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Administrative Development Programs 

�  �������������������������
  

��
� 
�

  

 ���2009  
  !�  :"#  

 ���2010  
  !�  :"#  

001  �������� 
���
.  
Priorities Management  

1  
4/1 – 8/1  
28/6 – 2/7  

10/1 – 14/1  

002  ������� ����� 
���
. 
Psychological Freedom Management 

1  
4/1 – 8/1  
28/6 – 2/7  

10/1 – 14/1  

003  ����� ������ �����. 
Six Thinking Hats  

1  
11/1 – 15/1  
28/6 – 2/7  

17/1 – 21/1  

004  ����� ������� ��������� ��� !�� ��"�#". 
Elements of Executive Personality and Positive Thinking 

1  
11/1 – 15/1  
5/7 – 9/7  

17/1 – 21/1 

005  ���$%&'� (����� )&��� 
���*� ����+,-. 

Ethics of Management Organization  

1  
18/1 – 22/1  
5/7 – 9/7  

24/1 – 28/1  

006  
�.���� ��&�/� 0#��� 
���
. 
Mind Management and Memory Development 

1  
18/1 – 22/1  
5/7 – 9/7  

24/1 – 28/1 

007  �12���� ��/���� 
���*�. 
Successful Self-Management  

1  
25/1 – 29/1  
27/9 – 1/10  

7/2 – 11/2  

008  3����� 45�#��� 67��� ��48�. 
Efficient Manager and Effective leader  

1  
25/1 – 29/1  
27/9 – 1/10  

7/2 – 11/2 

009  6���� 9 ��"�:��� :<='&> 9 �&? @��/ 7�. 
Stardom in Performance 

1  
1/2 – 5/2  
4/10 – 8/10  

14/2 – 18/2  

010  �12���� ��� !'� �!��� �������. 
Ten Habits for Successful Personality 

1  
1/2 – 5/2  
4/10 – 8/10  

14/2 – 18/2 

011  �"�A� ���'8� 
���
.   
Portofolio Management  

1  
8/2 – 12/2  
11/10 – 15/10  

7/3 – 11/3  

012  B��!8� �C�D 
���
.  
Project Risk Management 

1  
8/2 – 12/2  
11/10 – 15/10  

7/3 – 11/3  

013  �E�F�� ������� �G!�8� 
���
.  
Manging the Individual & Private Firms 

1  
8/2 – 12/2  
11/10 – 15/10  

14/3 – 18/3  

014  ������ 7�#H/� I�'��� �H�4�� I�J��8�.  
The New Concepts for Adults Education & Enlightenment   

1  
15/2 – 19/2  
18/10 – 22/10  

14/3 – 18/3 

015  
���#��� ��J�8�� K�&���� L����� ��48�.  
The modern manager,supermecy and leadership. 

1  
15/2 – 19/2  
18/10 – 22/10  

21/3 – 25/3  

016  M$4�N&'� �����*� ����N8� ��&�/.  
Developing Management Skills for Engineers  

1  
15/2 – 19/2  
25/10 – 29/10  

21/3 – 25/3 

017  ��'��� 
���*� ����N" ���O/.  
Top Management Program  

1  
22/2 – 26/2  
25/10 – 29/10  

4/4 – 8/4  

018   ���'&��� �2�P ���$�$-)���'&�'� RS�P TUV 7�.(.  
Basics of process Modeling 

1  
22/2 – 26/2  
25/10 – 29/10  

4/4 – 8/4 



 

019  X>����� 6�.���.     

Artificial Intelligence 

1  
22/2 – 26/2  
1/11 – 5/11  

11/4 – 15/4  

020  Y>�4Z*�� (����Z�� ������ ����N". 

Creative & Innovative Thinking Skills 
1  

1/3 – 5/3  
8/11 – 12/11  

11/4 – 15/4 

021  �N"3��/*� ���. 

Communication Skills  
1  

8/3 – 12/3  
8/11 – 12/11  

18/4 – 22/4  

022   ]������ ����N"-  4��/ �" X'> 0�^ 7�.�. 
Negotiation Skills  

1  
8/3 – 12/3  
8/11 – 12/11  

18/4 – 22/4 

023  _4#���� ]���� ����N". 
Presentation Skills 

1  
8/3 – 12/3  
15/11 – 19/11  

25/4 – 28/4  

024  6�#�*�� `C� ��� ����N". 
Rhetoric and Deliver Speech Skills  

1  
15/3 – 19/3  
15/11 – 19/11  

25/4 – 28/4  

025  a��!���� 4b���� a�#�� 9 3�&>�� 
���
. 

Business Administration in (21) Century 

1  
15/3 – 19/3  
15/11 – 19/11  

2/5 – 6/5  

026  � c�4^ ����N"
dF� 0#V. 
Experience Transfer & Modernization Skills 

1  
15/3 – 19/3  
22/11 – 26/11  

2/5 – 6/5 

027  
���#�� � B�4Z��� ���#����. 
Genius & Creativity in Leadership 

1  
22/3 – 26/3  
22/11 – 26/11  

9/5 – 13/5  

028  ��"+>*� ���4���� ���e%8� 
���
 ����N" .  
Skills of Conference Management and Media Seminars. 

1  
22/3 – 26/3  
22/11 – 26/11  

9/5 – 13/5  

029  0&��� f"��Z ��4>
� g�O ��� ����N" .  
Planning Skills and preparing Work Programs. 

1  
22/3 – 26/3  
22/11 – 26/11  

16/5 – 20/5  

030   ��h��� ���'&�� ������� 
���*�� 
���#��.  
Leadership and Effective Change Management.  

1  
22/3 – 26/3  
22/11 – 26/11  

16/5 – 20/5  

031  ���4��Z M�V48� M'"���� i�jV I�^ k�� @5��'��� MV��#��.  
Laws and regulations Govern the Civilian Employees 

in the State. 
1  

29/3 – 2/4  
6/12 – 10/12  

23/5 – 27/5  

032  6���� I��#/� �Z������ ��Z��8� ����N" .  
Follow-up, Control and Evaluating the Performance skills. 

1  
29/3 – 2/4  
6/12 – 10/12  

23/5 – 27/5 

033  
�E��8� 
���*� l2��/ k�� ��h��� ���4^ .  
Changes Challenges Facing contemporary  Management. 

1  
29/3 – 2/4  
6/12 – 10/12  

6/6 – 10/6  

034  
 ��:�/���$ 
���
 �"���� m��O/���V�����*� .  
E- Government Management Strategy and Implementation. 

1  
29/3 – 2/4  
6/12 – 10/12  

6/6 – 10/6  

035   `/��8� ��e- IjV–  n�����*� `��8� .  
Office Automation Systems (OAS). 

1  
5/4 – 9/4  
6/12 – 10/12  

13/6 – 17/6  

036  ��"o��� p������� �+�!8� 
���
 .  
Problems, Disasters and Crises Management. 

1 5/4 – 9/4  
13/12 – 17/12  

13/6 – 17/6 

037  3����� Y>�&q�� L���*� ]������ ���:�/���$
 .  
Strategies of Effective Negotiation.    

1  12/4 – 16/4  
13/12 – 17/12  

20/6 – 24/6  

038  ��:�/���$*� 
���*�� Y:�/���$*� ������.  
Strategic Thinking & Management. 

1 12/4 – 16/4  
13/12 – 17/12  

20/6 – 24/6  



 

039  �r��8� 
���
 .  
Knowledge Management. 

1 19/4 – 23/4  
20/12 – 24/12  

27/6  s 30/6  

040  &�j���� ���O���� ��h���Y .  
Change and Organizational Development. 

1 19/4 – 23/4  
20/12 – 24/12  

27/6  s 30/6 

041  ��h��� 
��#� ���J��� ����N8�� ��� !�� ��&��� .  
Personal Characteristics and Mental Skills of Change Leaders  

1 
26/4 – 30/4  
20/12 – 24/12  

10/1 – 14/1  

042  � 0&��� t�huB����� 
���
� (���*� ��N2*� .  
Work Pressure & Managerial Stress and Conflict Management.  

1 
26/4 – 30/4  
27/12 – 31/12  

10/1 – 14/1  

043  3�&>*� ���u�b� 
�h��� ��>��!8� 
���
 .  
�Small Project Administration and Fostering Work. 

1 
3/5 – 7/5  
27/12 – 31/12  

17/1 – 21/1  

044  Y&�j���� B�4Z*� 
���
.  
Administration of  Organizing Innovation.       1 

3/5 – 7/5  
27/12 – 31/12  

17/1 – 21/1 

045  ����/������ ����:��� 3�&>�� I�j�/ v c�4�� 0,48�.  
Modern Introduction in Organizing Business and Secretary  

1 
10/5 – 14/5  
28/6 – 2/7  

24/1 – 28/1  

046  0&��� ��6��2
 g���/.  
Simplifing Work Procedures   

1 
10/5 – 14/5  
28/6 – 2/7  

24/1 – 28/1  

047   l/���-� ������ w$-s 4������ X>�4Z*� l�>��Z ������ I'�/ .  
Thinking Bases & Tools - Learning Innovative and 

Critical Thinking. 
1 

17/5 – 21/5  
28/6 – 2/7  

7/2 – 11/2  

048  x���48� `��4�� Y'&��� 0��4�� .  
Practical Directory for Training the Directors. 

1 
17/5 – 21/5  
27/9 – 1/10  

7/2 – 11/2  

049  xyy�$�z�8� Ty" 0yy"����� ����yyN".  
Dealing with Employers Skills.                         

1 
24/5 – 28/5  
27/9 – 1/10  

14/2 – 18/2  

050  ��$%8� �$4�J 
��>
. 
Bussines Process Re- engineering (BPR).  

1 
24/5 – 28/5  
27/9 – 1/10  

14/2 – 18/2  

051  IN'&�^ { ���r- T" 0"����� ����N".  
The Skills of  Dealing withUnbearable Persons.  

1 
7/6 – 11/6  
4/10 – 8/10  

21/2 – 25/2  

052  Y:�/���$*� ����� xr� ���������.  
Scenario & the Art of Strategic Dialogue.              

1 
14/6 – 18/6  
4/10 – 8/10  

21/2 – 25/2  

053  ��&�/ Mr�!8�� x���4&'� ��>�4Z*� ���4#��.  
Developing Innovative Abilities for Supervisors. 

1 
14/6 – 18/6  
4/10 – 8/10  

7/3 – 11/3  

054  
���� �N2��"� ������ ����N".  
Skills of Thought and Facing Life Troubles.           

1 
21/6 – 25/6  
11/10 – 15/10  

7/3 – 11/3 

055  0&��� m��r 6��Z� 
���
 9 
���#�� ��� .  
The Leadership Role in Managing and Building Team 

Work. 

1 
21/6 – 25/6  
11/10 – 15/10  

14/3 – 18/3  

056  L���*� |+E*� 9 �12�V ����� }��:�� RS�P.  
International Successful Sample in Managerial Reform. 

1 
28/6 – 2/7  
11/10 – 15/10  

14/3 – 18/3  

057  M'"���� M�e� �����*� ��'&���.  
Management Process & Workers Empowerment. 

1  
21/6 – 25/6  
18/10 – 22/10  

21/3 – 25/3  

058   ����� ��2��������)��2�������� 4���/� xC�/� 0#V.(  
Technology Management. (transference, settling, generation)  1 

21/6 – 25/6  
18/10 – 22/10  

21/3 – 25/3  



 

059  0&��� ]��"-� t�hu R+�� ������� 
������ .  
Psychology Clinic for Work Pressure Treatment. 

1 
28/6 – 2/7  
18/10 – 22/10  

4/4 – 8/4  

060  �����*� ��>������ �+�!&'� ��2�������� 
���*�.  
Psychological Management of Conflict  

1 
5/7 – 9/7  
25/10 – 29/10  

4/4 – 8/4 

061  �����*� �����#�� x" n�H�� 7��� 3+b
� x���/ ���:�/���$
 �~��.   
Strategies for Grooming Second Line Management (workshops). 1 

11/1 – 15/1  
25/10 – 29/10  

11/4 – 15/4  

062  �����4��� ��2���b*�Z Y������ ���8� gZ� 3�b 0&> �~�� .  
Correlating Career Plan and Training Needs (workshops). 

1 
18/1 – 22/1  
25/10 – 29/10  

11/4 – 15/4  

063  ���'&> 
���
 ����N"  v �&���3�&>�� ��&j�" .  
Growth Operations Management skills. 

1 
25/1 – 29/1  
1/11 – 5/11  

18/4 – 22/4  

064  ���#�� S��
� �+�!8� 0b v ����Z*�� B�4Z*� .  
Creative Thinking in Problem Solving & Decision Making.   

1 
1/2 – 5/2  
1/11 – 5/11  

18/4 – 22/4  

065  ��:�/���${� �OF� �Z���� Y'&��� f"�Vd�� .  
Practical Course for Writting a Strategic Plan. 

1 
8/2 – 12/2  
1/11 – 5/11  

25/4 – 28/4  

066   0&��� v �����*� ��������.  
Managerial Effectiveness. 

1  
8/2 – 12/2  
1/11 – 5/11  

25/4 – 28/4  

067  ��h��� ���'&> 
���� .  
Leading Change Process. 

1  
15/2 – 19/2  
8/11 – 12/11  

2/5 – 6/5  

068  ��J���������Z 
���*�.  
Competitive Foresight Scenarios.  

1 
15/2 – 19/2  
1/11 – 5/11  

2/5 – 6/5  

069  ������� ��>�&�2*� 
���
� 
���� .  
Effective confrences management skills. 

1 
1/3 – 5/3  
8/11 – 12/11  

9/5 – 13/5  

070  ���~*� 6���- B����� l�2���� .  
Mentoring Skills. 

1  
1/3 – 5/3  
8/11 – 12/11  

9/5 – 13/5 

071  �H�4�� ������ ����N" .  
Modern Thinking Skills. 

1 8/3 – 12/3  
8/11 – 12/11  

16/5 – 20/5  

072  F� c�4^� �&'��8� �&j�8���d.  
Learned Organization and Experiences Modernization. 

1 15/3 – 19/3   
15/11 – 19/11  

16/5 – 20/5  

073  m����� 6��Z� Y>�&q� 0&��� ����N" .  
Group Work & Team Building Skills.  

1 22/3 – 26/3  
15/11 – 19/11  

23/5 – 27/5  

074  0&��� t�hu� ����� 
���
 .  
Time and Stress Management.  

1 5/4 – 9/4  
15/11 – 19/11  

23/5 – 27/5  

075   �r�#H�� 6��Z-  �&j�8� .  
Building Organizational Culture. 

1 12/4 – 16/4  
22/11 – 26/11  

6/6 – 10/6  

076  n�H�� 7��� ��4>
� i�N8� )���/ ����N" .  
Delegation Skills. 

1 19/4 – 23/4  
22/11 – 26/11  

6/6 – 10/6  

077  ��r+F�� B����� 
���
 ����N" .  
Conflict Management.  

1 19/4 – 23/4  
22/11 – 26/11  

13/6 – 17/6  

078  ��"o�� X'> 
�O����� ������� ���:�/���$� .  
Crises Management  

1 26/4 – 30/4  
6/12 – 10/12  

13/6 – 17/6 

079  f5��V� 0&> gO, �
 ���r�� 0��^.  
Changing Ideas to Action Plan and Outcomes. 

1 26/4 – 30/4  
6/12 – 10/12  

20/6 – 24/6  



 

080  �H�4�� �����8� 
���*�� ����/����� ����N" .  
New Secretariat Office Management Skills 

1 3/5 – 7/5  
6/12 – 10/12  

20/6 – 24/6  

081  H�4�� ����/������ �����8� 3�&>�� ����"� .  
Mechanization of Office Management 

1 3/5 – 7/5  
6/12 – 10/12  

27/6 � 1/7  

082    ��4���8�� ������ ��b� 3��4/ IjV)��~���.(  
Documentation  and Archieving Skills.  

1 10/5 – 14/5  
13/12 – 17/12  

27/6 � 1/7 

083  6����� �>���� �#5�r 
���*� .  
High Speed Management & Performance. 

1 10/5 – 14/5  
13/12 – 17/12  

10/1 – 14/1  

084   ��!�8� X'> 
���*� .  
Open Book Management.  

1 17/5 – 21/5  
20/12 – 24/12  

10/1 – 14/1  

085  ��>��!8� 
���* Y'&��� 0��4�� .  
Practical Manual for Project Management. 

1  17/5 – 21/5  
20/12 – 24/12  

17/1 – 21/1  

086  ����#��� �Z���� �H�4�� ���'O�8�.  
New Requirements for Report Writing.  

1 17/5 – 21/5  
20/12 – 24/12  

17/1 – 21/1  

087  Y&�j���� ��'��� 
���
.  
Organizational Behavior Skills. 

1 24/5 – 28/5  
20/12 – 24/12  

24/1 – 28/1  

088  ��
� ���'&��� p�����#�� S .  
Operation Research & Decision Making. 

1 24/5 – 28/5  
20/12 – 24/12  

24/1 – 28/1  

089  �����#8� ��&�/� �����8� 
���
 .  
Library Management & Possessions Development.  

1  
7/6 – 11/6  
27/12 – 31/12  

7/2 – 11/2  

090  ��'��� �����#��� ���� !�� `/��" 
���
.  
VIP Office Management Skills. 

1  
7/6 – 11/6  
27/12 – 31/12  

7/2 – 11/2 

091   ��u����� �G!�8�� f"�d�� 
���
.  
Games Program Management. 

1  
21/6 – 25/6  
27/12 – 31/12  

14/2 – 18/2  

092  L���*� 6���� ���O/ d�D .  
Managerial Performance Development Laboratory. 

1  
21/6 – 25/6  
27/12 – 31/12  

14/2 – 18/2  

093  ����!�$*� _4#/ ����N" .  
Consultation Skills. 

1 21/6 – 25/6  
27/12 – 31/12  

21/2 – 25/2  

094  3����� ��h��� m�#1�� �b���8� 
���*� fN�"  
Open Management Curriculum To Achieve Effective Change 

1 28/6 – 2/7  
27/12 – 31/12  

21/2 – 25/2  

  

��	
��
 �
����
 ��
�� ��$
%&�
 �'%���  

095  Managing for Quality Performance. 
1 4/1 – 8/1  

28/6 – 2/7  
7/3 – 11/3  

096  Performance Evaluation. 
1 11/1 – 15/1  

28/6 – 2/7  
7/3 – 11/3  

097  Supervisory Skills. 
1 11/1 – 15/1  

5/7 – 9/7  
14/3 – 18/3  

098  Effective Leadership. 
1 18/1 – 22/1  

5/7 – 9/7  
14/3 – 18/3  



 

099  Mentoring for Success. 
1 18/1 – 22/1  

5/7 – 9/7  
21/3 – 25/3  

0100  Organizational Culture & Learning Organizations. 
1 25/1 – 29/1  

27/9 – 1/10  
21/3 – 25/3 

0101  Organizational behavior. 
1 25/1 – 29/1  

27/9 – 1/10  
4/4 – 8/4  

0102  The Individual Behavior & the Organizational Behavior. 
1 25/1 – 29/1  

27/9 – 1/10  
4/4 – 8/4  

0103  The Efficient Manager & the Effective Leader. 
1 1/2 – 5/2  

4/10 – 8/10  
11/4 – 15/4  

0104  Communication Skills. 
1 1/2 – 5/2  

4/10 – 8/10  
11/4 – 15/4  

0105  Interpersonal Relations & Conflict. 
1 8/2 – 12/2  

11/10 – 15/10  
18/4 – 22/4  

0106  Team Building & Leading Teams for Success.  
1 8/2 – 12/2  

11/10 – 15/10  
18/4 – 22/4  

0107  Group Dynamics. 
1 8/2 – 12/2  

11/10 – 15/10  
25/4 – 28/4  

0108  Motivation. 
1 15/2 – 19/2  

18/10 – 22/10  
25/4 – 28/4  

0109  Compensation Management. 
1 15/2 – 19/2  

18/10 – 22/10  
2/5 – 6/5  

0110  Problem Solving Skills. 
1 15/2 – 19/2  

25/10 – 29/10  
2/5 – 6/5  

0111  Decision Making Skills. 
1 22/2 – 26/2  

25/10 – 29/10  
9/5 – 13/5  

0112  Innovation & Creative Thinking Skills. 
1 22/2 – 26/2  

25/10 – 29/10  
9/5 – 13/5  

0113  Stress at Work. 
1 22/2 – 26/2  

1/11 – 5/11  
16/5 – 20/5  

0114  Conflict Management. 
1 1/3 – 5/3  

1/11 – 5/11  
16/5 – 20/5 

0115  Change & Organizational Development. 
1 1/3 – 5/3  

8/11 – 12/11  
23/5 – 27/5  

0116  Planning & Control. 
1 8/3 – 12/3  

8/11 – 12/11  
23/5 – 27/5  

0117  Strategic Management. 
1 8/3 – 12/3  

8/11 – 12/11  
6/6 – 10/6  

0118  Documents Control. 
1 8/3 – 12/3  

15/11 – 19/11  
6/6 – 10/6  

0119  Portfolio Management. 
1 15/3 – 19/3  

15/11 – 19/11  
13/6 – 17/6  



 

0120  Artificial Intelligence. 
1 15/3 – 19/3  

15/11 – 19/11  
13/6 – 17/6  

0121  Business Intelligence (BI) 
1 15/3 – 19/3  

22/11 – 26/11  
20/6 – 24/6  

0122  Time Management. 
1 22/3 – 26/3  

22/11 – 26/11  
20/6 – 24/6 

0123  Risk Management. 
1 22/3 – 26/3  

22/11 – 26/11  
27/6  s  30/6  

0124  Developing an Organization Wide Evaluation Strategy. 
1 22/3 – 26/3  

22/11 – 26/11  
27/6 – 30/6  

0125  Management personality. 
1 22/3 – 26/3  

22/11 – 26/11  
10/1 – 14/1  

0126  Benchmarking. 
1 29/3 – 2/4  

6/12 – 10/12  
10/1 – 14/1  

0127  Balanced Scorecard. 
1 29/3 – 2/4  

6/12 – 10/12  
17/1 – 21/1  

0128  Business Trip Planning. 
1 29/3 – 2/4  

6/12 – 10/12  
17/1 – 21/1  

0129  
Develop Strategic & Action Plans “What Work and What 

doesn’t?”. 

1 29/3 – 2/4  
6/12 – 10/12  

24/1 – 28/1  

0130  Creating a Winning C.V. 
1 5/4 – 9/4  

6/12 – 10/12  
24/1 – 28/1 

0131  The Presentation Skills Advanced Course. 
1 5/4 – 9/4  

13/12 – 17/12  
7/2 – 11/2  

0132  How to be a Star at Work? 
1 12/4 – 16/4  

13/12 – 17/12  
7/2 – 11/2 

0133  Get Anyone to do Anything. 
1 12/4 – 16/4  

13/12 – 17/12  
14/2 – 18/2  

0134  How to build Relationships that Sticks?  
1 26/4 – 30/4  

20/12 – 24/12  
14/2 – 18/2  

0135  “The Wonderful Benefits of Satisfying Communication”. 
1 26/4 – 30/4  

27/12 – 31/12  
21/2 – 25/2  

0136  The Manager as a Person: Values, Aattitudes & Culture. 
1 3/5 – 7/5  

27/12 – 31/12  
21/2 – 25/2  

0137  Manage your Writing “the Business Writing Process”. 
1 3/5 – 7/5  

27/12 – 31/12  
7/3 – 11/3  

0138  Managing Involuntary Turnover. 
1 10/5 – 14/5  

28/6 – 2/7  
7/3 – 11/3 

0139  Process Modeling & Representation. 
1 10/5 – 14/5  

28/6 – 2/7  
14/3 – 18/3  

0140  Extensive Reading & Extensive Listening. 
1 17/5 – 21/5  

28/6 – 2/7  
14/3 – 18/3  

0141  
The Secrets to winning Every Single Time, in Everything 

You Do. 

1 17/5 – 21/5  
27/9 – 1/10  

4/4 – 8/4  

 


