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SUBJECTS

2009

FROM : TO

D QS et

2010
FROM : TO

Managing conflict at work.

1/8-1/4
7/2 - 6/28

513-5/9

Taking the step up to supervisor.

1/15-1/11
7/2 - 6/28

513-5/9

Interviewing more than a gut feeling.

115 - 1/11
7/9 - 7/5

5/20-5/16

Documenting discipline.

122 - 1/18
7/9 - 7/5

5/20-5/16

Improving work place.

1/22-1/18
7/9 - 7/5

5/27-5/23

performance through coaching

1/29 - 125
10/1 - 9/27

5/27-5/23

Mentoring for success.

1/29 - 125
10/1 - 927

6/10-6/6

Leading teams, the skills.

2/5-2/1
10/8 - 10/4

6/10-6/6

Making meeting work.

2/5-2/1
10/8 - 10/4

6/17-6/13

Making change in work.

2/12-2/8
10/15 - 10/11

6/17-6/13

Self-esteem, the power, Be your best.

2/12-2/8
10/15 - 10/11

6/24-6/20

Effective delegation skills.

2/12-2/8
10/15 - 10/11

6/24-6/20

Technical report writing.

2/19 - 2/15
10/22 - 10/18

6/30 — 6/27

Operation research.

2/19 - 2/15
10/22 - 10/18

6/30 — 6/27

How to write business plan?

2/19 - 2/15
10/29 - 10/25

513-5/9

Management Information System.

2/26 - 2/22
10/29 - 10/25

513-5/9

Budgets and budget preparation.

2/26 - 2/22
10/29 - 10/25

5/20-5/16

Budgeting.

2/26 - 2/22
11/5 - 11]1

5/20-5/16




3/5-3/1

1333 | Training of the trainers. 1/14-1/0
11/12 - 11/8
1334 | Economic principles. 312 - 3/8 1/14-1/10
11/12 - 11/8
1335 | Managerial skills for engineers. 312~ 3/8 121-1/17
11/12 - 11/8
1336 Advanced Cash Flow & Working Capital 3/12-3/8 21117
Management. 11/19 - 11/15
Advanced Office Management & Effective 3/19 - 3/15
1337 o . . . 1/28 —1/24
Administration Skills. 11/19 - 11/15
1338 Autheptlc Leadership: Courage, Coaching 3/19 - 3/15 128 1/24
& Ethics. 11/19 - 11/15
. 3/19 - 3/15
1339 | Basics of Human Resource Management. 2/11-2/7
11/26 - 11/22
1340 | Beyond Customer Service. 3/26 =322 2/11-2/7
11/26 - 11/22
1341 | Budget Preparation Skills. 3/26 = 3/22 2/18 - 2/14
11/26 - 11/22
1342 Budgeting, Forecasting and the Planning 3/26 - 3/22 2118 -2/14
Process. 11/26 - 11/22
1343 Communicating & Influencing with 3/26 - 3/22 225221
Impact. 11/26 — 11/22
. . . 4/2 - 329
1344 | Creative & Innovative Leadership. 2/25-2/21
12/10 - 12/6
1345 | Customer Focused Management. 4/2 = 329 3/11-3/7
12/10 - 12/6
Customer Service Strategy: Building 4/2-3/29
1346 . . e 3/11-3/7
a Customer Centric Organization. 12/10 - 12/6
1347 | Dynamics of Leadership. 42 =329 1/14-1/10
12/10 - 12/6
1348 Effective Management & Leadership 4/9 - 4/5 114—1/10
Styles. 12/10 - 12/6
1349 ESSEI.ltl.al Sk{lls for Effective Training 4/9 - 4/5 21— 117
Administration. 12/17 - 12/13
. . . . 4/16 - 4/12
1350 | Financial Analysis, Planning and Control. 121-1/17
12/17 - 12/13
1351 | Financial Awareness. 4/16 = 4/12 1/28-1/24
12/17 - 12/13
1352 Flnanc1.al Strategy for Business 4/23 - 4/19 1281124
Professionals. 12/24 - 1220




Fundamentals of Finance & Accounting.

4/23 - 4/19
12/24 - 12/20

2/11-2/7

Human Resources Development and Personnel
Management.

4/30 - 4/26
12/24 - 1220

3/18-3/14

International Financial Reporting.

4/30 - 4/26
12/31 - 1227

3/18-3/14

Leading & Empowering High Performing
Groups & Teams.

5/7-5/3
12/31 - 1227

3/25-3/21

Leading & Implementing Change.

5/7-5/3
12/31 - 1227

3/25-3/21

Leading Creatively.

5/14 - 5/10
7/2 - 6/28

4/8 - 4/4

Leading High Performing Teams.

5/14 - 5/10
72 - 6/28

4/8 - 4/4

Leading Virtual & Remote Teams.

5/21 - 5/17
7/2 - 6/28

4/15 - 4/11

Management Control Techniques for Business
Professionals.

5/21 - 5/17
10/1 - 927

4/15-4/11

Manpower Organization, Succession Planning
& Trend Analysis.

5/28 - 5/24
10/1 - 927

4/22 - 4/18

Mastering Decision Making.

5/28 - 5/24
10/1 - 9/27

4/22 - 4/18

Mastering International Negotiations.

6/11 - 6/7
10/8 - 10/4

4/28 — 4/25

Mastering People Management & Team
Leadership.

6/18 - 6/14
10/8 - 10/4

4/28 — 4/25

Maximizing Personal Potential for Leaders.

6/18 - 6/14
10/8 - 10/4

5/6-5/2

Motivation and Behavior.

6/25 - 621
10/15 - 10/11

5/6 -5/2

Negotiation and Conflict Management in
Organizations.

6/25 - 6/21
10/15 - 10/11

513-5/9

Operational Excellence.

7/2 - 6/28
10/15 - 10/11

5/13-5/9

Planning, Organizing and Controlling Projects

6/25 - 621
10/22 - 10/18

5/20 -5/16

Powerful Presentations & Public Speaking
Skills.

6/25 - 6/21
10/22 - 10/18

5/20 - 5/16

Setting and Controlling Budgets.

7/2 - 6/28
10/22 - 10/18

5/27-5/23




Strategy and Strategic Planning.

7/9 - 7/5
10/29 - 10/25

5/27-5/23

Success SKkills for PA's and Executive
Secretaries.

1/15 - 1/11
10/29 - 10/25

6/10-6/6

Successful Management for Business
Achievement - The 5 Day MBA.

1/22-1/18
10/29 - 10/25

1/14-1/10

The Competent Manager.

1/29 - 1/25
11/5 - 11]1

1/14-1/10

The Essential Office Professional: Professional
SKkills for Administrators & Secretaries.

2/5-2/1
11/5-11]1

121-1/17

The Oxford 5 Day MBA in Finance.

2/12-2/8
11/5-11]1

121-1/17

The Oxford Behavioral Leadership &
Management Program.

2/12-2/8
11/5 - 11/1

1/28-1/24

The Oxford Leadership Seminar.

2/19 - 2/15
11/12 - 11/8

1/28-1/24

The Senior Secretary Development
Program.

2/19 - 2/15
11/5 - 11]1

2/11-2/7

Understanding Finance to Influence
Strategic Decisions.

3/5-3/1
11/12 - 11/8

2/11-2/7
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