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DID YOU KNOW? 

Global Employment Trends:  In January 2010 the ILO published its fifth analysis of the 
impact of the global economic crisis since January 2009.  The introduction in Section I 
of the report provides a labour market analysis while Section II (Economic Growth and 
Labour Market Developments) provides an overview of the global economic and labour 
market impacts of the crisis as reflected in economic growth and labour market 
indicators up to and including 2009, with special attention on more vulnerable groups 
such as women and youth.  The global overview sets the context in which regions and 
countries have responded to the economic crisis.  Regional experiences are presented 
in Section III and this section also includes a snapshot of the impact of the crisis on the 
labour markets in selected economies.  Section IV concludes and highlights policy 
issues and interventions related to mitigating adverse impacts of the crisis and 
supporting recovery. 

A copy of the report can by obtain by e-mailing economicdev.no@epilepsy.org.za or by 
contacting the ILO directly. 

EFA Global Monitoring Report 2010:  Ten years have passed since the international 
community adopted the six Education for All goals in Dakar in 2000.  The record since 
then has been mixed.  While much has been achieved over the past decade, many of 
the world’s poorest countries are not on track to meet the 2015 targets.  Failure to reach 
the marginalized has denied many people their right to education.  With the effects of 
the global economic crisis still being felt, there is a real danger that much of the 
progress of the past ten years will stall or be reversed.  Education is at risk, and 
countries must develop more inclusive approaches linked to wider strategies for 
protecting vulnerable populations and overcoming inequality. 

A copy of this publication (entitled Reaching the Marginalised) can be obtained by e-
mailing economicdev.no@epilepsy.org.za or by contacting UNESCO directly. 

State of the Nation Address 2010:  On 11 February 2010, His Excellency, JG Zuma, 
President of the Republic of South Africa delivered his second State of the Nation 
Address at a Joint Sitting of Parliament in Cape Town.  The Address was set against the 
backdrop of many historical events, but also against the global economic crisis which 
cost our economy about 900,000 jobs.  With the South African economy turning the 
corner, the time is ripe for all citizens, but especially young people to contribute.  Our 
government has created a number of vehicles focused on young South Africans, 
including proposals to subsidise the cost of hiring younger workers, a further expansion 
of public employment programmes and the establishment of the National Youth 
Development Agency (2009).  Key activities will be focused on the five priorities of 
Government: education, health, rural development and land reform, creating decent 
work and fighting crime. 

A copy of the State of the Nation Address can be found on page 7 of this edition of the 
SIYB Training Buzz. 
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Budget Speech 2010:  The first budget of the administration of President Zuma was 
presented to Parliament on 17 February 2010.  Minister of Finance, Pravin Gordhan 
pointed out the key dimensions of our transformation challenge: 

� One in four adults seeking work is unemployed, and almost half our young people 
have not found work. 

� Income inequality is amongst the highest in the world; and half our population 
survives on 8 per cent of national income. 

This budget outlined several aspects of a new growth path for our country: 

� A concerted effort to reduce joblessness among young people. 

� Support for labour-intensive industries through industrial policy interventions, skills 
development, public employment programmes and a rural development strategy. 

� Sustaining high levels of public and private investment and raising our savings level. 

� Improving the performance and effectiveness of the state, especially the provision of 
quality education and training at all levels. 

� Reforms to increase inclusion and participation in the labour market, alongside 
efforts to improve competition in product markets. 

� Keeping inflation low, striving for a stable and competitive exchange rate, and 
providing a buffer against global volatility. 

� Raising productivity and competitiveness, opening up the economy to investment 
and trade opportunities that can boost exports.  We need to produce the goods and 
services that other people desire to have; that we can export to the rest of the world. 

Key spending priorities were already outlined in the 2009 Medium Term Budget Policy 
Statement: 

� Improving the quality of basic education; 

� Enhancing the health of our people; 

� Making our communities safer; 

� Fostering rural development 

� Creating jobs; and 

� Investing in local government and human settlements. 
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New SIYB Trainers:  The Department of Labour hosted an SIYB TOT seminar in 
conjunction with Real Development.  All the new trainers are employed by the 
Department: 

� Ms Renay Bailey, Career Counsellor at the Labour Centre in Cape Town 

� Ms Marietjie Fouché, ESP2 in the Labour Centre in Randfontein 

� Mr Bongani Gwala, Area Manager at the Labour Centre in Durban 

� Moramang Hlalele, Assistant Manager in Employment Services at Head Office in 
Pretoria 

� Ms Nwabisa Kota, ESP2 at the Labour Centre in Port Elizabeth 

� Ms Thandi Ludada, Career Counsellor at the Labour Centre in Klerksdorp 

� Ms Dikeledi Mabusela, ESP2 at the Labour Centre in the Limpopo Province 

� Mr Osborne Neluvhalani, Assistant Manager based at the Labour Centre in 
Johannesburg 

� Ms Beira Nkwakwa, Career Counsellor at the Labour Centre in Bloemfontein 

� Mr Leslie Rens, ESP2 at the Labour Centre in Postmasburg 

� Ms Johncy Seaba, Career Counsellor at the Labour Centre in Witbank 

� Ms Zine Silolo, Career Counsellor at the Labour Centre in Mthatha 

Relocation of the Epilepsy SA National Office:  On Monday, 15 February 2010 the 
Epilepsy SA National Office moved to new premises.  Our new address is Ground Floor, 
Syfin House, Fairway Close, Parow.  The new postal address is PO Box 12100, N1 City, 
7463.  The new telephone number is (021) 595-4900 and the new fax number is (021) 
595-4901.  Our e-mail addresses remain unchanged. 
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MOVES AFOOT TO CHANGE THE STRUCTURE OF THE 
ECONOMY 

Government’s Economic Sector and Employment cluster is developing a three-year 
Industrial Policy Action Plan (IPAP) to help alter the structure of the economy. 

Minister of Science and Technology Naledi Pandor said the new IPAP expands the first plan 
with more focus on scaling up the industrial policy interventions to alter the structure of the 
economy so that it supports decent work and sustainable livelihood. 

She was speaking during the Economic Sectors and Employment cluster Programme of 
Action (PoA) media briefing.  This is the first report on progress of the implementation of 
the PoA under the newly reconfigured economic cluster. 

The cluster had begun to identify policy options to unblock the structural constraints that 
impact on the country’s ability to grow an economy that can create more jobs. 

In the automotive sector, which is the hardest hit by the current financial crisis, the roll-out 
of the Automotive Production Development Programme (APDP) has begun to facilitate 
growth and development of domestic components and vehicle manufacturing.  

In this regard, Pandor said, the Automotive Investment Scheme (AIS) guidelines on the 
grant to both Original Equipment Manufacturers and component manufacturers is out for 
public comment.  

“The scheme is meant to deepen the domestic automotive manufacturing industry.” 

She said further work was underway to explore opportunities in the medium and heavy 
commercial vehicles value chain.  

Meanwhile, the competitiveness programme was launched in the clothing and textile sector 
in April 2009.  Further work is being done to finalise the architecture of a production 
incentive scheme which is aimed at preserving production capabilities and employment 
within the sector. 

Source:  www.skillsportal.co.za, 21 January 2010 
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10 TIPS FOR BEING A GREAT LEADER 

1. Know yourself.  Understand your strengths and weaknesses.  Leaders are self-reflective, and 
don’t make promises you can’t keep. 

2. Don’t be afraid to ask others for help.  No one has all the answers.  Reach out and expand 
the knowledge base available to solve problems. 

3. Invest in others.  Leaders win loyalty through their generosity to others.  Give and you will 
get. 

4. Recruit people around you who are smarter than you are.  A chain is only as strong as its 
weakest link.  Forge the strongest possible team. 

5. Learn how to run effective meetings.  Find out what you have to know before, during and 
after meetings to become an effective chair and contributor. 

6. Be prepared.  Complaining is for the birds.  Don’t risk compromising your credibility and 
authority by entering into a situation without appropriate research and advance preparation. 

7. Maintain a professional tone in all communication.  Assume that every e-mail, 
memorandum, letter or just advice you give will become part of the public record.  In an age 
of transparency and access to information, this may very well turn out to be the case. 

8. Stay positive.  People turn to leaders for inspiration and a reason to believe.  Give them the 
positive energy they need to keep going, no matter what. 

9. Have a vision.  Leaders are people who raise the bar.  Keep your vision moving forward, and 
think creatively. 

10. It’s not about you.  Everyone wants to be liked, but there is nothing worse than being 
described as a nice person but an ineffectual leader.  Forget your ego, and get the job done.  
People will admire you all the more for it. 

Source:  Trevor Ketler Presentations newsletter, 1 February 2010 

 



KEY TO EVENTS 
Events in Johannesburg Events in Cape Town Events in KZN 

Events in the Eastern Cape  Events in the Free State 
Events in Mpumalanga and Limpopo Events in Pretoria 

 
MARCH 2010 – WEEK 1 

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

Communication & Presentation Skills, Cape Town, (011) 678-2443 The 3-day MBA, Johannesburg, 0861 ASTROT (278 768) 
Effective Business Writing Skills, Johannesburg, (011) 678-2443 

 
Communication & Presentation Skills, Johannesburg, (011) 678-

2443 Team Building, Cape Town, 
(011) 678-2443 

Minute Taking for Meetings, 
Johannesburg, (011) 704-0720/4 Finance for Non-Financial Managers, Cape Town, (011) 678-2443 

Management 1, Benoni, (011) 442-4334  
Situational Leadership, Cape Town, (011) 442-4334  

Telephone Etiquette, Cape 
Town, (011) 678-2443 

Professional Report Writing Skills, Johannesburg, (011) 704-0720/4 
Succeeding as a First Time 

Supervisor, Johannesburg, (011) 
485-2150 

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

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

979-5172 
 

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

Practical Skills for Office Managers/Team Leaders, Johannesburg, 
(011) 582-3300 

Power Negotiation, Johannesburg, (041) 776-1189 

Achieving Sales on the 
Telephone, Cape Town, (011) 

461-6453 

Powerful Conversations for New 
Leaders, Johannesburg, 082 923 

0774 

Achieving Sales on the 
Telephone, Pretoria, (011) 461-

6453 
Project Management for Non-Project Managers, Johannesburg, (011) 582-3200 Business Writing for Office Professionals, Randburg, (011) 431-

1533 The Ultimate Sales Manager, Johannesburg, (011) 582-3200 
Train the Trainer, Johannesburg, (011) 315-2913 Power Negotiation, Cape Town, (041) 776-1189 

 New Companies’ Act Masterclass, Johannesburg, (011) 771-7000 Presentation Skills, Cape Town, (011) 468-1320 
  Effective Public Relations, Johannesburg, (011) 771-7000  
 Moderator Training Programme, Pretoria, (012) 653-2407  
 Business Writing for Office Professionals, Durban, (011) 431-1533 
 

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

 Assertiveness & Confidence at Work, Johannesburg, (011) 431-
1533  

Competency-Based Recruitment and Interviewing Skills with new 
module on Employing People with Disabilities, Cape Town, (021) 

979-5172 
  
  
 

Leadership – Influencing People 
Under Your Direction and Care, 
Johannesburg, (011) 485-2150  

Achieving Sales on the 
Telephone, Sandton, (011) 461-

6453 

Achieving Sales on the 
Telephone, Bloemfontein, (011) 

461-6453 
   
   
 

Achieving Sales on the 
Telephone, Durban, (011) 461-

6453  

Achieving Sales on the 
Telephone, Port Elizabeth, (011) 

461-6453  
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MARCH 2010 – WEEK 2 
 

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

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

Personal Mastery:  Identifying 
your passion and purpose, 

Johannesburg, (011) 678-2443 

Leadership – Influencing People 
under your Direction and Care, 

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

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

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

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

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

Workforce, Johannesburg, (021) 979-5172 
Power Negotiation, Port Elizabeth, (041) 776-1189 

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

485-2150 
 Emotional Intelligence at Work, Benoni, (011) 442-4334 

Assertiveness & Conflict Resolution for Managers, Johannesburg, 
(011) 771-7000 

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

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

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

Are Your Selling Skills Ready 
for the Challenges of 2010?, 

Johannesburg, (011) 787-6781 

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

2150 

Changes and Dangers in Labour 
Law, Johannesburg, 084 521 

7492 
   
 

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

Project Management, Midrand, (011) 468-1320 Graphs, Statistics and Numerical Reporting for PAs and 
Administrators, Johannesburg, (011) 582-3300 Corporate Governance, Johannesburg, (011) 582-3200 

 Practical Project Management for PAs and Administrators, 
Johannesburg, (011) 582-3300 

Master the Art of Negotiation:  To Win & Close Deals, Cape Town, 
(011) 454-55-5  

Assessment, Moderation and Evaluation, Johannesburg, (011) 315-2913 
Project Management, Cape Town, (011) 468-1320   

 Advanced Facilitation Skills, Pretoria, (012) 653-2407 
Project Management, Cape Town, (021) 462-7902 

Business Writing for Office Professionals, Cape Town, (011) 431-
1533 

Measuring ROI of Training, Johannesburg, (011) 726-3040 

Certificate Course in Office 
Administration, Pretoria, 0861 

123 779 

Competency-Based Recruitment and Interviewing Skills with new 
module on Employing People with Disabilities, Johannesburg, (021) 

979-5172 
  
 

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

Assertiveness & Confidence at Work, Durban, (011) 431-1533  

Are Your Selling Skills Ready 
for the Challenges of 2010?, 
Cape Town, (011) 787-6781  

   
  

The Professional Office Administrator, Johannesburg, (011) 431-
1533  

 B-BBEE Champions Cours, Johannesburg, (011) 442-2433  
   
   
  

Preferential Procurement 
Workshop, Johannesburg, (011) 

442-2433 

B-BBEE for Human Resource 
Professionals, Johannesburg, 

(011) 442-2433  
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MARCH 2010 – WEEK 3 
 

Monday (15/03) Tuesday (16/03) Wednesday (17/03) Thursday (18/03) Friday (19/03) 
Quality and Customer Service, Cape Town, (011) 678-2443 The High Performance PA or Administrator:  Essential Skills, Johannesburg, 0861 ASTROT (278 768) 

Advanced Project Management, Johannesburg, (011) 678-2443 
Supervisory Management, Johannesburg, (011) 678-2443 

Professional Report Writing Skills, Cape Town, (011) 704-0720/4  
Frontline Customer Service, 

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

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

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

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

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

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

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

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

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

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

Strategic Planning, Benoni, (011) 442-4334 
Preferential Procurement, 

Johannesburg, (011) 726-3040 
Presentation Skills, Midrand, 

(011) 468-1320 
Project Managements, Midrand, (012) 991-6668/2590 Minute Taking and Speed Writing, Johannesburg, (012) 991-

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

 Computer Typing, Midrand, (012) 991-6668/2590 
Submitting Winning Tenders, 
Cape Town, (011) 454-55-5 

Stress Management, 
Johannesburg, (012) 991-

6668/2590 
The Balanced Scorecard Bootcamp, Johannesburg, (011) 771-7000 

 
 

Breakfast with Mervyn King, 
Johannesburg, (011) 726-3040 

Emotional Intelligence:  The Key to Personal Excellence and Effective Leadership, Johannesburg, 
(011)582-3200 

Learning Programme Design and Materials Development, Johannesburg, (011) 315-2913 
Train the Trainer, Midrand, (011) 468-1320  Performance Management – 

Unlocking Potential, 
Johannesburg, (011) 485-2150 

 Directors’ Forum, Johannesburg, (011) 771-7000  
Customer Service, Johannesburg, (011) 771-7000 The Professional Office Administrator, Cape Town, (011) 431-1533 

 

Design and Develop OB LM and Assessment Design (Combined), Gauteng, (012) 653-2407 
Assertiveness & Confidence at Work, Cape Town, (011) 431-1533   

The Professional Office Administrator, Durban, (011) 431-1533   
 

Are Your Selling Skills Ready 
for the Challenges of 2010?, 

Durban, (011) 787-6781   
 

BEE Scorecard Optimisation, 
Johannesburg, (011) 483-1195    
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MARCH 2010 – WEEK 4 
 

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

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

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

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

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

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

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

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

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

Chairing Disciplinary Hearings, Johannesburg, (011) 726-3040 English, Pretoria, (012) 991-6668/2590 
Developing a Business Risk Management Programme, 

Johannesburg, (011) 726-3040 
On-Boarding Practices for New Managers: The Frist 100 Days, 

Johannesburg, (021) 979-5172 
Negotiation Skills, Midrand, (011) 468-1320 

Presentation Skills Johannesburg, (011) 771-7000 
Time Management, Midrand, 

(011) 468-1320 
Management & Leadership Development for Women Summit, Johannesburg, (011) 771-7000 

Coaching and Mentoring Programme, Pretoria, (012) 653-2407 
Innovative Retention Strategies for Generation X and Y Knowledge 

Workforce, Johannesburg, (021) 979-5172 
Advanced Facilitation & Training Techniques, Johannesburg, (021) 

979-5172 
  
 

Becoming the Best Team Secretary or Administrator, Johannesburg, 
(011) 582-3300  

 Train the Trainer: How to Bring Training to Life, Johannesburg, (011) 582-3200 
   
   

 
 
 
 
 
 
 
 
 
 
 

HUMAN RIGHTS DAY 

  

The Practical Implementation of 
BEE, Cape Town, (011) 483-

1195  
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MARCH 2010 – WEEK 5 
 

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

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

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

Women in Management, Johannesburg, (011) 678-2443 
Secrets to Selling, Midrand, 

(011) 468-1320 
Supervisory Skills, Cape Town, (011) 704-0720/4   

Facilitation Skills, Johannesburg, (012) 991-6668/2590  
  Excel Applications in Financial Management and Modelling, 

Johannesburg, (011) 726-3040   
Report Writing, Johannesburg, (011) 771-7000   

Skills Development Facilitator Programme, Pretoria, (012) 653-2407 
 Assessor Training Programme, Pretoria, (012) 653-2407 

 
 
 
 
 

GOOD FRIDAY 

 
APRIL 2010 – WEEK 1 

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

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

(011) 468-1320  English, Pretoria, (012) 991-6668/2590 
  
 

Mastering Confidence, Influence and Assertiveness Skills, 
Johannesburg, (011) 582-3300  

 Project Management, Midrand, (011) 468-1320 
Moderator Training Programme, Pretoria, (012) 653-2407  

 
 
 
 

EASTER MONDAY 

 Bridging the Gap:  From Technical Person to Manager, Johannesburg, (011) 582-3200 
 

APRIL 2010 – WEEK 2 
 

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

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

3200 
Managing Time for Results, 

Cape Town, (011) 704-0720/4 
The Practical Implementation of 
BEE, Durban, (011) 483-1195 

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

 Emotionally Intelligent Leadership, Pretoria, (011) 704-0720/4  
 

Speedwriting, Midrand, (012) 
991-6668/2590  Telephone Excellence, Cape Town, (011) 704-0720/4 

Finance for Non-Financial Staff, Johannesburg, (011) 442-4334  
Train the Trainer, Durban, (011) 468-1320 

Etiquette, Professionalism and style, Johannesburg, (012) 991-
6668/2590 

   
  

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

   Presentation Skills, Durban, (011) 468-1320 
 Advanced Facilitation Skills, Pretoria, (012) 653-2407 
  Finance 101 for PA’s and Administrators, Johannesburg, (011) 582-3300 
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APRIL 2010 – WEEK 3 
 

Monday (19/04) Tuesday (20/04) Wednesday (21/04) Thursday (22/04) Friday (23/04) 
Brilliant Business Writing Skills, Cape Town, (011) 704-0720/4 Effective Use of the Telephone, 

Durban, (011) 485-2150 
Professional Telephone Skills, 
Cape Town, (021) 685-7726 

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

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

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

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

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

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

Customer Service Excellence, Pretoria, (012) 991-6668/2590 IT and the Law, Johannesburg, (011) 582-3200 
 English, Pretoria, (012) 991-6668/2590 
   
 

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

http://www.governance.usb.ac.za/events_bbla_conference.htm   
Business Report Writing and Communication Skills, Pretoria, (012) 991-6668/2590   

 Anger Management, Johannesburg, (012) 991-6668/2590   
Emotional Intelligence at Work, Cape Town, (011) 442-4334    

 Working with Social Styles, Benoni, (011) 442-4334   
Supervisory Skills, Midrand, (011) 468-1320   

New Manager’s Development Programme, Bellville, (021) 918-4488/4344 
 

APRIL 2010 – WEEK 4 
 

Monday (26/04) Tuesday (27/04) Wednesday (28/04) Thursday (29/04) Friday (30/04) 
Coaching and Mentoring, Pretoria, (012) 991-6668/2590 Quality Customer Service, Pretoria, (011) 704-0720/4 

 FREEDOM DAY Assessor Training Programme, Pretoria, (012) 653-2407 
 

MAY 2010 – WEEK 1 
 

Monday (03/05) Tuesday (04/05) Wednesday (05/05) Thursday (06/05) Friday (07/05) 
English, Pretoria, (012) 991-6668/2590 People Management, Cape Town, (021) 685-7726  

 Perfect Presentation Skills, Johannesburg, (011) 704-0720/4 
 

Project Management for Non-Project Managers, Pretoria, (011) 704-
0720/4 Perfect Presentation Skills, Durban, (011) 704-0720/4 

   
  

Minute Taking for Meetings, 
Durban, (011) 704-0720/4  

The PA MBA, Johannesburg, (011) 582-3300 

The Success Behind Effective 
Teams, Johannesburg, (011) 

485-2150  
   
 

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

  Facilitation Skills, Midrand, (012) 991-6668/2590 
 Situational Leadership, Durban, (011) 442-4334   

Advanced Financial Modelling, Johannesburg, (011) 771-7000  
Finance for Non-Financial Managers, Cape Town, (021) 462-7902 
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MAY 2010 – WEEK 2 
 

Monday (10/05) Tuesday (11/05) Wednesday (12/05) Thursday (13/05) Friday (14/05) 
Negotiating for Results, Cape Town, (011) 704-0720/4 Event Management, Cape Town, (021) 685-7726  

Emotionally Intelligent Leadership, Johannesburg, (011) 704-0720/4 People Management & Leadership, Cape Town, (011) 704-0720/4 
 Professional Switchboard, Reception and Frontline Skills, 

Johannesburg, (011) 582-3300 
Managing Time for Results, 
Pretoria, (011) 704-0720/4  

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

Business Communication and Report Writing, Johannesburg, (011) 582-3200 Create and Deliver Dynamic Business Presentations, Johannesburg, 
(011) 582-3300  

  
Business Management and Leadership Excellence, Pretoria, (012) 

991-6668/2590  
Project Managements, Johannesburg, (012) 991-6668/2590   

 Finance for Non-Financial Managers, Johannesburg, (011) 582-3200 Conflict Management, Benoni, 
(011) 442-4334  Business Contracts & SLAs, Johannesburg, 0861 ASTROT (278 768) 

 
MAY 2010 – WEEK 3 

 
Monday (17/05) Tuesday (18/05) Wednesday (19/05) Thursday (20/05) Friday (21/05) 

Labour Relations and Labour Law, Johannesburg, 0861 ASTROT (278 768) Managing Your Time, Benoni, 
(011) 442-4334 Supervisory Skills, Johannesburg, (011) 704-0720/4 

 

Interpreting Financial 
Statements, Cape Town, (021) 

685-7726 
Planning & Managing a Budget, 

Cape Town, (021) 685-7726 English, Pretoria, (012) 991-6668/2590 
Perfect Presentation Skills, Cape Town, (011) 704-0720/4 Advanced Problem Solving, Johannesburg, 0861 ASTROT (278 768) 

 Brilliant Business Writing Skills, Pretoria, (011) 704-0720/4   
IT Contracts & SLAs, Johannesburg, (011) 582-3200 The Secrets of Debt Collection Success, Johannesburg, (011) 582-

3300 Management for New Managers, Johannesburg, (011) 582-3200 
 Situational Leadership, Benoni, (011) 442-4334 

Negotiation Skills, Midrand, (011) 468-1320 
Business Management and Leadership Excellence, Pretoria, (012) 

991-6668/2590 
   
   

Professional Telephone Skills and Etiquette, Pretoria, (012) 991-
6668/2590 

  Design and Develop OM LM and Assessment Design (Combined), Pretoria, (012) 653-2407 
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MAY 2010 – WEEK 4 
 

Monday (24/05) Tuesday (25/05) Wednesday (26/05) Thursday (27/05) Friday (28/05) 
The Total Team Leader, Johannesburg, (011) 582-3300 Being Assertive!, Cape Town, (021) 685-7726  

People Management & Leadership, Pretoria, (011) 704-0720/4 Professional Report Writing Skills, Johannesburg, (011) 704-0720/4 
 People Management for New Managers, Johannesburg, (011) 582-3200 
 

Minute Taking for Meetings, 
Johannesburg, (011) 704-0720/4    

 Business Process Management, Johannesburg, (011) 771-7235 
Business Presentation Skills, Johannesburg, (012) 991-6668/2590    

 Time Management, Midrand, (012) 991-6668/2590   
   Business Writing: The Unwritten Rules, Johannesburg, (011) 582-

3300    
The Complete PA, Johannesburg, (011) 582-3300    
Presentations that Work, Benoni, (011) 442-4334    

 Emotional Intelligence at Work, Benoni, (011) 442-4334   
 BEE Essentials, Johannesburg, (011) 771-7000  

 


