analysis, risk 
analysis and feasibility study 

Office Manager

Course Overview
This course is an exciting and interactive course designed to provide 
delegates with the professional skills and tools they need to do their 
job effectively, contributing to personal and organisational success. 
This course will offer delegates the opportunity to test and learn 
from the best, using case studies and current examples from the 
international business community.

Course Content
•	 Recruiting and retaining the best staff
•	 Increasing productivity and efficiency
•	 Organising and managing projects
•	 Improving informal and formal communication skills
•	 Understanding the impact of voice when communicating
•	 The dynamics of meetings
•	 Time management and planning plus work-life balance
•	 Helping manager(s) delegate
•	 Conflict resolution management
•	 How giving and taking feedback can help prevent conflict
•	 Self esteem and emotional intelligence
•	 Networking and marketing yourself

Who Should Attend?
This course is designed for all administrative professionals including 
office managers, personal assistants and executive secretaries.

Benefits Of Attending 
1. Understand how the role of administrative professionals 

contributes to organisational success and maximises profits
2. Improve the level of communication within the organisation and 

adapt the method of communication to certain business situations
3. Apply effective time management skills that will help work more 

effectively with teams, respond to multiple demands and be able 
to delegate more effectively
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Public Speaking

Course Overview
This course combines theory, practice and lots of relevant examples, to 
quickly and effectively improve your presentation skills. There will be 
a powerful combination of key learning techniques including critical 
observation, practical exercises and videotaped practice sessions. The 
course is focused on both theory and practical experience to quickly 
and effectively improve participants’ presentation skills. 

Course Content
•	 What every presenter needs to know
•	 Getting started
•	 Applying what has been learned
•	 Structuring a presentation
•	 Audiovisual aids
•	 The importance of delivery
•	 Different kinds of presentations

Who Should Attend?
This course will benefit executives, managers and supervisors who 
give presentations to others, represent their company to clients, need 
to motivate employees, want to speak with confidence or want to be 
more successful.

Benefits Of Attending 
1. Communicate effectively to groups of any size
2. Speak confidently at conferences, meetings and briefings and 

professionally represent an organisation
3. Use visual aids effectively and keep audiences interested and 

engaged

Professional Certificate In Contract 
Negotiation And Administration
(In association with Bond University)

Course Overview
A guide to The Project Managers Role in Pre-Contract Negotiation, 
Contract Administration, and Post-Contract Negotiation 5 days 
face-to-face with mandatory additional work by notes study and 
video/audio review. This course examines theory & best practices 
in contract planning, negotiating, claims & variations assessment 
and management, plus practical methods for streamlining contract 
administration

Course Content
•	 Examine the process of entering into contractual relationships, and 

discuss how the Project Manager can contribute to this process
•	 Understand contracts: How to read, interpret and evaluate them 

at a level that contributes to effective contracts negotiation and 
administration

•	 Appreciate the contractual issues surrounding variations, delays 
and defects, and learn how to manage these

•	 Gain insight into procedures to effectively deal with contractual 
issues and approaches to effective document control, reporting 
and communication systems

•	 Understand contract-related power balances in negotiating various 
issues in the post-award contract administration context

•	 Review strategy options regarding negotiating vs other dispute 
resolution approaches in the contracts context

•	 Understand and apply various aspects of the psychology of 
relationships to contract negotiation scenarios and formal 
alternative dispute resolution processes

Who Should Attend?
Supervisors and prospective managers who want to further their skills 
with new methods and tools and become an even more vital link in 
the management chain. 

Benefits Of Attending
1. Earn a Professional Certificate from Australia’s Bond University, the 

only university to earn a 5-star rating in every evaluation category 
in a recent review of Australian universities

2. Count as 35 hours training – enough to fulfill the face-to-face 
requirement of the certificates

3. Blended learning approach gives you the flexibility to study a 
major component of the course when and where it suits you 
before attending the 5-day face-to-face component of the course 
and then completing the post-course assignment
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Professionals

Course Overview
The tools and techniques associated with project management will 
give you the confidence you need to get the job done – on time and 
on budget. 

At this highly practical three-day course you will learn scheduling, 
budgeting and planning skills that will take your project successfully 
from conception to completion. 

Whether it’s purchasing office equipment, planning a meeting or 
special event or creating a presentation, the skills that you will gain by 
attending this course will ensure that you are equipped to take on the 
challenges.

Course Content
•	 Understanding the basic principles of project management
•	 The five key stages of a project
•	 The key players in project management and their roles
•	 Identifying the essentials for project success
•	 Effective time management
•	 Setting clear objectives to meet your business needs
•	 Listing and grouping your activities
•	 Committing your resources
•	 Understanding project costing
•	 Creating a commitment matrix
•	 Project management tools
•	 Managing information flow
•	 Running review meetings
•	 How to write project documentation
•	 Developing and presenting the project

Benefits Of Attending
1. Understand the five stages of project management, and the role of 

project management in your organisation
2. Identify how to maximise the administrative support you provide, 

manage multiple priorities and conflicting demands
3. Introduce systems and documentation to effectively manage 

projects
4. Monitor and send updates on project performance, and present 

updates with confidence

Strategic Internal Communications 

Course Overview
This course will guide delegates in designing a streamlined and 
effective internal communication strategy for their organisation and 
teach them how to improve organisational performance through 
an in-depth understanding of key topics. They will learn how to 
quantify their goals and achievements via internal surveys on attitude, 
communication and awareness. 

Course Content
•	 Tools for defining internal communications objectives
•	 Understand the needs of internal customers
•	 Utilising QQCPE as a tool
•	 Assess internal communication processes with proven tools and 

techniques
•	 Understand a department’s strengths and weaknesses
•	 Identify whether a department can deliver and organisation’s 

communication strategy effectively
•	 Build an essential communication framework
•	 Develop a strategic plan

Who Should Attend?
This course is designed for business professionals working in internal 
communications, from Directors and Presidents to Heads and 
Managers. This course is for everyone interested in creating a high 
quality corporate communications department.

Benefits Of Attending 
1. Identify critical criteria for formulating a successful internal 

communication strategy
2. Utilise proven methods for improving your existing internal 

communication processes
3. Train staff and gain their buy-in towards breaking down existing 

barriers to communication
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Course Overview
In today’s global business environment, every business executive 
must possess a fundamental knowledge of how companies are 
constructed, managed and grown to create shareholder value. 
Companies that rely on the management of functional silos stand to 
be at a competitive disadvantage. In this course, delegates will first 
lay out what shareholders expect from companies and managers. 
They will then explore how shareholders and managers evaluate 
investment decisions and how financial information is formulated and 
used. Modern forms of businesses result in an inherent misalignment 
between managers and the shareholders. They will explore its nature 
and ways of alleviating it. 

Course Content
•	 Shareholder value objective
•	 Development, analysis and integration of financial statements
•	 Strategy
•	 Compensation
•	 Marketing
•	 Organisational structure
•	 Operations management
•	 How investors value companies and projects

Who Should Attend?
This course is designed specifically for executives, senior managers, 
managers and team leaders who want to improve their management 
and business performance. It is particularly suitable for managers: 
•	 Who are about to move out of a specialist role into a broader 

general role
•	 With cross-functional responsibilities who need to develop a big 

picture outlook
•	 Who have been identified as having potential for general 

management
•	 Who are looking to develop and broaden their general 

management skills

Benefits Of Attending 
1. Build a fundamental understanding of how companies create 

shareholder value
2. Learn how to evaluate investment decisions and formulate and use 

financial information
3. Learn how to make more effective strategic and marketing 

decisions

The EFQM Line Manager Development 
Path

Journey To Excellence (J2E)
Leaders For Excellence (L4E)

Programme Overview
EFQM helps prepare a new generation of business leaders by offering 
training opportunities built on practice-based learning and exchange 
between organisations. EFQM trains business excellence professionals 
how to assess an organisation using the EFQM Excellence Model. The 
EFQM portfolio includes courses on how to start your organisation’s 
“Journey to Excellence”, to business management training for senior 
managers and high potentials through the Pegasus programme.

Programme Content
During the Journey To Excellence (J2E) training you will learn to 
identify where you are on your journey to excellence, where you would 
like to be and how to get there. At the end of the course, you will 
better appreciate what is required to set out on the journey, not just in 
terms of tools and techniques but also in cultural development. 
Leaders For Excellence (L4E) is designed for managers who want 
to understand and apply the EFQM Excellence Model within their 
working environment. Using real application documents, from either 
the public or private sector and simple, effective tools, participants will 
learn how to identify areas for improvement and adopt a structured 
approach to effectively address them.

Who Should Attend?
Middle and upper level managers who want to understand and apply 
EFQM Excellence model within their working environment, and quality 
managers who wish to use EFQM as an assessment tool to drive 
improvement.

Benefits Of Attending
1. Perform self-assessments against the EFQM Excellence Model, and 

start the business excellence programme at your organisation
2. Use the Business Excellence Matrix approach to develop an Enabler 

Map for your organisation 
3. Identify and address root causes of improvement areas by using 

the DMAIC approach, and supporting improvement tools
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Course Overview
During the Journey To Excellence (J2E) training you will learn to 
identify where you are on your journey to excellence, where you would 
like to be and how to get there. At the end of the course, you will 
better appreciate what is required to set out on the journey, not just in 
terms of tools and techniques but also in cultural development. 

Course Content
•	 What is excellence? 
•	 Phases on the road towards excellence 
•	 Self-assessment 
•	 The EFQM Excellence Model 
•	 RADAR logic as a management tool 
•	 Prioritising the output of self-assessment
•	 Prioritisation tools 
•	 Managing improvement projects
•	 Taking a systematic approach 
•	 The importance of a team based approach 
•	 RADAR Logic as an assessment tool 
•	 Evolving self-assessment 

Who Should Attend?
Middle and upper level managers who want to understand and apply 
EFQM Excellence model within their working environment, and quality 
managers who wish to use EFQM as an assessment tool to drive 
improvement.

Benefits Of Attending
1. Understand and use self-assessment as an improvement tool
2. Discover how to prioritise improvement actions
3. Understand EFQM’s Levels of Excellence and develop a roadmap 

for your organisation’s action plan

Leaders For Excellence (L4E)

Course Overview
Leaders For Excellence (L4E) is designed for managers who want 
to understand and apply the EFQM Excellence Model within their 
working environment. Using real application documents, from either 
the public or private sector and simple, effective tools, participants will 
learn how to identify areas for improvement and adopt a structured 
approach to effectively address them.

Course Content
•	 What is EFQM Excellence Model? 
•	 The 9 boxes
•	 The RADAR logic
•	 Understanding the feedback
•	 Fundamental concepts of Excellence
•	 Prioritising the improvements 
•	 DMAIC Improvement Methodology
•	 BEM self assessment tool

Who Should Attend?
Middle and upper level managers who want to understand and apply 
EFQM Excellence model within their working environment, and quality 
managers who wish to use EFQM as an assessment tool to drive 
improvement.

Benefits Of Attending
1. Learn how to interpret an assessment feedback report
2. Understand how to use the DMAIC approach to pinpoint and 

address the root cause of improvement areas identified
3. Understand how to use the Business Excellence Matrix approach to 

develop an Enabler Map for your organisation and complete a self-
assessment
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Course Overview
Women And Leadership is an exciting and highly interactive course 
which will equip you with advanced management skills. You will adopt 
innovative approaches to overcome major challenges affecting today’s 
women professionals in the Middle East. The workshop-style sessions 
will encourage you to evaluate processes, tools and techniques, and 
to use them to make an impact at your workplace. Develop your 
leadership style and present yourself as a woman who is going places. 
You will complete two metrics designed to strengthen your skills 
in a management role and assess which skills to focus on for your 
development

Course Content
•	 The role of women in management in the middle east
•	 Defining your personal vision as a woman in management – What 

are your career expectations?
•	 Learning to lead – Developing your leadership style
•	 Managing the motivational environment
•	 Managing the performance of both individuals and the team
•	 Managing conflict as a woman in management
•	 How to communicate like a professional – Personal influence skills, 

assertiveness and the management of emotions
•	 Stress management 
•	 Work/Life Balance - Is Work/Life Balance more difficult for women?
•	 Emotional Intelligence – Understanding how EI can increase your 

career options
•	 The Psychology Of Achievement – Breaking through personal 

barriers and presenting yourself as a woman who is going places

Who Should Attend? 
Whether you are already in a management role, or aspire to be in one, 
this workshop is for you.

Benefits Of Attending 
1. Assess your strengths, areas for improvement and opportunities as 

a woman in leadership today
2. Enhance your personal assertiveness and communicate like a true 

professional
3. Successfully manage the performance of both individuals and 

teams
4. Efficiently manage conflict and discover appropriate resolutions 
5. Use Emotional Intelligence (EI) to increase your career options
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3 Day Mini-MBA In Agribusiness

Course Overview
The 3 day MBA in Agribusiness is designed to bridge knowledge 
gaps. It is most useful to non-technical people, new entrants, senior 
managers needing a big picture refresher and professional advisers to 
the sector. The technical side of agribusiness can be daunting to the 
uninitiated. To be more pro-active and much more effective you need 
to be fluent with its language and technology.

Course Content
•	 How do all the activities fit together and what are the new 

opportunities?
•	 What are the key commercial, financial and economic drivers?
•	 What are the latest innovations and technologies?
•	 Where are the most promising future investments and how you 

can access them?

Who Should Attend?
This course will be highly beneficial for those working as company 
secretaries and legal heads that have had minimal formal training in 
labour law and wish to consolidate their experience in the region. In 
addition it would also benefit in-house counsel and lawyers who have 
recently been transferred to this region.

Benefits Of Attending
1. Gain a helicopter view of agribusiness and food market dynamics 

and understand the value chain
2. Develop business proposals that create opportunities and tangible 

value for your organisation. Increase your productivity and make 
better economic decisions

3. Confidently master technical terms and enhance your credibility 
with colleagues and clients

Advanced Budgeting

Course Overview 
Increasingly, it is becoming necessary for those involved in financial 
decision making to master advanced budgeting techniques. Top 
organisations are focusing more and more on streamlining their 
budgeting process. Budgets are used to link strategy to planning, to 
highlight operational inefficiencies and to set targets. It is also well 
known that budgets absorb management time and attract a wide 
range of criticism. Instead of a meaningless annual distraction, the 
budget should become a flexible, continuous process including 
changes in strategy and market conditions, competitor moves, 
advances in technology, efficiency and process improvement.

Course Content 
•	 Alignment to business planning
•	 Activity based budgeting and activity based costing
•	 Budgeting and controlling overhead costs
•	 Rolling forecasts, beyond budgeting and other modern versions of 

budgeting
•	 Budgeting for the creation and use of intangible assets
•	 Designing an integrated strategic planning, operational planning 

and budgeting process
•	 Capital budgeting and capital expenditure
•	 Depreciation
•	 Capital investment
•	 Intangible assets
•	 Shareholder funds and capital ratios
•	 Streamlining the whole planning/budgeting process

Who Should Attend? 
This course is designed for all finance professionals and other staff 
members involved in financial decision-making and the budgeting 
process within their organisation.
 
Benefits Of Attending 
1. Identify the key elements for successful budgeting and forecasting
2. Decide whether an organisation can abandon their annual budget
3. Take advantage of the Beyond Budgeting model and other new   

developments
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Advanced Excel: Spreadsheet Techniques 
And Financial Applications

Course Overview 
This course provides a complete, high-level education which 
will teach delegates the skills that they need to respond to the 
challenges presented by the manipulation of financial data. They 
will not only learn practical, advanced skills which will help increase 
their productivity; they will also be enhancing their value as finance 
professionals. 
 
Course Content
•	 Importing data into a spreadsheet
•	 Naming cells and adding comments
•	 Summarising data using pivot tables
•	 Linking data in spreadsheets
•	 Formatting spreadsheets
•	 Using excel macros, and reference and mathematical functions
•	 Customising charts
•	 Using statistical and database functions, financial functions and 

logical functions
•	 Using data tables and scenarios
•	 Auditing spreadsheets
•	 Sharing and protecting spreadsheets
•	 Financial analysis
•	 Cost of capital, capital budgeting techniques and valuations
•	 Gearing and capital structure
•	 Risk analysis
•	 Advanced pivot tables
•	 Conditional formatting and data validation
 
Who Should Attend? 
This course has been specifically designed for all finance professionals 
who are looking to use advanced Excel techniques to improve their 
computing efficiency and their ability with financial applications.
 
Benefits Of Attending 
1. Work efficiently with related worksheets and workbooks
2. Benefit from new reporting and presentation techniques
3. Use spreadsheet skills effectively for advanced financial applications

Advanced Financial Statement Analysis 

Course Overview 
This course will provide delegates with the necessary analytical 
framework and a wide array of practical tools to help them understand 
and exploit information in financial statements. They will learn how 
to examine the many valuable and relevant pieces that make up a 
financial statement including balance sheets, income statements and 
cash flow statements.

Course Content
•	 Importance of economics in financial analysis
•	 Credit risk
•	 Managing operating funds
•	 Tools of financial analysis and control
•	 Projections of financial requirements
•	 The cost of capital and business decisions
•	 Credit risk issues
•	 Valuation and business performance
•	 Quantification of credit risk
•	 Coping with credit risk
•	 Credit risk issues
•	 Country risk assessment and sovereign debt rescheduling

Who Should Attend?
This course will specifically benefit financial decision makers in major 
corporations concerned with analysing financial statements to 
make even better business decisions. It is an ideal course for major 
corporations, banks and other financial institutions.

Benefits Of Attending 
1. Build financial and analytical skills and understand financial 

signals, both weak and strong
2. Learn some of the latest techniques used when analysing financial 

statements 
3. Gain a solid appreciation of financial statements and analysis 

techniques
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Aligning Budgeting With Strategy 

Course Overview 
This unique management training course addresses these three 
interlinked business challenges in a course designed for managers who 
seek improvement in the management of both their organisation’s 
business strategy and budgeting, and who recognise the business 
benefits that can be achieved from such an approach. Modern 
techniques such as Value Based Budgeting, Asset Based Budgeting and 
KPI budgeting will be explored. At the end of the course you will be 
able to decide on which techniques will be the most beneficial for your 
specific organisation and you will also have the practical knowledge to 
implement those immediately!

Course Content
•	 Strategic management
•	 Budgeting and its alignment to strategy
•	 Modern budgetary applications
•	 Value Based Budgeting (VBB)
•	 Zero Based Budgeting (ZBB)
•	 Activity Based Management (ABM)
•	 Activity Based Budgeting (ABB)
•	 Rolling budgeting/forecasting
•	 Beyond budgeting

Who Should Attend? 
This course is designed for managers who seek improvement in the 
management of their organisation’s business strategy and budgeting 
and who recognise the business benefits that can be achieved by such 
an approach.
 
Benefits Of Attending 
1. Use management tools and techniques to support strategic 

management
2. Incorporate budgeting into your organisation’s overall planning 

process by applying modern budgeting techniques
3. Understand how budget monitoring can fit in with business 

performance measurement

Certificate In Back And Middle Office 
Management 
(In association with The George Washington 
University School of Business)

Course Overview 
This course is focused on managing back office operations with 
treasury, trading books and internal funds transfer pricing used as 
examples. The procedures and principles discussed may be applied 
to all types of back offices in banks and financial institutions. The 
emphasis is on a proactive management style to continuously improve 
quality throughout back offices while at the same time, establishing 
efficient processes and delivering cost-effective services. Operational 
risk and operations management procedures will be discussed in detail 
and from the perspectives of the treasury, Asset Liability Management 
(ALM) and trading functions.
 
Course Content
•	 Operational risk categories, factors, issues and sources
•	 Organisational structures of financial institutions, operational event 

and loss databases
•	 Operational risk assessment, identification and measurement
•	 Fraud detection and prevention
•	 Asset liability management, funds transfer pricing systems and 

economic transfer prices
•	 Managing a trading book from the perspective of the back office
•	 OPVaR forecasting, stress testing and scenario analysis
•	 Modelling operational regulatory capital charges under BASEL II
 
Who Should Attend? 
Delegates attending this course should have a basic understanding of 
back office management and operations. From Back Office Managers 
and Operations Managers to Middle Office Managers and Treasury 
Managers, this course is for managers that want to learn best practice 
in operational risk management, with a special focus on back office 
management and operations.
 
Benefits Of Attending
1. Examine issues and effective solutions in managing back office 

staff, transaction volumes, new products and third party suppliers
2. Learn how back office operations can improve the performance of 

the treasury function and internal funds transfer pricing system of 
the asset/liability management function

3. Build and maintain an effective and efficient relationship with the 
front and middle offices
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Certificate In Corporate Governance Best 
Practice
(In association with The George Washington 
University School of Business)

Course Overview 
This course emphasises on international standards and frameworks. 
You’ll be able to develop a Corporate Governance strategy for your 
organisation and will be able to meet your long term strategic goals by 
structuring, operating and controlling your company to comply with 
legal and regulatory requirements, and meeting environmental and 
local community needs. 

This course will add strategic value by making you understand the 
concepts of Corporate Governance and turning these concepts into 
practices. It brings constructive changes to board decision-making 
with the right mix of Corporate Governance knowledge and best 
practice. 

Course Content
•	 Introduction to governance frameworks
•	 Strategy for Corporate Governance implementation
•	 Management assessment of internal controls
•	 Essential elements of Corporate Governance
•	 Roles and responsibilities
•	 Implementing your strategy 
 
Who Should Attend? 
This unique course is designed for those professionals whose 
responsibility it is to introduce good Corporate Governance into an 
organisation. This encompasses many different levels of seniority as 
well as various business functions.
 
Benefits Of Attending
1. Understand why good governance is important
2. Be able to measure your organisation’s Corporate Governance 

status and key gaps
3. Define and interpret the roles and responsibilities for key players

Certificate In Cost Control And Management 
(In association with The George Washington 
University School of Business)

Course Overview
The aftermath of the financial crisis is the ever increasing pressure 
on revenue. Faced with a competitive market with virtually no price 
advantage, the only way to succeed and survive is by managing 
costs. Cost management brings with it a trap wherein the managers 
fail to identify the costs that can be controlled without harming the 
bottom line. This course will take you through a journey of developing 
an in-depth understanding of the components and behaviour of 
cost leading to introduction of contemporary tools for deciding on 
achievable cost reduction targets.

Course Content
•	 Cost management and strategic decisions
•	 Components of cost
•	 Cost accumulation and reporting
•	 Cost accumulation methods
•	 Cost reports and decision making
•	 Control and management
•	 Managing cost of capital 
•	 Budgets and standards
•	 Balanced Scorecard
•	 Identifying cost reduction targets
•	 Decision tree
•	 Designing a decision dashboard

Who Should Attend?
This course is designed primarily for those managers/supervisors 
within the finance function who need to strengthen their cost 
control and management capabilities. Those who are responsible for 
budgeting, financial planning, financial control, credit management, 
accounting as well as any finance professional who has an interest in 
controlling the cash flow for their organisation will certainly benefit.

Benefits Of Attending 
1. Learn all about the tools and techniques in cost control for 

effective decision making
2. Understand the nature and behaviour of costs and be able to link it 

to budgeting
3. Implement your own cost management system by applying the 

right tools and techniques 
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Certificate In Financial Control 
(In association with The George Washington 
University School of Business)

Course Overview 
No business can survive even the best of times without a firm 
control of its financial affairs. The increasingly dynamic environment 
in which businesses operate places ever greater strains on all 
aspects of business control. The Financial Controller is faced with 
an increasing number of challenges. The ability to understand the 
issues and implement the tools and techniques that drive financial 
decision-making within the organisation is becoming ever more 
complex. Certificate In Financial Control is designed to give you the 
competencies to implement the financial control process within 
your organisation – as either the manager of the process or as a key 
participant required to make a significant input into the planning 
process. This course is designed to develop both your knowledge of 
and skills in financial operations. 

Course Content
•	 The role of the financial controller
•	 Skills needed to fulfil the role
•	 Financial administration
•	 Financial reporting issues
•	 Business forecasting and reporting 
•	 The budgeting process
•	 IFRS and its implications for the future
•	 Regulatory and statutory compliance
•	 Financial statement analysis
•	 Monitor company performance
•	 The tangible versus the intangible value of the firm
•	 Valuation of the firm
•	 The role of financial markets
•	 People management

Who Should Attend? 
This course is designed for people who have an understanding of 
accounting processes. It provides new insights into accounting and 
financial decision making processes. It is particularly appropriate for 
Finance Managers/Directors, Financial Analysts, Financial Controllers, 
Financial Accounts Managers, Heads of Finance Departments, 
Corporate Financiers, Financial Advisors. 

Benefits Of Attending
1. Identify the key tasks of the financial controller and drive profitable 

financial decision-making within your firm
2. Leverage your organisation’s financial position for maximum 

corporate gain 
3. Develop an understanding of the available tools that ensure the 

financial controller function is strategic to the value of the firm

Certificate In Financial Modelling Using 
Excel 
(In association with The George Washington 
University School of Business)

Course Overview 
The objectives of this course are to improve participants’ financial 
planning skills and Excel modelling skills so that they become 
more effective managers. This will be achieved by developing their 
understanding of common financial statements and their relevant 
terminology allied to developing some useful working Excel models 
throughout the course. They will also gain a thorough understanding of 
cost behaviour and how this is incorporated into break-even planning 
and the financial control of both operational and capital budgets.

Course Content
•	 Introduction to financial modelling and financial planning
•	 Avoiding Excel errors
•	 Making model using friendly
•	 Review of the financial control requirements of an organisation
•	 Profit and loss accounts and balance sheets
•	 Performance measurement and trend analysis through ratios
•	 Importance of understanding cost behaviour in financial planning
•	 Creating an operational budget using excel
•	 Working capital budgets – creating appropriate financial models
•	 Cash flow budgeting
•	 Recognising future cash problems and taking remedial action
•	 Demonstrating the use of spreadsheet modelling for sensitivity 

analysis
•	 Modelling for risk assessment

Who Should Attend? 
This course has been specifically designed for business and finance 
professionals who need to improve their skills using Excel for financial 
modelling. Advanced knowledge of finance and Excel is not required, 
however delegates should be reasonably comfortable working 
with financial statements, fundamental financial concepts including 
trends and ratios, payback, discounted cash flows and IRR, and using 
spreadsheets, formulas, basic formatting and creating charts in Excel.

Benefits Of Attending
1. Learn how to measure and interpret the performance of an 

organisation using Excel modelling
2. Create and manage a budget using variance analysis
3. Discover how to construct reliable and realistic financial models 

that work and are easy to review
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Certificate In Financial Analysis
(In association with The George Washington 
University School of Business)

Course Overview 
The role of the financial manager in organisations has become far 
more important and complex. The function of the finance manager is 
very diverse and they may be required to play a major role in dividend 
decisions, capital budgeting decisions, the capital structure of the 
firm, decisions in relation to mergers and acquisitions, and further 
investment decisions of the firm. This course will cover the essential 
areas of financial analysis to ensure you are more than ready to meet 
the challenges ahead. You will obtain the financial analysis skills you 
need to add value to key business decisions in your organisation. It will 
help you understand the role of the financial manager in the regional 
and the global marketplace as it will provide you with the knowledge 
to reduce risk exposures of the business by applying effective risk 
management techniques.

Course Content
•	 The role of financial analyst and skill-set
•	 Balance sheet barrier - the key to value
•	 Cost and value of capital
•	 Net Present Value and other calculations
•	 Dividend policy setting
•	 Asset and cash management
•	 Financial forecasting techniques
•	 Ratio and trend analysis

Who Should Attend?
•	 Group Finance Directors
•	 Finance Managers/Directors
•	 Financial Analysts
•	 Financial Controllers
•	 Financial Accounts Managers 
•	 Heads of Finance Departments
•	 Credit Controllers
•	 Corporate Financiers
•	 Credit Risk Managers/Analysts 
•	 Financial Advisors

Benefits Of Attending 
1. Know how to improve the quality of the financial data in your 

company and group
2. Understand how to adopt best practice for group reporting and 

consolidation policies and processes
3. Have the know how to improve your processing ability, particularly 

on inter-group transactions

Certificate In Fast Closing Monthly And 
Year End Accounts 
(In association with The George Washington 
University School of Business)

Course Overview 
By attending this course you will develop an in-depth understanding 
of fast close processes, policies and systems and how to improve your 
current close processes and systems to achieve world class fast close 
goals. You will improve data quality and free up your finance staff to 
focus on activities that add greater value to your organisation, such as 
business partnering, focusing on business forecasting and budgeting 
and participating in new project initiatives. 

The course is comprehensive across the whole supply chain of 
information needed to achieve consolidated financial results. It 
will cover both fast close principles applied to the closure of your 
company’s local ledgers as well as the process of consolidation across 
the multiple companies making up your group. You will also cover the 
appropriate best practices in quality control in recording transactions 
in the subsidiary, closing the books monthly and performing the group 
wide consolidation.

Course Content
•	 Understanding the internal and external benefits and advantages 

of fast close
•	 Setting up and managing a fast close project
•	 The tools and techniques needed to improve the close cycle 

during the diagnosis phase
•	 Developing the road map for achieving excellence in fast close and 

group reporting
•	 Systems and how they can be used to support fast close

Who Should Attend? 
This course is designed for those involved in: Finance, accounting, 
financial control, finance and information systems, financial accounting 
and administration.

Benefits Of Attending 
1.  Learn advanced analytical techniques and methods designed to 

focus on remediation of problems and decisions, and apply the 
information to solve key management issues

2.  Discover insights into the issues involving risk, sensitivity, influence 
in decision making and identifying patterns of performance

3.  Acquire capabilities and skills to analyse various aspects of business 
performance and apply the appropriate actions to reach solutions 
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Certificate In Operational Risk 
Management 
(In association with The George Washington 
University School of Business)

Course Overview 
Of all the disciplines related to the financial management of a business, 
there is none as closely related to success in times of recession as risk 
management. In ongoing operations, for new investment decisions 
and even for the simplest of decisions, risk management should be at 
the forefront of the prudent manager’s mind right now. This course 
will equip you with the skills to cope in the new and hardened world 
of professional risk management. It focuses on the practical tools and 
techniques that you can use to take your operational risk management 
infrastructure to the next level of sophistication.

Course Content
•	 Operational risk management – defined and verified
•	 Issues in operational risk
•	 Quantitative versus qualitative usage
•	 Types of risk faced by organisations
•	 Banking and finance applications
•	 Basel II – the new accord
•	 Enterprise wide operational risk applications
•	 Waterfall effect of Basel II
•	 Awareness, culture and application
•	 Drivers and planning
•	 The application of governance
•	 Market risk applications
•	 The future directions of operational risk management

Who Should Attend? 
This course is of particular interest to all risk managers with day-to-day 
risk responsibilities. It is also very relevant to senior managers with an 
operational risk oversight role. Although it will be of particular use to 
risk professionals in the financial services and banking industries, the 
core themes and learning outcomes are applicable to all industries.

Benefits Of Attending 
1. Develop an understanding of the most critical issues confronting 

the operational risk professional in the contemporary organisation
2. Explore the types of risk faced by organisations and define and 

verify operational risk management to analyse the working models
3. Gain insight into operational risk management through Basel II and 

other approaches

Certificate In Risk Analysis 
(In association with The George Washington 
University School of Business)

Course Overview
During this course you will explore the various risk exposures that may 
directly affect your organisation. You will gain a clear understanding 
of up-to-the-minute theories and systems for risk management 
and develop your own set of tools and techniques for combating 
risk within your own organisation. This course has been specifically 
designed to highlight the importance of accurate risk assessment and 
risk mitigation.

Course Content
•	 Risk basics beyond disciplines
•	 Banking and finance specifics
•	 Corporate applications
•	 Integrated risk management
•	 Platform for expansion of knowledge
•	 Basel accord
•	 Capital allocation
•	 Operational risk evolution

Who Should Attend?
This highly practical course has been specifically designed for: Risk 
Managers/Analysts, Corporate Treasury Managers in banks and 
corporations, Finance Directors and Managers, Financial Controllers, 
Accountants, Dealers, Market Risk Staff, Brokers, Internal Auditors and 
Operations Managers. Plus anyone who is responsible for analysing 
company financial risk and dealing with the various risk exposures that 
may affect their organisation.

Benefits Of Attending 
1. Develop an understanding of the value of risk within an 

organisation
2. Examine various worldwide risk standards and dissect the ISO 

standard ISO 31000:2009
3. Analyse application tools and strategies for successful 

implementation of holistic risk management within  your 
organisation
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Certificate In Strategic Finance For 
Non-Finance Managers 
(In association with The George Washington 
University School of Business)

Course Overview 
In today’s global business environment, every business executive 
must possess a fundamental knowledge of how financial resources 
are accumulated, utilised and monitored to create shareholder value. 
Companies that leave these critical issues to the exclusive domain of 
financial executives stand to be at a clear competitive disadvantage.
Understanding the financial levers of effective business management 
is crucial for every senior executive. In this course, you will explore 
how financial information is formulated, how it is processed to allocate 
capital, how financing decisions are made, how the outcome of 
investment decisions is evaluated, and how the outcome determines 
the return that the investors receive. The course will equip you with a 
collection of tools and insights to enable you to fulfil your professional 
goals as well as the expectations of your companies and investors.

Course Content
•	 Review of financial terms and concepts
•	 Overview of money and capital markets
•	 The income statement
•	 The balance sheet
•	 Subcomponents of assets, liabilities and equity
•	 Analysing and interpreting statements
•	 Cash flow statement
•	 Working capital management
•	 Budgeting
•	 Monitoring budgets
•	 Capital budgeting and valuation
•	 Cost of capital
•	 Mergers and acquisitions

Who Should Attend?
The course will benefit experienced managers and directors with a 
limited formal financial background. Rising stars and managers moving 
into roles with financial accountability as well as managers with 
responsibility for the financial performance of a team, department or 
organisation. 

Benefits Of Attending
1. Gain a thorough understanding of the wide range of financial 

terms and concepts
2. Apply the financial concepts and policies behind the management 

decision processes
3. Recognise the impact of effective working capital management on 

company cash flow

Credit Risk Modelling

Course Overview
The course is designed to present a comprehensive discussion focused 
on current and best practice in qualitative and quantitative credit 
risk modelling and measurement techniques, which have become 
a required part of the skill sets for both credit risk managers and 
analysts. The course also presents the best practice for modelling 
and measuring of credit loss distributions, individual and dependent 
default probabilities and intensities, recovery rates, credit migration 
transition matrices, recovery rates and credit spreads. Extensions of 
Value-at-Risk (VaR) for assessing credit risks are also presented for 
standalone and portfolio credit risk.  

Course Content
•	 Credit risk, credit exposures, credit rating applications and 

information, credit quality risk assessment techniques and 
regression-based credit ratings models  

•	 Credit scores, credit scorecards, credit scoring techniques, 
scorecard, management reports and collections management

•	 Credit exposures, default likelihoods and dependent defaults, 
recovery rates, credit spreads, credit rating migration and portfolio 
credit risk exposures

Who Should Attend?
Organisations and individuals seeking commercial and personal 
credit and credit lines, those making commercial and personal credit-
granting decisions, lending and credit policy makers, commercial 
and in-house credit scorecard developers and users, credit risk 
managers and regulators; including asset/liability managers, back and 
middle office personnel, central bankers, market regulators and bank 
supervisors, chief risk officers and enterprise risk managers.
 
Benefits Of Attending 
1. Explore the latest qualitative and quantitative credit measurement 

and modelling techniques for individual credit facilities, consumer 
credit, retail, accounts receivables, credit collections and corporate 
lending, sovereign credits, securitised credit exposures and 
portfolios of credits, as they can be applied in the region

2. Learn current credit risk modelling best practice for the 
assessment, measuring and modelling of credit risk factors 
including potential credit exposures, credit loss distributions, 
default frequencies, times to default, recovery rates, credit 
migrations, credit spreads and dependent default frequencies

3. Understand best practice and applicability of structural and 
reduced-form credit risk models, including an overview of 
common commercial/vendor credit portfolio analysis models 
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Developing A Successful Fraud Prevention 
And Investigation Strategy

Course Overview 
This course is designed to teach a practical understanding of anti-
fraud management requirements. The course covers nine major 
subject areas and utilises a variety of training techniques. The key 
areas of the curriculum include understanding the impact of fraud 
on organisational value, who is responsible for managing the fraud 
exposure, the role of corporate governance and ethics in achieving 
this, and the implementation of anti-fraud measures. The emphasis will 
be on practical and pragmatic approaches, rather than theoretical.

Course Content
•	 Fraud in the global context
•	 Regulatory response to fraud
•	 Ethics and fraud control
•	 Governance and its impact on corporate fraud
•	 Fraud and its impact on corporate reputation
•	 Fraud typologies
•	 Information and security threats
•	 Whistleblower programmes and fraud prevention
•	 The fraud investigation

Who Should Attend? 
This course has been developed for professionals responsible for 
preventing fraud and protecting the interest of their organisations 
and working in the areas of finance, auditing, security, compliance, 
anti-fraud, anti-money laundering, risk, legal, accounting, contracts, IT, 
procurement and purchasing.

Benefits Of Attending 
1. Understand the nature of fraud for your organisation and be 

capable of developing an organisational response to its risks
2. Appreciate the relationship between corporate ethics, governance 

and fraud, including the market expectation of that relationship
3. Know what drives your fraud exposure both at home and abroad 

and understand the financial consequences of non-compliance

Financial Instruments And Risk 
Management In IFRS - IFRS 7 & 9 And IAS 
32 & 39  

Course Overview 
The recent recession in the world economy has highlighted the 
importance of risk management as a subject and more specifically the 
importance of identifying and measuring on balance sheet risk. Financial 
instruments are one of the most critical components of risk. They are 
on one hand risk mitigants and also an identifier of existence of risk. 
Understanding the complexities of financial instruments allows every 
corporate to be geared up to face the risks in the new financial order. 

Course Content
•	 IAS 32 – financial instruments 
•	 Financial Instruments – recognition and measurement – IAS 39
•	 Hedge accounting
•	 Derivatives
•	 IFRS 7 – Financial instruments: disclosures
•	 IFRIC
•	 IFRS 9
•	 Risk management primer
•	 Implementation issues
•	 Disclosures in published accounts
•	 First time adoption
•	 Selecting an appropriate policy

Who Should Attend? 
The course will be beneficial for those who are responsible for the 
emergence and management of financial assets and liabilities on a 
balance sheet. This course will be particularly helpful for:
•	 Chief Accountants
•	 Group Finance Directors
•	 Heads of Finance
•	 Finance Managers and Accountants
•	 Financial Controllers
•	 Management Accountants
•	 Executive Directors of Finance
•	 Managers of Financial Accounts
•	 Heads of Accounting and Administration
•	 Finance and Information System Managers
•	 Portfolio Managers
•	 Financial Analysts
•	 Auditors
•	 Corporate Analysts

Benefits Of Attending
1. Identify the issues and opportunities for the first time adoption of 

IFRS by managing the critical regulatory issues
2. Select and design effective risk management policies for financial 

instruments that best suit your organisation in the current financial 
system

3. Successfully overcome the IFRS 9 migration challenges
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IFRS 

Course Overview 
The International Accounting Standards Board (IASB) is continuing 
its drive to improve International Financial Reporting Standards 
(IFRS) previously known as International Accounting Standards (IAS). 
Delegates will be aware of all the recent developments in international 
accounting by attending this valuable course.

Course Content
•	 IFRS – an essential update
•	 IFRS 1 – first time adoption of IFRS
•	 Financial statement presentation 
•	 Measuring financial performance 
•	 Consolidations including foreign currency issues 
•	 Segmental reporting 
•	 Revenue recognition 
•	 Tangible and intangible assets 
•	 Liabilities, provisions and contingencies 
•	 Accounting for financial instruments under IFRS 7, 9, IAS 32 and 39
•	 Impact on implementation guidance – questions and answers
•	 Debt/equity classification
•	 Subsequent measurement, fair values and impairment
•	 Hedge accounting
•	 Disclosures

Who Should Attend? 
This course is designed for all accountants and financial professionals 
who need to learn about or keep up to date with IFRS.

Benefits Of Attending
1. Understand the latest developments in the growing worldwide 

use of IFRS
2. Discuss the latest IFRS, Exposure Drafts (ED) and the International 

Accounting Standards Committee Foundation (IASCF) 
improvement project

3. Learn about real world challenges to applying IFRS and strategies 
to overcome them

IFRS For Banks And Financial Institutions 

Course Overview 
Many countries’ banks and similar financial institutions are required 
to prepare their annual financial statements in accordance with 
International Financial Reporting Standards (IFRS).

This has had an immediate and ongoing impact on financial reporting 
by such business entities. This brand new two day course is designed 
to provide an update on the current developments in the adoption 
and application of IFRS by banks and their commercial clients. 
The focus will primarily be on developments in the recognition, 
measurement and disclosure of financial assets and financial liabilities 
in accordance with IFRS.

The course also covers other areas of financial reporting of significance 
to banking and financial professionals. Practical financial problems will 
be analysed and a set of published financial statements for a bank, 
prepared in accordance with IFRS, will be reviewed.

Course Content
•	 Financial Instruments
•	 Overview Of Historical Developments
•	 IAS 32: Presentation
•	 IAS 39 And IFRS 9: Recognition And Measurement
•	 IAS 39 And Exposure Draft: Amortisation And Impairment
•	 IAS 39 And Exposure Draft: Hedging
•	 IFRS 7: Disclosures
•	 Non-Financial Elements 
•	 Financial Statement Presentation
•	 Non-Financial Assets
•	 Leasing
•	 Non-Financial Liabilities
•	 IFRS 13 Fair Value Measurement
•	 Revenue

Who Should Attend? 
Professionals with an interest in IFRS as they apply to banks and 
financial institutions including: Executive Directors of Finance, 
Accountants, Financial Analysts, Internal Auditors, External Auditors, 
Portfolio Managers, Bank Managers, Banking Executives, Finance 
Systems Managers, Auditors, Corporate Analysts.

Benefits Of Attending
1. Gain knowledge and understanding of the latest developments in 

accounting for financial instruments and their application to banks 
and similar institutions

2. Understand the impact of the adoption of IFRS on global financial 
reporting

3. Appreciate developments in IFRS that affect the recognition 
and measurement in the financial statements of international 
commercial organisations
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IFRS For Oil And Gas

Course Overview
With the advent of IFRS, it has become critical to understand the 
impact of various provisions of IFRS on accounting reports of 
companies in the oil and gas sector. There are few other industries 
which are as complex, competitive, and entwined with the economy 
as the oil and gas. 

This course will take you through, in detail, various policy and 
implementation issues involving typical transactions in oil and gas 
sector and how IFRS affects them. Much beyond a generic course on 
IFRS, this sector specific course introduces you to issues which are 
typical to the sector and are not covered in a generic course. The scope 
of the course is wide – encompassing issues involving fixed assets, 
leases, inventories, financial instruments, etc. It also includes the impact 
of latest IFRS releases IFRS 10, 11, 12, and 13 in addition to discussion 
paper of extractive industries. 

Course Content
•	 Understand the impact of IFRS on various items of financial 

statements by offering detailed practical examples relevant to  the 
oil and gas Industry 

•	 Assess the impact of new IFRS 9, 10, 11, 12 , and 13  and gain  
thorough hands-on through  transition case studies

•	 Identify the accounting policies best suited to your company
•	 Review disclosure requirements with practical insight into real life 

disclosures

Who Should Attend?
This course will be highly beneficial for those working as company 
secretaries and legal heads that have had minimal formal training in 
labour law and wish to consolidate their experience in the region. In 
addition it would also benefit in-house counsel and lawyers who have 
recently been transferred to this region.

Benefits Of Attending
1. A unique opportunity to be exposed to a rare combination of 

understanding and practice wherein the knowledge you acquire 
will find immediate application in your work place

2. Includes a special section on issues involving first time transition 
and selection of accounting policies and disclosures

ISO 31000 – Global Risk Framework

Course Overview 
A management course designed to provide a practical understanding 
of the new global framework for risk management. It covers five 
major subject areas from the standard and utilises a variety of training 
techniques. The key areas of the curriculum include understanding the 
evolution of the standard, the standards core risk principles, the risk 
framework design and application, a detailed understanding of the 
components of the standard and how they work and an understanding 
of the attributes of enhanced risk management. Emphasis is on 
practical and pragmatic approaches, rather than theoretical. 

Course Content
•	 Principles for managing risk 
•	 ISO 31000 value proposition 
•	 11 core principles 
•	 Framework for managing risk 
•	 Process for managing risk 
•	 Attributes of enhanced risk management 
•	 Risk management through the setting of organisational 

performance goals 
•	 Accountability for risk 
•	 Risk reporting 
•	 Governance performance 

Who Should Attend?
•	 Senior management exposed to risk and compliance issues 
•	 Risk Managers 
•	 Risk Managers 
•	 Money Laundering Reporting Officers 
•	 Fraud Managers 
•	 Compliance Officers and staff 
•	 Operations Managers 
•	 Operational Risk Managers 
•	 AML Project Managers and AML Systems development staff 
•	 Auditors and Internal Control Officers 
•	 Regulators and Consultants 

Benefits Of Attending
1. Obtain a thorough understanding of the ISO31000 eleven 

principles of risk management
2. Understand the nature of all five components of the new ISO31000 

risk framework
3. Gain knowledge and be confident to apply the five core processes 

for managing risk 
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Retail Credit Risk Measurement, 
Management And Control

Course Overview 
Analytical credit risk in retail lending is the focus of this course with 
practical examples of scoring systems. Both application scoring and 
behaviour scoring are covered together with segmentation (pooling). 
Best practice is examined for the measurement and management of 
credit risk in the retail area including small business lending, revolving, 
consumer and card loans and mortgages. The training explains 
modern retail banking within the Basel II framework and presents best 
practice in the areas of identification, measurement and management 
of retail credit risk.

Course Content
•	 The foundation
•	 Modern scoring techniques
•	 Risk differentiation and pricing
•	 Capital for retail risk
•	 Profitability analysis

Who Should Attend? 
Credit officers and managers, credit risk managers, credit risk analysts, 
credit risk controllers, credit auditors, credit administrators, retail 
banking managers, finance managers, financial controllers, risk 
managers, portfolio managers, auditors/internal auditors, Basel II 
project team members, compliance officers, financial and systems 
analysts.

Benefits Of Attending 
1. Learn best practice approaches for retail credit risk management
2. Explore the latest quantitative credit measurement and 

management techniques for the retail credit sector
3. Get familiar with probability of default and loss given default at the 

segment level

Senior Executive Finance   
(In association with The George Washington 
University School of Business)

Course Overview 
Companies today strive to deliver valuable products and services 
amidst the global recession and they recognise that executives must 
have a firm grasp of finance to maximise profitability. Every executive 
whether or not working directly in finance feels the urgent need to 
be abreast with current trends in financial decision making, latest 
investment appraisals and risk management techniques. Senior 
Executive Finance, will guide you through the latest finance concepts, 
tools and techniques which will help you to make accurate financial 
decisions and seize opportunities to drive strategic change at your 
workplace. The course will prepare you to leverage your organisation’s 
financial position for maximum corporate success.

Course Content
•	 Maximising shareholder value: risk and return revisited
•	 Business operations, strategic transactions and other risks faced by 

organisations
•	 Risk and uncertainty
•	 Project appraisal
•	 Investments and portfolio analysis
•	 Portfolio/fund management
•	 Introduction to asset management

Who Should Attend? 
This course is designed for those working as finance directors and 
managers, financial controllers and analysts, vice presidents and senior 
vice presidents, accounting managers, chief accountants, heads of 
corporate planning, heads of business development.

Benefits Of Attending
1. Obtain an appreciation of the concept of shareholder value and its 

contemporary application to corporate performance
2. Understand the different methods of project appraisal in 

contemporary use and how they have evolved over recent years
3. Analyse cutting edge techniques for estimating the cost of capital 

and capital budgeting
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Trading, Custodial Services And 
International Payment & Settlement 
Systems

Course Overview 
This comprehensive course has been specifically designed to provide 
delegates with a detailed knowledge of the financial markets, the key 
participants and their roles, the clearing and settlement processes 
for major products, risk and regulatory issues and best practices in 
international markets. Throughout the course there will be exercises, 
case studies and tasks plus a comprehensive glossary of terms and 
supporting material to provide them with a complete learning 
experience.

Course Content
•	 Anatomy of a trade – the trade life cycle – process
•	 Operational and operations risk categories
•	 Clearing, settlement, custodial services and corporate actions
•	 National and international payment and settlement systems, 

reconciliations, exceptions handling, failed trades, funds transfer 
pricing and the margining function

•	 Market structures
•	 Fraud in international payment and settlement processes

Who Should Attend? 
This is a benchmark course for individuals working in operations and 
settlements. It is ideal for settlement officers in foreign exchange, 
securities and derivatives, operations officers, custodians, clearing 
house staff, compliance officers, risk controllers, auditors and 
accountants.

Benefits Of Attending
1. Gain a complete understanding of all aspects of clearing and 

settlement processes for major products and learn how to manage 
the process with maximum effectiveness!

2. Understand the role of the key participants in the trading and 
investment environments

3. Develop an appreciation for types of corporate actions, their 
impact on derivatives positions and how to manage the material 
for reports
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Cost Control And Revenue Management 
For Healthcare Organisations

Course Overview
Accurately measuring costs and outcomes is the single most powerful 
lever available today for transforming your healthcare organisation’s 
financial performance.  With accurate and appropriate cost 
information, healthcare providers can then make bold and decisive 
plans to improve their hospital or clinic’s efficiency while sustaining 
or improving outcomes.  This course puts highly practical tools into 
participant’s hands: tools which they and their colleagues can take 
away and put to work immediately to transform their healthcare 
organisation’s performance.  The course is easy to follow and split into 
two essential parts:  
•	 Measuring and understanding healthcare costs
•	 Enhancing healthcare revenues

Course Content
•	 Measuring healthcare costs using full-cost accounting and 

absorption costing
•	 Activity-Based Costing (ABC) in hospitals and clinics
•	 The Care Delivery Value Chain (CDVC) 
•	 Time-Driven Activity-Based Costing (TDABC) 
•	 Reducing healthcare costs through Lean Six Sigma
•	 Improving resource utilisation and increasing healthcare cashflow

Who Should Attend?
•	 CEOs, COOs, CFOs, CMOs and CNOs
•	 Chiefs of Service, Heads of Departments and other Budget Holders
•	 Clinical, Medical, Nursing and Operations Managers
•	 Financial Controllers, Managers and Accountants
•	 Quality Managers and Consultants
•	 Process Improvement Managers and Consultants

Benefits Of Attending
1. Discover easy-to-use tools for minimising a healthcare 

organisation’s costs and maximising its revenues
2. Learn and apply the new ‘gold standard’ in healthcare cost 

measurement techniques
3. Transform hospital performance using proven process 

improvement tools

Customer Service Excellence In Healthcare 

Course Overview
The companies which will emerge victorious will be those that offer 
unrivalled consistency throughout the patient journey. Nothing is 
more important than the personal beliefs of the senior executive and 
board.  They need to establish Customer Service as a guiding principle, 
and preeminent organisational value and then lead by example.
This course offers practical strategies and solutions to enable the 
creation of a focussed patient experience programme for your 
healthcare organisation.

Course Content
•	 Strategic planning for Customer service 
•	 Key drivers for a superior patient experience 
•	 Customer service standards
•	 Communication and clarification of core values from the top down
•	 The role of management in the success of the customer service 

initiative
•	 Rewarding and recognising service excellence
•	 Competency framework for service excellence
•	 Recruiting and selecting for service excellence
•	 Performance appraisals and Disciplinary processes 
•	 Assessing the training needs of management to ensure consistent 

practice throughout the organisation
•	 Customer service training programmes
•	 Measuring Customer satisfaction and loyalty

Who Should Attend?
This course will benefit anyone who is involved in the management 
of customer service in a healthcare organisation.  It is ideal for general 
managers working in healthcare who need a better understanding 
of the drivers of patient satisfaction and how to assess staff on key 
customer service behaviours.  It would be particularly useful for 
customer service managers and those involved in training non-
technical skills in healthcare.

Benefits Of Attending
1. Identify key drivers for a superior patient experience and create 

meaningful standards for service excellence 
2. Transform employee engagement for consistent service delivery
3. Establish strategies for hiring, reviewing and assessing employees 

on customer service competencies.
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Executive Diploma In Healthcare 
Management

Course Overview
In conjunction with Henley Business School, one the world’s leading 
providers of executive education, IIR offer a linked series of 6 healthcare 
management training courses leading to the award of Henley’s 
prestigious Executive Diploma in Healthcare Management.

Programme Content
The programme consists of six 3-day courses:
•	 Leadership Effectiveness for Healthcare Managers I – Managing 

People: Personal and Team Effectiveness
•	 Leadership Effectiveness for Healthcare Managers II – Managing 

and Leading Change in Healthcare Organisations
•	 Business and Service Planning for Healthcare Managers
•	 Finance and Budgeting for Healthcare Managers
•	 Healthcare Information Management
•	 Healthcare Quality and Process Improvement

Who Should Attend?
The Executive Diploma is aimed at people working in all sectors of 
healthcare management, irrespective of professional or functional 
background.  This includes those who are moving from a purely 
professional or clinical role to one with a more managerial focus.  It 
is a rounded qualification that covers the key areas of management 
of particular relevance to the healthcare sector.  Managers who 
successfully complete the diploma will broaden, update, strengthen 
and deepen their professional skills and abilities.

Benefits Of Attending
1. Develop your knowledge and skills in a particular area of 

management or  gain a rounded management qualification.  
2. Each course in the programme is a ‘stand alone’ module providing 

its own benefits and there is no requirement to attend the 
courses in any particular order.  

3. You may register for and attend a single 3-day course and receive 
a certificate of attendance upon satisfactory completion.  To be 
eligible for the Executive Diploma, you must complete all six 
courses and the associated assignments within three years.

Leadership Effectiveness For Healthcare 
Managers I – 
Managing People: Personal And Team 
Effectiveness

Course Overview
This course aims to equip healthcare managers with the knowledge 
and skills to form and manage effective teams of individuals.  It 
aims to allow participants to reflect on and assess current levels of 
effectiveness and the methods by which effectiveness is measured and 
enhanced.  It aims to encourage healthcare managers to view their 
organisation’s activities within a range of frameworks in order to be 
responsive to their environments and the needs of their staff. 

Course Content
•	 What is effectiveness?
•	 Developing individual effectiveness
•	 Managing teams
•	 Frameworks for developing effectiveness
•	 Managing performance

Benefits Of Attending
1. Critically explore what effectiveness means for a healthcare 

organisation or service, for the service manager and for members 
of the team

2. Review the methods of performance management employed 
by the participant (as manager) and critically reflect on how 
they could be developed to enhance both personal and team 
effectiveness

3. Develop plans to ensure continued effectiveness of the service 
through workforce planning to meet the challenges of the future. 
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Leadership Effectiveness For Healthcare 
Managers II – 
Managing And Leading Change In 
Healthcare Organisations

Course Overview
This course aims to allow participants to gain an understanding of 
how their healthcare organisation is affected by the social, economic, 
political and technological environment in which it operates.  It also 
encourages learners to see themselves as managers operating in a 
continually changing environment and it explores the significance 
of organisational culture.  The course helps managers to develop 
concepts and tools to manage successful and effective adaptation of 
their healthcare organisation. 

Course Content
•	 The role of the healthcare manager
•	 Analysing the cultural environment in a healthcare organisation
•	 Auditing the demographic, epidemiological and social 

environments
•	 Understanding the political environment
•	 Culture and innovation
•	 Managing change

Benefits Of Attending
1. Assess the role of the healthcare manager in planning 

organisational development and change
2. Critically explore the complexity of ideas, values and beliefs that 

influence the culture of the healthcare organization and assess the 
implications for management

3. Develop strategies for managing change and development in their 
professional role

Business And Service Planning For 
Healthcare Managers

Course Overview
This course brings together a range of management ideas, methods 
and principles.  It encourages the development of strategic healthcare 
planning, taking account of the environment in which the organisation 
operates, its mission and a consideration of its resources.  

Course Content
•	 Business and service planning in context: strategy and planning, 

the benefits of business service planning in healthcare
•	 Analysing the environment and envisioning the future: 

understanding the environment, understanding the health and 
social care economy, vision and mission

•	 Analysing your resources (strengths and weaknesses) and planning 
for the future

Benefits Of Attending
1. Explore the relationship between planning and strategy both in 

theory and in their healthcare organization taking account of the 
internal and external social, economic, political and technological 
factors

2. Critically explore the roles and functions of stakeholders and 
assess ways of exerting power and influence in their organization

3. Critically assess their organisation’s or service’s resource strengths 
and weaknesses and how this both impacts on planning for the 
future and will in turn be impacted on
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Finance And Budgeting For Healthcare 
Managers

Course Overview
This course aims to introduce the fundamental concepts needed 
for effective financial management with a focus on costing and 
budgetary management to enhance organizational performance and 
accountability in healthcare.  It discusses a range of techniques for 
evaluating capital projects and the decision making processes involved 
in capital investment.  

Course Content
•	 Costs and budgets
•	 Performance measurement and accountability
•	 Planning for the future
•	 Sources and allocation of funds

Benefits Of Attending
1. Apply financial management tools to healthcare management 

challenges and critically reflect on the outcomes
2. Critically assess the use of budgets as part of performance 

measurement and accountability
3. Critically explore the sources and allocation of funding in 

healthcare

Healthcare Information Management

Course Overview
This course aims to equip healthcare managers with the knowledge 
and skills to manage and enhance the use of information.  It aims to 
help managers identify how and where they can influence existing 
healthcare information management processes as well as how to 
approach the development of new systems and strategies.  

Course Content
•	 Information in support of care
•	 Information, decisions and communication
•	 Making information work for you
•	 Developing information and communication systems

Benefits Of Attending
1. Identify and critically assess how healthcare information 

management processes can be enhanced through the influence 
of healthcare managers

2. Employ information at appropriate stages of decision-making and 
critically reflect on the benefits and challenges involved

3. Critically compare the traditional technical approach to 
information systems development in healthcare with the socio-
technical methodology
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Healthcare Quality And Process 
Improvement

Course Overview
This course aims to equip healthcare managers with the knowledge 
and skills to design and develop health service delivery systems which 
meet the needs of service users (ie, patients, their families and the 
community) and operate effectively within the appropriate framework 
of regional or national legislation and policy.  It aims to help healthcare 
managers analyse and improve the quality of care provided in their 
organisation, as well as set and monitor quality standards such as those 
published by JCI.  

Course Content
•	 Delivering a service – outcomes and performance, frameworks for 

service delivery, service agreements and service specifications
•	 Managing systems – managing service delivery systems, specifying 

systems, managing and co-ordinating systems
•	 Managing quality – what is quality, quality management, setting 

and measuring quality standards
•	 Managing projects – project definition, project planning, project 

running

Benefits Of Attending
1. Review and critically reflect on healthcare quality standards that 

relate to the service and monitoring of those standards
2. Identify and evaluate opportunities to improve healthcare services 

which can be judged against quality standards
3. Use project management tools and techniques to plan a 

healthcare service delivery project

Healthcare Mini MBA

Course Overview 
Healthcare Mini MBA provides both healthcare managers and 
clinicians who have management responsibilities with the essential 
skills and knowledge they need in order to succeed – whatever their 
background or vocational intentions. The course goes well beyond 
conventional theory and focuses on the key topics, strategies and 
techniques needed in order to achieve excellence in today’s healthcare 
organisations.

This course presents the core concepts– as they apply to healthcare 
management. The format is a mixture of high energy workshops 
focusing on key concepts and teaching sessions that provide a forum 
for debate, challenge and discussion.

Course Content
•	 Strategy development and strategic leadership in healthcare
•	 Strategic healthcare marketing
•	 Managing financial resources in healthcare
•	 Leadership and change in high performing healthcare 

organisations
 
Who Should Attend? 
This course has been designed specifically for executives, senior 
managers, managers and team leaders in the healthcare sector 
who want to improve their management skills and overall business 
performance. 

Benefits Of Attending
1. Build your confidence in using financial and economic data to 

manage and plan healthcare strategy more effectively
2. Align your healthcare organisation’s performance with a 

breakthrough strategy
3. Understand what ‘value’ in healthcare really means for effective 

patient communications and marketing
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Healthcare Process Improvement

Course Overview
Hospitals are good at clinical care and clinical decision-making, but 
often seem to find it difficult to make progress in improving the patient 
journey. This course will guide you through the principles of patient 
flow improvement and demonstrate how to apply the lessons of Lean 
Thinking to enable true process redesign in your healthcare setting. 

You will recognise the benefits of strategic and managed response to 
patient flow by reducing wait times and improving the patient journey.
 
Course Content
•	 Introduction to patient flow management 
•	 Improving patient flow management 
•	 Getting the focus right
•	 See your improvement
•	 Monitoring and evaluating improved flows

Who Should Attend?
This practical and interactive course is highly beneficial for healthcare 
professionals who are responsible for streamlining patient processes, 
such as Nursing and Clinical Directors, Directors of Emergency 
Departments, Clinical Redesign and Patient Flow Managers. Hospital 
and Project Managers, Consultants and Operational Managers will also 
certainly benefit from the course. 

Benefits Of Attending
1. Maximise your resources and deliver sustainable improvements in 

patient-centred care
2. Proactively manage bed capacity and allocation to ensure you 

work in the most efficient way to discharge patients and achieve 
excellence in the patient experience

3. Implement best practice ideas which will help you achieve 
excellence in patient flows

Healthcare Quality And Patient Safety 
Improvement

Course Overview
Quality improvement – the process of continually evaluating existing 
processes of care and developing new standards of practice – 
therefore has to be a core competency for every healthcare manager 
and clinician at every level of medical practice: be they in primary care 
clinics, acute hospitals, specialist centres of excellence or regulatory 
bodies.

The course provides complete coverage of the content of the Certified 
Professional in Healthcare Quality (CPHQ) examination of the US-based 
Healthcare Quality Certification Board (HQCB) – the only accredited 
international certification that defines world-class excellence in the 
discipline of healthcare quality management and improvement. 

Course Content
•	 Strategic quality management and leadership
•	 Information management
•	 Performance measurement and improvement
•	 Patient safety and risk management
•	 Building a safety culture through Team Resource Management 

(TRM)

Who Should Attend?
•	 Quality Managers and all Managers with a Passion for Quality!
•	 Patient Safety and Risk Management Managers
•	 Staff involved in JCI and other accreditation processes
•	 Clinical Directors and Heads of Departments
•	 Physicians and Surgeons, Radiographers, Laboratory, Scientific Staff
•	 Heads of Nursing and other Senior Nurses
•	 Healthcare Informatics and IT Professionals
•	 Facilities, Estates and Support Services Managers

Benefits Of Attending
1. Achieve comprehensive coverage of all the core elements of 

healthcare quality improvement
2. Practice tools and techniques for data collection, information 

management and statistical analysis
3. Identify essential skills for leading and managing quality 

improvement projects and creating a ‘quality culture’
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Leaders In Healthcare

Course Overview
Leaders in Healthcare will place you at the centre of your development 
as an effective leader of clinicians and healthcare managers, 
confronted by shifting sands within your hospital’s environment.  It 
will enable you to transition towards a higher level of healthcare 
leadership: empowered to be more confident and effective in 
resolving real dilemmas and making choices about current and future 
courses of action.

Your learning journey will begin with the theory and practice of 
healthcare leadership and go on to consider how the most successful 
healthcare leaders grow their leadership capabilities.  You will be asked 
to challenge many of the stereotypes around healthcare leadership 
before confronting the critical success factors in your own leadership 
journey.

Course Content
•	 An introduction to leadership in healthcare
•	 Understanding yourself as a leader
•	 Leading groups and teams
•	 Managing and leading change in healthcare organisations

Who Should Attend?
•	 Physicians, surgeons, senior nurses and allied healthcare 

professionals who are about to take on general management 
responsibilities for the first time

•	 Managers who are about to move out of a specialist role and into a 
broader general management role or who have been identified as 
having potential for general management

•	 Managers or department heads with cross-functional 
responsibilities who need to develop a ‘big picture outlook’

•	 High-potential managers and clinicians whose healthcare 
organisations or line managers have identified them as future 
leaders

Benefits Of Attending
1. Identify the close connection between effective leadership and the 

performance of healthcare teams and organisations
2. Practice some of the most important healthcare leadership 

behaviours, including how to motivate, inspire, coach and mentor 
others to improve clinical services

3. Evaluate leadership in a number of critical healthcare contexts

Recruitment And Retention Of Talent In 
Healthcare

Course Overview 
This four-day course addresses the challenges faced by healthcare 
organisations in attracting, recruiting and retaining staff. Delegates 
will be able to develop practical solutions to maintain exceptional 
standards of patient care through better workforce management and 
emerge as a winner in the region’s war for healthcare talent.

Course Content
•	 Introducing a healthcare talent management system
•	 The four building blocks of healthcare talent management
•	 Talent planning and development
•	 Motivation, compensation and reward

Who Should Attend?
This course will benefit anyone who is involved in decision-making 
that affects how their healthcare organisation finds and keeps human 
capital.

Benefits Of Attending
1. Develop a talent management plan to find out and keep top 

performers at your healthcare organisation
2. Nurture and grow your human capital: Reduce staff turnover 

through performance coaching and the right long-term incentives
3. Transform organisational performance through talent planning 

and development
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Advanced Strategic HRM Masterclass

Course Overview 
This course will give delegates a chance to reflect on the latest 
thinking in strategic HR, examining the implications of this thinking 
and how the new ideas can be applied in a Middle Eastern context. It 
will examine the challenges faced by HR and look at ways to overcome 
them so that participants can help create competitive advantage in 
their organisation.

Course Content
•	  Building and sustaining the organisation’s competitiveness 

through people management and development
•	  Building leadership competencies and organisational culture 
•	 Emotional intelligence and leadership
•	  The impact of leadership and HR on organisational culture
•	 Adding value through leading-edge HR
•	  Toward tomorrow’s HR function and improving organisational 

performance
•	  HR, performance enhancement and performance measurement
•	 Business transformation and the role of HR
•	 Understanding and developing a change process
•	  Developing a business improvement/business transformation plan 

in your business – how would it work?

Who Should Attend? 
This course is designed for middle to senior level HR professionals and 
for senior functional executives in both the private and public sectors 
who would like to develop their understanding of the impact that HR 
can have on an organisation. It is for anyone who is responsible for 
the design and development of HR strategies and who is interested in 
exploring new ideas in a practical way. 

Benefits Of Attending 
1.  Understand the latest thinking in HR and how it delivers value to 

the organisation
2.  Identify your business’s sustainable competitive advantage, and 

discover how to build it further
3.  Manage HR and organisational performance effectively using the 

Balanced Scorecard and the HR Balanced Scorecard 

Budgeting And Budget Control Of The HR 
Function

Course Overview
This course will provide delegates with the skills needed to fully 
understand the costs involved with HR that allow them to present 
a realistic case to management. It will feature case studies, business 
simulation and practical group exercises to show delegates how to 
prepare, monitor and control the HR budget and, most importantly, 
understand the link between organisational finance and HR budgets. 

Course Content
•	 What is a budget?
•	 The purpose of budgets
•	 Components of an HR budget
•	 Building an HR budget
•	 Budget metrics for HR
•	 Measuring financial performance

Who Should Attend?
This course has been specifically designed for all HR professionals 
responsible for the budgeting for the function in their organisations. 
It will help anyone who is planning to introduce new HR initiatives to 
forecast the budgetary requirements and to calculate the expected 
ROI.

Benefits Of Attending 
1.  Understand the link between organisational finance and HR 

budgets
2. I nvestigate advanced techniques of professional budgeting in line 

with managing and forecasting
3.  Identify the key components and cost factors in an HR budget 

and learn how to build, monitor and control an HR budget
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Certificate In Career Development  
(In association with The George Washington 
University School of Business)

Course Overview
Introducing a smart career development programme to an 
organisation can fulfil a variety of functions – the most important of 
which is to improve the performance of the organisation, which is, 
of course, a factor of individual performance. Implementation of the 
programme encourages staff to make themselves more marketable 
in the long term, and increases their contribution to the organisation. 
Investment in staff development is reflected in their motivation. 
Succession planning takes career development one step further 
by preparing those with potential to fill vacancies in key positions, 
reducing disruption when there are planned and unplanned vacancies. 

At this course delegates will discover how to align their organisation’s 
career development strategy with organisational capabilities.

Course Content
•	  Context for career management and succession planning in the 

Middle East
•	 The framework
•	 Identifying areas for development
•	 The development plan
•	 Options for development
•	 Why do we need succession planning?
•	 Six steps to succession planning
•	 Identifying targeted positions
•	  Monitoring and evaluating succession planning and the associated 

benefits

Who Should Attend?
This course has been specifically designed for any HR professional 
responsible for the development of staff. 

Benefits Of Attending 
1.  Explore why career development and succession planning are vital 

to an organisation’s success
2.  Discover how to take a systematic approach to career 

development and succession planning
3.  Learn how to integrate a career development and succession 

planning based on real business needs and potential benefits

Certificate In Compensation And Reward 
Management  
(In association with The George Washington 
University School of Business)

Course Overview
A fundamental component of compensation and reward management 
and HR is a grade and basic salary structure, and these are often taken 
for granted. Rather than make changes, HR and reward professionals 
try to fit the ever changing needs of their employees into a system that 
may not have been reviewed for many years. 

This course will touch on all areas of compensation and reward 
management, including grading structures, salary structures and 
payscales, allowances, pay reviews, bonus and incentive schemes, 
benefits and non-financial reward opportunities such as recognition 
and retention schemes. It will provide delegates with the information 
and guidance to ensure their salary and grading structure meets 
business needs, while allowing the company to attract and retain 
employees in an increasingly competitive market.
 
Course Content
•	 Defining a pay policy for employee compensation
•	 Matching pay structures to organisational objectives
•	 Developing grading and salary structures
•	 The role of job evaluation and salary surveys
•	 Integrating pay structures with other HR initiatives
•	 Implementing new grading and salary structures
•	 Managing performance and linking pay with performance via  

merit pay
•	 Key GCC and global remuneration trends 
•	 The role of variable pay schemes
•	 Critical issues for incentive schemes
•	 Performance management and the goal of linking pay to 

performance
 
Who Should Attend?
This course is designed for all everyone who requires an in-depth 
knowledge of working with, and managing, salary structures and 
reward issues, including all professionals who work in human resources 
at all career levels and all specialists who work in compensation and 
benefits.
 
Benefits Of Attending 
1.  Increase your business performance and employee effectiveness 

through implementing reward systems that attract, retain and 
motivate staff

2.  Align basic salary structures, grades and reward systems to a 
business’ objectives and human resources strategy, and discover 
practical steps to implement a grading system with a basic salary 
structure and pay scheme or update existing structures

3.  Find practical solutions to your own reward issues and challenges 
through analysis of case studies and interactive course and clinic 
discussions 
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Certificate In Developing HR Policy 
Manuals (In association with The George 
Washington University School of Business)

Course Overview
This course looks at the fundamentals of HR policy development 
from strategy alignment through to policy identification and 
implementation. You will look at HR policies as a strategic alignment 
tool, rather than as a policing mechanism. You will learn how to 
carry out an in-depth analysis of your organisation’s HR policy and to 
benchmark it against best practice and the latest thinking. 

Course Content
•	 Fundamentals of policy development
•	 Developing a content outline for a policy manual
•	 Designing and shaping an HR policy
•	 Stakeholder involvement
•	 How to ensure line managers buy-in through good 

communication
•	 Recent policy developments
•	 Confidentiality and controlling access
•	 Dealing with sensitive areas of HR policy
•	 How the relationship between employer and employee (the 

psychological contract) has changed
•	 HR policy developments in a downturn
•	 Identifying organisational needs
•	 Developing solutions
•	 Policy changes and amendments
•	 Policies for specific strategic initiatives
•	 Developing a supporting user-friendly HR manual

Who Should Attend?
This course has been specifically designed for all HR practitioners 
responsible for policy development and implementation, and 
managers involved in organisational change and transformation.

Benefits Of Attending 
1.  Successfully communicate your HR policies by developing the skills 

and expertise to produce clear and coherent policy documents 
2.  Review the role of Human Resource Management (HRM), and 

develop appropriate policies taking into consideration the 
importance of HR policy and where it fits into the organisation

3. Develop an appropriate handbook design by examining and 
learning from best practice examples  

Certificate In HR Administration  
(In association with The George Washington 
University School of Business)

Course Overview 
HR administrators often function as the first point of contact for 
employee enquiries and requests. This course provides a ‘best practice’ 
approach to the key administrative activities and on the practical 
application of key HR administrative activities. The course leader 
will provide you with the insight, knowledge and skills to manage 
potentially sensitive issues and situations with tact, discretion and 
confidence. 
 
Gain an overall understanding of human resources as it relates to an 
organisation’s goals and strategic objectives. You will examine the 
issues of human resources management and its various functions, 
activities and processes. 

Course Content
•	 The role of HR administration in your organisation
•	 Bringing creativity to the HR administration role
•	 Advantages and disadvantages of HR systems
•	 Developing a ‘can do’  attitude for your customers
•	 The stages of recruitment 
•	 Record keeping
•	 Tracking key internal HR records
•	 Orientation
•	 Carrying out training administration
•	 Performance appraisal
•	 Developing interpersonal and communication skills
•	 Emotional intelligence and how to use it to give great service

Who Should Attend?
This course has been designed and developed for HR professionals 
requiring specialised knowledge and skills. The course is intended for 
individuals who are either new to HR or have little experience in HR, 
but have a keen interest to develop a career in the HR profession. HR 
administrators and assistants will benefit from attending. 

Benefits Of Attending
1.  Deliver a high level of service to both the operational HR team and 

the wider business and provide administrative support concerning 
employee matters, ensuring alignment with company values and 
goals 

2.  Design and implement effective HR procedures and administrative 
systems to support business needs and deliver business results

3.  Develop your interpersonal communication skills so that you can 
successfully deal with difficult situations
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Certificate In HR Policies And Procedures
(In association with The George Washington 
University School of Business)

Course Overview
Certificate In HR Policies And Procedures emphasises the value of the 
skills and expertise to create fair, easy-to-understand HR policies and 
procedures and an up-to-date HR policy manual. Take this unique 
opportunity to learn how to achieve buy-in from your line managers, 
share and discuss your organisational needs, review your existing HR 
policies, and amend and update your policies. This course will guide 
you to develop and implement HR P&Ps in your organisation. You will 
ensure that your employment contracts and HR manuals meet your 
business needs, whilst attracting, retaining, engaging and motivating 
employees.  

Course Content
•	 Terms and Conditions of employment (T&Cs)
•	 Human Resources Policies and Procedures (P&Ps)
•	 Sensitive critical policy areas
•	 Employment contracts
•	 Policies and procedures to support wider HR strategies
•	 Human resources manuals
•	 Policies and procedures for international assignments
•	 Psychological contract of employment
•	 Achieving Work-Life Balance
•	 Implementing HR policies and procedures
•	 Review your manual

Who Should Attend?
This course is designed for everyone who requires either a generalist 
understanding or an in-depth knowledge of managing HR policies 
and procedures, and terms and conditions of employment. HR 
specialists and other HR professionals at all career levels working in the 
areas of HR Policies and Procedures, Employee Relations, Employee 
Communications and Personnel Administration will benefit from 
attending this course.

Benefits Of Attending 
1. Understand how HR policies and procedures fit into your 

organisation and how they affect employee relations
2. Increase business performance and employee effectiveness 

through clear, fair and reasonable HR policies and procedures 
which help retain and motivate staff

3. Align your terms and conditions of employment with your 
remuneration strategy and develop detailed employment 
contracts to improve employer branding and employee 
engagement

4. Discover practical steps for developing an effective channel of 
communication with all employees through your HR Policies and 
Procedures Manual

Certificate In HR Skills I And II  
(In association with The George Washington 
University School of Business)

Course Overview
This programme, which has a strategic focus, consists of two four-day 
course examines the HR needs in organisations, and how to audit and 
evaluate HR. The programme establishes the context for HR, examines 
up-to-date concepts to improve your HR performance and explores 
the main specialisms within HR. As well as covering HR technical 
issues, the programme includes some personal management and 
supervisory skills development.

Course Content
Course I: Certificate in HR Skills I
•	 Human Resources in context
•	 Defining the HR role today
•	 Leadership in HR
•	 Motivation
•	 Competencies
•	 Human Resource audit
•	 Recruitment
•	 Becoming an Employer of Choice
•	 HR problem solving
•	 Reward – compensation and benefits
•	 Recognising and delivering to the internal customer
•	 Moving HR into the 21st century

Course II: Certificate in HR Skills II
•	 Policies and procedures
•	 Training and development
•	 Performance management
•	 Pay and reward

Who Should Attend?
This programme has been specifically designed to provide 
background in HRM for HR practitioners in all industries. The first 
course is suitable for new entries to the HR profession and the second 
course focuses on developing some of the themes highlighted in the 
first course. The second course is most suitable for HR practitioners 
with two – three years of experience. 

Benefits Of Attending 
1.  Develop effective HR policies and procedures, based on a 

thorough understanding of HRM, and its impact on your 
organisation

2.  Discover the importance of training and development activities 
and their impact on the bottom line of having the right staff, with 
the right skills, in the right place at the right time (and at the right 
cost)

3.  Examine the issues around performance management and 
its implementation to understand its links to organisational 
performance and the organisation’s bottom line
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Certificate In Job Analysis, Job Evaluation 
And Grade Structures  
(In association with The George Washington  
University School of Business)

Course Overview
Establishing and managing a framework for job analysis, 
understanding all the roles in an organisation and describing them 
through job profiles or job descriptions is a component of the HR role. 
Another is to have a suitable grade and salary structure that supports 
the needs of the organisation. 

This course will provide you with key job analysis tools and provide a 
detailed familiarisation with job evaluation, including an introduction 
to the most commonly used best-practice approaches. 

Course Content
•	 Understanding the main components of job analysis
•	 Establishing a job analysis framework
•	 Using job analysis to understand job roles and accountabilities
•	 Step-by-step guide to developing job descriptions
•	 Linking job analysis to performance management and 

competency libraries
•	 How to communicate results of job analysis to employees
•	 Using job profiles in other areas of HR
•	 The role of job evaluations
•	 Overview of commonly used best-practice proprietary systems of 

job evaluations in the GCC
•	 Determining grades and overall grading structures
•	 Job evaluation process
•	 Implementing a new job evaluation system and grading structures
•	 Managing and maintaining grading structures

Who Should Attend?
This course is designed for everyone who requires an appreciation or 
an in-depth knowledge of writing job profiles and job descriptions, 
and/or an understanding of how to implement a job evaluation 
scheme and develop grade structures underpinned by professional job 
analysis and job evaluation techniques. This includes staff in all areas 
of human resources as well as specialists who focus on compensation 
and benefits, and reward.

Benefits Of Attending 
1.  Increase your business performance and employee effectiveness 

by developing clear job profiles, job descriptions and key 
accountability statements that communicate clearly what is 
expected of employees and effectively underpin your performance 
management system

2.  Align your grade structures to your organisational objectives 
and HR strategy, by learning how to implement an effective job 
evaluation and grading system

3.  Discover practical steps which will help you build your new system 
effectively, taking into consideration the different approaches 
available and your own organisation’s aims 

Certificate In Performance Management 
And Performance Appraisal

Course Overview
Performance Management
After this course you will be able to establish and manage a 
performance culture, determine Key Results Areas (KRAs), set objectives 
and Key Performance Indicators (KPIs), and establish the right 
competencies and behaviours for all the roles in your organisation. You 
will design and define the right performance management system 
to support your organisation’s goals and business objectives, and 
encourage the development of each individual employee. 

Performance Appraisal
Individual performance appraisals help you manage the performance 
of each employee in your organisation. However, unless you clearly link 
a performance appraisal to corporate goals and see it as part of the 
responsibilities of an effective manager, it can be nothing more than a 
tick-box paper exercise. 

Course Content
Performance Management
(Including Objectives [KRAs, KPIs] And Competencies [Behaviours])
•	 What is performance management?
•	 Creating a performance culture
•	 Performance based on objectives and goals
•	 Performance based on competencies and behaviours

Performance Appraisal
(Including Appraisal Forms, Rating Systems And Pay-For-Performance)
•	 Performance appraisal cycle and planning
•	 Preparing for an appraisal discussion
•	 Key skills in performance appraisal
•	 Rating scales in performance appraisals

Who Should Attend?
This course is designed for everyone who requires an appreciation or 
an in-depth knowledge of managing performance and implementing 
a performance appraisal system underpinned by objectives and 
competencies as part of an overall performance management 
approach. This includes HR generalists at all levels of their careers, as 
well as specialists who focus on performance and compensation and 
wish to develop their skills in performance management and appraisal.

Benefits Of Attending 
1. Support business effectiveness by implementing a best-practice 

performance management system and performance appraisal 
process

2. Understand the three critical components of an effective 
performance management system – setting objectives, measuring 
competencies and planning development

3. Increase overall business and individual employee performance 
by developing clear and SMART objectives which communicate to 
your employees what is expected of them
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Certificate In Succession Planning And 
Career Development  
(In association with The George Washington 
University School of Business)

Course Overview
Succession planning has been identified as a key issue that “keeps 
CEOs awake at night”. Organisations that implement effective 
succession planning and career development ensure business 
continuity while motivating and retaining their talent. In the GCC 
region it is a key driver of localisation by ensuring that strategies are in 
place to meet challenging localisation targets.

Course Content
•	 Succession planning or external market forces?
•	 Compiling the succession plan
•	 Career development
•	 Impact on HR and organisational processes
•	 Implementation of the succession and career development plan

Who Should Attend?
This course is designed specifically for all management professionals 
with an interest in ensuring business continuity and improving 
performance, motivation and loyalty of employees. It is an essential 
course for Department Heads, Directors, Senior Managers and Section 
Heads. HR professionals, People Development Officers and Career 
Development specialists will also benefit from the outcomes of this 
course.

Benefits Of Attending 
1.  Ensure business continuity by planning succession into key 

organisational positions and preparing people appropriately to 
step up to leadership roles

2.  Identify talented employees and provide structured career 
development opportunities to enable them to take on higher  
level and broader responsibilities 

3.  Attract and retain the top talent you need to meet your 
organisation’s current and future objectives

Certificate In Talent Management
(In association with The George Washington 
University School of Business)

Course Overview
This course will provide you with just what it takes to have the right 
people ready. It will help you to create a program that enables you to 
understand the whole Talent Management concept and process. It 
will help you create methodologies to measure talent, and to decide 
how to help people grow and prepare for their own futures while 
supporting and growing the organisation by applying the most current 
research in Talent Management for our ever changing marketplaces.

Course Content
•	 The talent management continuum
•	 The concept of talent management
•	 Aligning talent management to business strategy
•	 Developing an effective talent management strategy
•	 The tools of a robust talent management process 
•	 Attracting strategies
•	 Exploring best practice strategies for attracting the best people
•	 Selection strategies 
•	 Conducting talent assessments to create a talent profile 
•	 Talent review meetings
•	 Succession planning
•	 Performance management
•	 Talent development – exploring different options for talent 

development
•	 Retaining the talent you need 
•	 Measuring your success 
•	 Evaluating and assessing your talent strategy

Who Should Attend?
This innovative course is designed for HR professionals responsible for 
designing and implementing the talent management strategy within 
their organisation, including:
•	 Talent Management Managers
•	 Career Development Specialists
•	 Recruitment Managers/Executives
•	 Leadership and Management Development Professionals
•	 Mid to Senior HR Professionals responsible for developing HR 

strategies

Benefits of Attending
1. Improve your understanding of effective talent management
2. Discover how to attract and retain the very best talent for your 

business
3. Manage talent turnover through implementing retention best 

practice strategies
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Certificate In Training Management
(In association with The George Washington 
University School of Business)

Course Overview
A Human Resource Development, as an organisational process, 
comprises the skillful planning and facilitation of a variety of formal 
and informal learning and knowledge processes and experiences, 
primarily but not exclusively in the workplace, in order that 
organisational progress and individual potential can be enhanced 
through the competence, adaptability, commitment and knowledge-
creating activity of all who work in the organisation.’ 
Harrison and Kessels (2004)

This course addresses the whole arena of Human Resource 
development to identify how training managers should be positioning 
themselves to be effective producers of business results. In addition 
to developing the skills of a training manager, it looks to develop the 
policies and procedures required to ensure alignment of learning 
initiatives and interventions with the business requirements, the visible 
support of senior executives, delivering efficiency and effectiveness 
of the department, linking learning to measurable performance and 
broadening the department offerings beyond formal classroom training.

Course Content
•	 The strategic partnership
•	 The need for a total system 
•	 A flexible approach to Learning Needs Analysis (LNA) 
•	 Intervention design and delivery 
•	 The HRD manager 
•	 Effective communication techniques 

Who Should Attend?
This course has been designed for middle to senior level executives in 
the training sector including Heads of Human Resource Development, 
Training and Development Managers, Employee Performance Managers 
and anyone looking to build a career in training management.

Benefits Of Attending 
1. Assess organisational, departmental, team and individual 

needs, linking human performance to the effectiveness of the 
organisation 

2. Create a broad range of effective and efficient solutions and 
interventions 

3. Ensure that programmes are effectively designed in accordance 
with developmental principles

Certified HR Auditor  
(In association with The George Washington 
University School of Business)

 
Course Overview
It is vitally important for HR to keep pace with the demands of dynamic 
business environments and legal frameworks. The HR audit is used 
to highlight areas of weakness in the HR function, areas that can be 
improved and even areas where there are no policies or procedures. 
To avoid costly litigation your policies, procedures and processes must 
reflect the law, which frequently changes. The HR audit is an essential 
preventative strategy to ensure you remain legally compliant.

Course Content
•	 The HR audit – something to welcome
•	 Initial analysis, audit methodology – instruments and deliverables
•	 Scope of the audit
•	 Measuring HR and auditing against business needs
•	 The audit findings, feedback and action, and taking HR to the next 

level

Who Should Attend?
This course has been designed for all HR professionals interested in 
improving HR performance. It is an essential course for HR department 
heads, HR generalists and specialists in resourcing, compensation 
and benefits, payroll, training, personnel, HR, talent management and 
employee services. Organisational development specialists will also 
benefit from attending this course.

Benefits Of Attending 
1.  Prepare for and conduct an informal HR audit to ensure that your 

policies and procedures meet the business needs and minimise 
potential exposure

2.  Implement cutting-edge processes to ensure the complete legal 
compliance of your HR function

3.  Measure the effectiveness of the organisation’s procedures and 
how they affect the bottom line, and ensure management buy-in 
by providing compelling HR data, to establish your role as a true 
strategic partner 
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Certified Recruitment, Retention And 
Talent Management Programme 
(Endorsed by ILM (Institute for Leadership and 
Management), UK)

Course Overview
This course, which is endorsed by ILM, has been specifically designed 
to help delegates recruit, retain and manage the talent needed to fulfil 
their strategic plans. Learn the latest thinking and approaches to the 
pressing issues you are facing and return to your office equipped to 
address current challenges in these aspects of HR. Delegates will be 
challenged to face current difficulties and encouraged to discuss them 
in an open, professional exchange of ideas.

Programme Content
•	 The approach – competencies, culture
•	 Recruitment – get the right candidate
•	 Placement
•	 Retention – keep top performers
•	 Exciting ways to change
•	 Managing knowledge for successful retention

Who Should Attend?
This innovative course has been specially designed for HR managers, 
recruitment specialists and all other professionals involved in attracting, 
recruiting and retaining talent within their organisation.

Benefits Of Attending 
1.  Explore current best practice in recruitment, retention and 

development and how you can adapt these practices and 
strategies to best suit your organisational environment

2.  Discover how to achieve best value for money through adopting 
precise selection measures, careful placement procedures and 
constructing exciting retention initiatives which help you get the 
right people on board in the right places

3.  Win the management support you need to develop superior 
recruitment, retention and development programmes

Certified Training Coordinator  
(In association with The George Washington 
University School of Business)
 

Course Overview
This course provides the foundation knowledge and skills required to 
be an effective training coordinator. It introduces delegates to the role 
of personal and organisation effectiveness, the importance of building 
relationships and creating a customer-focused function. It also focuses 
on the need to make sure that the training and development initiatives 
put in place deliver results and have clear  
value to the organisation.

Course Content
•	 Personal and organisational learning
•	 HRD department effectiveness
•	 Core competencies
•	 Operational performance, causal analyses and learning needs 

analysis
•	 Individual and team learning journeys
•	 Managing a training intervention
•	 Validation and evaluation
•	 Administration processes and procedures
•	 The numbers game  

Who Should Attend?
This course has been specifically designed to provide the background 
information required for training coordinators. It is appropriate for 
newly appointed training professionals from all industries, and all those 
wishing to extend and update their foundation knowledge to become 
effective training coordinators. 

Benefits Of Attending
1.  Link learning with change and performance by recognising 

and understanding the key concepts of both personal and 
organisational learning

2.  Analyse learning needs, plan training, organise training delivery 
and control the training budget

3.  Provide analysis and advice to operational managers on 
how learning interventions will improve their departmental 
performance 
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Developing And Implementing A 
Dynamic HR Strategy

Course Overview
Human resources input is key to managing business and recessionary 
risk; it is the most important function of an organisation in today’s 
turbulent economy. Organisations need proactive human resource 
strategies that ensure long-term sustainability.

This comprehensive course provides insight, depth and 
understanding into the principles, models and frameworks used 
for developing and implementing an HR strategy that aligns with 
organisational strategic objectives.

Course Content
•	 Changing times and your HR strategy
•	 Strategic modelling
•	 Strategic analysis
•	 Analysing the environment 
•	 Analysing resources and strategic capability 
•	 Analysing cultural and stakeholder expectations 
•	 Identifying critical success factors 
•	 Strategic choice
•	 Identifying strategic options – generic strategies 
•	 Identifying strategic options – alternative directions 
•	 Evaluating options 
•	 Selecting strategy 
•	 Strategic implementation
•	 Managing strategic change
•	 Organisational structure and design 
•	 Planning and allocating resources 
•	 The importance of employee relations
•	 Strategic communication
•	 Developing an HR strategy

Who Should Attend?
This course is designed for middle to senior level HR professionals 
responsible for developing HR strategies, and for contributing to 
organisational strategy, and who want to develop their repertoire of 
strategy analysis tools and techniques. 

Benefits Of Attending
1.  Understand HR’s role in organisational strategy development and 

implementation and ensure that your organisation’s objectives 
and critical success factors are supported by a comprehensive, 
proactive HR strategy

2.  Ensure your HR strategy is based on a detailed and comprehensive 
understanding of the environment through sound strategic 
analysis and considered evaluation of alternatives

3.  Successfully implement your HR strategy by managing the 
strategic change process appropriately 

Dynamic Interviewing, Recruitment And 
Appraisal Techniques

Course Overview
By 2020 employers will need to adjust to the unprecedented 
challenge of having five generations of employees working together: 
employees with vastly different interests and life experiences from 
varied regional and ethnic backgrounds. 

Recruiting, developing and motivating such diverse employees will 
become crucial to your organisation’s success and will depend on the 
quality of its human resources department. 

This course will review all the desirable attributes, qualities and styles 
to be successful at screening, interviewing, evaluating applicants and 
employees. You will learn principles and frameworks, do’s and don’ts, 
and explore best practice examples from large organisations. You will 
have the opportunity to build a screening, interviewing and evaluating 
portfolio through the various practical workshops that will be undertaken 
during the course. 

Course Content
•	 Attracting top performers
•	 The hidden costs
•	 Profiling the employee of the future
•	 Develop a recruitment plan 
•	 Screening
•	 Preparing for the interview 
•	 Meeting the applicant
•	 Past behaviour is a predictor of future behaviour 
•	 Guidelines on asking difficult questions 
•	 Sharing information with the candidate 
•	 Ending the interview professionally 
•	 Conducting background checks for final candidates 
•	 The interview arena
•	 Keeping your top performers
•	 Introduction to performance appraisals
•	 Key Performance Indicators (KPIs)
•	 Reviewing performance in the job
•	 Preparing for the performance discussion
•	 Conducting a performance appraisal

Who Should Attend?
This course is designed for HR practitioners and line managers 
who wish to develop their interviewing skills for staff selection 
and appraisal, including HR Managers and Directors, HR Officers, 
Department Heads, Section Heads, Team Leaders and Supervisors.

Benefits Of Attending 
1.  Increase the likelihood of higher job satisfaction and reduce 

turnover rates. Hire the right employee for the job 
2.  Help your employees maximise their job performance to improve 

team and organisational outcomes 
3.  Focus on the critical steps in selection and performance 

management interviews to ensure you get the best possible 
outcome for the organisation
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Effective Manpower Planning

Course Overview
This course will demonstrate the importance of effective manpower 
planning, its links to organisational success and how to compile a plan 
that delivers the right people at the right time. It will also deal with the 
challenges of localisation and show how an effective manpower plan 
can help organisations meet the difficulties and opportunities that 
localisation initiatives offer organisations in the Gulf.

Course Content
•	 The role of manpower planning within an effective organisation
•	 Developing a manpower plan
•	 Understanding the link between manpower plans and business 

financial plans
•	 Manpower planning and the requirements of localisation
•	 Manpower planning and technology
•	 The role of Human Resources in manpower planning
•	 The successful manpower plan

Who Should Attend?
This course has been specifically designed for all HR professionals 
responsible for staffing and manpower planning in their organisations. 
It is also a useful course for people who are involved in developing 
effective strategic HR policies and interventions.

Benefits Of Attending 
1.  Understand how linking budget control of HR and effective 

manpower planning will lead to organisational success
2.  Understand the link between a successful business strategy and  

an effective manpower plan
3.  Investigate how manpower planning can be strategically 

integrated into organisation and business objectives

Employee Relations
(In association with The George Washington 
University School of Business)

Course Overview
How we behave towards our employees is of increasing importance. 
Globalisation and increased competition has intensified the ‘Talent 
War’. The relationship between the employer and employee has 
changed. New definitions of loyalty are emerging.  ‘Jobs for life’  appear 
to have gone. Employees are more discriminating and certainly more 
mobile. This practical course to produce ideas and plans for successful 
Employee Relations (ER) is designed around answers to our research 
into determining what constitutes an effective ER programme.

Course Content
•	 The psychological contract and Employee Relations (ER)
•	 Corporate culture and its impact upon ER
•	 Designing supportive ER policies and procedures
•	 Impact of stress upon ER
•	 Impact of managing Human Resource Key Result Areas (KRAs)
•	 The line managers’ role in ER – we are all HR managers!
•	 Changing perceptions – staff as a revenue centre not a cost centre
•	 Impact of staff on the bottom-line
•	 Defining competency to use individuals to greatest effect
•	 Securing profit and increased efficiency through innovation
•	 Opening channels for employees’ ideas
•	 Assessing and using the intellectual capital of an organisation
•	 Motivating staff and managing performance
•	 The employee as internal customer – revealing what employees 

really think
•	 New concepts of human capital management ’accounting for 

people’
•	 Preparing a ‘way ahead’ policy – fitting ER into a strategic plan

Who Should Attend?
Whilst ER is an integral part of HR, this course is not just for HR staff. 
The importance of high quality ER has a direct impact upon levels of 
service, profit, standards, business ethics, corporate social responsibility 
and corporate governance. As such it is important for any manager 
who has charge of staff to understand the latest thinking regarding ER.

Benefits Of Attending 
1.  Understand what constitutes an effective Employee Relations 

programme
2.  Appreciate the impact of employee relations on organisational 

development
3.  Clearly demonstrate how Employee Relations impacts the bottom 

line of organisations
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Performance Review Skills – Jointly Run 
With The Chartered Institute Of Personnel 
and Development Enterprises (CIPDE)

Course Overview
This highly interactive and practical course shows how managing 
performance can motivate individuals and teams to work smarter, 
more creatively and with greater customer focus. You will look at 
the principles, practices and behaviours which underpin superior 
performance, enabling you to get the best out of your people, and 
deliver sustainable competitive advantage.  

Course Content
•	 The strategic partnership
•	 The need for a total system
•	 A flexible approach to learning needs analysis
•	 Creating effective and efficient solutions and interventions
•	 Intervention design and delivery
•	 Evaluating the HRD function
•	 The HRD manager
•	 Effective communication techniques

Who Should Attend?
This course will benefit line managers, team leaders, personnel and 
development professionals responsible for the assessment and 
improvement of the performance of employees reporting to them. 
It is aimed at those who wish to develop essential skills in relation to 
performance management and managing poor performance.

Benefits Of Attending 
1. Improve the performance of individuals and teams through 

effective objective setting, monitoring and feedback on 
performance

2. Resolve poor performance issues effectively through a practical 
process for dealing with challenges

3. Manage the performance review meeting to a successful, results-
oriented conclusion

The A – Z Of Competency Frameworks: 
From Theory To Implementation

Course Overview
Being tasked with introducing competencies into your organisation 
can seem at times like a mission impossible. This highly informative 
and interactive course will give delegates the tools, models, 
knowledge and understanding to be able to effectively design, 
build and implement a competency framework that contributes to 
your organisation’s strategy and long term success.

Gain an overall understanding of Human Resources as it relates to 
an organisation’s goals and strategic objectives. You will examine 
the issues of Human Resources management and its various 
functions, activities and processes. 

Course Content
•	 Why introduce a competency framework?
•	 Designing a competency framework
•	 Preparing to implement
•	 Implementation

Who Should Attend?
This course is appropriate for anyone who is considering reviewing 
or implementing a competency framework as part of the HR 
strategy.

Benefits Of Attending
1.  Develop and define competencies that are a valuable 

management tool providing a common language and 
framework for understanding your organisation’s performance

2.  Gain top management commitment to the framework, ensure 
that it is based on the mission, vision, values and strategy of 
your organisation, and then communicate it effectively

3.  Learn how to implement the competency framework, using it 
to build a linked and cohesive suite of critical HR processes and 
discover how to overcome common implementation pitfalls
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The HR Scorecard
(In association with The George Washington 
University School of Business)

Course Overview
The Balanced Scorecard (BSC) is widely renowned as one of the, if not 
the, best management and performance measurement tools available 
for organisations today. That said, its effectiveness is only ensured if it 
is aligned to the organisation’s overall objectives. Some organisations 
use it throughout all levels of the business, others use it for specific 
business units. 

This course considers HR’s role in supporting BSC implementation 
throughout the organisation and then examines how the Balanced 
Scorecard can be used effectively in the HR function, contributing to 
the development and implementation of effective HR strategies. 

Course Content
•	 The BSC – background, concept and benefits
•	 Why the BSC has a special focus on people and learning
•	 The common challenges for HR: creating a strategic HR function
•	 Creating the right management environment for successful 

strategy execution
•	 Managing a BSC development programme
•	 The process for selecting and developing HR measures within a 

business scorecard
•	 The process for developing a functional scorecard for the HR 

department
•	 How to use the HR scorecard
•	 Cascading and alignment through the BSC: personal scorecards
•	 Aligning the BSC to the compensation arrangements
•	 How the BSC acts as a catalyst to upgrade many HR policies and 

practices

Who Should Attend?
This innovative and interactive course is aimed at strategic HR 
professionals interested in gaining a thorough understanding of the HR 
scorecard and its successful implementation.

Benefits Of Attending
1.  Discover how to use a proven methodology, the HR scorecard, 

to create and strengthen HR’s strategic role, and to ensure HR is 
making a valuable contribution to the business objectives

2.  Develop practical people management measures for use 
throughout the organisation to ensure that your people 
management strategies are working effectively and to allow you to 
make informed organisational decisions

3.  Design and develop a BSC to measure the performance of your HR 
function

Train The Trainer

Course Overview
This course will give attendees the theoretical and proven practical 
skills to be able to deliver various forms of presentations to colleagues 
within their own organsations to the level needed and demanded to 
ensure that both legal and moral duties are met by their employer.  As 
part of the course methodology we will also look at the behavior of 
individuals when it comes to training and how best to understand and 
meet their needs to enable the best learning outcome to be achieved, 
at the same time highlighting the importance of ensuring that the 
whole learning experience is both enjoyable and invigorating.

Course Content
•	 The role of the trainer
•	 The learning process
•	 Establishing and meeting training objectives
•	 Training methods and visual aids
•	 Group dynamics
•	 Training delivery and evaluation
•	 Evaluating training
•	 Future development

Who Should Attend?
This course is designed for managers and supervisors who would either 
need to, or who are currently carrying out training within their own 
organisation and need the theoretical and practical skills necessary 
to complete this task effectively and to a high standard and gain a 
recognised qualification.To competently enable their organisation 
to thrive through its people and achieve the all important business 
strategy objectives needed for business success.

Benefits of Attending
1. The learning process – Understanding the various styles of 

learning, why people learn and how  to adapt learning styles 
accordingly

2. Establishing and meeting training objectives – Delegates will be 
able to establish and write training objectives to enable them 
to deliver successful training presentations to meet business 
objectives.

3. Training methods and visual aids – Understand the importance of 
selecting the appropriate visual aids for maximum effect and their 
impact. 
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Training And Learning Needs Analysis 
(TLNA)

Course Overview
This course focuses on identifying the organisation’s learning needs 
through structured processes which will allow you to plan the HRD 
activities and align them with strategic needs. 

Course Content
•	 The overview
•	 Working with operational managers
•	 Learning at the team level
•	 Learning at the individual level

Who Should Attend?
This is a specialist course appropriate for staff who are eager to learn 
the process of Training and Learning Needs Analysis. It is essential 
training for all HRD practitioners.

Benefits Of Attending 
1.  Increase organisational effectiveness by clearly aligning the training 

and development function with your organisation’s strategy
2.  Concentrate on delivery of solutions to performance problems 

rather than training events
3. Measure learning fully and consistently in ways that ensure it   
 provides value to the organisation
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Advanced Document And Records 
Management

Course Overview 
This course is intended for people who have an understanding of 
the basics of document and records management and who wish to 
gain a deeper understanding of some of the techniques and steps 
involved in designing, implementing and running a document and 
records management solution. This course provides delegates with a 
more detailed understanding and experience of the major deliverables 
when implementing a DRM solution. This course uses a case study to 
take you through the typical stages of identifying, implementing and 
operating a document and records management solution. Exercises 
throughout the course get attendees to produce actual document and 
records management deliverables. 
 
Course Content
•	 Setting the scene and investigating the feasibility of a DRM 

solution
•	 Elements of information management
•	 Business drivers for information management
•	 Information flows
•	 Standards and best practices for information management
•	 National, international and global compliance
•	 Discovery and disclosure
•	 Operational and reputational risk
•	 Solution implementation – business case and design
•	 Change management
•	 Procuring and implementing a document and records 

management solution
•	 Governance
•	 Requirements
•	 Selecting a solution
•	 Operating and maintaining a solution
•	 Maintaining and developing a solution
•	 Surveys and health checks
•	 Drm and emerging technologies
 
Who Should Attend?
This brand new course is for those who are responsible for managing 
documents and records. Those involved in planning, developing 
and implementing a DRM solution. Those wishing to learn more 
about how to plan, implement and operate a document and records 
management solution. Anyone wishing to increase their level of 
understanding and expertise in document and records management 
will also benefit from this course.
 
Benefits Of Attending 
1. Understand the lifecycle of document and records management 

solutions and be able to design an effective document and records 
management solution

2. Develop actual deliverables that occur throughout a document 
and records management project

3. Learn how the various project deliverables interact to provide an 
overall solution

 

Business Continuity Management And IT 
Disaster Recovery
(In association with The George Washington 
University School of Business)

Course Overview 
This highly interactive and practical course will provide delegates with 
tools and show them how to use them to meet these demands and 
ensure continuity of business functions and processes. 
 
Course Content
•	 Project initiation and management
•	 Risk evaluation and control
•	 Vital materials protection
•	 Developing continuity strategies
•	 Public relations and crisis communication: key to survival
•	 Why insurance won’t save you
•	 Emergency response and operations
•	 Business continuity roles and responsibilities
•	 Public relations and media management
•	 Structuring the business continuity plan
•	 Auditing, testing and maintaining business continuity plans
•	 The purpose of IT disaster recovery planning
•	 Backup regimes
•	 Recovery concepts/options
•	 Third party solutions, network solutions and voice solutions
•	 Integrating and testing the plan

Who Should Attend?
This course is designed for: business continuity and disaster recovery 
professionals, audit professionals – internal auditors, external auditors, 
IT and telecommunication managers, project managers, analysts, 
strategy planners, consultants, heads of operations, and business 
analysts and business continuity managers. It will also be of interest to: 
financial controllers, heads of finance, risk managers, crisis managers, 
technical support managers and staff, security managers, planners, 
advisers and consultants, and property and facilities management.
 
Benefits Of Attending 
1. Learn how to initiate and control a business continuity programme
2. Gain the latest techniques to make business continuity planning
 easier
3. Identify critical risks and analyse their impact 
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Business Driven Strategic IT Planning

Course Overview 
The IT function is subject to pressure from new technology as well 
as business volatility. These pressures demand better information 
technology management and planning. 

Strategic IT planning helps ensure your organisation’s technology plans 
are consistent or aligned with its business plans. If effective, strategic 
IT planning can ensure delivery of IT services that balance cost and 
efficiency while enabling the business units to meet the competitive 
demands of the marketplace. 

The course offers an approach to plan the fusion of IT with other 
strategic resources to achieve and sustain leadership. It includes 
a number of key tasks such as aligning IT with the direction of 
the business, understanding the role of IT in the business and 
implementing a reliable methodology for developing the IT plan. 
Strategic IT planning is an effective management tool that will help 
you gain a greater understanding of your organisation’s IT capabilities 
and define its course for the future. 

 
Course Content
•	 Introduction – the evolving role of IT strategy
•	 Strategy setting in business
•	 Strategic planning management and methodology
•	 Aligning business and IT
•	 Establishing IT strategic direction
•	 Determining business need
•	 IT goals and objectives
•	 Establishing the IT future
•	 Building the strategic plan
 
Who Should Attend? 
This course is designed for CIOs, IT directors and senior IT executives, 
corporate and IT planners, and senior business executives/strategists 
who have responsibilities in implementing IT initiatives in their 
organisation. IT managers, IT executives and other senior professionals 
responsible for strategic IT planning in an organisation will certainly 
benefit.
 
Benefits Of Attending
1. Understand the strategic IT planning framework and formalise and 

document the IT master plan
2. Learn how to progress from business and organisation analysis to 

identification of IT opportunities
3. Plan the fusion of IT with other strategic resources to achieve and 

sustain leadership

Cloud Computing Foundation Certificate 
Examination With Business Simulations  

Course Overview 
This course provides a balanced approach to learning the business 
perspectives, the technical perspectives, and adopting, operating and 
governing the cloud. These concepts are strengthened throughout the 
course by assignments based on a fictitious company “PureNRG”. The 
Cloud Computing Foundation Certificate Examination With Business 
Simulations course introduces good practices for the cloud domain, 
and will enable you to pass the associated foundation exam to achieve 
the Cloud-Ready-Professiona®  (CRP) certification.

Course Content
This course contains seven graduated modules:
•	 Module 2 introduces the basic definitions and concepts of cloud 

computing
•	 Module 3 discusses the opportunities and challenges that cloud 

computing brings to the organisation
•	 Module 4 will explain how techniques apply to each of the cloud 

service models
•	 Module 5 contains suggestions for adopting the cloud
•	 The final two modules cover operating and governing cloud 

computing 

Who Should Attend? 
This course is aimed at IT professionals at different levels and from 
various organisations, including;
•	 IT Support Staff
•	 IT Consultants
•	 Specialists (IT, security, 

infrastructure, services, 
systems, test, and others)

•	 Business Process Owners
•	 IT Developers
•	 Service Providers
•	 System Integrators
•	 IT Middle Management

 
Benefits Of Attending 
1. Demonstrate and apply the characteristic of cloud computing 

leading to business value
2. Identify the organisational capabilities that are relevant for 

realising cloud benefits
3. Successfully manage the impact and changes of cloud 

computing on IT service management
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Developing A Successful Web Portal 
Strategy

Course Overview
This course will provide insight into the online business, social 
networking, collaboration, portal technology and content 
management for implementing your business strategy on the web. 
You will be introduced to the concepts of solution conceptualisation 
and implementation using proven methods that can be used within 
your organisation to define and launch your strategic e-business and 
collaboration portals. The course will provide you with an in-depth 
overview of essential market assessment methods, technology and 
associated business management and IT processes. 

Course Content
•	 Portal strategy
•	 Business case
•	 Portal framework
•	 Portal life-cycle
•	 Portal technology and components
•	 Portal Content Management (CM)
•	 Programme management
•	 Hosting operations and services
•	 Technology change and risk management
•	 Customer service
•	 Logistics and order fulfillment
•	 Portal performance and marketing
•	 Portal governance process and policies
•	 Regulatory compliance, issues and challenges

Who Should Attend?
Managers and executives in government and corporate organisations, 
who need to acquire a high competency in portal solutions, 
development and content management tools, processes and 
governance

Non-IT professionals, across all industry sectors associated with 
e-business, collaboration and content management initiatives and 
business transformation projects in management capacities

Benefits Of Attending
1. Gain insight into your business, web, portals and content 

management for implementing your internet channel strategy and 
unique customer experience

2. Build online brands and implement a successful business strategy 
and enhance overall customer experience and loyalty

3. Define government to citizen services (E-governance) portal 
architecture and implementation

Enterprise Application Integration

Course Overview 
Enterprise Application Integration (EAI) is the unrestricted sharing of 
data and business processes among any connected application or data 
sources in the enterprise. At the Enterprise Application Integration (EAI) 
course the different integration approaches, architectures, methods 
and tools for achieving the degree of business and application 
integration for competitive business execution will be explained. 
The relationship of various integration strategies is presented and an 
EAI methodology is defined with supporting methods for major EAI 
steps. Exercises performed at the end of key sections and product 
demonstrations will provide a head start in framing an effective EAI 
solution or evaluating your current efforts.

Course Content
•	 Introduction and overview – enterprise application integration
•	 Enterprise Business Integration approach (EBI)
•	 The enterprise application integration approach
•	 Developing integration strategies
•	 Enterprise segregation – a new issue
•	 Architecture driven integration requirements
•	 The integration project
•	 Data integration techniques
•	 The service oriented architecture approach to integration
•	 Process, logic and workflow integration using the portal concept 
•	 Tool selection and the integration approach
 
Who Should Attend? 
This course is designed for IT professionals and supervisors who are 
responsible for integrating IT, business applications and content. 
It will benefit all professionals responsible for business processes 
and planning, business process analysis, IT projects, IT operations, 
applications, networks, information systems, business systems, IT 
architecture, IT infrastructure and IT strategy.
 
Benefits Of Attending 
1. Successfully address the challenges of Enterprise Application 

Integration (EAI) to generate new business opportunities
2. Integrate mission critical applications to achieve a flexible 

enterprise
3. Present different integration approaches, architectures, methods 

and tools to achieve competitive application integration 
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Essential IT Management

Course Overview 
IT management today is under considerable pressure to perform. 
That performance has many facets not the least which are to deliver 
services, control costs and protect the IT assets of the enterprise. 

The focus in this course is on understanding what has been changing 
in IT, what the current thinking is and what might happen in the near 
future that requires attention of today’s IT managers. 

Course Content
•	 IT management today
•	 Management roles in IT
•	 Managing the IT staff
•	 Managing user support
•	 Managing operations
•	 Managing IT infrastructure
•	 IT and their role with the web
•	 Project management
•	 Managing IT change
•	 IT security
•	 IT performance management
 
Who Should Attend? 
IT managers, supervisors, business systems teams, systems analysts, 
development professionals and managers who want to know what IT 
faces today.
 
Benefits Of Attending 
1. Examine ways to measure IT performance and identify the correct 

tools for IT performance management
2. Develop IT plans which are linked to your organisation’s business 

objectives
3. Understand how to manage IT change and how to implement 

positive IT change into your organisation

Integrated Document And Records 
Management 

Course Overview 
This course will discuss the importance of document and record 
management processes, providing advice and insight into how it 
can substantially improve and enhance organisational efficiency and 
profitability.

Course Content
•	 Introduction to information management needs and drivers
•	 Business drivers for information management
•	 National, international and global compliance
•	 Digital preservation
•	 Search and retrieval
•	 Pre-implemenation planning
•	 Business and system requirements
•	 Selecting and implementing EDRM (Electric Document And 

Record Management) Systems
 
Who Should Attend? 
This course is designed for business managers, IT managers, 
supervisors and executives, heads of technical support, systems 
analysts, audit managers, compliance officers, archivists, librarians, 
records managers, document managers, operations managers 
and information managers, as well as for solution providers, sales 
consultants, project managers and technical staff.
 
Benefits Of Attending 
1. Get a clear vision of the application of document and record 

management technologies including document imaging, 
record management, content management and knowledge 
management

2. Look at opportunities for improving core business processes 
without compromising the data

3. Identify where changes could be beneficial and how to re-
engineer them and determine the document management 
technologies to support those changes
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ITIL V3 Foundation Certificate In IT Service 
Management

Course Overview 
The course introduces delegates to the lifecycle of managing IT 
services to deliver to business expectations. As well as an engaging, 
case study based approach to learning the core disciplines of the ITIL 
best practice, this course also positions you to successfully complete 
the associated exam, required for entry into the future ITIL V3 
intermediate level training courses. 
The ITIL Version 3 best practice is composed of five core disciplines: 
service strategy, service design, service transition, service operations 
and continual service improvement. These disciplines represent a 
service life cycle framework that further enhances alignment to the 
business while demonstrating business value, ROI and enabling IT to 
solve specific operational needs.

This course will teach delegates the skills that they need to take their 
service management to the next level. It will teach delegates to define 
the business’ key IT drivers, understand what tools will work best for 
their organisation and align IT and business strategic planning.

Course Content
•	 Service management as a practice – key principles 
•	 Service design
•	 Service operation
•	 Continual Service Improvement (CSI)
 
Who Should Attend? 
This course is designed for all IT professionals, system and network 
administrators, managers and executives who are responsible for the 
delivery of IT services in an organisation..
 
Benefits Of Attending 
1. Gain a better understanding of the value IT delivers to support a 

business
2. Understand the role of integrated tool sets in the successful 

implementation of IT Service Management (ITSM)
3. Achieve a professional qualification recognised within the IT 

industry – which is a requirement to attend intermediate or 
advanced ITIL courses

IT Leadership

Course Overview 
IT has become critical in shaping new strategies and redefining the 
organisation and the industry. The new paradigm calls for technology 
leaders to align and integrate IT with the business processes and 
goals as it is becoming even more crucial to achieve and sustain a 
competitive edge in today’s volatile environment.

This course will provide participants with tools, frameworks and 
processes that will help them become more effective in their work. 
Participants will gain an understanding of their obligations as IT leaders 
and their role in the wider organisation governance, manage change 
and improve financial performance. This course offers an approach to 
plan the fusion of IT to achieve and sustain leadership.

Course Content
•	 Personal leadership
•	 Strategic leadership 
•	 Innovation and technology leadership
•	 Change leadership
•	 Crisis leadership
•	 Team leadership
•	 Corporate leadership
 
Who Should Attend? 
This course is designed for IT directors and senior IT executives and 
IT planners. IT professionals and supervisors who are responsible for 
developing an IT strategy, leading IT teams or particular IT projects, IT 
(project) managers and IT operations managers interested in bridging 
the gap between IT and business goals will surely benefit as well.
 
Benefits Of Attending 
1. Measure the true benefits of projects and build better business 

cases and develop world class IT strategy and plans
2. Understand business strategy models and be able to develop 

your own world class technology strategy
3. Manage crises better through improved communication and 

organise innovation workshops to become an innovation leader
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IT Project Management (28 PDUs)

Course Overview 
This course will enable delegates to take control of scheduling, 
budgeting and resource allocation. Participants will also explore 
how to avoid common pitfalls that side track IT projects. Maximum 
opportunities will be given to inject their own examples and issues 
into the course and continually relate the material to their own 
organisation.

Course Content
•	 The project management background
•	 The project manager and project team assembly
•	 Project leadership, motivation and people skills
•	 Project initialisation process
•	 Project planning process
•	 Project execution process
•	 Project monitoring and controlling processes
•	 Project case studies
 
Who Should Attend? 
This course is designed for managers and executives who are directly 
involved in planning and implementing IT projects or setting up 
a Project Management Office and those requiring an advance set 
of IT tools to assist in cost estimation, cost tracking, procurement, 
contracting, risk assessment and management, quality control and 
scope verification.
 
Benefits Of Attending 
1. Gain a comprehensive understanding of the key processes of IT 

project management
2. Have a ready set of working templates, forms and checklists 

relevant for use in projects
3. Create standard project management documentation and 

communications, status, resource and budget plans

Management Information Systems (MIS) 

Course Overview 
Digitising an enterprise is a core approach to designing effective and 
efficient solutions to business problems. The key idea for digitising 
the enterprise is systems and systems thinking. A system is an 
integrated set of elements that accomplish defined objectives. A 
digitised enterprise is not the same as a digital enterprise. The digitised 
enterprise is one that extensively uses digitised processes to solve 
business problems. A digital enterprise is a web based enterprise. 
System thinking has driven the understanding of business for many 
years. At the core of systems thinking is creating a boundary around a 
number of components of something and then understanding how 
the components influence and relate to each other. There is no better 
example of systems than the structure of a typical business. Adding 
the feedback idea to systems we get a dynamic and adaptive view of 
a business, a key need in responding to changes in the environment 
around the business

Course Content
•	 Mis today
•	 Systems thinking and doing
•	 Types of systems
•	 Business analysis – what should the system do?
•	 Enterprise analysis – the business structure
•	 Articulating requirements for business systems
•	 Types of operational systems
•	 Business performance and reporting systems
•	 Assessing information system viability
•	 Methods of delivering solutions
•	 Delivering systems – the role of it
•	 Information economics
 
Who Should Attend? 
This course is designed for business managers and directors, business 
analysts, IT heads and directors, process analysts, systems analysts, 
supervisors, business systems teams, and managers who want to know 
how to adapt to today’s changed business environment
 
Benefits Of Attending 
1. Understand the key role of systems in the business by developing 

insights into the value of information
2. Learn the core application of systems to increase business 

performance
3. Recognise how systems can improve thinking about the business 

structure and develop a world class digital enabled enterprise
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Service Level Agreements (SLAs) And IT 
Contracts

Course Overview 
A formal SLA between the user and the provider of the computing 
service is one of the keystones of today’s IT and telecommunications 
management. SLAs are as appropriate to in-house computing, 
communications, development and support activities as they are to 
commercial or facilities management operations. By embracing the 
business case of the user, SLAs can help to justify the company’s overall 
computing requirements, ease capacity planning, justify resources and 
establish the case for security and disaster recovery planning.

Course Content
•	 Implementing SLAs: The SLA project
•	 Measuring the service: what, where and how to measure
•	 Managing SLAs
•	 Creating an SLA
•	 Format and structure of the SLA
•	 Effective negotiation and management of IT contracts
•	 Tendering response and supplier evaluation
•	 Tactics and behaviour in negotiation
•	 Managing supplier performance
•	 How suppliers charge
 
Who Should Attend? 
This course is designed for IT managers, all users and customers of 
IT and telecommunications services wishing to optimise the value 
of services they receive from their service provider, Hi-tech Service 
Vendors, ISPs, ASPs, ISVs, NSPs, Software Vendors, Hardware Vendors, 
Application Integrators and IT Managers new to the purchasing and 
negotiation of IT services. It will also be beneficial for purchasing, 
sales/marketing managers, supervisors and staff taking up such 
appointments for the first time and those who have had little formal 
training in purchasing and negotiation and wish to consolidate their 
experience.
 
Benefits Of Attending 
1. Gain an in-depth understanding of the strategic value of Service 

Level Agreements (SLAs)
2. Design an SLA format for use in an organisation
3. Learn how to ensure vendors supply services that exactly match 

an organisation’s needs

Strategic IT Manager

Course Overview 
At Strategic IT Manager, delegates will learn how to be a business 
oriented IT manager. They will find out how to be a strategic thinker 
by developing IT plans which are linked to an organisation’s business 
objectives and establish performance indicators which extend beyond 
the IT department. 

Course Content
•	 Enterprise architecture and IT strategy
•	 Technology forecasting for IT
•	 IT performance and dashboards
•	 Computing using services
•	 Cloud Computing
•	 Risk and value management in IT
•	 Electronic services and IT change
•	 IT governance
•	 Technology forecasting for IT
•	 Improving  IT customer value
•	 The role of the CIO 
 
Who Should Attend? 
This course is designed for managers and executives who are directly 
involved in planning and implementing IT projects or setting up 
a Project Management Office and those requiring an advance set 
of IT tools to assist in cost estimation, cost tracking, procurement, 
contracting, risk assessment and management, quality control and 
scope verification.
 
Benefits Of Attending 
1. Determine the best IT processes, policies and standards for an 

organisation
2. Examine ways to measure IT performance and identify the correct 

tools for IT performance management
3. Learn to develop IT plans which are linked to an organisation’s 

business objectives
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Strategic Information Security 
Management

Course Overview 
This course encompasses all new developments in the field with focus 
on threats and risks, compliance and regulations, security frameworks, 
architecture, effective policies and effective integration of standards 
and metrics.

Course Content
•	 Planning for information security
•	 Understanding external threats – Who is the hacker?
•	 Security architecture
•	 Security domains
•	 Managing security
•	 Effective integration of standards and metrics
•	 Incident management
•	 Planning for Business Continuity (BCP) and disaster recovery plans
•	 Defining your BCP and disaster recovery plans
•	 Implementing your BCP and disaster recovery plans
•	 Testing your BCP and disaster recovery plans
•	 Maintaining your BCP and disaster recovery plans
 
Who Should Attend? 
This course is designed for IT professionals who, through their 
involvement in managing or directing their organisation’s IT 
infrastructure, are responsible for establishing and maintaining 
information security policies, practices and procedures. It will also 
be of value to financial and operational audit professionals as well as 
non-IT professionals tasked with the responsibility of assessing their 
organisation’s IT operations, infrastructure and security.
 
Benefits Of Attending 
1. Establish the threats and risks to a business and define a security 

strategy which matches the risk
2. Develop a strong case for Business Continuity Planning (BCP) and 

learn to evolve a suitable framework
3. Effectively address incidence response, crisis management, 

disaster recovery and business continuity

Systems Analysis And Design

Course Overview 
This course deals with information, information processing and 
information systems. It will help you appreciate the need for analysis 
and design of the information systems in your organisation, discuss the 
merits of a system and introduce various roles involved in the system 
development cycle. You will be introduced to different types of system 
development methodologies and their advantages and disadvantages. 
The course also discusses object oriented analysis and design. As 
UML helps object oriented modelling, the course provides an in-
depth view of Unified Modelling Language - one of the widely used 
modelling languages for visualising, communicating, documenting 
and constructing software systems.

Course Content
•	 Software engineering
•	 Software in focus
•	 Software development models 
•	 Extreme Programming (XP)
•	 Rapid Application Development (RAD)
•	 Dynamic Systems Development Model (DSDM)
•	 The waterfall model
•	 Requirements analysis and design
•	 Object oriented analysis and design
•	 Software construction, testing and software quality
•	 Object oriented analysis and design 
•	 Overview of Unified Modelling Language (UML)
•	 Advanced structural modelling
•	 Architectural modelling
 
Who Should Attend? 
This course is designed for software professionals who lead, manage, 
execute or control the development of software systems. It will be of 
immense value to product managers, project managers, team leaders, 
systems engineers, software engineers, programmers, programmer 
analysts, systems analysts, business analysts and web developers. 
 
Benefits Of Attending 
1. Understand the evolution of software development and 

recognise various development methodologies best suited for 
your organisation

2. Appreciate the need for a systematic approach to software 
development by realising the importance of software testing and 
software quality

3. Explore the software development life cycle and the need for 
structured analysis and design
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Emergency Response Planning

Course Overview 
This course will give you a greater understanding of the emergency 
response planning process. It is ideal for middle to senior managers 
or new employees who may, in the course of their normal duties, 
be called upon to take up a position in their company’s emergency 
response organisation. Alternatively, the course would suit anyone 
within the company who wishes to understand the principles of 
emergency response as it applies to their industry.

Course Content
•	 Identify hazards

Producing a framework for managing crisis
Identifying and managing hazards
Fires and explosions
Total fire hazard management
Risk assessment techniques
Natural disasters

•	 Organising for emergencies
Route to successful emergency response
The emergency organisation
Emergency response teams
Putting things together
Incident escalation
Emergency response exercises

•	 Crisis command and control
Incident command hierarchy
Incident command system principles
Mobilisation and documentation
Taking command
Forward control tactics
Steps in emergency planning

•	 Emergency response centre
Emergency response centre design
Software for emergencies
Incident investigation
Hr issues and communications
Mission bow tie diagrams
Emergency facilities review 

Who Should Attend? 
This course is ideal for either senior managers or new employees 
who may, in the course of their normal duties, be called upon to take 
up a position in their company’s emergency response organisation. 
Alternatively, the course would suit anyone within the company who 
wishes to understand the principles of emergency response as it 
applies to industry.

Benefits Of Attending 
1. Know how to prepare, write and test emergency plans that 

are appropriate to the risk that your organisation is exposed to
2. Learn how to identify hazards and prepare a comprehensive 

hazard register
3. Establish an incident command system and ensure your 

communication lines between your team and external 
support groups are perfect

HV Switchgear  
(In association with Aston University)

Course Overview 
This highly technical course, in association with Aston University, will 
establish delegates’ understanding of electrical switchgear design, 
operation, maintenance and testing issues with a strong emphasis on 
safety procedures.

Course Content
•	 Switchgear design and performance

General requirements
Types of switchgear

•	 Switchgear ancillaries and operational requirements
Auto reclosing
LV switchgear
Switchgear ancillaries
Fixed and withdrawable pattern circuit breakers

•	 Safety policies
Personnel issues
Working in substations
Switching schedules
Safety systems

•	 Switchgear inspection and maintenance
Switchgear asset management and HV maintenance
Personal protective equipment (PPE)
Oil testing
Switchgear defects
Substation ancillaries
HV cable termination and joints
Switchgear asset management

Who Should Attend?
This highly beneficial training course is especially designed for 
electrical engineers, technicians, estate service managers and utility 
maintenance managers, supervisors, operational engineers including 
(senior) authorised personnel and electrical section heads. Network 
managers, technologists and other qualified engineering personnel 
will also benefit. It is also beneficial for professionals responsible for, 
or working with HV switchgear and also those seeking to refresh and 
update their knowledge in this critical area.

Benefits Of Attending 
1. Discover the latest and best maintenance and operation practices 

for the various types of switchgear available and in service today
2. Appreciate the differences between disconnectors, ring main 

units, contractors, fuse switches, circuit breakers and how they are 
utilised in electricity networks

3. Enhance and update your engineering skills
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Pumps – Selection, Operation And Trouble 
Shooting

Course Overview 
This course details best practice procedures for selecting and 
operating pumps. It is a comprehensive training course on 
troubleshooting and maintaining pumps, to minimise the likelihood of 
failures, ensure higher reliability and prolonging the life of your asset 
and reducing the associated maintenance costs. 

Course Content

Who Should Attend? 
The course is aimed at mechanical engineers responsible for 
specifying, selecting, operating, maintaining and troubleshooting 
pumps of different types. It will also benefit maintenance and 
operation technicians responsible for pumps.

Benefits Of Attending 
1. Understand the different pump designs, their construction 

and applications and learn about pump performance, limits of 
operation, trouble-free operation

2. Practice methods of selecting and specifying the most appropriate 
pumps for your application based on the pertinent standards and 
codes

3. Learn the most appropriate maintenance practices that leads to 
cost reduction and more reliable pumps 

Data Track
Certificate In Physical Asset Management
Course I – Managing Maintenance Improvement 
Tools 

Course Overview 
This practical course will introduce delegates to a range of tools to 
improve the performance of their maintenance function. Delegates 
will examine best practice tools, including benchmarking and 
maintenance optimisation, and define effective key performance 
indicators (KPIs) for the maintenance function. You will also learn 
about the selection and application of Computerised Maintenance 
Management Systems (CMMS) and Enterprise Asset Management 
Systems (EAMS). Effective planning, scheduling and control tools will 
be discussed and the foundation laid for reliability and maintenance 
improvement. Most importantly, you will learn the tips and techniques 
needed to start right away to apply these tools successfully in your 
workplace.

Course Content
•	 Best practice tools
•	 Maintenance performance improvement and KPIs
•	 CMMS/EAM – Introduction
•	 CMMS/EAM – Selection
•	 Maintenance improvement – Applying CMMS/EAM
•	 Maintenance improvement – Effective planning, scheduling and 

control
•	 Laying the foundation for reliability – RCM and maintenance 

improvement

Who Should Attend?
Senior maintenance technicians, senior materials technicians, aspiring 
supervisors of maintenance and materials, planners and schedulers. 
Supervisors and managers of materials, maintenance and reliability 
who would like a refresher would also benefit from the course.

Benefits Of Attending 
1. Understand the basic building blocks of maintenance and 

reliability and lay the foundation for continuous maintenance 
improvement 

2. Assess and upgrade personal and maintenance department 
performance

3. Build a personal development plan as a springboard for career 
advancement

Pumping types and performance
•	 Pumps classifications
•	 Single stage and multi-stage 

pumps
•	 Pumps auxiliary systems
•	 Pumps materials
•	 Pumps installation

Pump operation and control
•	 Pumps performance curves
•	 Pumps operation
•	 Pumps capacity controls

Pump selection
•	 Pumps standards 
•	 Piping system calculations
•	 Pump specific speed
•	 Pumps rating
•	 Pumps applications

Pumps troubleshooting
•	 Principles of troubleshooting
•	 Troubles: causes and 

remedies
•	 Troubles diagnoses

Pumps troubleshooting
•	 Maintenance strategies 
•	 Pumps monitoring systems
•	 Pump testing
•	 Running clearances
•	 Rotor unbalance 
•	 Pumps misalignment
•	 Shaft seals defects
•	 Bearing defects
•	 Cost and control pumps 

maintenance
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Data Track
Certificate In Physical Asset Management
Course II – Advanced Maintenance Management 
Practices

Course Overview 
This course has been designed around advanced maintenance 
management practices. Through practical exercises and case studies 
delegates will be able to lead long-term change and improvement 
initiatives using asset management strategies and total productive 
maintenance (TPM). Delegates will examine all aspects of maintenance 
project management and use practical failure management 
techniques to strategically improve decision-making. By selecting 
smart maintenance tactics and advanced methods of CMMS 
optimisation you will achieve effective cost control and reliability of 
your processes and equipment.  The emphasis throughout will be 
on the practical application of these techniques every day in your 
workplace.

Course Content
•	 Asset management strategy 
•	 CMMS/EAM optimisation – Advanced methods and practices 
•	 Putting smart ideas into practice – Selecting the right maintenance 

tactics
•	 Putting smart ideas into practice – Failure management techniques
•	 Maintenance project management
•	 Implementing lasting change – Change management in 

maintenance and physical asset management

Who Should Attend?
Graduates of Course I, aspiring managers, maintenance and materials 
supervisors and managers, senior planners, schedulers and technicians, 
and reliability specialists. 

Benefits Of Attending 
1.  Recognise and benefit from new ideas and techniques whilst 

effectively avoiding pitfalls
2.  Expand your maintenance knowledge base to enhance your 

career and the company’s business. Discuss and practice latest 
techniques during the course workshops

3.  Build on your personal development plan by focusing on success 
factors

Data Track
Certificate In Physical Asset Management
Course III – Building Value In Maintenance 
Through Reliability

Course Overview 
This practical, intensive and advanced course is the final stage of 
the programme and focuses on techniques to achieve and manage 
reliability. Delegates will be able to make effective maintenance 
decisions and determine their maintenance strategy using risk 
measurement practices. Practical workshops will expose you to 
financial management and budgeting so that you build value for the 
maintenance department. You will discuss the usage and maintenance 
of expert systems and their relation to other maintenance tools. This 
course will equip you with advanced skills and knowledge for you 
to ensure continuous maintenance improvement through Living 
Reliability. Once again, delegates will concentrate on identifying how 
best to apply these skills to their workplace.

Course Content
•	 Achieving and managing reliability
•	 Maintenance risk management 
•	 Financial management in maintenance
•	 Using financial management in maintenance – Practical workshops  
•	 New and advanced technologies – Ensuring continuous 

maintenance improvement with living reliability 
•	 New and advanced technologies – Maintenance expert systems

Who Should Attend?
Graduates of Courses I and II, senior maintenance and materials 
supervisors, maintenance managers, materials managers, 
superintendents, senior maintenance and materials specialists, 
senior reliability specialists, planning and scheduling supervisors and 
managers.

Benefits Of Attending 
1.  Understand the impact of financial management – why and how 

we must become more astute as business managers – not just 
maintenance managers

2.  Reliability improvement is not happenstance; learn how attention 
to some straightforward techniques and basic analyses can 
improve your overall reliability

3.  See why EAM’s will not give you the answers you need – and how 
you can use their base data to feed advanced analysis
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Certificate In Due Diligence (In association 
with The George Washington University School 
of Business)

Course One: Financial And Commercial Due Diligence 
Course Overview
Course One will provide you with an understanding of the concepts 
and practices of Due Diligence. Due Diligence is critical for a whole 
range of corporate finance transactions: acquisitions, disposals and 
investments in companies. Each element of Due Diligence will be 
separately reviewed, looking at both the progress of the process and 
the different organisations involved. 

Course Content
•	 When is Due Diligence required? 
•	 The phases of Due Diligence
•	 Sell Side Due Diligence
•	 Due Diligence in public offerings and private offerings 
•	 Review of important judicial interpretations of Due Diligence

Course Two: Legal Due Diligence
Course Overview
This course covers legal issues specific to the Middle East. You will 
understand the essential tools you need to control even the most 
complex of deals, and will also gain first-hand insight into key issues in 
legal matters including acquisitions and financing, ownership of assets 
and pending and threatened litigations.

Course Content
•	 What is legal Due Diligence
•	 Transactions commonly involving Due Diligence
•	 Due Diligence tasks
•	 Sources of Due Diligence data
•	 Due Diligence processes

Who Should Attend?
These courses have been designed for those working within finance, 
investment and legal departments of medium to large corporates who 
are entrusted with the task of Due Diligence and reorganisation and 
wish to consolidate their knowledge to make intelligent and successful 
investment decisions and transactions.

Benefits Of Attending
1. Identify and overcome the most common Due Diligence pitfalls 

by advising the board of directors on the risks and opportunities 
of a contemplated transaction

2. Appraise the quality and reliability of information for effective 
decision making

3. Identify and verify worthwhile investment opportunities

Contract Drafting For Non-Lawyers

Course Overview
As the business world gets more complex, ensuring smooth and 
uninterrupted operations coupled with long-term relationships with 
all parties is extremely critical. Contracts are now considered vital as 
they not only instill high levels of confidence in the organisation one 
deals with, but also save the time and effort one might face in dealing 
with unpredictable concerns and arguments. This course will guide 
you through a step by step process to understand, draft and negotiate 
a successful contract and at the same time ensure that the interests 
of your organisation are well protected. You also will strengthen your 
expertise to build sound contractual relationships.

Course Content
•	 Backdrop to contracts: overview of the legal system 
•	 General principles of contract drafting
•	 Taking the mystery out of contracts: specific parts of the contract 

and what they mean
•	 Focus on important clauses
•	 Types of contracts and special considerations 
•	 Standard terms and conditions
•	 E-commerce
•	 Model and template contracts

Who Should Attend?
This course is designed for managers who need to negotiate contracts, 
terms and discounts with outside suppliers of goods and services or 
manage contractor performance. This will include purchasing, sales 
or marketing managers, and supervisors and staff taking up such 
appointments for the first time. It will also be of benefit to those who 
have had little formal training in contracts, purchasing and negotiation 
and who wish to consolidate their experience.

Benefits Of Attending 
1. Understand the meaning and significance of common contract 

clauses by identifying essential contract clauses, terms and 
conditions

2. Learn to establish the right framework for sound contractual 
relationships

3. Achieve the confidence and skills to properly review, understand 
and negotiate effective contracts
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Current Trends In Labour And 
Employment Law In Qatar

Course Overview
Current Trends In Labour And Employment Law In Qatar has been 
developed for all those working within the Qatar industry sectors 
who want a recap of the Qatar labour laws; or want to gain a better 
understanding of Qatar labour laws and current practices; and for 
anyone who is new to the region or to an HR role. It has been designed 
for those who want an update on the regulatory trends and an insight 
of how to address issues that often arise in the employment context, in 
the new economic landscape in Qatar

Course Content
•	 Overview of the key employment / labour legislation and the 

sponsorship/ immigration systems in Qatar and in the Qatar 
Financial Centre (QFC)

•	 Applicability of the labour law, Human Resources law, and QFC 
employment Regulations 2005

•	 Employment and the nature of sponsorship
•	 Employee benefits
•	 Issues for companies (Discrimination/data protection/repatriation/

health and life insurance/exit visas)
•	 Employer civil and criminal liability for employees
•	 End of employment 
•	 Resignation by employee
•	 Termination
•	 Protecting the company
•	 Employment disputes

Who Should Attend?
This course will be highly beneficial for those working as company 
secretaries and legal heads that have had minimal formal training in 
labour law and wish to consolidate their experience in the region. In 
addition it would also benefit in-house counsel and lawyers who have 
recently been transferred to this region.

Benefits Of Attending
1. Understand the significance of local and international employment 

contracts 
2. Identify the implications of terminating an employee and know 

which employee entitlements are discretionary for employers. 
Successfully be able to calculate end of services gratuities

3. Gain an understanding of the statutory provisions relating to 
immigration and sponsorship

Current Trends In Labour And 
Employment Law In The UAE 

Course Overview
This course has been developed for HR professionals within the UAE 
industry sectors who want a recap of the UAE labour laws; or want a 
better understanding of UAE labour laws and current practices; and for 
anyone who is new to the region or to an HR role. It has been designed 
for those who want an update on the regulatory trends and an insight 
of how to address issues that often arise in the employment context.

Course Content
•	 Overview, recruitment and in-term issues
•	 Employment contracts
•	 Emiratisation and the recruitment of host country national 

employees
•	 Employee benefits during the term of employment
•	 Holding employee passports 
•	 Health and safety obligations
•	 Employee resignation and termination
•	 Notice periods and garden leave
•	 Employee entitlements upon termination
•	 Employment disputes
•	 The Ministry of Labour processes
•	 Labour and employment disputes in the local courts
•	 Protecting employer data and confidential information

Who Should Attend? 
This course has been developed for all HR professionals within the UAE 
industry sector. It would also be highly beneficial for those working 
as company secretaries, legal heads who have had minimal formal 
training in labour law and wish to consolidate their experience in the 
region. In addition it would also benefit In-House Counsel, lawyers who 
recently have been transferred to the UAE.

Benefits Of Attending 
1. Understand key principles of the labour laws of the UAE and the 

regulatory and enforcement trends at the Ministry of Labour
2. Manage the legal requirements organisations have to fulfil in 

relation to salaries, leave and other benefits
3. Identify the special considerations involving terminations/

redundancies of senior professionals and end of service benefits 
including severance pay/gratuity and other benefits
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Dispute Resolution In The UAE

Course Overview
The global economic meltdown has reached these shores. This has 
unfortunately dramatically increased the number of disputes in the 
region. If the laws and procedures that govern disputes are unclear and 
unpredictable, it can be quite a complicated situation to deal with.

IIR’s Dispute Resolution In The UAE course will equip you with 
appropriate solutions to handle corporate disputes. It will provide 
the right techniques that you would need in your work place and will 
guide you through a process to understand the full range of legal 
issues related to disputes. Having mapped the course content directly 
to the stated course objectives, we are confident that you will leave 
this course with comprehensive insights and a balanced perspective. 

Course Content
•	 The role and purpose of a formal dispute resolution process 
•	 Practical exercises in dispute resolution 
•	 Dispute resolution concepts in the UAE and elsewhere
       • Important litigation concepts in the UAE legal system
       • Important concepts in the Anglo-American legal system 
•	 Introduction to arbitration 
•	 Introduction to conciliation and mediation 
•	 Other dispute resolution concepts 

Who Should Attend? 
This course will highly benefit professionals from the real estate, 
project management, construction, trading, supply chain and logistics 
sectors with the responsibility for their organisations’ exposure under 
disputes. While this may include in-house counsel and legal advisors, 
it also includes senior managers and decision makers responsible for 
the practical and operational management of contractual relationships 
and the disputes that may arise from them. It will be useful to those 
who negotiate contracts, terms and discounts with outside suppliers of 
goods and services or manage contractor performance. 

Benefits Of Attending 
1. Develop strategies for resolving disputes without resorting to 

costly litigation
2. Explore the technical details of dispute resolution and advanced 

negotiation
3. Understand the international and regional legal structures for 

dispute resolution

Tender Preparation And Evaluation 

Course Overview 
Wrong tenders can result in buying the wrong service or product 
at the wrong price – and that can seriously harm the health of the 
customer organisation. The Tender Preparation And Evaluation course 
will help you avoid mistakes in tenders, show best practice and create 
winning tenders.

The course demystifies the process and provides guidance to 
developing truly effective tenders that make for better vendor 
evaluation and selection and facilitate ongoing contract management. 
It is designed to teach you the best techniques for successful service 
procurement. The focus will be on selecting the right supplier for the 
right reasons and get the right deal in order to maximise business 
leverage from your tenders.

Course Content
•	 Planning the procurement lifecycle
•	 Planning the tender stages – what to do before you go to market
•	 Identifying and developing the skills needed for a successful 

tender exercise
•	 Targeting and profiling the service
•	 Developing cost and service profiles and base-lining
•	 Drafting the tender document or market package
•	 Tender documents: the devil is in the detail
•	 Designing optimal evaluation criteria 
•	 Managing exposure: effective risk management
•	 Facilitating the best responses to the tender 
•	 Applying due diligence to ensure viability of the supplier, the bid 

and the contract
•	 Conditions, specifications and service level agreements
•	 Post-tender activities
•	 Debriefing the losing tenderers

Who Should Attend? 
This course is designed for managers, coordinators, supervisors, 
engineers, assistants, officers and administrators responsible for 
tenders, contracts, procurement, purchasing, supply, projects/project 
management, planning, operations, construction, technical support.

Benefits Of Attending 
1. Discover essential service procurement and/or tendering tools 

and techniques
2. Maximise business leverage from tenders
3. Become an asset to the tender presentation/selection team of 

your organisation
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Understanding Commercial Law In The 
UAE (In association with The George Washington 
University School of Business)

Course Overview
Working within the legal department of a company can be very 
challenging in the current economic climate. Understanding 
Commercial Law In The UAE will help you gain a full understanding of 
the laws that affect your business. This course will help you be better 
equipped to handle the unforeseen situations that you could confront 
in your work place.

Course Content
•	 Major federal statutes in the UAE
•	 Different views on contracts and key contract issues
•	 Principles of labour and employment law
•	 The UAE labour law 
•	 Principles of property law
•	 Property ownership: the elements of the right of ownership
•	 Evolution of property law in the UAE
•	 Current property law issues in the UAE
•	 Property rights under the civil code
•	 Doing business revisited: entity selection, company formation and 

set-up, agencies, distributorships and franchises
•	 Formation under the companies law
•	 Formation in the various free zones
•	 Doing business through entities/presences and the licensing 

requirements
•	 Doing business through agents, representatives, distributors or 

franchisees

Who Should Attend?
This course is designed for those working within legal departments. 
It would also be highly beneficial for those working as company 
secretaries, legal heads of government offices and medium to large 
corporates who have had minimal formal training in commercial law 
and wish to consolidate their experience in the region. In addition it 
would also benefit in-house counsel, lawyers who recently have been 
transferred to the UAE.

Benefits Of Attending
1. Explore the similarities and differences between the UAE legal 

system and other legal systems
2. Comprehend key concepts in UAE company and contract law
3. Gain an overview of property and labour law in the UAE
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Advanced Negotiating Skills
(In Association with Institute of Sales & 
Marketing and Management (ISMM)

Course Overview
The art of negotiation is to aim for a win-win outcome. This course 
covers the three phase model, establishing and using trading 
currencies, fall back options and your settlement range, signaling and 
proposing, gaining commitment and tactical team roles. 

Course Content
•	 Definition of negotiation and the 3 Stage Model
•	 Negotiating styles and characteristics of effective negotiators
•	 4 levels of communication
•	 Verbal behavioural analysis – theory and practical exercises
•	 Advanced questioning techniques
•	 10 key negotiating lessons
•	 Combating power ploys, tactics and establishing rapport
•	 Proposing planning guide /making the first offer
•	 Using, recognising and rewarding signalling behaviours to move 

forward
•	 Dealing with objections and pricing issues
•	 Movement and concessions checklist
•	 Negotiating across cultural boundaries – the SPECIES model
•	 Using creative thinking to get to win-win
•	 Paired negation

Who Should Attend?
•	 Business Development Managers
•	 Senior executives/Entrepreneurs
•	 Sales Managers/Sales Negotiators/Key Account Managers
•	 Sales/Marketing Consultants/ Marketing Managers 
•	 Channel Managers / Buyers, purchasing staff
•	 HR Staff/Recruiters
•	 Government Officials 

Benefits Of Attending
1. Gain an understanding of the communications skills, characteristics 

and behaviours used worldwide by the most successful 
negotiators

2. Practice the key planning elements including determining both 
parties trading currencies, setting tactical roles, setting objectives, 
setting your settlement range, setting backstops, and identifying 
common ground 

3. Understand and gain hands on experience of when and how 
to use, proposing, signalling, “if – then” trading and gaining 
commitment 

4. Understand the importance of BATNA (Best Alternative To a 
Negotiated Agreement)

Best Practice In Sales Management 
(In Association with Institute of Sales & 
Marketing and Management (ISMM)

Course Overview
By the end of the course you will have the confidence to take on one 
of the most demanding of management roles: Structure and lead 
successful sales teams

Course Content
•	 The foundations of modern sales management
•	 Understanding and adapting your management style
•	 Transactional and transformational leadership
•	 Measuring and managing high impact sales activities
•	 The 8 habits of failed sales managers
•	 Creating high performance sales teams
•	 Setting motivational sales targets and high impact sales
•	 Role based compensation and commission schemes
•	 Running productive sales meetings
•	 Accurate sales forecasting
•	 7 stages of effective delegation
•	 The key principals of motivating individuals and teams
•	 Using field accompaniment to improve performance
•	 Taking corrective action
•	 Conducting effective counselling and appraisal
•	 Team & individual development
•	 The GROW model of coaching
•	 Recruiting and keeping top performers

Who Should Attend?
•	 Sales Managers/Directors/Team Leaders
•	 Marketing Managers / Directors
•	 Key Account Managers/Sales Negotiators/Telesales Managers/

Supervisor
•	 Business Development Managers
•	 Sales/Marketing Consultants/Channel Managers

Benefits Of Attending
1. Understand how to recruit, motivate and manage your sales team 

in today’s challenging environment
2. Learn how to tailor reward and incentive packages to maximise 

profi tability and meet corporate objectives
3. Recognise how high performance sales teams become a source of 

competitive advantage in your company
4. Gain an insight into the importance of coaching and mentoring 

the sales team
5. Explore a range of sales management tools including sales 

forecasting, CRM and PRM strategies
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Course Overview 
This course will help you increase your sales figures through effective 
and innovative sales management practices. 
 
Course Content
•	 Developing a strategic sales organisation
•	 Building a powerful sales strategy
•	 Creating customer loyalty
•	 Implementing and driving the sales strategy
•	 Coaching for high performance
•	 The role of innovation in selling
•	 Key account management
•	 Sales and change management
•	 Motivating through rewards and incentives
•	 Measuring sales performance
•	 Successful sales meetings

Who Should Attend? 
This course is designed to benefit professionals in sales, business 
development, marketing, public relations, advertising, promotions, 
merchandising management, product management, brand and 
channel management, key accounts and project management. It will 
be a useful for anyone who wants a better understanding of how to 
improve sales performance. 

Benefits Of Attending 
1. Build a strategic sales plan and set objectives that connect vision 

to action
2. Develop robust sales coaching and feedback skills and processes
3. Create customer loyalty, and develop and implement an excellent 

customer experience

Certified Product Manager  
(Certified by the Association of International 
Product Marketing and Management (AIPMM))

Course Overview 
Product management refers to the function that champions new 
products throughout the front end of the product lifecycle – from 
inception to launch. At this course delegates will discover best 
practices in product management that they can apply to improve the 
success rate of their products. 
 
Course Content
•	 Understanding products and services
•	 Gathering market intelligence
•	 Product positioning
•	 The product lifecycle
•	 The special challenges in developing ‘services’
•	 The value chain
•	 Pricing
•	 Preparing for the launch
•	 Product management tools
 
Who Should Attend? 
This course is designed for anyone involved in the product 
management function: working with internal resources to ensure 
successful product/service definition, design, development and 
launch.

Benefits Of Attending
1. Understand best practice in product management and how to 

apply it in your organisation
2. Manage the front end of the product lifecycle more effectively
3. Develop a more robust strategy for management of your product 

line
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Certified Product Marketing Manager 
(Certified by the Association of International 
Product Marketing and Management (AIPMM))

Course Overview
Product marketing refers to the function of ensuring the success of 
the product in the marketplace. It starts with a successful launch and 
continues as the product moves through its lifecycle. This course will 
discuss best practice in product marketing to improve the success rate 
of your products.
 
Course Content
•	 Branding
•	 The product lifecycle
•	 Strategic planning and the marketing strategy
•	 The marketing process and the marketing mix
•	 Market segmentation
•	 Consumer and business buying behaviour
•	 Distribution and logistics
•	 Pricing 
 
Who Should Attend? 
This course is designed for anyone involved in the product marketing 
function, working with internal and external resources to launch the 
product and ensure its success in the marketplace. 
 
Benefits Of Attending 
1. Understand best practice in product marketing and how to apply 

it in your organisation
2. Manage the commercialisation phase of the product lifecycle more 

effectively
3. Develop a more robust strategy for management of your product 

line

Developing And Managing Marketing 
Teams

Course Overview 
This course provides insight into the online business, social 
networking, collaboration, portal technology and content 
management for implementing your business strategy on the web. 

Course Content
•	 Business plan
•	 Essential elements of portals
•	 Web value chain versus traditional commerce value chain
•	 Branding
•	 Virtual communities
•	 Requirements
•	 Defining and designing your portal
•	 Researching customers
•	 Running marketing campaigns and tracking performance
•	 Architecture
•	 Governance 

Who Should Attend? 
This course has been designed for managers and executives in 
government and corporates who need to acquire a high competency 
in portal solutions, development and content management 
tools, processes and governance. It is also relevant for web and IT 
professionals associated with e-business, collaboration and content 
management initiatives.

Benefits Of Attending
1. Gain insights into your business, web, portals and content 

management to implement your internet channel strategy and 
provide a unique customer experience

2. Explore global best practice for creating web portals and 
managing your brand identity

3. Build online brands and implement a successful strategy to 
enhance overall customer experience and loyalty
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Course Overview 
This course focuses on those areas of marketing which all marketing 
personnel should understand. It introduces the major marketing tools 
and the role of marketing within the wider organisation.

Course Content
•	 What is the role of marketing?
•	 The marketing mix
•	 Market analysis – situation audit
•	 Market intelligence
•	 Market segmentation
•	 Positioning
•	 Market analysis
•	 Marketing communications
•	 Maximising the use of agencies
•	 Selection of marcoms
•	 Implementing pricing policies
•	 Managing customer relationships
•	 Marketing planning

Who Should Attend? 
This course is ideal for those who are in support positions in marketing 
or who are just starting in their marketing careers. It is also useful 
for anyone who wishes to develop a better understanding of the 
marketing process and for those who interact with the marketing 
department.

Benefits Of Attending 
1. Boost business performance by ensuring that your marketing role 

and activities contribute to corporate objectives
2. Ensure that your marketing messages are consistent and aligned 

by developing and implementing an integrated communications 
strategy

3. Assist in delivering superior service by effectively managing 
customer relationships and improving customer care to gain 
loyalty and to retain customers

Planning And Running Successful PR 
Campaigns

 
Course Overview 
This course will guide you through all the essential factors in planning 
and running public relations programmes that will win the maximum 
corporate and marketing success. 

Course Content
•	 Campaign aims and objectives
•	 Policies and strategies
•	 Audiences and messages
•	 Performance measures
•	 The issues audit
•	 Crises and crisis management
•	 Supporting and engaging management
•	 Public relations resources
•	 Communications activities
•	 Feedback and fine tuning
•	 Media relations
•	 Media management

Who Should Attend? 
This course is designed specifically for middle to senior level public 
relations professionals who wish to further develop their PR and 
communications skills including PR directors and managers, corporate 
communications managers and directors of government relations and 
government affairs.

Benefits Of Attending 
1.  Discover the essential steps to take your organisation’s public 

relations to the highest performance levels
2.  Understand the key factors that will make your public relations 

build reputation and business success, especially when budgets 
are tight

3.  Double the impact of your public relations activities on your 
organisation’s reputation, its relationships, goodwill and 
performance 
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Social Media Marketing Masterclass

Course Overview 
This course is designed to help you fine tune your strategic 
understanding of social media and update your online media relations 
capabilities. It offers a breadth and depth of information that will 
advance your new media communications to the next level.

Course Content
•	 Understanding the evolution of social media marketing and 

leveraging the tools of the trade
•	 Facebook
•	 Twitter
•	 LinkedIn
•	 Blogs
•	 Building a sustainable social media strategy: a step by step 

approach
•	 Engaging your customers by humanising the corporate brand: 

case studies and tactics

Who Should Attend? 
This course is for anyone who wants to learn how to use social 
media marketing techniques to put them at the cutting edge in their 
quest for market share, including specialists in marketing, corporate 
communications, advertising and PR. 

Benefits Of Attending 
1.  Discover the latest regional and international social media 

marketing trends and explore processes which will help you use 
online platforms to successfully build, launch and sustain your 
social media marketing strategy

2.  Learn about new tools to leverage your brand’s marketing mix, 
monitor your brand’s online presence and measure ROI to prove 
success

3.  Explore rules of engagement and best practices from 
international brands and evaluate current innovations, solutions 
and technologies to ensure your social media marketing 
campaign is a success

Strategic Email Marketing 

Course Overview
Email marketing is one of the most successful forms of marketing. Email 
has a high Return On Investment (ROI) when compared against other 
forms of marketing. Email marketing enables organisations to boost 
sales and revenues, increase customer awareness of products and 
services, establish ongoing relationship with customers, and reduce 
marketing expenses and overheads. However, email is only successful 
as a marketing channel if it is performed correctly. Email marketing 
must contain personalised, relevant and targeted messaging to be 
effective. This course will provide you with the insights and techniques 
to develop effective email marketing strategies, execute email 
campaigns and improve email marketing results.

Course Content
•	 Why is email marketing important?
•	 Benefits of email marketing
•	 How does email marketing integrate with other forms of digital 

marketing?
•	 Developing an effective email marketing strategy
•	 Setting realistic goals and objectives
•	 Reviewing options for email communications preferences and 

profiles
•	 Getting the most from your list through segmentation and 

targeting
•	 Strategies to improve deliverability
•	 Distribution time (schedule and time of day)
•	 Triggered email communications
•	 Best practices and filter checks for email communications
•	 Briefing on the latest privacy laws, guidelines and codes
•	 Discovering your audience and where they are online
•	 Leveraging social media to build your email database
•	 Using email to expand your reach
•	 Developing targeted content for each audience

Who Should Attend? 
This course is intended for people who are managing email campaigns 
and want to improve their email marketing results.

Job Titles: Marketing Managers, Marketing Consultants, Marketing 
Executives, Sales Managers, Sales Consultants, Sales Executives, Business 
Development Managers, Advertising Managers, PR Managers, PR 
Consultants, Corporate Communications Managers, Social Media Managers

Benefits Of Attending 
1. Learn how to develop an effective email marketing strategy for 

your organisation
2. Ensure your emails reach the right audience by building, 

segmenting and maintaining mailing lists
3. Discover best practice, tools and techniques to maximise email 

delivery and open rates
4. Leverage analytics to assess the effectiveness of email campaigns 

and continuously improve performance
5. Understand how to integrate email marketing into an overall 

digital marketing strategy, including social media and search 
engine marketing



131

m
ar

ke
tin

g,
 sa

le
s 

&
 P

RStrategic Marketing Planning 

Course Overview
This course provides a powerful, formalised, market-led ten step 
planning methodology to guide you and give you confidence when 
answering the challenges your business faces. It will help you analyse 
the situation, determine your short and medium-term strategies and 
then communicate them internally to your management and peers. 

Course Content
•	 Updating the marketing concepts
•	 Defining market segments, products and services
•	 Updating the product life cycle
•	 A powerful and simple revenues/resources matrix
•	 Market trends and assumptions
•	 The innovation curve and the innovation grid
•	 The growth/risk model
•	 The attractiveness/strengths matrix
•	 The value wheel and the value matrix
•	 SWOT analysis – doing them effectively
•	 Practical principles of marketing research
•	 Competitive planning and positioning
•	 Building effective value propositions and bands
•	 Defining your terms
•	 Pricing strategies
•	 Marketing communications strategies
•	 Guerilla marketing and the ten step methodology
•	 Developing and producing an effective marketing-led plan
•	 Implementing the plan

Who Should Attend? 
This course is designed for managers who have either direct or indirect 
responsibility to determine or contribute to their organisation’s 
marketing strategies and plans, and their implementation and 
execution.

Benefits Of Attending 
1.  Develop and implement an effective market-led business strategy 

and plans which will help you outperform your competition
2.  Become a market leader by enhancing the image of your 

products and/or services to boost your market recognition
3.  Increase your profitability by using the most appropriate and 

profitable pricing strategies for your organisation and effectively 
understanding your customers’ buying needs

Successful Product Launching  
And Brand Positioning  
(In association with The George Washington 
University School of Business)
 
Course Overview 
This course introduces a range of processes and tools that you can 
use to increase the chances of a successful product launch and brand 
positioning.

Course Content
•	 Ideas
•	 Analysis of the current situation
•	 Developing strategies
•	 Customer segmentation and concept testing
•	 Product, pricing and distribution options
•	 Brand positioning and promotion
•	 Managing the launch
•	 After the launch

Who Should Attend? 
This course has been designed for senior and middle managers who 
have responsibility for the success of new product developments. 
It is also suitable for those with either no past product or brand 
development experience or for those with limited experience of 
managing low impact developments.

Benefits Of Attending
1.  Learn how to minimise the risk and maximise the opportunities 

from new product development by understanding how to 
identify real opportunities and how to segment customers and 
pinpoint their needs

2.  Discover how to develop tactics and plans to ensure a successful 
product launch and to position your product in the most 
advantageous position possible

3.  Explore brand positioning and communication tactics to drive 
sustainable revenue and to maintain product performance long 
after the launch
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In Project Management  
(In association with The George  
Washington University/ESI)

Programme Overview 
This programme comprises high-level, strategic project management 
courses for experienced project managers. 
 
Content
•	 Aligning project management with organizational strategy
•	 Program management
•	 Leading project managers
•	 Regaining control of projects – rapid assessment and recovery of 

troubled projects
•	 Leading complex projects

Who Should Attend? 
This series has been developed for professionals who have a strong 
background in the field, yet wish to expand their knowledge and 
skills by focusing on today’s higher-level, strategic or specialist project 
management issues. 

Benefits Of Attending 
1.  Gain leading edge skills and advance your career by enhancing 

your expertise in tackling the most demanding of projects
2.  Earn Professional Development Units (PDUs) to maintain your 

Project Management Professional (PMP®) status of the Project 
Management Institute (PMI)

Aligning Project Management With 
Organizational Strategy

Earn 30 PDUs

Course Overview
This course gives you an in-depth analysis of the process leading 
from business strategy formation to portfolio development to the 
project and project manager’s role. Learn how to link your project to 
the business strategy, apply and maintain alignment of the project 
strategy, and manage the expectations and interests of those who 
have a stake in the project outcome. 

Course Content
•	 Organisational strategy in context
•	 Organisational strategy: Approaches and techniques
•	 Portfolio management: strategic context
•	 Portfolio set-up and maintenance
•	 Strategic project management

Who Should Attend?
Professionals who have a strong background in the field, yet wish to 
expand their knowledge and skills by focusing on today’s higher-level, 
strategic or specialist project management issues will benefit from this 
course.

Benefits Of Attending 
1. Link corporate strategy, from business strategy to portfolio 

development to project implementation
2. Ensure project credibility by aligning your project with your 

organization’s goals, objectives and strategies
3. Create and implement an appropriate strategy for your project

You will receive the book The Project Manager’s MBA – How to 
Translate Project Decisions into Business Success, by Dennis J. Cohen 
and Robert J. Graham.

In addition, you will be given a proven project ranking tool you can use 
to prioritize strategic projects and/or ask the questions to understand 
how your project fits into your organization’s strategic initiatives.
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Earn 30 PDUs

Course Overview
Using comprehensive and real-life case studies, experienced project, 
business and technical managers will learn how to succeed as a 
program manager by focusing on what makes them successful. 
Numerous studies provide valuable information on what makes 
program managers successful and these are used and referenced in 
this course. To be sure, success is not based on technical competence; 
rather, it is business savvy, leadership and communication skills that 
separate the winners from the losers.

Course Content
•	 Defining program management
•	 Linking programs to strategic goals
•	 Program management life cycle
•	 Maintenance and support
•	 Three themes of program management
•	 Program planning
•	 Program management office
•	 The program manager’s role in delivering the benefits
•	 Reporting tool
•	 Program risk identification, analysis and response
•	 Strategy
•	 PMBOK® Guide Knowledge Areas

Who Should Attend?
Project professionals who have a strong background in the field, yet 
wish to expand their knowledge and skills by focusing on today’s 
higher-level, strategic or specialist project management issues will 
benefit from this course.

Benefits Of Attending 
1. Increase the effectiveness of your organization’s approach to 

program management
2. Initiate and organize a large-scale program strategy and manage 

stakeholder relationships effectively
3. Manage, execute and control a successful program consisting of 

multiple, related projects
 

Leading Project Managers

Earn 30 PDUs

Course Overview
In this highly facilitated course, you will learn soft and hard skills and 
approaches that lead to organizational success in the “management 
by projects” environment. You also will get expert perspectives and 
review best practices on issues critical to those who lead project 
managers. You will enjoy lively debate and stimulating conversation 
that reinforces what you know and what you’ve learned. This course 
provides you with a new way of thinking about the best way to 
lead people in conjunction with the underlying process of project 
management. It is a “must-attend” for anyone responsible for leading 
and managing project managers.

Course Content
•	 The leader of project managers (LPM) role in the
•	 Project life cycle
•	 Managing in a multi-project environment
•	 Project initiation
•	 Leading and managing project managers
•	 The LPM’s role in project planning
•	 Managing relationships
•	 The LPM’s role in project implementation
•	 Project close
•	 PMBOK® Guide Knowledge Areas

Who Should Attend?
Project professionals who have a strong background in the field, yet 
wish to expand their knowledge and skills by focusing on today’s 
higher-level, strategic or specialist project management issues will 
benefit from this course.

Benefits Of Attending 
1. Define the leader’s role in each phase of the project life cycle
2. Use key performance indicators to monitor ongoing project
3. Progress and support project managers and project teams through 

coaching, mentoring and rewarding success
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Troubled Projects –
Regaining Control Of Projects

Earn 30 PDUs

Course Overview
Rapid Assessment And Recovery Of Troubled Projects demonstrates 
a proven process project recovery. You’ll get everything you need 
(process, tools, techniques) to perform a rapid assessment of a project 
in trouble, develop a recovery plan and manage the transition to 
stabilization. Active participation in the case study, designed to 
simulate the environment and feel of an actual troubled project, will 
enable you to build your skills in a meaningful way. This course is a 
must for experienced project managers who need to know what to do 
when the chips are down.

Course Content
•	 Introduction to assessment methodology
•	 Planning the assessment
•	 Conducting the assessment
•	 Developing the stabilization plan
•	 Stabilizing the project
•	 PMBOK® Guide Knowledge Areas

Who Should Attend?
Project professionals who have a strong background in the field, yet 
wish to expand their knowledge and skills by focusing on today’s 
higher-level, strategic or specialist project management issues will 
benefit from this course.

Benefits Of Attending 
1. Structure and lead the effort to assess project problems rapidly
2. Develop a recovery plan for any troubled project
3. Identify and manage signs of trouble early in a project, and 

determine the root causes of identified problems

 Leading Complex Projects

Earn 30 PDUs

Course Overview
Leading Complex Projects provides an innovative approach to assess 
project complexity and to deploy the best techniques to achieve 
success. You will learn to use ESI’s unique Complexity Indicator and 
Complex Project Model to increase your effectiveness in controlling 
the complexity in your project. The Complex Project Model provides 
valuable insight into the variables that create the complexity of your 
particular project. It enables you to select existing tools from a new 
point of view that both limits the level of complexity and governs how 
the remaining complexity is used for positive results—in short, to stack 
the odds of success in your favor!

Course Content
•	 Understanding complexity in projects
•	 The complex project model and process
•	 Determining project complexity 
•	 Communicating project complexity
•	 Designing for complex projects
•	 Leading complex projects

Who Should Attend?
Project professionals who have a strong background in the field, yet 
wish to expand their knowledge and skills by focusing on today’s 
higher-level, strategic or specialist project management issues will 
benefit from this course.

Benefits Of Attending 
1. Apply the concepts of complexity science to project management
2. Use ESI’s Complexity Indicator to assess your project’s complexity 

level
3. Create an innovative framework for managing project complexity 

using ESI’s Complex Project Model and Process
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tAssociate’s And Master’s Certificate In  
Project Management  
(In association with The George  
Washington University/ESI)

Programme Overview 
This course will enable delegates to efficiently implement projects. 
Delegates will gain a solid understanding of project management 
methods, tools and techniques to manage each stage of the project 
life cycle, work within organisational and cost constraints, set goals 
tied directly to stakeholder needs, get the most from their project 
management team and utilise state-of-the-art project management 
tools to get work done on time and within budget.  

Content
•	 Managing projects and two courses from the following:
•	 Quality for project managers
•	 Scheduling and cost control
•	 Project leadership, management and communications
•	 Contract management principles and practices
•	 Project risk management
•	 Project management applications

Who Should Attend? 
This programme is ideal for project leaders, project team members, 
project assistants, new project managers, professionals from other 
areas who work with project managers or anyone seeking career 
development in project management. 

Benefits Of Attending 
1. Master fundamental project management skills, concepts 

and techniques, and lead and motivate teams to set realistic, 
measurable objectives to ensure positive results

2. Apply project quality management tools and techniques to “real 
world” project management situations

3. Deliver projects on-time, on-budget and on-specs

Managing Projects

Earn 18 PDUs

Course Overview
As the flagship course in the ESI/GW Master’s Certificate In Project 
Management, this course opens the door to more efficient project 
implementation. Delegates will gain a solid understanding of project 
management methods with this comprehensive introductory course. 
This course provides the foundation, techniques and tools to manage 
each stage of the project life cycle, work within organisational and 
cost constraints, set goals tied directly to stakeholder needs, get the 
most from their project management team and utilise state-of-the-
art project management tools to get work done on time and within 
budget.  

Course Content
•	 Introduction to project management
•	 Project initiation
•	 Project planning
•	 Project implementation
•	 Project closeout

Who Should Attend?
This course is ideal for project leaders, project team members, project 
assistants, new project managers, professionals from other areas who 
work with project managers or anyone seeking career development in 
project management. 

Benefits Of Attending 
1. Master fundamental project management skills, concepts and 

techniques to set realistic, measurable objectives and ensure 
positive results

2. Link project goals and objectives to clear, compelling stakeholder 
needs

3. Estimate project costs and schedules using simple, proven 
techniques

As part of your course materials, you’ll also receive a copy of Project 
Management Terms: A Working Glossary. 
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Earn 18 PDUs

Course Overview
This course applies quality principles to project management itself, as 
well as to the products and services resulting from projects. It brings 
to the forefront the essentials of project quality management and its 
vital link to business success, with a focus on the tools and essentials 
of effective quality management that work for your organization, 
regardless of your industry. The course prepares the project manager 
to be a positive force in using project quality management to help 
ensure project and business success.

Course Content
•	 Managing project quality
•	 Planning project quality
•	 Assuring project quality
•	 Controlling project quality
•	 Putting project quality to work

Who Should Attend?
This course is ideal for project leaders, project team members, project 
assistants, new project managers, professionals from other areas who 
work with project managers or anyone seeking career development in 
project management. 

Benefits Of Attending 
1. Integrate project quality management into the entire project life 

cycle 
2. Plan effectively for project quality management, and assess and 

improve your organization’s current quality capabilities to ensure 
that projects will meet specified quality standards

3. Ensure customer satisfaction by monitoring results using project 
quality control tools

 

Scheduling And Cost Control

Earn 30 PDUs

Course Overview
Develop effective measures for scheduling and controlling projects as 
you put the tools of project management to work. In this course, you’ll 
focus on managing the constraints you face in any project: limits on 
time, human resources, materials, budget and specifications. Discover 
proven ways to work within your identified constraints without letting 
predefined limits curtail creativity or innovation.

Course Content
•	 Essential background
•	 Estimating
•	 Scheduling
•	 The baseline
•	 Managing change within the project
•	 Evaluation and forecasting
•	 The exit strategy

Who Should Attend?
This course is ideal for project leaders, project team members, project 
assistants, new project managers, professionals from other areas who 
work with project managers or anyone seeking career development in 
project management. 

Benefits Of Attending 
1. Use the work breakdown structure to develop a network diagram
2. Calculate schedules using PERT/CPM
3. Predict costs and work time using specific levels and estimate 

types, and plan for contingencies and anticipate variations

You will receive ESI’s Earned Valued Formula Finder, which puts 
the information you need to determine cost, schedule, estimate at 
completion and estimate to complete values for your projects right at 
your fingertips. 
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Communications

Earn 18 PDUs

Course Overview
This is an interactive course designed to provide a solid foundation in 
key leadership competencies and to provide you with the opportunity 
for a truly transformational leadership experience. As a participant, you 
will complete a self-assessment of your leadership skills, then master 
the basics of these leadership competencies: setting direction, aligning 
people, motivating and inspiring, leading teams, communicating, 
building relationships, facilitating ethical conduct, negotiating, and 
leading change.

Course Content
•	 Leadership and management
•	 Leading effective teams
•	 Building relationships
•	 Ethics and leadership
•	 Negotiating conflict
•	 Leading change

Who Should Attend?
This course is ideal for project leaders, project team members, project 
assistants, new project managers, professionals from other areas who 
work with project managers or anyone seeking career development in 
project management. 

Benefits Of Attending 
1. Lead project teams through more effective communication and 

create a Leadership Development Plan to implement when you 
return to work

2. Describe predictable change stages and identify appropriate 
leadership strategies for each stage

3. Utilize a powerful four-stage collaborative negotiation process
 

Contract Management Principles And 
Practices

Earn 18 PDUs

Course Overview
Gain an overview of all phases of contracting, from requirements 
development to closeout. See how incentives can be used to improve 
contract results. This course explores these vital issues from the project 
manager’s perspective, highlighting your roles and responsibilities to 
give you greater influence over how work is performed. You will also 
discuss actions that can be taken to help ensure that contractors or 
subcontractors perform as required under the contract.

Course Content
•	 Understand the contract management process
•	 Teamwork – roles and responsibilities
•	 Concepts and principles of contract law
•	 Contracting methods
•	 Developing contract pricing agreements
•	 Pre-award phase
•	 Award phase
•	 Contract administration

Who Should Attend?
This course is ideal for project leaders, project team members, project 
assistants, new project managers, professionals from other areas who 
work with project managers or anyone seeking career development in 
project management. 

Benefits Of Attending 
1. Identify contract components and understand the process from 

start to finish
2. Select the right contract type for your project and decipher 

contract ‘legalese’
3. Negotiate favorable terms and make revisions to the contract and 

apply the “10 rules of contract interpretation” in project disputes
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Earn 18 PDUs

Course Overview
In this course, you will work through the proactive approach to threat 
and opportunity – based on a clear understanding of the powerful 
nature of both qualitative and quantitative approaches to risk 
management. You will also examine threat and opportunity from both 
a top down and bottom-up perspective, using ESI’s proven eight-step 
risk management process. Using effective tools, including ESI’s highly 
regarded risk assessment model, you will learn how to evaluate and 
respond to risk at the project and task levels.

Course Content
•	 The basic foundations of project risk management
•	 Risk management planning and identifying risks
•	 Analysis fundamentals
•	 Analyzing and prioritizing risk
•	 Planning for risk
•	 Execution, evaluation and update

Who Should Attend?
This course is ideal for project leaders, project team members, project 
assistants, new project managers, professionals from other areas who 
work with project managers or anyone seeking career development in 
project management. 

Benefits Of Attending 
1. Use a practical, eight-step process to manage project risk
2. Identify threats and opportunities and weigh their relative value 

in your project
3. Make risk and opportunity integral components of your next 

project plan 

Project Management Applications

Earn 30 PDUs

Course Overview
Watch basic concepts come to life in this course: a comprehensive 
synthesis of core project management principles designed to 
reinforce skills learned throughout the core curriculum. Build on 
your new competencies and test your skills as you work in teams to 
complete an extensive, realistic project case study. You will propose, 
plan and execute a full-scale project under typical organizational 
constraints. Follow your project through the life cycle, resolving issues 
of performance, scheduling and control as you address questions of 
leadership and management. 

Course Content
•	 Team building
•	 Pre-proposal analysis and planning
•	 Proposal kickoff and preparation
•	 Post-award planning
•	 Negotiation/agreement
•	 Implementation
•	 Closeout

Who Should Attend?
This course is ideal for project leaders, project team members, project 
assistants, new project managers, professionals from other areas who 
work with project managers or anyone seeking career development in 
project management. 

Benefits Of Attending 
1. Select the level of staffing, resources and management support 

required for a project
2. Assign tasks based on work breakdown structure
3. Estimate time and costs and present a project plan to team 

members and stakeholders

You will receive a complimentary copy of ESI’s Project Management 
Tools CD for your use, following the classroom experience.
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Course Overview 
Be an asset to your project team and organisation by learning essential 
project management tools and techniques. This course aims to 
enhance your project support skills by exposing you to the full project 
management process using an interactive approach. You will discover 
the intricacies of the Project Management Body Of Knowledge 
(PMBOK) and explore the skills needed to boost your project 
management knowledge and role within the project process.
 
Course Content
•	 Projects in organisations
•	 The project management process
•	 Creating project plans
•	 The project team
•	 Implementing the project
•	 Monitoring and controlling the project

Who Should Attend? 
Delegates from all industries working as supervisors of projects 
or teams, or team members providing administrative support or 
specialised procedure support will benefit from this course. 
 
Benefits Of Attending 
1. Explore project management best practices, concepts and the 

Project Management Body of Knowledge (PMBOK) 
2. Create and implement successful projects using essential tools 

and techniques
3. Identify, suggest and implement corrective actions to improve 

quality whilst supervising project teams to successfully deliver 
project objectives 

PMI - Certified Associate In Project 
Management Exam Preparation
 
 
Course Overview
This CAPM® exam training course will prepare you for the certification exam 
by reviewing the 4th Edition of the PMBOK® Guide in full details, including 
the five process groups, nine knowledge areas and each and every one of 
the 42 processes. The course will highlight the inputs, tools and techniques, 
and outputs of each process that the exam focuses on. 

You will be supplied with customised course materials. This course includes 
exercises and lots of sample questions which will build your confidence and 
raise your chances of passing the CAPM® exam on your first attempt.

Course Content
•	 Introduction and project management concepts
•	 Project integration management
•	 Project scope management
•	 Project time management
•	 Project cost management
•	 Project quality management
•	 Human resource management
•	 Project communication management
•	 Project risk management
•	 Project procurement management

Who Should Attend?
Project Managers, Project Planners/Schedulers, Cost Engineers, Quality 
Assurance/Quality Control professionals, Event Managers and Coordinators, 
Procurement Officers, and anyone who is a beginner in the project world 
will benefit from this course and its credential.

New project practitioners who have not accumulated 1500 hours of 
experience (or 1 year) can simply take this course to be equipped with 
everything they need to know to pass the exam. 

Benefits of Attending
1. Gain an in-depth understanding of each component of the 

CAPM® certification exam and significantly improve your chances 
of passing the exam at the first attempt

2. Develop complete familiarity with the structure of the Project 
Management Body of Knowledge (PMBOK®), and PMI’s project 
management best practice

3. Understand the scope of a project manager’s duties and take your 
career to the next level – Demonstrate your understanding of 
project management fundamentals, terminology and processes
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(PgMP®) Certification Exam Preparation 
 
 
Course Overview
The Project Management Institute’s Program Management Professional 
credential (PgMP®) recognises the advanced experience and skill of program 
managers and demonstrates proven competency to oversee multiple, 
related projects and their resources to achieve strategic business goals.

PgMP® credential holders typically are responsible for the success of a 
program and the grouping of related projects together to realise benefits 
not available if these projects were managed separately. It is the perfect 
fit for those who define projects, assign project managers and oversee 
programs within their role. 

By attending this course, you will be equipped with the knowledge and 
skills to effectively navigate the program management discipline, including 
the 47 processes and 12 knowledge areas of The Standard for Program 
Management 2nd Edition, and align your program management experience 
with PgMP® terminology and definitions, as well as identify the steps needed 
to complete your exam application and meet the required criteria.
 
Course Content
•	 Program life cycle and benefits management
•	 Program management processes
•	 Program integration management
•	 Program scope management
•	 Program time management
•	 Program communication management
•	 Program risk management
•	 Program procurement management
•	 Program financial management
•	 Program stakeholder management
 
Who Should Attend?
Professionals who are interested to learn modern applied program 
management and /or wish to prepare for the PgMP certification test. 
This includes program and portfolio managers, department and 
functional managers, experienced project managers, senior executives, 
and PMP® certified professionals. 

The course also applies to individuals working in projects of different 
industries such as engineering and construction, infrastructure, 
computer & MIS, software development, telecommunications, 
maintenance and operations, manufacturing, power, petrochemical, 
oil and gas, product development, quality implementation, military, 
information technology, government, educational, finance, marketing, 
water development, chemical, mining & mineral etc
 
Benefits Of Attending 
1. Elevate your program management standards to globally 

accepted best practice
2. Learn to align your projects and programs to your organisation’s 

strategic goals and objectives
3. Achieve superior business benefits by efficiently managing 

related projects as a program instead of managing them as 
separate projects

PMI - Risk Management Professional 
(PMI-RMP®) Exam Preparation

Course Overview
PMI Risk Management Professional (PMI-RMP®) is a new credential 
offered by the Project Management Institute – PMI in response to 
the growing need of professionals who specialise in project risk 
management.  Prepare for the PMI Risk Management Professional 
Certification Exam. This course offers an in-depth look at risk 
management through a PMI perspective, and is delivered in a 
combination of lectures and hands-on learning.  All components of 
risk management will be covered including planning, identification, 
qualification, quantification, response planning and monitoring and 
controlling risks. You will learn to maximise the results of positive 
project events, and minimise the consequences of adverse events, 
both internal and external to the project.

All delegates will be supplied with customised course materials and 
a course workshop that will help in preparing for the exam. This 
workshop includes exercises and lots of sample questions that will 
build your confidence and raise your chances of passing the PMI-RMP® 
exam on your first attempt.

Course Content
•	 Introduction to risk management concepts
•	 Principles and concepts of risk management
•	 Introduction to PMI risk management processes
•	 Plan risk management
•	 Identify risks
•	 Perform qualitative risk analysis
•	 Perform quantitative risk analysis
•	 Plan risk responses
•	 Monitor and control risk

Who Should Attend?
Anyone who is responsible for analysing risk and dealing with the 
various risk exposures that may affect their projects.
The PMI-RMP® demonstrates skills and competencies in the specialised 
area of project risk management. If you are looking to fill the risk 
management specialist role on your project team and if you are 
looking for a course that will add value to your project management 
skills and showcase your specialised expertise to employers, the PMI-
RMP credential is for you. 

Benefits of Attending
1. Improve accuracy of project estimates and better ability to specify 

and achieve project targets
2. Achieve higher profit margins on projects as opportunities are 

captured and negative risks mitigated or avoided
3. Enhance the ability to weather project risks and issues, resulting in 

less unhappy surprises and avoiding early project terminations
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Course Overview 
Delegates will significantly improve their chances of passing the 
gruelling PMP® certification exam in the first attempt with this well-
proven and successful course. As well as learning where you need 
to focus your study efforts, you will learn valuable practical exam 
techniques which will help you when you sit the exam. You will 
find out exactly what components of your project management 
background will be tested so you know where to focus your attention 
during the vital weeks of preparation. 
 
Course Content
•	 Project management process groups
•	 Project integration management
•	 Project scope management
•	 Project quality management
•	 Project time management
•	 Project cost management
•	 Project risk management
•	 Project human resource management
•	 Project procurement management
•	 Project communications management
•	 Professional responsibility
 
Who Should Attend? 
Project management professionals from all industries including 
engineering and construction, IT, telecommunications, maintenance 
and operations, manufacturing, power, oil and gas, communications 
and marketing who wish to prepare for the Project Management 
Professional (PMP) certification exam.
 
Benefits Of Attending 
1. Review the essential project management skills and techniques 

required for successful projects and how they relate to PMP® 
certification

2. Gain an in-depth understanding of each component of the PMP® 
certification examination and significantly improve your chances 
of passing the gruelling PMP® exam at the first attempt!

3. Develop complete familiarity with the structure of the Project 
Management Body of Knowledge (PMBOK®), its thirty-nine 
processes, five process groups and nine knowledge areas, and 
find out exactly which components of your project management 
background will be tested so that you plan your study time to 
make the most of it

Project Management For Special Events
(In association with Institute for Leadership and 
Management) 
 
Course Overview 
This course caters to the dynamic Middle East events management 
industry and is applicable to a wide range of occasions including 
conferences, product launches, corporate hospitality, sporting 
occasions, shopping festivals, exhibitions and much more; and most 
importantly, maintains a strong focus on the challenges that are 
important to you.
 
Course Content
•	 Practical special event preparation
•	 Event project management
•	 Project management and the management system
•	 Contracts and reporting
•	 Financing management and follow through
•	 Event finance
•	 Staging and shutdown
•	 Best practice in staging events in the gulf
 
Who Should Attend? 
If you are an events professional working in this challenging 
environment or someone who occasionally organises special 
events, this course will keep you competitive, efficient, effective and 
innovative.
•	 Corporate and Independent Event Planners
•	 Event Producers
•	 PR and Communications Managers
•	 Brand Managers
•	 Sales and Marketing Managers
•	 Project Managers
•	 Exhibition Organisers
•	 Festival and Public Event Organisers
•	 Fundraising Managers
•	 Sponsorship Managers
•	 Tourism Authorities
 
Benefits Of Attending 
1. Apply the science of project management to an event to set clear 

objectives and measure success 
2. Understand and improve event finance, sponsorship and cost 

control
3. Take away key documents from the course that can be used 

immediately for your next event
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Practical Project Management  
(In association with Bond University)
 
 
Course Overview 
Through this course you will be able to update your skills to increase 
your credibility and performance by earning an international 
qualification that’s on par with latest project management best 
practices. This innovative new course will provide a qualification 
from a reputable university and give you a solid understanding of 
project management theory and practice, allowing you to contribute 
effectively to a wide range of project types. It serves as an ideal 
foundation for people planning to undertake graduate of post-
graduate professional studies in project management or related fields.
 
Course Content
•	 Project scope – requirements management
•	 The work breakdown structure
•	 Project cost management and project schedule management
•	 Project quality management and project risk management
•	 Quality
•	 Risk
•	 Project human resource management and project 

communications management
•	 Project procurement management
 
Who Should Attend? 
You will benefit from this course if you:
•	 Are a busy working professional unable to spend much time away 

from the office
•	 Were introduced to project management through your university 

education and now need a more in-depth and practical 
understanding of project management

•	 Have been working in projects but have little or no formal project 
management training

 
Benefits Of Attending 
1. Deliver projects to your stakeholders expectations by displaying 

a critical understanding of project management principles, 
practices and latest techniques

2. Play a strategic role in meeting business objectives by 
contributing effectively and immediately in the project 
environment

3. Earn 30 Professional Development Units (PDUs) to maintain your 
Project Management Professional (PMP®) status of the Project 
Management Institute (PMI)

The Project Management Office 

Course Overview
The Project Management Office – Successful Implementation And 
Operation training course focuses on WHAT to establish and HOW to 
implement and operate a successful Project Management Office (PMO) 
that will contribute to the effective management of projects and the 
achievement of business benefits.
The course strongly focuses on the challenges that are important to 
you and explores the latest best practice to improve communication, 
cut costs and optimise functional user involvement. You will learn how 
to prioritise projects, and monitor progress and budgets on a continual 
basis.

Course Content
•	 Strategic planning and project portfolio management
•	 Purpose of a PMO
•	 Benefits of establishing a PMO
•	 PMO functions and organisation
•	 The PMO: promoter of project management excellence
•	 Planning for the introduction of a PMO
•	 Implementing the PMO roadmap
•	 Addressing PMO challenges
•	 Addressing PMO Challenges

Who Should Attend?
The course is designed for individuals who need to know how to plan 
and implement an appropriate PMO within their organisation, project 
and programme management practitioners, project and portfolio 
managers and individuals who need to gain an understanding of the 
PMO.

Benefits of Attending
1. Maximise project performance and realise your business goals 

– Use the latest tools to analyse, assess and implement the 
Project Management Office (PMO) structure that best suits your 
organisation

2. Optimise the benefits of establishing your PMO by effectively 
articulating and practising the PMO implementation roadmap

3. Sustain successful PMOs across your organisation by resolving 
challenges and focusing on continuous improvement initiatives
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(In association with The George Washington 
University School of Business)

Course Overview
The course will address all the actual elements of real estate 
development, from research and planning through to development 
and marketing. It contains numerous case studies from the region and 
around the world to focus on all the key issues developers need to 
know.

Course Content
•	 The stages of the development process
•	 Size and financial credibility of developers by project
•	 Site analysis and site selection
•	 Management and development
•	 The contract and negotiation process
•	 Design, architecture and building
•	 Differentiating marketing between types of real estate 

development

Who Should Attend?
This course is designed for all property professionals who participate in 
the development process and those who finance, manage, buy or sell 
real estate. The course is also relevant for architects, mortgage brokers 
and urban planners.

Benefits Of Attending
1. Achieve a thorough understanding of the entire real estate 

development process
2. Critically analyse a real estate development proposal and examine 

how to position your organisation in a real estate market 
3. Be better equipped to negotiate the terms of a real estate 

transaction

Certificate In Real Estate Finance And 
Investment
(In association with The George Washington 
University School of Business)

Course Overview
This course draws on global experience and is designed to provide 
you with a full background of the financial aspects of commercial 
and residential real estate in terms of how to calculate returns, how it 
is financed and how to successfully analyse leases, to invest and sell 
profitably.

Investors, lenders, borrowers, valuers, property developers, 
government agents involved in real estate planning and financing 
decisions, and financial analysts of all types will greatly benefit from 
attending this course. 

Course Content
•	 Understand the data requirements, standards and methodology of 

real estate valuation
•	 Gain the analytical techniques you need to be an expert in real 

estate including modelling and risk analysis
•	 Discover how to put across market conditions and property 

characteristics in terms of cash flow invested and received over 
time

•	 Know how to choose between direct and indirect property 
investment vehicles

•	 Quantify and measure financial outcomes to help investment 
decision making

Who Should Attend?
This course is designed to meet the needs of property and real estate 
professionals with responsibility for finance or investment activities. In 
particular, those working within the following departments will highly 
benefit: property development, real estate and property management, 
portfolio management, planning and development, investments, 
contract management, property consultation, finance, family offices 
and real estate investments.

Benefits Of Attending
1. Gain a thorough understanding of the valuation process
2. Explore the principles behind financing a project
3. Review the different financial instruments, how they can be used 

and their impact on the overall performance of the real estate 
project
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(In association with The George Washington 
University School of Business)

Course Overview
Property is the most important asset in the Gulf - in the world - yet the 
process of how to invest profitably in real estate, and how to manage 
it to best effect, is quite poorly understood. This course gets to the 
nuts and bolts of property investing - all the practical issues of how to 
select and manage tenants, risks, and refurbishments, voids and void 
decks - but also all the financial aspects such as fund management and 
organisation, tax issues for those countries that have tax regimes, and 
accounting. 

Course Content
•	 Real estate as an investment
•	 Financing property purchase
•	 Property and conveyancing law 
•	 Tenant management / property management
•	 Advanced operations and facilities management
•	 Occupational health and safety
•	 Maintenance and structural preservation
•	 Procurement and supply chain management 
•	 Property life cycle planning
•	 Sustainability and real estate management
•	 Information technology 
•	 Staffing / management 
•	 Contracts and outsourcing
•	 Financial management principles 
•	 Real estate strategy
•	 Operational property portfolio planning/portfolio analysis

Who Should Attend?
•	 Real estate investors and analysts/Real estate developers/Real 

estate managers
•	 Planning and development professionals in real estate businesses
•	 Bankers and lenders/Mortgage brokers/ Finance managers and 

analysts
•	 Property owners

Benefits Of Attending
1. Develop a greater understanding of the role of property 

within the overall development and investment strategy of an 
organisation 

2. Create detailed knowledge of the limitations and opportunities 
for the property industry 

3. Enhance the management and organisational skills necessary for 
effective property management

Certificate In Real Estate Modelling 
(In association with The George Washington 
University School of Business)

Course Overview
This course covers how to use the automated systems and how to 
build an Excel real estate financial model, step-by-step, from inputs 
through operating income right the way through to using the model 
to determine risks. Actual examples of good and bad real estate 
financial models for office buildings, industrial buildings, residential 
developments, hotels, and retail will supplement the modelling 
techniques that will be taught in the course.

Course Content
•	 Mechanics of financial models
•	 What makes real estate models special?
•	 Real estate construction and investment
•	 Construction in the model
•	 Leases in the model
•	 Estimating operating expenses
•	 Estimating real estate taxes
•	 Estimating capital expenses
•	 Calculating net operating income
•	 Financing real estate investment
•	 Valuation issues in real estate
•	 Building and using a real estate model

Who Should Attend?
This course is designed to meet the needs of property and real 
estate professionals with responsibility for finance or investment 
and modelling activities. In particular, those working within the 
following departments will highly benefit: property development, real 
estate and property management, portfolio management, planning 
and development, investments, contract management, property 
consultation, finance, family offices and real estate investments.

Benefits Of Attending 
1. Learn the techniques to develop a real estate financial model for 

construction and investment using Microsoft Excel 
2. Understand Excel real estate financial models and their automated 

rivals
3. Be able to audit Excel real estate financial models
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(In association with The George Washington 
University School of Business)

Course Overview
This course covers the methods and concepts of real estate valuation. 
At this course, you will learn to value most typical forms of real estate 
using a variety of techniques and methods, in the same way as a 
chartered surveyor. The focus is on properties and market conditions 
in the Gulf, but with plenty of international examples, including 
land, properties with development potential, and different classes 
of property such as offices, retail, hotels, and warehouses as well as 
residential property valuation.

Course Content
•	 Real estate as an investment class
•	 Discounted cash flow for real estate investments
•	 Alternative valuation techniques and highest and best use analysis 

(HBU)
•	 The cost of capital, real options

Who Should Attend?
Delegates are expected to possess basic understanding of principles of 
real estate finance and investment. This course would be of interest to 
professionals who develop, finance, manage, buy or sell real estate, and 
especially:
•	 Real estate investors and analysts
•	 Real estate developers
•	 Real estate managers
•	 Planning and development professionals in real estate businesses
•	 Bankers and lenders
•	 Mortgage brokers
•	 Property owners
•	 Finance managers and analysts

Benefits Of Attending
1. Understand the most widely-practiced property income valuation 

techniques and be able to critically analyse a real estate investment 
proposal

2. Identify the cost of capital for real estate and confidentially 
implement discounted cash flow valuation frameworks

3. Be equipped to successfully negotiate terms of a real estate 
transaction

Optimising Facilities Management 
Performance 
(Certified course by The British Institute of 
Facilities Management (BIFM)

Course Overview
This course explores how the FM service can be shaped and delivered 
to maximise the use of assets and resources and optimise performance 
for the organisation, taking account of changing needs over time. 
Aimed at middle and senior managers, the programme offers practical 
guidance on developing FM service strategies and building an 
effective delivery model in the support services area. 

Course Content
•	 Establishing the facilities management service
•	 Performance improvement through effective workspace 

management
•	 Corporate real estate performance improvement
•	 FM service performance improvement

Who Should Attend? 
This course is designed for professionals who have prior knowledge 
and understanding of the basic principles of facilities management. It 
is suitable for people with some background in FM and are looking to 
expand their existing skills and knowledge to the next level including
•	 Facilities Director and Managers
•	 Building Heads and Managers
•	 Property Owners
•	 LEED Designers
•	 Mechanical Electrical And Plumbing (MEP) Contractors and 

Consultants
•	 Security professionals
•	 Physical Asset Managers
•	 Estate heads and managers
•	 Fire Protection Buyers
•	 Architects
•	 Health and Safety Officers
•	 Manufacturing Site/Plant Managers
•	 Maintenance heads and managers

Benefits Of Attending 
1. Draw the critical links between Facilities Management( FM) and 

core business activities for organisational success
2. Develop and manage an effective FM strategy for competitive 

advantage 
3. Appreciate the impact of changing customer and business needs 

on FM operations  
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(Certified course by The British Institute of 
Facilities Management (BIFM)

Course Overview
The challenges in delivering a high performing, energy efficient 
building that caters to the needs of the occupiers is central to day 
to day activities. Learning about the full range of issues you need to 
complete your role is important, as is receiving acknowledgement of 
your professional qualifications. 

This course will give you a thorough understanding of the key aspects 
of facilities management and performance for good practice proven 
strategies to implement back in your office. Attend the training course 
and you will walk away with knowledge of developing effective FM 
service strategies.

Course Content
•	 Importance of facilities management
•	 Assessing the growth of FM and the developing role of facilities 

managers in organisations in the UK and internationally
•	 Identifying the major qualities and skills required for best practice
•	 Building handover, commissioning and on-going management
•	 Maintenance and space management
•	 Health and safety for facilities managers
•	 Contract management, commissioning and managing contract 

services
•	 Energy and environmental management

Who Should Attend?
Facilities Managers
Building Managers
Property Owners
Leed Designers
Mep Contractors And Consultants
Security Professionals
Physical Asset Managers
Estate Managers
Fire Protection Buyers
Architects
Health And Safety Officers
Manufacturing Site/Plant Managers
Maintenance Managers

Benefits Of Attending
1. Assess the nature of buildings and the relationship to their use by 

occupants
2. Critically examine the cost implications and techniques for space 

management
3. Identify maintenance requirements and cost effectively 

implement plans





www.iirme.com

supply chain     management



su
pp

ly
 c

ha
in

 m
an

ag
em

en
t

supply chain     management



157

Table Of Contents

Best Practice Procurement ________________________________________________________________________________________ 158

Effective Buyer _________________________________________________________________________________________________ 158

Global Supply Chain Leadership Programme _________________________________________________________________________ 159

Road Fleet Management _________________________________________________________________________________________  159

Successfully Planning And Controlling Material And Inventory __________________________________________________________ 160

su
pp

ly
 c

ha
in

 m
an

ag
em

en
t



158

su
pp

ly
 c

ha
in

 m
an

ag
em

en
t Best Practice Procurement

Course Overview 
This course will provide delegates with low cost solutions for 
excellence in procurement. Delegates will be able to implement world 
class procurement strategies into their organisations whilst mastering 
price management techniques, and using best practice negotiation 
and supplier relationship management strategies.
 
Course Content
•	 The evolution of procurement
•	 Best practice procurement
•	 Assessing your organisation against best practice
•	 Strategic sourcing and transactional sourcing
•	 The strategic sourcing process
•	 The Cigar Box case study
•	 Category management
•	 The seller’s view of price
•	 The top ten price management tools and techniques
•	 The price management business simulation
•	 Is negotiating in the souk the same as negotiating with suppliers?
•	 What win/win really looks and feels like
•	 Negotiating with different cultures
•	 Outsourcing
•	 Information systems

Who Should Attend? 
This course is aimed at managers and staff working in procurement, 
or those who have responsibility for the procurement function. It will 
benefit staff at all levels, from buyers to purchasing managers and 
directors. 
 
Benefits Of Attending 
1. Understand world class procurement strategies and how you can 

implement them into your organisation
2. Know the top ten price management tools and techniques and 

how you can use them to best effect
3. Evaluate best practice negotiation and supplier relationship 

management strategies and how you can develop real win-win 
partnerships with suppliers

Effective Buyer

Course Overview 
This course will provide delegates with practical examples of 
developing the right strategies for procurement so that they effectively 
reduce costs and increase quality. Delegates will develop an insight 
into measuring and improving their purchasing performance. 
 
Course Content
•	 Understanding the role and maximising the contribution to the 

business
•	 Procurement in the modern world
•	 Understanding the role and key activities
•	 Aligning procurement with the business
•	 Practical tools and approaches
•	 Planning
•	 Managing prices
•	 Managing suppliers
•	 Adopting a strategic approach
•	 Creating and implementing a procurement strategy
•	 “Marketing” the procurement function
•	 World class models of procurement
•	 Best practice contracts and agreements
•	 Supplier performance measurement
•	 Measuring procurement performance
•	 How salesmen are trained and what to do about it
•	 The major focus of sales training
•	 Negotiation approaches
•	 Latest developments and thinking

Who Should Attend? 
This course would benefit anyone in the public or private sector who 
is responsible for cost management and reduction. By attending 
this innovative course, you will be able to reduce direct costs from 
your purchasing, hear latest proven approaches to best practice 
procurement and learn about cost reduction tools and techniques to 
take back and implement in your organisation.
 
Benefits Of Attending  
1. Create and implement an effective procurement strategy and align 

your procurement processes within your business
2. Effectively manage suppliers and their prices by developing your 

negotiation skills 
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Course Overview 
This intensive course addresses the key strategic considerations 
for the application and implementation of integrated supply chain 
management practices. Using the latest tools and techniques, 
delegates will be able to develop their own organisation’s integrated 
SCM strategy. 
 
Course Content
•	 Basic principles
•	 Concepts, terminology and data dictionary
•	 Supply chain design, supply chain models, define As-Is, design 

To-Be
•	 Processes, standard operating procedures and work instructions
•	 The front-end of the supply chain
•	 Demand management
•	 Supply management
•	 The SI and OP process
•	 The back-end of the supply chain: demand fulfilment
•	 Transport and freight forwarding
•	 Logistics
•	 Warehousing
•	 Distribution
•	 Customs and Compliance
•	 Supply Chain Integration
 
Who Should Attend? 
This course has been specifically designed for procurement, supply 
chain, logistics, and materials managers and directors who wish to 
broaden and update their skills and knowledge. It is also beneficial 
for procurement and supply chain personnel seeking supply chain 
integration or who need to understand the impact of supply chain 
decisions upon their company’s performance. 
 
Benefits Of Attending 
1. Transform the competitiveness of your supply chains and your 

business by incorporating world class benchmarking criteria into 
your supply chain strategy

2. Display a critical understanding of supply chain costs, contractual 
risks and financial performance

Road Fleet Management

Course Overview
Public and private-sector organisations of many types and sizes 
operate fleets of vehicles and motorized equipment to fulfill their 
missions. Whether to meet the mobility needs of employees or 
customers; facilitate the delivery of goods and materials; underpin law 
enforcement or national defense missions; or support manufacturing, 
construction, utility, public works, or other services, fleet management 
is a vital but often underappreciated area for many organisations.

This course will give you the body of knowledge necessary to improve 
your current fleet planning, maintenance and management thinking. 
It will provide you with comprehensive and detailed information, 
coupled with an opportunity to discuss common challenges with your 
peer group of fleet management professionals

Course Content
•	 Reality Check – Internal
•	 How do we manage road fleet today?
•	 What qualifications are required for doing the job and how does 

that match up in reality?
•	 What are the training needs and how to establish them?
•	 How does IT support contribute to road fleet management?
•	 Reality Check – External
•	 Legal requirements of load, equipment and people
•	 Government rules and policies on fuel, traffic, borders, equipment, 

labour law and others
•	 HSSE as a national initiative
•	 Possibilities Today – Tomorrow
•	 Fleet management systems
•	 Vehicle tracking systems
•	 Qualifying and training people
•	 Planning as a tool
•	 GCC union – and the plans for no border, single currency
•	 Delivering Results
•	 Understanding and interpreting financials
•	 Setting and evaluating KPIs, goals and objectives
•	 Route management

Who Should Attend?
This course is designed for professionals within transport companies, 
warehousing providers, companies with transport needs as well as 
freight forwarders. This will be highly beneficial for 
•	 Logistics managers
•	 Transport managers
•	 Supervisors and dispatchers
•	 Planners and route managers
•	 Outsourcing managers

Benefits Of Attending
1. Examine the link and the role of transport in your company’s 

operations and activities 
2. Identify and understand key performance indicators essential to 

succeed your road fleet operations 
3. Manage, recall and apply effective initiatives for 
 improvement for work based application 
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Material And Inventory

Course Overview 
This intensive four-day course is for those who want to understand and 
implement the essential tools for planning of material and controlling 
inventory in the supply chain. Delegates will be able to evaluate the 
procedures and make changes to the methods of improving customer 
service whilst achieving reductions in inventory; eliminate wasteful 
costs; avoid internal problems that limit performance and obtain 
added value for money.
 
Course Content
•	 The supply chain 
•	 The supply chain definitions, history and key aspects 
•	 Relationships and material flows in the chain 
•	 Planning management 
•	 Overview and evolution of material planning 
•	 Material planning
•	 Replenishment methods 
•	 Forecasting and stock control 
•	 Demand forecasting 
•	 Stock coding 
•	 Stock recording 
•	 Products and stock 
•	 Product classification 
•	 Inventory costs and service 
•	 Improvements – Model for planning inventory 
•	 Planning inventory

Who Should Attend? 
This four-day course is for inventory, stock, supply chain, logistics, 
purchasing, procurement, warehouse and distribution supervisors and 
managers. It will also be beneficial to owners, operators and directors 
of companies who hold stock and inventory. Those who are new to 
managing inventory as well as non inventory people who need to gain 
an awareness of the issues and key drivers of stock control operations 
will also benefit from the course.
 
Benefits Of Attending  
1. Examine the link of inventory management with the supply chain 

operations and activities in your company
2. Identify and understand key performance indicators to succeed in 

improving your operations
3. Analyse the key areas of operations and ensure the movement of 

goods to the customer adds value
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