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5 days course / +�  Hrs Daily /20�Hrs  
Soft skills training with Cambridge certificate at the end of the course. 
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Helping your employees develop a stronger base of knowledge on topics that affect 
their personal lives can make them more productive and less distracted . Help your 
team better manage the most important areas in their work and their personal 
lives. 
The growth of knowledge based industry and the speed of technical change demands that today's  
Aimed at people seeking professional development to enhance their performance 
and contribution in the workplace, this learning path focuses on effective and 
practical techniques that can be easily and immediately implemented by learners in 
their workplace. Using these techniques will enable learners to achieve their goals, 
increase productivity, and improve their personal performance. 
in the growth and profitability of many years training experience. 
Many of our trainers have worked abroad, in Britain, the United States and South 
America. All our trainers are highly qualified and many have won awards for their 
expertise.
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1– Customer Care & Telephoning
2-Hiring
3-Motivating
4-Leading a Team
5-Making a Presentation
6-Sales & Marketing
7-Managing Difficult Interactions
8-Time Management
9-Negotiating
10-Preparing a Business Plan
11-Project Management
12-Running a Meeting
13-Setting Goals
14- Solving Business Problems
15-Working with a Team
16- Effective Management Of People
17- Assessing Performance
18- Total Quality Management
19- Tourism, Travel Agency Mngmnt.
20- Stress Management
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-Report Writingr
2- Business Letter Writing
3- Business English
4– Public Speaking

 



Report Writing 
 
Aim 
To write effectively in a clear and concise 
manner is an essential skill in today's workplace . 
This course is customizes written communication 
training for various levels of employee skills and 
job-related requirements. 
Our workshop promotes best writing practice, 
which also incorporates the unique qualities and 
strengths of each writer. 
We aim To improve report writing techniques 
and explore ideal methods of dissemination 
At the end of the course the participants will be 
able to: 

Identify the reasons for writing a report  
Use various structures and formats for a 

report  
Review simple grammar and punctuation 

rules  
Design report protocols  

:Who may attend 

This course is suitable for anyone who produces 
reports and wishes to improve their written 
communication to ensure maximum impact. 
Course Topics 

Outline of the essentials of good report 
writing  

Structure and format of reports  
Practical considerations for specific reports  
Different approaches to report writing in the 

workplace  
(Technical Report Writing  
(Basic Grammar  
(Sentence Structure  
(Spelling   
(Using Writers Resources  

 

����^ ���	/� $�14 
 

f,���!���=�"L'��
�	
*�*������������1,�N�������^ ��	/� $�p7!�'

�#�:�������,�3 2�34�	/-�.����8�	��6,�%�
"���UCL
���!�. ,
�1
�,�:��������,����- >,�l� ���

@�KA�V
8�%�
"���UCL�u������,��-.��#�:���	2�

D�#$�����^ ��	/� $�3�)�$��
�	/� J�����!�. ,�9>

W K
V
�8��
���"� *b/�����^ ���	/� $���
�^����-. ��%�
"���="��

	F�"7���#A�*-��8��
�1J� ������ ��3 ���#�:���g�

�%�
"���UCL�	�����34

1,�1
$��Q���_��
�v����^ ���	/� $�1,�������3�)�=�: ����
v����^ ���	K� �,�d�J2'
�#$�
L���"� *s��
v	����	.
>!���")�-^���	:X��,��
�v����^ �����-$-�
�/�@
�6���

N-$��Q�����
�	��
������	����/�����^ ���	/� $�E,�N-�,�: ��1�C���#$

�d-67���	/� J���34�@����"^,���-.��34�N-!����1�C��

�
Rb��36P'�3�)8��
%�
"������- 7,��

�`�	^�: ,���,-�:,�3�)�B- 7��%�
"���UCL_��
* ����^ ���	/� $���
*�*' 
* ����^ ���d�J2'
�#$�
L 
* 	66� ��������^ �������! )s 
* #�:���d��,�34�����^ �����"� *s 
* ����^ ���	/� $�	
�^� 
* 	�����")�-P�Yw��!, 
* #�����Y��/ 
* Y����� 
* ���6������"� *s 

 

 
 

 
 
 
 
 
 
 

 
 



Business LetterWriting 
 
Aim of the course 
The course / workshop is customized to address the types of busines
how to create business  letters, sentences and 
phrases for any situation with useful topics, 
tips to help participants compose 
effectively.This course helps participants to 
convey exactly the right message. In addition 
to lively facilitated discussions, the 
workshop includes practice letter writing for 
participants to reinforce and observe skills 
that make effective business letter writing. 

?Who may attend 
This course is suitable for anyone who 
produces letters for business  and wishes to 
improve their business written skills  to 
ensure maximum impact. 
Course Topics 
This course�/ workshop takes you step-by-
step through planning and producing  
shorter, more effective business letters for 
any situation. 
Quickly Learn: 

How to start your letter. 
How to express yourself with style. 
How to say the right things. 
How to sound polished and professional. 
How to end your letter. 

Write like a ( To provide quality letters
) :professional 

(�- How to Identify the type of letters. 
- Practice to produce letters per topic. 
- How to edit and review your letter. 
- Write Email, SMS, and Online Chat for 
business. 

Create top-quality business letters�( 
�- Handle business correspondence with 

confidence 
�- Useful Phrases for Letter Writing 

- Commonly Misspelled Words. 
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Business English 
 
AIM:  
This course introduces key business concepts and 
subjects and develops practical language skills 
for the modern business world. The course 
introduces key business concepts and topics and 
develops practical skills within real business 
situations.  
Based on an interactive approach, students 
participate in problem-solving tasks, case studies 
and business simulations.  

 Practised using a lot of correct English grammar 
in ‘business’ situations. 

 Covered all skills in English language - speaking, 
 pronunciation, listening, vocabulary, reading and 
writing in ‘business’ situations. 

Practised doing a number of everyday business 
use. 
Who may attend: 
All persons with any kind of office or business 
background 
Course Topics  
Topics covered include: 
How to read and make : 

 Job descriptions 
 Company history 
 Applying for a job (CV Writing)  

·  General simple reports 
Other Topics: 

 Product development 
 Business communication 
 Business travel 

·  Business Vocabulary 
·  Example business case study 
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Public Speaking 
Goal:  
The goal of this programme is to enable 
students to  
develop their speaking Skills in order to 
communicate more effectively in a public 
speaking environment. 
programs designed to help presenters and 
speakers develop confidence, poise, and 
clearly articulate their ideas with charisma 
and enthusiasm . 
The fear of talking in front of a group is still 
the #1 fear in the world, and our instructors 
have a guaranteed ways to help anyone 
overcome this fear and anxiety! 
Course Topics 
you will learn 6 basic elements. 
These are: 
*Develop proficient speaking skills 
*Develop listening skills 
*Gain self-confidence and self-esteem 
*Use human relations skills when 
communicating with different audiences 
*Determine the meaning and use of 
nonverbal  
communication 
*Research, analyze, and compile data to 
prepare and deliver effective speeches . 
Simulation Techniques 
All participants will  have the chance to 
practice the public speaking in front of 
different people and through live video 
shooting. 

pWorksho 
- Using of visual aids and PPT slides. 
- Group discussions. 
- Self-learning techniques like preparation of 
projects etc. 
- Through simulation techniques. 
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Time Management 
Overview 

This course sets out to use the latest thinking 
in time management. The benefits will 
include improved effectiveness and success, 
and a feeling of accomplishment and 
satisfaction at the end of every day. 
Next Step Learning’s Time Management 
Skills workshop teaches participants to set 
priorities, which is the first step in learning 
how to manage time effectively. In addition, 
participants learn techniques to create a 
more efficient workplace, including 
developing strategies for skill improvement 
with respect to scheduling, analyzing, 
planning, avoiding procrastination, and 
handling interruptions. 
 Who may attend: 
Anyone who feels the importance of time 
and wants to evaluate his own use of time 
and plan how to use it more effectively. 
Course Contents: 

This course teach you of  Principles of Time 
Management and to learn how to : 

* Set Productivity Cycles  
* Utilize Time More Efficiently  
* Set Goals and Priorities  
* Set Priorities…and Stick to Them! 
* Set Daily Planning  
* Target Your Time Wasters and Get Rid of ���
���Them! 
* Schedule Time for Sleep, Exercise and ���������
Eating Right 
* Take Time Off for Your Family - Guilt Free 
* Use Technology to Saves Time 
* When and How to Say "No"  
* Reduce Interruptions 
* Organize Your Office  
* Communication  

 Workshop-2 
Using of visual aids and PPT slides. 
Group discussions. 
Self-learning techniques like preparation of 

projects etc.  
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Negotiation 
Aim 

Experienced negotiators are given the 
opportunity to fine tune their skills, 
negotiating strategies and tactics to achieve 
better results from different negotiation 
situations. 

:Who may attend 

Everyone who has authority and responsibility 
for negotiating on behalf of their organisation 
in order to advance business and relationships 
on the basis of achieving mutual satisfaction.  
Course Topics 

 Recognise the different types of negotiations 
 Recognise the wide range of personal skills and 

attributes required to negotiate effectively and 
how to develop and enhance these skills  

 Prepare appropriate negotiation strategies, 
implementing and adapt them as appropriate 

 Deal with relationship issues, including 
considering each party's perception; seeking to 
make negotiation proposals consistent with the 
other party's interests. 

 Create sufficient capacity to effectively represent 
your interests in negotiation - power 
management 

 Deal with difficult and competitive negotiators. 
 Use of body language. 

·  Use a structured approach to the negotiation 
process. 

 Workshop-2 
Using of visual aids and PPT slides. 
Group discussions. 
Self-learning techniques like preparation of 

projects etc.  
Through simulation techniques. 
In a series of intensive workshops, participants 
work individually and in small groups to apply 
the tactics, techniques and skills learned 
throughout the course. 
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Customer�Care & Telephoning 
)Workshop(Aim of the course  

 
  The customer care /Service Representative 
course introduces customer service professionals 
to the fundamental principles and techniques 
required for excellent customer service delivery. 
The course teaches critical skills in 
professionalism; communication; management of 
the call, the�customer, and job stress; as well as 
service cross selling in the onsite class. 
At the end, participants should be able to know: 
- Customer service� face to face and through the 
phone. 
- How to measure customer satisfaction .  
- Understand different customer behavior styles 
and know how to adjust to each. 
- Use and explain techniques for dealing with 
angry, upset, or disappointed customers. 
- Practice stress-reduction tactics  and 
motivation. 
- Make personal plan to improve customer 
service skills. 

:Who may attend 
Suitable for those who are working – Sales 
people/Public relations/marketing/out-door 
representatives� , front desk and telephone 
services. 
Course Topics 
-Match company services / products to customer 
needs 
-Professionally offer identified services and 
products 
-Professional greeting , respect and caring. 
-Conduct professional holds and transfers 
-Factors that influence customer's perception of 
service 
-The role of voice tone in communication success 
-Successful communication 
-List the factors of effective listening 
- Describe how to set and manage customer 
expectations 
- Explain the value of a complaint 
- Identify difficult customer  and to work with 
them. 
- Employ techniques to manage customer anger 
-List steps in professionally saying no to a 
customer 
_ Identify techniques to relieve job stress 
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Leadership & Team 
Building 
AIM:  
Leadership and team building is a training course that 
is both challenging and practical. We aim to teach the 
fundamental 'people management skills' in a positive 
and constructive environment. It has been designed to 
enable delegates to understand the basic fundamentals 
of strategy and motivation in team building. You will 
benefit by learning tips and techniques that will 
increase your competence and confidence when 
managing, influencing and leading teams and 
individuals. 
Our management training courses and workshops will 
help delegates increase work effectiveness and 
productivity, achieve greater control of their daily 
activities and overcome work stress. 
Who may attend: 
General Managers , Department Managers and 
supervisors  in all areas. 
Course Topics 

 Class room lectures-1 
This course contains relevant information on how to : 

 Establish a productive team 
 Lead your team effectively 
 Select your team members 
 Evaluate your team’s productivity. 
 Analysing your leadership style 
 Team development issues 
 Are you a leader or a manager? 
 Essential management skills 
 Setting standard� for the team . 
 Motivation theory and practice 
 Managing team conflict. 

 Workshop-2 
Using of visual aids and PPT slides. 
Group discussions. 
Self-learning techniques like preparation of projects 

etc.  
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Making a Presentation 
��

Aim of the course 
 To give participants the opportunity to practice 
presenting and learn techniques in a relaxed, 
informal setting, while improving confidence 
Presentations are a powerful way to 
communicate your message. This course teach 
you to use presentations to : 

convey something you want the audience to 
know  

tailor information to meet the needs of a 
particular audience  

gain commitment and alignment.  
provide a call to action. 

:Who may attend 
Suitable for those who are new to or have 
limited experience of presenting – Sales 
people/Public relations/marketing/out-door 
representatives.�
Course Topics 
The  topics of this course include these:  
*  Information delivery � and ccommunication  
*  Physical skills: eyes, voice and body language  
*  Developing a presentation from the audience's 

viewpoint  
*  Making data "come to life," using 

PowerPoint™ and other media combined with 
skills.  

*  Creating a dialogue with the audience  
*  Listening skills  
*  Sales. Benefits, features, and reasons to buy.  
*  Product demonstration. How something 

works.  
*  Presentation/Business plan or strategy.  
 Workshop-2 

Using of visual aids and PPT slides. 
Group discussions. 
Self-learning techniques like preparation of 

projects etc.  
Through simulation techniques. 
In a series of intensive workshops, participants 
work individually and in small groups to apply 
the tactics, techniques and skills learned 
throughout the course 
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Running a Meeting 
��
Aim of the course 
The course / workshop is customized to address 
the types of meetings most commonly held in 
your organization. In addition to lively facilitated 
discussions, the workshop includes "practice 
meetings" for participants to reinforce and 
observe skills that make meetings work while 
learning how to avoid things that are counter-
productive in meetings. 

?Who may attend 
specific groups, such as office managers, 
executive   secretaries,  boards secretary, 
operating committees, Administration 
teams/managers,  
Course Topics 
This course/ workshop takes you step-by-step 
through planning and conducting shorter, more 
effective meetings.  
- How to determine whether a meeting is even 

necessary.  
- How to structure an agenda to cover the most 

important issues.  
- How to create a safe atmosphere to make 

participants comfortable.  
- How to keep the group focused on agenda, 

without being overbearing.  
- How to keep the meeting flowing, making the 

time well spent.  
- How to ensure everyone gets a chance to fully 

participate.  
- How to generate the maximum number of ideas 

from the group.  
- Learn how to identify and prioritize the best 

ideas and solutions.  
- How to deal with conflict in meetings .   
- How to build consensus and bring closure with 

action steps.  
 Workshop 
Using of visual aids and PPT slides. 
Group discussions. 
Self-learning techniques like preparation of 

projects etc.  
Through simulation techniques. 
In a series of intensive workshops, participants 
work individually and in small groups to apply 
the tactics, techniques and skills learned 
throughout the course.  
 

��)�� X���%���s  
��

f,���!���=�"L'��
%�
"���UCL�u�1
$��Q����Y�.)��	�66,�#�:���	2�


�%��)"^:��3 �����)�� X���e�-�'�3�)�=�: ���	��K��
�	>*S����#a���	
��)���)�� Xs�	2�-���#�� ����$

���)�� X���%�����	,]�������������3�)�=�: ��
����F,�e�� X���#:X�E,����: ��3 �����JQ����9���


e�� X���":/���Y��X���3�)�#� Q����$��)�4
8��
N-$��Q�����

�9��J����Y��"�$�	��a���)-��,�u�	�C
K� ���������J>��
�u������•���,�������J*���u�	
�
�Q ���N������u�\�4

�%������u�%������Y��",8��
%�
"������- 7,��

%�
"���UCL�u�%-.�/�%-.a�yCab��#�:���	2�

%��F,
�	7X�����)�� Xs�Y��Xs
�|
.��-7���

· e�� Xs�"^)�1,�w
"X�y��L�N'�3�)�=�: ��l
$ 
· e�� X���%"�X'��[7��l
$ 
· 1
:� ������7��,
���A�,��-X��[7��l
$ 
· #:���l
$e�� X���%"�X'�3�)�N
�$���1
:� ����� 
· �1,]�1,�%��K *���E,��:/� ,�e�� X���#:���l
$

e�� X�� 
· 	$��Q����34�W ��4�Ca'�"P�E
�����N'�1,�"$b ��l
$ 
· 1
$��Q����1,���J4���1,��")��!$bw�)�#67��l
$ 
· �d-�7��
���J4�����
^!*���3�)�=�: ��l
$

	D
�.��� 
· ��T��: ���E,�#,�: ��l
$e�� X���d�a� 
· e�� X��������P�O
!.��-7��	�)�4���-.a�3�!��l
$ 

#�:���	2�
  
��v��:���{A��2
�	
A�������")�>������"� *s��
�v��)-������g�^���
�v��
[7�
���2�^�����
[7 ���#F,�3��C���@�: ���	
�^�

E���Q,��
�v3�
F� ���€�Q���	
�^� 

 
 



Sales & Marketing 
 
Aim:  
Selling is an integral part of any successful 
business and top quality sales people are in great 
demand. Most people come into the job because 
of a natural ability to persuade and, as the old 
saying goes, they are able to sell ice to an Eskimo.  
Participants will be inspired, motivated and 
learn to think positively. Armed with 
communication skills and using tried and tested 
problem-solving techniques, they will enhance 
your company’s reputation. Mind mapping and 
other creative tools are used. 
Who should attend? 
As selling is such an integral part of running any 
business then we believe this course is applicable 
to all staff and managers involved in any 
business. Although the course is directed at sales 
and marketing staff, it is for anyone who needs to 
sell  
Course Content: 
·  Understand Your Market and Competition  
·  Turning Customer Service Inside Out 
·  Measuring Your Top Marketing Strategies  
·  Teaming with Success 
·  What is Public Relations? 
·  7 Principles Of Highly Effective Marketing  
·  Steps for preparing effective marketing plan 
·  Building Relationships for Success in Sales 
·  Dynamite Sales Presentations 
·  Using the Telephone as a Sales Tool 
·  Negotiating skills for the professional sales 

person.  
·  Making professional presentations.  
 Workshop- 

Using of visual aids and PPT slides. 
Group discussions. 
Self-learning techniques like preparation of 

projects etc.  
Through simulation techniques. 
In a series of intensive workshops, participants 
work individually and in small groups to apply 
the tactics, techniques and skills learned 
throughout the course.  
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Total Quality Management 
Total Quality Management is a management 
approach that originated in the 1950's and has 
steadily become more popular since the early 
1980's. Total Quality is a description of the 
culture, attitude and organization of a company 
that strives to provide customers with products 
and services that satisfy their needs.Total 
Quality Management, TQM, is a method by 
which management and employees can become 
involved in the continuous improvement of the 
production of goods and services. 
AIM:  
 
 To give participants the opportunity to practice 
and learn techniques in how to Implement and to 
keep  Continuous Improvement by TQM. 
Who may attend: 
 
TQM must be practiced in all activities, by all 
personnel, in Manufacturing, Marketing, 
Engineering,  Sales, Purchasing, etc  
Course Topics 
 

·  The  topics of this course include these: 
·Principles of TQM 
·Commitment by senior management and 

employees 
·Meeting customer requirements 
·Reducing development cycle times 
·Just In Time/Demand . 
· Improvement teams / Customer Satisfaction. 
·Reducing product and service costs . 
·Systems to facilitate improvement . 
·Employee involvement and empowerment . 
·Motivation , Recognition and celebration . 
·Focus on processes / improvement plans8 
·Preventing mistakes in TQM. 
 Worksho-2 

p 
Using of visual aids and PPT slides. 
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Problem Solving & 

Decision-Making 
 Aim:  
To learn a rational process for problem-
solving, learn and practice creative 
techniques for generating solutions to 
business problems and learn a rational 
process for making decisions. 
Who may attend: 
Anyone whose work involves solving 
problems and making decisions 
What participants will learn:  
·  Increase  awareness of problem solving 
techniques and problem-solving tools 

·  Distinguish root cause from symptoms to 
identify the right solution for the right 
problem 

·  Improve problem-solving and decision 
making skills through identifying your own 
problem-solving style 

·  Improve ability to participate in and 
communicate about a collaborative 
problem-solving process 

·  Recognize the top ten rules of good decision 
making 

Course Topics 
·  Define a “problem” 
·  Brainstorming 
·  Practical application in problem solving 
·  Describe the “ideal” problem solver 
·  Select the final solution 
·  Other problem solving techniques 
·  Decision-Making 
·  What is a Decision 
·  Types of Decisions 
·  The Decision Process 
·  Guidelines for making good decisions 
·  Example business problems case study 
 Workshop- 

Using of visual aids and PPT slides. 
Group discussions. 
Self-learning techniques like preparation of 

projects etc.  
Through simulation techniques. 
g of visual aids and PPT slides. 
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Employees Appraisal  
Management 

Overview  
This course is designed to help line-
managers and supervisors meet their key 
responsibilities to provide good management 
to their staff - helping them to perform 
effectively and gain job 
satisfaction.Emphasis is placed on taking a 
pro-active approach to motivating and 
developing staff and to getting the best out 
of the organisation’s formal appraisal 
management system. 
 who should attend 
•Experienced line-managers and 
supervisors.  
•HR specialists who wish to review their 
organisation’s approach to performance 
management. 
Delivery Methods 
The course is taught through a combination 
of lecture and classroom discussion. Group 
and individual exercises are used extensively 
to develop the skills and techniques needed 
for a successful performance management 
system. 
Course Content 

 Class room lectures-1 
 for imparting formal, theoretical and 
technical knowledge Using hand book and 
Videos. 

The Performance Management Cycle 
Performance Planning 
Performance Review 
Performance Appraisal Process 
Supervisor’s Role In Negotiation 
Dealing With Unsatisfactory Performance 
Performance Rating 
Performance Problems 

 Workshop-2 
(Using of visual aids and PPT slides. 
(Group discussions. 
(Self-learning techniques like preparation of 

projects etc.  
(Through simulation techniques. 
In a series of intensive workshops, 

participants work individually and in 
small groups to apply the tactics, 
techniques and skills learned throughout 
the course. 
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