
MECHANICAL/UTILITIES PROGRAM 

INSTALLATION, OPERATION AND MAINTENANCE 

OF REFRIGERATION & AIR-CONDITIONING SYSTEM 

 

 

 

 

COURSE DESCRIPTION 

The course deals with the study of the principles and functions of refrigeration, air 

conditioning units workshop practice provides practical experience in servicing 

and maintenance of refrigeration and air-conditioning 

COURSE OBJECTIVES 

At the end of the course, the participants should be able to: 

1. State and describe the various processes occurring in the refrigeration cycle 

2. State the conditions of the refrigerant in each process 



3. Name and explain the function of each of the major components of a 

refrigeration system: 

Compressor, Condenser, Evaporator and Refrigerant control 

4. List the types of compressors: Reciprocating, Rotary, Centrifugal and Screw and 

explain their operating principles 

5. Select and use properly hand tools and test instruments used in refrigeration and 

air-conditioning work. 

6. Perform trouble-shooting procedures and implement solution 

7. Carryout necessary maintenance/ repair as at when due, manage refrigerant and 

other refrigeration materials effectively 

 

COURSE OUTLINE 

1. Fundamentals of refrigeration and air-condition principles 

2. The major components of a refrigeration system and their functions 

3. Types of compressors/condensers/, evaporators and their applications 

4. Basic refrigeration tools, equipment and materials 

5. Fault finding /troubleshooting techniques 

6. Maintenance and techniques for repairs/replacing faulty components of 

refrigeration and air-conditioning system 

TARGET PARTICIPANTS: 

Service Technicians, Service Engineers, utility & factory process personnel. 

 

COURSE DURATION:5DAYS 

 

 

INSTALLATION, OPERATION AND MAINTENANCE 

OF DIESEL ENGINE  

 



 
COURSE DESCRIPTION 

This course is designed to develop basic knowledge and skills of the participants 

on servicing, troubleshooting and maintenance to the manufacturer’s specification. 

 

COURSE OBJECTIVES 

At the end of the course the participants will be able to: 

1. Understand engine theory and its principle of operation 

2. Apply appropriate techniques, diagnose engine and proffer solutions 

3. Demonstrate adequate knowledge of troubleshooting, repair and maintaining 

diesel engines 

4. Undertake routine checks and preventive maintenance 

 

COURSE OUTLINE 

 

1. Introduction to diesel engines 

2. Internal combustion engines - types, component parts and principle of operation 

3. The fuel injection supply system 

4. Ignition system and associated electrical equipment 

5. Turbocharging system 

6. Cooling system 

7. Lubrication system 

8. Maintenance system 

TARGET PARTCIPANTS: 

 Diesel Engine operators, mechanical supervisors/ Technicians& service Engineers 

COURSE DURATION: 5DAYS 

 

 

 

 

 

 



PUMPS, COMPRESSORS AND VALVES 

MAINTENANCE 

  

 

COURSE DESCRIPTION 

This subject deals with the study, principles, operation and maintenance of pumps 

and compressor basic fluid principle, principle of hydraulics, centrifugal pumps as 

well as their parts: auxiliary devices. It also deals with the study of compressed air 

fundamental and compressor accessories. Workshop practice consists mainly of 

disassembling and assembling of machines mentioned above.  

COURSE OBJECTIVES 

At the end of the course, the participants should be able to: 

1. Explain the principles and basic concepts of hydraulics 

2. Explain the Fundamentals of Pumps: Function, Duties and Types, Centrifugal, 

Axial and Positive Displacement Pumps, Special Duty Pumps, Selection, 

Installation and Pump Components 

3. Acquire knowledge on Pump Operation and Performance: Pump Testing 

Procedures, Pump 

    Performance (Head, Flow, Efficiency), Envelopes and impeller selections, Pump 

series and parallel connection, Sample calculation 

4. Maintenance and Troubleshooting of different types of pumps - Preventive 

maintenance: Suction system and its effects, Balancing and alignment, Wear 

inspection and monitoring, Seal and packing 

5. Acquire knowledge of the fundamentals of compressed air 

6. Explain the basic principles of compressor and its application in industries 



7. Acquire adequate theoretical and practical experience in the construction, 

operation 

and maintenance of compressor 

8. Learn safety habits in working with compressed air and maintenance of 

compressors 

 

COURSE OUTLINE 

1. Introduction to Pumps and Compressors 

2. Pump selection and application 

3. Types of Pumps and their uses 

4. Seals and Packing 

5. Pump Bearings and Pump Alignments 

6. Pump Installation 

7. Pump Maintenance 

TARGET PARTICIPANTS: 

Process Engineers/ Technicians, Utility Service Engineers/Technicians, works 

supervisors  

 

COURSE DURATION: 5 DAYS 
 

 

ROTATING EQUIPMENT OPTIMIZATION AND 

RELIABILITY 

  
 

 

 

 



 

 
 

COURSE DESCRIPTION 

According to industry reports more than 60% of maintenance costs are spent on 

equipment wear, tear and failure. This training will provide Improvement on 

Rotating Equipment Reliability and Machinery Health to make sure all rotating 

Equipment functions at its best.  

 

COURSE OBJECTIVES: 

At the end of this course, Every participant should be able to: 

 

•Identify the most common causes of shafts, bearings and seals fatigue and 

  failures based on actual case studies.  

•Understand Precision Maintenance for Rotating Equipment and Machines.  
•Optimize reliability of rotating equipment through applying best practices.  

•Optimize Reliability – Fundamentals of Condition Monitoring and Predictive 

Maintenance.  

•Understand Rotating Equipment and Machinery Reliability Continuous 
Improvement.  

 

 

 

 

COURSE OUTLINE 

1. Introduction to Rotating Equipment and Machinery Reliability  

2. The causes of rotating machinery failures (true cause of failure)  

3. The precision maintenance for rotating equipment and machines (Reliability, 

Availability, Maintainability, Safety, RAMS ) 

4. Optimizing Reliability  (Fundamentals of Condition Monitoring and 

Predictive Maintenance and Condition Monitoring Methods for Rotating 

Equipment ) 

5. Design Screening ( Design, Operation and Cost Total Optimization Review ) 

 

TARGET PARTICIPANTS: 

Engineers, Technicians, operators and any person with engineering background 

knowledge  

 

COURSE DURATION: 5DAYS 



 

 
 

INTRUMENTATION AND CONTROL 

PROGRAM 

PROCESS CONTROL 

  

 

COURSE DESCRIPTION 

This course is designed to expose participants to the fundamentals of process 

controls. The course involves classroom discussions, working with simulation 

software and practical exercises on a process control work station. 

COURSE OBJECTIVES 

At the end of this course, every participant should be able to: 

1. Explain closed-loop controls 

2. Read piping and instrumentation (P&I) diagrams 

3. Explain measurement and control of process variables such as temperature, 

flow, level and pressure 

4. Explain the operation, characteristics and configuration of PID controls 



 

TARGETPARTICIPANTS: 

Control engineers, process engineers & technicians and anyone with basic 

knowledge of PLC 

 

COURSE DURATION: 5 days 

 

 

INDUSTRIAL COMMUNICATION 

 

 

COURSE DESCRIPTION 

The course is designed to equip participants with knowledge on Fieldbus 

technology. 

Participants will be exposed to design, configuration, commissioning and 

troubleshooting in networked automation systems. 

 

COURSE OBJECTIVES 

At the end of the course, every participant should be able to; 

1. Describe the general function and application of Fieldbus systems. 

2. Describe the advantages of bus systems and compared  to conventional wiring. 

3. Describe the ISO/OSI model and network topologies of Fieldbus system. 

4. Identify the structure of factory network systems 



5. Setup a system link via MPI and Profibus with PLCs 

6. Program control functions in a Profibus-DP networked system. 

7. Detect and eliminate faults during commissioning 

 

TARGET PARTICIPANTS: 

Automation engineers, works supervisors, technicians and anyone with basic 

knowledge of  PLC 

 

COURSE DURATION: 3 days 
 

EQUIPMENT FOR CALIBRATION OF PROCESS 

INSTRUMENTS 

  

 

COURSE DESCRIPTION 

This course covers the key aspects of the current instrumentation and process 

control technology and is designed to enable the learner to carry out 

commissioning, calibration and maintenance of the typical devices used for 

measurement and control in industrial systems 

COURSE OBJECTIVES 

 

At the end of this course, every participant should be able to: 

1. Understand Safety while working with instruments with process control Systems 

2. Appreciate the operation of typical instrumentation systems 

3. Identify the various methods of signal transmission 

4. Correctly connect electrical or air-powered devices 



5. Understand the equipment used in Current loops (process meters, trip amplifiers, 

transmitters, 

current repeaters, chart recorders) 

6. Temperature measurement (RTDs, thermocouples, etc.) 

7. Pressure measurement (bourdon gauges, air and electrical DP cells) 

8. Level measurement (bubblers, pressure cells, ultrasonic, load cells) 

9. Flow measurement (orifice plates, mag-flow meters, mass-flow meters, weirs, 

flukes, etc.) 

10. Output devices (flow control valves, valve positioners, I to P converters) 

11. Correctly use a range of industrial calibration equipment (current sources, 

thermocouple and RTD 

12. Simulators, digital pressure indicator/calibrators, HART communicators) 

13. Correctly connect, commission and calibrate current loop devices, temperature 

transmitters, pressure switches, pressure sensors, DP cells, ultrasonic level meters, 

load cell amplifiers, I to P convertersand Hart devices 

14. Understand the principles of turbidity, density, PH, proximity and weight 

measurement 

15. Troubleshooting instrument errors 

 

TARGETPARTICIPANTS 

Calibration engineers & technicians, Quality control personnel, supervisors 

 

COURSE DURATION: 5days 
 

 

 

 

 

 

 

 



PROCESS VISUALISATION AND CONTROL 

 

COURSE DESCRIPTION 

This course exposes its participant to technologies involved in process automation 

using programmable logic controller (S7 300 PLC) and computer based 

visualization software (Wincc Flex) 

COURSE OBJECTIVES 

At the end of the course, every participant should be able to: 

1. Describe the role of PLC’s and HMI in process automation 

2. Describe the function of tags 

3. Write program for 2-step control 

4. Write program for continuous control for level, flow, pressure, temperature, etc. 

5. Setup a simple process visualization converting a personal computer to HMI 

 

COURSE OUTLINE 

1. Normalizing / Scaling 

2. Programming On – Off and PID Controls 



3. HMI 

4. Screens 

5. Tags 

6. Trends 

7. Alarms / Messages 

8. Documentation 

TARGET PARTICIPANTS: Quality control personnel, control technicians & 

process operators 

COURSE DURATION:3Days 

 

SCADA  

 

 

 



COURSE DESCRIPTION 

SCADA Training covers requirements architecture, networking, communications 

and security technologies and standards. Important topics such as architecture, 

provisioning, cyber-security, regulatory requirements, and the industry technology 

framework are discussed. 

The issues and technologies in this class apply to related industries such as utilities 

and petroleum. The goals of this class it to provide students with the tools to 

choose and plan, design SCADA technologies for the smart grid and other utilities. 

PLC or programmable Logic controller-supervisory control and 

data acquisition are discussed as these systems typically controls an entire 

industrial system such as a solar plant system, wind plant system, oil and gas, and 

water treatment plant. 

COURSE OUTLINE 

History of SCADA 

1. Large-scale, distributed measurement and control system. 

2. Real-Time Monitoring and Control Principals 

3. Overview of Industrial Control Systems (ICS) 

4. Overview of SCADA, DCS (Distributed Control System) and (DCS, and 

Programmable 

5. Control Components 

6. Network Components 

7. Distributed Control Systems (DCS) 

8. SCADA Systems 

9. What Can SCADA Do? 

10. How SCADA Systems Work 

11. Where Is SCADA Used? 

12. What’s the Value of SCADA? 

13. An Example of a SCADA System  

i. Data Acquisition 

ii. Data Communication 

iii. Data Presentation 

iv. Control 

 



TARGET PARTICIPANTS 

 Process engineers, control technicians, utilities/generator operator  

and power plant supervisors, 

 

  COURSE DURATION: 5days 

 

INDUSTRIAL AUTOMATION SYSTEM 

INDUSTRIAL ELECTRONICS 

 
 
COURSE DESCRIPTION 

This is a project driven hands-on practical based course that provides first-hand 

knowledge of Industrial application of electronics to beginners, technical 

practitioners, 

and engineers alike. The program covers three major topics: Basic Electricity, 

Electronics 



Instruments, and Semiconductor Devices such as Diodes, Transistors, Thyristors 

and Linear 

ICs. By building at least two meaningful electronics projects during the course, the 

participants are taught the basic skills they need on the job such as: component 

identification and testing, understanding circuit symbols and circuit diagrams, high 

reliability soldering, use of measuring instruments and troubleshooting 

(faultfinding) and 

repair techniques both at the system level and at the component level. The aim is to 

build 

up their confidence in the use of electronic equipment and components.  

 

 

 

COURSE OBJECTIVES 

At the end of the course, every participant should be able to: 

1. Identify basic electronic components (both passive and active), understand their 

functions and how to test them 

2. Understand and apply basic circuit theorems in the design, building, 

troubleshooting 

and repair of basic electrical and electronic circuits. 

3. Properly use electronic instruments for measuring and testing circuits and 

components. 

4. Display safety consciousness in the application of acquired knowledge and 

skills. 

 

COURSE OUTLINE 

1. INTRODUCTION TO PASSIVE AND ACTIVE COMPONENTS 

2. INTRODUCTION TO SEMICONDUCTORS 

3. OHM’S LAW 

4. MEASURING DEVICES 

5. RESISTORS 

6. CAPACITORS 

7. INDUCTORS 

8. DIODES 

9. TRANSISTORS 

10. THYRISTORS 

11. LINEAR INTEGRATED CIRCUITS 

 

TARGET PARTICIPANTS: 



This course is designed for electrical technicians, electrical supervisors, and 

electrical engineers 

 

COURSE DURATION: 5days 

 

SENSOR TECHNOLOGY 

 

COURSE DESCRIPTION 

This course is to provide trainees with practical working knowledge of sensors, 

what are the limits and their use and how to select sensors for various applications. 

COURSE OBJECTIVES 

At the end of the course, every participant should be able to: 

1. Describe principle of operations of sensors 

2. Describe detecting and control functions of sensors 

3. Classification of sensors 

4. Identify the various types of sensors and their associated symbols 

5. Describe the power supply configuration of common proximity sensors. 

COURSE OUTLINE 

1. Introduction to sensor technology 

2. Sensors classification, characteristics and types 

3. Sensor Applications 



4. Identify the various scan techniques of sensors 

5. Identify ten categories of inductive sensors and sensors in each category 

6. Describe the effects of environment on sensors 

TARGET PARTICIPANTS 

Engineers,technicians, process operators, supervisors and anyone one with 

engineering knowledge 

 

COURSE DURATION: 3days 

 

HYDRAULIC 

 

COURSE DESCRIPTION 

This hydraulic training course is designed to familiarize participants with the 

fundamental principles and operation of hydraulic control components. 

This five-day hydraulics training course covers the basic principles and techniques 

of industrial hydraulics and maintenance. It provides the student with a strong 

practical “hands-on” knowledge of principles, circuit analysis and troubleshooting. 

COURSE OBJECTIVES: 
On completion of this hydraulic training course, every participant should be able 

to: 

1. Understand the principles of hydraulics 



2. Understand the basic functions of hydraulic systems 

3. Understand the functions of valves (flow control, pressure control, 

directional control) 

4. Recognize circuit symbols and diagrams to ISO 1219 

5. Design and construct basic hydraulic circuits 

6. Understand safe practice 

7. Understand the functions of power packs, pumps, filters and reservoirs 

COURSE OUTLINE 

1. Basic principles and definitions 

2. Drawing symbols 

3. The power pack 

4. Pump efficiency test 

5. Pressure limiting valves 

6. Hydraulic cylinders 

7. Directional control valves 

8. Valve port labeling 

9. Flow control, meter-in and meter-out 

10. Counter-balance valves 

11. Pressure compensated flow control 

12. Sequence valves 

13. Hydraulic motors 

14. Motor circuits 

15. Pressure regulation 

16. Pilot operated valves 

17. Accumulators 

18. Care of hydraulic oils 

19. Pipe sizing and installation 

20. Maintenance 

21. Overview of proportional hydraulics 

TARGET PARTICIPANTS 
This course is an excellent choice for maintenance and repair personnel, as well as 

engineering staff. Machine downtime can be greatly reduced by also having the 

electrical maintenance group attend. 

COURSE DURATION: 5 days 

 



PNEUMATIC AUTOMATION SYSTEM 

 

 

COURSE DESCRIPTION 

This pneumatic training course aims to familiarize participants with the design, 

installation, construction and operation of pneumatic components. This includes 

the interpretation of circuit diagrams and symbols as well as the construction of 

control systems. 

 

This pneumatic training course covers the use of compressed air for pneumatic 

control and as a working medium. A complete overview is given, covering 

compressors, storage, dryers and distribution as well as the design, construction 

and operation of a range of actuators, valves and ancillary equipment. The relevant 

ISO symbols are introduced and included in the circuit diagrams. 

 

 

 

 

Practical “hands-On” sessions give participants the opportunity to put theory into 

practice. Working from the circuit diagrams they have produced, participants have 

to select the correct components from a range of equipment and build the circuits, 

making the necessary adjustments for pressure, flow and sequence. 

A strong emphasis is placed on safety and appropriate working practices 

throughout the course, especially during the practical sessions. 

COURSE OBJECTIVES 

At the end of this course, every participant should be able to: 



1. Understand the units and measurement scales associated with compressed air 

systems 

 

2.  Recognize pneumatic symbols drawn to the relevant standards (ISO 1219) 

 

3. Understand the functioning of standard pneumatic cylinders and valves 

 

4.  Read pneumatic circuit diagrams 

 

5.  Construct simple pneumatic controls 

 

6. Understand safe practice 

 

COURSE OUTLINE 

1. Advantages and disadvantages of air 

 

2. SI units and conversions 

 

3. Theory of air and gas laws 

 

4.  Overview of compressors, dryers and distribution 

 

5.  The service unit distribution 

 

6. Single acting cylinders ISO symbols 

 

7.  Directional and solenoid operated valves 

 

8.  Direct and indirect control 

 

9. Valve port labeling 

 

10. Circuit diagram layout 

 

11. Double acting cylinders 

 

12. Logic valves including shuttle valves and two pressure valves 

 



13.  Component layout pressure valves 

 

14. Speed control including flow control valves, quick exhaust valves 

 

15.  Timing valves 

 

TARGET PARTICIPANTS: 

All personnel involved with the installation, maintenance, operation and servicing 

of pneumatic equipment and basic control systems. 

COURSE DURATION: 5 days 

 

ELECTROPNEUMATICS 

 

COURSE DESCRIPTION 

Designed as a general introduction to the functions and operations of pneumatic 

and electrical control systems used in simple Electro-Pneumatic equipment, the 

course covers the symbol analysis, design interpretations and practical 

commissioning of such circuitry. 

 

The course deals with the control of pneumatic actuators using electrical sensing 

and switching devices. Electrical principles are covered at a basic level, but some 

previous knowledge of pneumatic equipment is required. 

COURSE OBJECTIVES 
On completion of this course, every participant will be able to: 

1. Read and understand Electro-Pneumatic circuit diagrams 



2. Design Electro-Pneumatic circuits 

3. Understand fundamentals and terminology of  Electro-Pneumatic control 

engineering 

4. Understand the function and operation of a range of proximity sensors 

5. Read, interpret and construct motion diagrams 

6. Understand Pneumatic symbols 

7. Understand Electro-Pneumatic symbols 

8. Construct multi-cylinder control circuits 

COURSE OUTLINE 

1. Overview of pneumatic symbols 

2. Electrical symbols 

3. Electrical contact specification 

4. Electrical logic connections 

5. Solenoid valves 

6. Open and closed loop control 

7. Relays & Contactors 

8. Proximity Switches 

9. Pneumatic speed control 

10. Multi-cylinder control, sequential and conditional control 

11. Motion diagram analysis as an aid to troubleshooting 

12. Single/ continuous cycle 

13. Time-Dependent Control Operations 

14. Counters 

TARGET PARTICIPANTS 
All personnel involved with the installation & commissioning, maintenance, 

operation and servicing of industrial electro-pneumatic equipment and basic 

control systems. 

COURSE DURATION: 5 days 

 

 

 

 



PROGRAMMABLE LOGIC CONTROL (PLC) 

 

 

COURSE DESCRIPTION 

Modern PLC-based control and automation systems often have improvements and 

modifications made, resulting in changes needing to be made to the PLC program.  

This course deals with the study of the principles of control systems engineering 

and serves to train the participants to describe control system tasks while at the 

same time giving a thorough introduction to the characteristics and features of 

programmable logic controls, how to make changes to existing programs and how 

to create small programs from scratch.  Problem exercises are intensively given. 

COURSE OBJECTIVES 

At the end of the course, every participant should be able to: 

1. Identify and explain the advantages of a programmable logic control 

compared to conventional controls; 

2. Operate programmable logic controller and personal computer; 

3. Identify and describe the functions of the system components of a 

programmable logic control; 

4. Make a simple program in ladder diagram and statement list programming; 

5. Translate a ladder diagram program into electrical statement list program; 

6. Translate a ladder diagram program into electrical and logic circuits 

equivalent; 

7. Solve the problem exercises; 

8. Observe safety practices and precautions in dealing with the system. 

 

COURSE OUTLINE   



1. Introduction to programmable logic control (PLC) and their applications in 

the modern industry 

2. Advantages of PLC over other controls 

3. Open and closed loop control 

4. Signals and signal processing 

5. Review of Boolean Algebra and logic gates 

6. Parts of a programmable logic controller 

7. Review of sensors and their applications (criteria for use of mechanical, 

optical, capacitive, inductive sensors etc.) 

8. Programming devices (console, personal computer) 

9. Commissioning and wiring precautions 

10. Programming principles and procedures 

11. Program loading, editing and monitoring 

12. Printing and developing documentation 

13. Development of sequence and logic controls 

14. Controls using timers and counters 

15. Programming exercises and commissioning 

 

TARGET PARTICIPANTS 

Automation engineers/ process technicians,& all personnel with engineering 

background  

COURSE DURATION: 5 days 
 

 

 

 

 

 

 

 

 



VARIABLE SPEED DRIVES 

(AC INVERTERS) 

 

 

COURSE DESCRIPTION 

This course provides participant with fundamental working principles of variable 

speed 

drives. Using practical hands-on exercises on VSD, the participants learn how to 

select, 

install, program, maintain, or troubleshoot variable speed drives. 

Participants will also become familiar with the drive's Human Machine Interface 

(HMI), 

which allows programmers, maintainers, and trouble-shooters access information 

stored 

within the drive. 

COURSE OBJECTIVES 

At the end of the course, every participant should be able to: 

1. Select Appropriate Variable Speed Drives for a given Application 

2. Match Motors to VSD 

3. Identify and Correct Drives System Problems 



4. Identify and Test Major Drive System functions 

5. Perform Start-Up of an AC Drive 

6. Program and Adjust the Drive for Desired Operation 

TARGET PARTICIPANTS 
Engineers, Electrical Technicians, Supervisors 

COURSE DURATION: 5 days 
 

 

 

ELECTRICAL/POWER PROGRAMS 

ELECTRICAL POWER SYSTEMS GENERATION, 

TRANSMISSION AND DISTRIBUTION  

 

COURSE DESCRIPTION 

This course is designed to reinforce the knowledge and practice of electrical works 

of maintenance personnel from the point of generation through distribution and 

utilization. It deals with sub-station, power protection and power factor correction. 

Earthing procedures and cost benefit of power factor correction are covered 

adequately and practically. 

COURSE OBJECTIVES: 

At the end of this course, every participant will be able to; 



1. Reduce your electricity bills and elongate the life of your equipment and 

plant through power factor correction. 

2. To implement the safest methods of power distribution and ensure balance 

of load on power lines. 

3. Test and identify which voltage connection to avoid and prevent equipment 

damage. 

4. Test and identify which side of transformer is high and low voltage. 

5. Determine line voltage (phase to phase) and phase voltage (any one phase 

and neutral). 

6. Determine transformer polarity prior to paralleling and apply safest 

switching method of transformers. 

7. Distribute power within factory through switchgear, circuit breaker and 

busbar. 

8. Configure load and transformer in star and delta and apply appropriate. 

Voltage to each configuration. 

9. Voltage to each configuration. 

10. Convert single-phase and 3 phase A.C Power to D.C. Power 

11. Adequate protect equipment and plant from shock and fire hazards. 

 

COURSE OUTLINE: 

1. Power generation and transmission. 

2. Star and Delta power transmission and distribution. 

3. Line and phase voltages and currents in star and delta loads. 

4. Balanced load circuits. 

5. High voltage intake procedures and work in a sub-station safely. 

6. Factory power distribution. 

7. Other power transformer connections. 

8. Switch board, busbars and motor control centre and switchgear. 

9. Power factor and improvement. 

10. Rectification of 3 phase AC and 1 Phase AC power into DC power. 

11. Proper position of capacitor connection to equipment and plant for power 

factor correction.  

TARGET PARTICIPANTS: 

Power plant Engineers and supervisors, Electrical Technicians and Maintenance 

personnel 

COURSE DURATION: 5 days 



 

 

EFFECTIVE OPERATION AND MAINTENANCE OF 

ELECTRIC MOTORS 

 

COURSE DESCRIPTION 

This course is designed to provide the participant with practical useful information 

on commonly encountered motors used in the industry. Construction, theory of 

operation are covered in detail along with drawings of several common control 

circuits. The practical skill and information provided will be very useful for anyone 

who is expected to trouble shoot and maintain AC motor controls. 

COURSE OBJECTIVE: 

At the end of this course, every participant will be able to:   

1. Identity and discuss the principle of operation and uses of various 3-phase 

motors and their control components. 

2. Install, wire-up and run motors connected in Star/Delta, Direct-on line, Auto 

transformer and starting operation. 

3. Select motor operation using name plate information. 

4. Determine the application of a given motor 

5. Determine and select cables, fuses, circuit’s breakers, overload for motors. 
6. Maintain motor and control components. 

 

COURSE OUTLINE: 

* Industrial 3-phase motors and theory of operation. 



* Components associated with motor control and symbols, timers, pressure, 

float and limit switches, stop, start, push buttons.  

* Direct motor starters and control manual, Direct-on line (magnetic starter) 

sequential control, forward/reverse control, local and remote operation and 

interlocking operation. 

* Reduced Voltage Starter. 

* Star/Delta starter and application, auto-transformer, part-winding, primary 

resistance and secondary resistance starter and application. 

* Dual speed motor control and application. 

* Dual voltage motor operation. 

* Other motor operations: jogging, braking, delay automatic F/R, periodic 

sequential and float switch motor pump control, conversion of 3-phase 

motor to single phase. 

TARGET PARTICIPANTS 

Maintenance Engineers, electrical /process technicians, supervisors, Maintenance 

Technicians 

COURSE DURATION: 5 days 

 

 

 

 

 

 

 



EFFECTIVE TROUBLESHOOTING AND REPAIRS OF 

ELECTRICAL AND MECHANICAL EQUIPMENT AND 

SYSTEMS (BASIC)  

 

COURSE DESCRIPTION 

Electrical print is a necessary tool in trouble-shooting, and ability to read print well 

will enhance the efficiency and skill of the maintenance personnel. This course is 

designed to update and prepare the maintenance personnel to read electrical prints 

effectively so as to be able to trouble-shoot commercial and industrial installations 

(industrial commercial utilities). It begins with legend and symbols, one-line and 

three lines and progresses through schematics drawing and trouble-shooting 

techniques. 

COURSE OBJECTIVES: 

At the end of this course, each participant will be able to: 

1. Identify and state each component’s function in electrical working drawings. 
2. Analyze the current sequence within circuit drawing and components. 

3. Interpret installation/wiring of component in working schematic drawing. 

4. Logically design simple circuits using relays, diodes, contactors, timers and 

switches. 

5. Trouble-shoot and isolate faults associated with motors, generators, boiler, 

pumps, compressor and hoist/elevator using schematic drawings. 

6. Apply the logical steps in trouble-shooting exercises using relevant 

measuring instruments. 

COURSE OUTLINE: 



1. Print Reading Basics; legend, electrical/electronic symbols, basic layout, 

one-line diagram, interpretation and purpose. 

2. Elementary electrical diagrams purpose interpretation and uses with 

practical demonstration and exercises. 

3. Review measuring instrument for trouble shooting exercises. Meggers, 

AVO, phase sequence tester and test lamp. 

4. Electrical schematics of motor control circuits, compressors boiler, 

generator, pumps, hoist/lift, domestic/factory distribution network. 

5. Relay/ladder logic diagrams interpretation and uses. 

6. Logical steps techniques applicable to trouble-shooting. 

TARGET PARTICIPANTS 
Maintenance Engineers, Electromechanical Technicians and production foremen 

COURSE DURATION: 5 days 

 

 

POWER PLANT & OPERATION CONTROL OF HIGH 

VOLTAGE SYSTEMS 

 

COURSE DESCRIPTION   

This course will give everyone working around power plant a solid understanding 

of the basics of power plant operation/generation, sources of power, distribution 

and management. It also provides a means to educate personnel on the need to 

monitor power parameters for power optimization  

COURSE OBJECTIVES 

At the end of this course each participant should be able to: 



1. Discuss means of energy generation and power systems 

2. Sequential Start-up, shut- down of power systems for optimal result 

3. Control, synchronizing of power plants(generators &transformers) 

4. Perform effective load sharing/shedding of power plants  

5. Perform Installation/maintenance of ancillary equipment 

6. Plant systems management using scada(supervisory control & data 

acquisition) 

7. Troubleshoot and identify faulty equipment for replacement/repairs  

 

COURSE OUTLINE 

1. Thermal power station; steam turbine ;nuclear power plant; hydroelectricity 

2. Coal fired power plant; Geothermal power plant; Solar power; Wind power; 

3. DIESEL GENERATOR: Diesel engine; electrical generator; generator 

size/rating 

4. INSTALLATION: alternator/ components 

5. EXCITATION: DC exciter; static exciter; brushless exciter; AVR; starting 

systems 

6. POWER SYSTEMS: emergency power systems; generator house 

7. STEADY STATE OPERATION REQUIREMENTS(operator intervention): 

control of alternator; 

8. Control of power frequency; control of voltage level; control of power 

factor; 

9. Assurance of synchronizing between the various generating units 

10. POWER SYSTEM NETWORK  

11. OPERATION OF POWER SYSTEMS; synchronization; synchroscope; 

12. Synchronizing relays; voltmeter; frequency meter; 

13. PARALLELING OF TRANSFORMERS: principles of paralleling; power 

and load management system; system description/function; active load 

sharing(mw); reactive load sharing(mvar;) 

14. STOPPING OF GENERATORS: gradual overload; fast acting load 

shedding; under frequency load shedding. 

15. SYSTEM DESCRIPTION: the man machine interface unit; system 

monitoring; system fault diagnostics; operator interface; CPU card; CPU 

card bus arrangement; 

 

TARGET PARTICIPANTS 

Power Plant Engineers, Utilities engineers/supervisors,Generators Technicians and 

Maintenance personnel 



COURSE DURATION: 5 days 

 

INSPECTION AND MAINTENANCE OF ELECTRICAL 

INSTALLATIONS & FITTING 

  

COURSE DESCRIPTION 

This course is useful for electrical Technicians, Engineers, installers/ wiremen. It 

aims at enhancing their capacity in delivering standard and certified finished 

electrical installation prior to connection of electricity; also for day to day 

maintenance work for continued uninterrupted service 

 

COURSE OBJECTIVES 

At the end of this course each participant should be able to: 

1. Carry out inspection to confirm correctly CB,FUSE, terminals/connections 

of new installation work prior to connection to power supply 

2. Inspect to confirm relevant isolator/switch, socket outlets are in the rightful 

conductors 

3. Ensure labeling of circuits in the distribution unit is implemented 

4. Determine by visual inspection if installation is safe for by provision of 

relevant earthing systems 



5. Should carry out relevant tests on an installation: polarity, insulation test, 

ring circuit continuity, earthing system 

6. Carry out same tests on faulty components to determine the fault 

7. Carry out routine maintenance, servicing, testing &edicting faults 

(open/short circuit) 

8. Carry out scheduled maintenance ensuring that connections, terminals are 

healthy&earthing system is still sound  electrical/mechanically 

9. Document tests for immediate/future reference & action 

 

COURSE OUTLINE 

1. ELECTRICAL INSTALLATION: inspection & maintenance define 

2. INSPECTION: connection, identification,and routing of conductors 

3. Ensuring conductors of relevant ampacity and voltage drop 

4. Connection of protection & switching devices in phase conductors 

5. Correct connection of socket outlets, switches & accessories, labeling of 

circuits 

6. Verification of basic & fault protection against shock; choice & setting of 

protection device 

7. Presence of appropriate devices for isolation and switching 

8. Inspection to determine provision for earthing conductors: protective, 

bonding and supplementary bonding 

9. Presence of fire barriers & protection against thermal effects & prevention of 

detrimental influences(eg corrosion)  

10. Verification for adequate access to switchgear/equipment and provision of 

danger & warning notices 

11. Ensure presence of relevant schematic, wiring diagrams, instruction & 

similar information 

12. INSTALLATION TESTING PRIOR TO SUPPLY CONNECTION: 

continuity of protective conductors,  protective equipotential & 

supplementary bonding; 

13. Continuity of all ring final circuit conductors; 

14. Insulation resistance measurement; 

15. Polarity test; Earth electrode resistance test; 

16. INSTALLATION TESTING WITH SUPPLY CONNECTED: Recheck 

polarity with approve test lamp or voltmeter; 

17. Earth fault loop impedance test; functional testing of RCD 

18. DISCUSS COMMON FAULTS: open, short, earth. 

19. CARRY OUT ROUTINE/PREVENTIVE MAINTENANCE of electrical 

appliances; 



20. IMPLEMENT SCHEDULED MAINTENANCE/SERVICING OF electrical 

appliances 

21. USE OF APPROPRIATE MEASURING INSTRUMENT: insulation tester; 

multimeter; phase sequence meter and test lamp. 

22. Documentation of tests result and follow-up. 

 

TARGET PARTICIPANTS 
Electrical inspectors/testing engineers, Installation and Maintenance personnel 

COURSE DURATION: 5 days 

 

 

INDUSTRIAL ELECTRICAL MAINTENANCE AND 

MANAGEMENT 

 

COURSE DESCRIPTION 

This course discusses the concept of power distribution, basic A.C. and D.C. 

electrical theories, and all other concepts that has to do with electricity 

consumption. Protection and safety to electrical equipment and personnel are well 

covered. Consumer load and cable requirements are well taught together with 

trouble-shooting for fault and correction. 

COURSE OBJECTIVE: 

    At the end of this course, every participant will be able to: 

1. Discuss the concept of power distribution within the factory and various 

ways of power distribution. 



2. Analyse circuits, calculate and measure current, resistance and voltage using 

AVOMETER. 

3. Trouble-shoot and identify faults such as short-circuit, open circuit and earth 

fault and correct them 

4. Discuss the importance of earthing and installation protection. 

5. Install and run single-phase and 3-pahse motors. 

6. Implement safe isolation of power procedure and select appropriate cable for 

different operations. 

7. Discuss and utilize MEGGER INSULATION tester, PHASE SEQUENCE 

INDICATOR tester and MEGGER EARTH tester. 

8. Able to dismantle and couple electric motors after for inspection servicing 

and after repairs etc. 

9. Identify and state the importance of Switch Board, load centres, 

DFB/MCBB and switch gears, RMU and ways of minimizing voltage drop. 

10. Should be able to discuss and differentiate full-load, overload, short-circuit 

and earth fault currents. 

 

COURSE OUTLINE: 

1. A.C. Power Distribution within industrial environment (factory) sub-station, 

switch board and load centres. 

2. Basic A.C & D.C Electrical Theory. 

3. Electrical measurement; current, voltage, power, resistance, capacitance, 

impedance, insulation resistance and phase sequence measurement and earth 

resistance measurement. 

4. Wiring system: conduit, trucking and bus bar distribution system; switches, 

industrial socket and plugs, ring and radial circuits. 

5. Systems earthing of installation; T.T. TN-S, TN-C&TN-C-S. 

6. Protection of plant and equipment, fuse, types and selection, isolator, circuit 

breaker types and selection Relays, method of arc control in circuit breaker; 

servicing and routine maintenance. 

7. Installation and running of single/3phase motor from M.C.C. Board. 

8. Voltage drop/surge and its effects. 

9. Cables for electrical work, types, and sizes and application. 

TARGET  

Electrical/Maintenance Engineers, Maintenance Technicians and 

Utilitiesmaintenance personnel 



COURSE DURATION: 5 days 

 

 

 

INDUSTRIAL ELECTRICAL TROUBLESHOOTING 

USING SIMULATION SOFTWARE (ADVANCE) 

 

COURSE DESCRIPTION 

This course is designed for maintenance Technicians and Engineers in process 

plant and facilities. It deepens the knowledge and skills acquired from the basic 

troubleshooting course thereby making a better troubleshooter. It is computer 

based training/learning, using an industrial troubleshooting simulator. 

 COURSE OBJECTIVES 

At the end of this course, everyparticipants will be able to: 

1. Understand the basic principle of typical process sensor 

2. Acquire troubleshooting skill for 3 phase AC facilities and equipment 

3. Be able to Measure and test electrical parameter 

4. Be Acquainted with mechanical faults associated with process facilities and 

equipment 

 

COURSE OUTLINE 

1.Review of basic electrical troubleshooting 



    2. Introduction to advance troubleshooting 

3.Review of Interpretation of electrical schematic diagram 

I. Cross references, Electrical designator 

II. Electrical symbols, Wiring, Terminal Blocks, Wire Connectors 

4.Principlesof Typical process equipment and facilities 

I. Pump, Agitator, Heaters,Motors, Transformers 

II. Contactors, Overloads 

5.Electrical work safety procedures 

 

6.Principle  of operation of sensors 

I. Temperature, Float & Selector Switches,Relays, Timers, Pushbuttons 

II. Solenoid Valves, Fuses, Indicators 

7. Simulator troubleshooting practice 

8. Instrument testing and measurement of electrical parameters- 

I. Operating systems remotely or locally 

II. Take Voltage, Continuity, Resistance and Current measurements with 

a multimeter, Inspect, Repair and Replace components 

9. Troubleshooting Basic faults using simulator. 

10. Building troubleshooting skill by observation 

11. Troubleshooting intermediate faults using simulator 

12. Building troubleshooting skill in identifying and analyzing short circuit and 

output devices fault  

13. Troubleshooting advance faults using simulator  

14.Test 

TARGET PARTICIPANTS 

Electrical/control Engineers,Automation/process technicians/ maintenance 

Technicians and Utilities personnel 

COURSE DURATION: 5 days 

 

 

 



POWER SYSTEM PROTECTION & MAINTENANCE 

 

 

COURSE DESCRIPTION 

Protection systems are installed to prevent faults from damaging electrical plant 

and to initiate isolation of faulted sections in order to maintain continuity of supply 

elsewhere on the system. This course is therefore design to familiarize the power 

engineers & technicians with the trends of power protection in power system. 

COURSE OBJECTIVES 

At the end of this course each participant should be able to: 

1. Understand the different types of electrical faults and the effect these faults 

can have on company assets 

2. Understanding of electrical fault protection systems 

3. Provide solutions for specifying and operating protection systems 

4. gain comprehensive understanding the of principles and selection of 

protection relays and protection schemes 

5. Have the requirement for testing of relays and protection systems 

COURSE OUTLINE 

1. Power System Fault Analysis 

2. Current and Voltage transformers 

3. Over Current and Earth Fault Protection 

4. Pilot Wire and Distance Protection 

5. Transformer, Generator and Motor Protection 

6. Busbar Protection 



7. Protection Settings and Grading 

TARGET PARTICIPANTS 
Plant Engineers, instrument/ protection Engineers, senior technicians with 

electrical Utilization companies & industrial organizations. 

COURSE DURATION: 5 days 

 

 

 

 

ELECTRICAL TOOLS, METERS & THEIR 

APPLICATIONS 

  

COURSE DESCRIPTION 

This course design for electrical personnel, discusses the importance& proper 

application of relevant tools & measuring instruments for the realization of good 

electrical service; including the day to day maintenance.  

COURSE OBJECTIVES 

At the end of this course every participant should be able to: 

1. Identify, proper application and maintenance of basic electrical hand& 

power tools: spanner, pliers, screw driver, wrench, soldering iron, electric 



drill machine, cable stripper, bearing extractor, blow lamp, chisel, hammer, 

bending spring/machine, stock & dies, electrician knife, hacksaw, blow 

lamp, gas/air torch, pneumatic drill, 

2. Identify, use, interpret measurement & maintain: continuity tester, voltage 

tester/ indicator, phase sequence meter, frequency meter , power meter, 

power factor meter, spirit level, measurement tape, thermometer, 

tachometer, stroboscope, test lamp, dial indicator, insulation tester, loop 

impedance tester. 

 

COURSE OUTLINE 

1. Hand Tools 

2. Definition/type and use of spanner 

Double open ended spanner, ring spanner, box spanner, adjustable 

spanner, socket spanner 

3. Wrench & use 

Torque wrench, hexagon socket screw wrench, pipe wrench 

4. Pliers, type & application 

Flat-nose, combination pliers,heavy duty electrical pliers 

5. Electrician screw drivers/Electrician knife application 

6. Other tools and application: 

Hacksaw, Hammer, Chisel, Bearing extractor, Cable stripper, Crimping tool, 

       pop-riveting  tool, Bending spring, Bending machine, Blow lamp, Gas/Air 

torch, spirit level. 

7. Power Tools 

8. Type &application: Soldering iron,Portable electric drill/Pneumatic drill, 

power saw. 

9. Meters/Measurement 

10. Type & application: Continuity tester, Voltage tester& indicator, Phase 

sequence indicator, Frequency meter, Oscilloscope, Power meter(true, 

apparent &reactive), Power factor meter, Dial indicator, measurement tape, 

Thermometer, Test lamp, Tachometer, Stroboscope, Insulation resistance 

tester, Earth electrode resistance tester, Earth loop impedance tester. 



TARGET PARTICIPANTS 
 Electricians/ Electrical Technicians, Supervisors and Utilities Workers 

COURSE DURATION: 3 days 

 

ELECTRICITY AND ELECTRICAL SYSTEMS: 

INSTALLATION & SUPPLY IN BUILDINGS 

 

 

COURSE DESCRIPTION 

This course is designed to upgrade the knowledge and practice of installation 

engineers, technicians  and wire-men in the building industry. It discusses the 

current trends in modern installation/wiring, including methods of protection, 

sizing and the regulations applicable to the building industry.    

COURSE OBJECTIVES 

At the end of this course every participant should be able to: 

1. Identify power outdoor/district transformer for distribution 

2. Distribute power to buildings at single & three phase 

3. Select and implement appropriate  wiring systems for domestic/commercial 

and industrial buildings 

4. Determine appropriate distribution board for relevant installation 

5. Select appropriate cable & distribute power internally to circuits 

6. Implement installation  as specified in a wiring plan 

7. Determine appropriate earthing system for an  installation 



8. Carry out relevant inspection & testing prior to connection to electricity 

9. Test run /certify an installation for use  

 

COURSE OUTLINE 

1. Generation and distribution principles 

2. Electricity distribution systems 

3. Power distribution transformer: installation & operation 

4. Electrical cable: type & installation 

5. Wiring systems: PVC sheathed, conduit, trunking ,MICC ,overhead 

busbardistribution,etc 

6. Power distribution/systems: overhead/internal distribution, distribution 

boards single &three phase 

7. Supply lines & distribution circuits; electrical fittings & accessories 

8. Earthing/circuit protection: basic protection, fuse & circuit breaker, earth 

leakage circuit breaker &earthing types 

9. Electrical installation wiring symbols 

10. Electrical wiring plan for domestic/commercial/industrial buildings 

11. Installation inspection & testing. 

 

TARGET PARTICIPANTS 

Building & service professionals, Electricians, Electrical Technicians, Supervisors 

and Utilities Workers 

COURSE DURATION: 5days 

OVERCURRENT/SHORT-CIRCUIT, EARTH LEAKAGE, 

EARTHING & LIGHTNING PROTECTION 

 

 



 

COURSE DESCRIPTION 

This course discusses the importance of installation protection, including the 

building, and owners/operators of electrical installation. It treats in detail the 

protection components/equipment applied in realizing this objective. 

COURSE OBJECTIVES 

At the end of this course each participant should be able to: 

1. Should discuss correctly the implications of over-current/ short-circuit  

2. State the function of fuse, miniature &moulded case circuit breakers 

3. Identify/differentiate between air circuit breaker & over-current relay 

4. Identify/install & operate residual current circuit breaker 

5. Determine appropriate installation position of residual current circuit breaker 

6. Install earth leakage/ earth fault relay in a wiring system 

7. Describe type of earth electrodes and carry out erection of earthing system 

8. Carry out loop impedance &earthing electrode resistance test of installation 

9. Describe various methods of lightning protection schemes 

10. Install lightning protection in an installation 

11. Carry out inspection/maintenance of earthing system and lightning 

protection system.   

 

COURSE OUTLINE 

1. Analysis of over- current/ short-circuit in electrical systems; 

2. Protection against over-current& short-circuit: 

3. Fuse, miniature &moulded case circuit breakers 

4. Air circuit breakers 

5. Over-current relays 

6. Effects of earth leakage & earth fault in electrical installation; 

7. Protection against earth leakage & earth fault: 

8. Residual current circuit breaker 

9. Earth leakage relay 

10. Earth fault relay 

11. Hazards of lightning strikes on building & electrical systems; 

12. lightning protection schemes; 

13. Inspection & maintenance of lightning protection systems: 



14. Components of a lightning protection system 

15. Inspection & maintenance 

16. Importance of system earthing;  

17. Methods of earthing electrical installation; 

18. Inspection& maintenance of electrical earthing system: 

19. Main components of electrical earthing system 

20. Inspection & maintenance 

 

TARGET PARTICIPANTS 
 Building Engineers,Electrical Contractors, Supervisors and Maintenance 

Engineers/ Technicians 

COURSE DURATION: 5 days 

 

 

ENERGY MANAGEMENT TRAINING 

PROGRAM 

COMMERCIAL ENERGY AUDITOR 

 

COURSE DESCRIPTION 

An energy audit is an inspection, survey and analysis of energy flows, for energy 

conservation  in a building, a process or system to reduce the amount of energy 

input into the system without negatively affecting the output(s). In commercial and 

https://en.wikipedia.org/wiki/Energy
https://en.wikipedia.org/wiki/Energy_conservation
https://en.wikipedia.org/wiki/Energy_conservation


industrial real estate, an energy audit is the first step in identifying opportunities to 

reduce energy expense and carbon footprints. 

COURSE OBJECTIVES 

This course prepares participants to perform the following skill sets: 

1. Identify Energy Alternatives, including Renewable Energies 

2. Appreciate opportunities and limitations of each form of Energy 

3. Carry out Energy Audits 

4. Carry out Cost-Benefit-Analysis 

5. Presentation of Results 

6. Advise firms, organizations, individuals, etc, on Cost Effective Energy 

Supplies 

i. This course prepares the participant for: 

7. MOYO ENERGY AUDITOR CERTIFICATION 

8. ON-LINE GLOBAL ENERGY AUDITOR EXAMINATION AND 

CERTIFICATION 

Successful participants can function independently as professionals, or gain 

employment in Local and International Energy Firms as CERTIFIED ENERGY 

AUDITOR 

TARGET PARTICIPANTS 

Engineers, Technologist and Facility Manager 

COURSE DURATION: 2 days 

 

 

 

 

 

 



ENERGY MANAGEMENT AND MAINTENANCE FOR 

INDUSTRIAL AND COMMERCIAL BUILDING 

 

COURSE DESCRIPTION 

Facilities Management uses professional engineering oversight to manage energy 

resources and to provide guidance in facilities improvements and facilities 

operations. 

One major building cost is the energy used to operate the building.  Electrical 

power for lighting and equipment, electrical power to generator chilled water for 

cooling, and natural gas used to generate steam for heating.  Effectively managing 

these energy resources has both significant cost consequences and impacts to 

greenhouse gas emissions. 

COURSE OBJECTIVES 

This course prepares participants for the following skill sets: 

1. Functional definitions in Energy Management 

2. Introduction to Renewable Energies 

3. Appreciation of Energy Units and Energy Conversions 

4. Appreciation of Electrical Systems and Electrical Rates 

5. Management of Technical Workers 

6. Basic Technologies: Lighting, Motors, Air Conditioning, Boilers 

This course prepares the participant for: 



 MOYO ENERGY AUDITOR CERTIFICATION 

 ON-LINE GLOBAL ENERGY MANAGEMENT EXAMINATION AND 

CERTIFICATION 

Successful participants can function independently as professionals, or gain 

employment in  

Local and International Energy Firms as CERTIFIED ENERGY MANAGER 

TARGET PARTICIPANTS 

Engineers, Technologist and Facility Manager 

COURSE DURATION: 3 days 

 

SOLAR ENERGY  

 

COURSE DESCRIPTION 

Energy has come to dominate the world, whether in the industries, in the home, in 

the social places, anywhere!  Solar Energy as Renewable Energy has been 

developed as a course to provide participants with the knowledge and skills 

associated with solar PV, solar thermal & domestic wind turbine system 

specification and design. The learner should be able to interpret consumer 

requirements and provide advice or consultancy on the solution options available. 

COURSE OBJECTIVES 

This course prepares participants for the following skill sets: 

1. Develop skills in site assessment for solar electric and solar water heating 

energy systems 



2. Develop dexterity in the production of solution designs for solar systems for 

both the heating of domestic hot water and electric power generation 

3. Understand all applicable codes and standards pertaining to installing solar 

water heating, domestic wind turbine, hydro and solar electric systems 

4. Develop skills in explaining how these systems work to end-users or 

consumers 

5. Develop knowledge in system installation techniques to a level whereby 

participation in an installation is possible 

6. Develop skills in interpreting and following solar hot water plumbing 

diagrams and solar, hydro & domestic wind electric circuit diagram 

This course prepares the participant for: 

 MOYO SOLAR ENERGY CERTIFICATION 

 ON-LINE SOLAR ENERGY EXAMINATION AND CERTIFICATION 

Successful participants can function independently as professionals, or gain 

employment in  

Local and International Energy Firms as CERTIFIED SOLAR ENERGY 

ENGINEER/TECHNICIAN 

TARGET PARTICIPANTS 

Engineers, Technologist and Facility Manager 

COURSE DURATION: 3 days 

 

PROJECT MANAGEMENT TRAINING 

PROGRAMS 

PROJECT MANAGEMENT USING MICROSOFT 
PROJECT 



 

COURSE DESCRIPTION 

Project and Project Server are designed to provide visibility on resources spread 

across projects and to increase project management rigor and team collaboration. 

You’ll learn how project managers use Project Professional to plan and track 

projects while team members and other key stakeholders update and view progress 

using Project Server and Project Web App. 

You’ll also learn to use SharePoint collaboration tools for managing issues, risks 

and documents. 

This is NOT a detailed course on using Microsoft Project.  If you are not familiar 

with Microsoft Project, consider attending Mastering Microsoft Project first. 

COURSE OBJECTIVES:   

At the end of the course the participants will be able to: 

1. Understand the Microsoft Project user interface 

2. Understand the Microsoft Project Data Model as it relates to Views, Tables, 

Filters, and Groups 

3. Describe the project communication life cycle used with Project Server 

4. Understand and using the Project Web App user interface 

5. Configure customenterprise fields, lookup tables, and calendars 

6. Configure the Project Server demand and lifecycle capacity management 

features 

7. Build a project governance workflow in SharePoint Designer 

8. Perform Portfolio Analyses 

9. Creating a project Proposal and attaching a Resource Plan to the Proposal 

10. Define and save a new enterprise project, open an enterprise project, and 

work with offline projects 

https://www.versatilecompany.com/ms-project-2010.aspx


11. Perform basic task planning and understand how to properly use task 

dependencies and task constraints 

12. Add resources to a project team, assign resources to tasks, and level over-

allocated resources 

13. Analyze the Critical Path and Task Drivers 

14. Save a baseline and publish a project 

15. Manage project Deliverables 

16. Track time and task progress 

17. Use Outlook to track task progress 

18. Approve and update time, task progress, and administrative time requests 

19. Analyze project variance, revise a plan, and manage project changes 

20. Report on project progress using Visual Reports 

21. Manage personal settings 

22. Work with Risks, Issues, and Documents in a Project Site 

23. Create and manage Status Reports 

24. Analyze resource availability and view resource assignments in the Resource 

Center 

25. View the project portfolio in the Project Center 

26. Use views and reports in the Business Intelligence Center 

 

COURSE OUTLINE 

27. Understanding the Microsoft Project user interface 

28. Understanding the Microsoft Project Data Model as it relates to Views, 

Tables, Filters, and Groups 

29. Describing the project communication life cycle used with Project Server 

30. Understanding and using the Project Web App user interface 

31. Configuring customenterprise fields, lookup tables, and calendars 

32. Configuring the Project Server demand and lifecycle capacity management 

features 

33. Building a project governance workflow in SharePoint Designer 

34. Performing Portfolio Analyses 

35. Creating a project Proposal and attaching a Resource Plan to the Proposal 

36. Defining and saving a new enterprise project, opening an enterprise project, 

and working with offline projects 

37. Performing basic task planning and understanding how to properly use task 

dependencies and task constraints 



38. Adding resources to a project team, assigning resources to tasks, and 

leveling over-allocated resources 

39. Analyzing the Critical Path and Task Drivers 

40. Saving a baseline and publishing a project 

41. Managing project Deliverables 

42. Tracking time and task progress 

43. Using Outlook to track task progress 

44. Approving and updating time, task progress, and administrative time 

requests 

45. Analyzing project variance, revising a plan, and managing project changes 

46. Reporting on project progress using Visual Reports 

47. Managing personal settings 

48. Working with Risks, Issues, and Documents in a Project Site 

49. Creating and managing Status Reports 

50. Analyzing resource availability and viewing resource assignments in the 

Resource Center 

51. Viewing the project portfolio in the Project Center 

52. Using views and reports in the Business Intelligence Center 

TARGET AUDIENCE: 

This course is designed to develop basic knowledge and skills of the 

participants onProject Management using Microsoft Project. 

COURSE DURATION: 4 Days 

 

COMPREHENSIVE PROJECT MANAGEMENT 

 
 

COURSE DESCRIPTION: 

This course addresses the fundamental principles of project management, and the 

tools and techniques at our disposal to help achieve our goals. These principles, 

largely developed and tested on engineering projects, are being successfully 

applied to projects of all sizes and types within the business world. They are also 



fully aligned with A Guide to the Project Management Body of Knowledge, 

(PMBOK
®
Guide), published by the worldwide Project Management Institute 

(PMI).  

COURSEOBJECTIVES 

At the end of this course students are able to: 

• Formulate a project plan which will guide the project to completion, while 
addressing key management issues; 

• Evaluate a project and its environment, assess its true status, pinpoint real issues, 
and implement corrective action; 

• Use MS Project to prepare a clear project plan, and to communicate project 
progress and status; 

• Understand inherent trade-offs between time, costs, scope and resources; 

• Provide insight on how project collaborative tools may be used to radically 
change the way project information is exchanged through the web; 

• Articulate the key role, responsibilities and skills required of a successful Project 
Manager; 

• Apply techniques for building and leading effective, self-motivating project 

teams; 

• Prepare a risk assessment and mitigation strategy; 

• Demonstrate a solid understanding of the underlying principles of project 
management on which the PMI

®
 standard PMBOK

®
 Guide is based; 

• Meet the project management educational requirements to be eligible for a 

Project Management Professional (PMP)
®
 Credential. For more information on 

PMP
®
 eligibility 

COURSE OUTLINE 

• Project definition and start up; 
• Planning, scheduling and estimating; 
• Approval process, including testing for alternatives; 
• Project information and control systems; 

• Resource selection and allocation, implementation; 
• Post-project evaluation; 

• Project management as a career; 
• Skills and knowledge required by professionals, including decision-making and 

resource allocation appropriate to project phases; 

• Integration with other disciplines, including accounting and finance. 



TARGET AUDIENCE:  

This course is designed to meet the need of of both private individuals and 

Organization who basically are involved in project management.  

COURSE DURATION: 4 Days 
 

 

ESSENTIALS OF PROJECT MANAGEMENT 

 

COURSE DESCRIPTION: 

Organizations are successfully using project management concepts to deal with 

increasingly competitive markets, financial pressures to improve performance, 

restructuring, and globalization. Project management provides a structure for 

dealing with the "faster, better, cheaper" pressures that most organizations are 

facing. Sound project management cannot be left to chance. This comprehensive 

three-day course provides participants with an overview of the essential elements 

(e.g., selecting projects, planning, managing and control, etc.) of project 

management and the project management life cycle. Participants gain an 

understanding of the techniques, practice and new directions for project 

management; and gain practical experience with approaches to achieving 

successful project performance. 

COURSE OBJECTIVE: 

At the end of the course participant should be able to  

1. Understand Project Management 



2. Understand Project Selection and Planning 

3. Understand Project Management and Leadership 

4. Plan and estimate a project 

5. Understand Risk and Quality Management in Project Management 

6. Execute and Control a Project. 

COURSE OUTLINE 

1. Introduction to Project Management 

2. Project Selection and Planning 

3. Project Management and Leadership. 

4. Project Planning and Estimation. 

5. Risk and Quality Management. 

6. Project Execution and Control. 

TARGET AUDIENCE:  

Managers and mid-level professionals who are faced with increasing pressures to 

improve organizational performance should take this course. This course is also 

intended for individuals who aspire to be project managers and recently assigned 

project managers. For existing managers, the course provides a refresher course on 

the state-of-the-art of project management. Course participants should have had 

some exposure to project management processes and techniques.  

For individuals seeking to pass the Project Management Professional (PMP
®
) 

Certification examination offered by Project Management Institute, this course 

serves as the foundation course prior to taking the George Mason course: PMP 

0401: Project Management Certification: PMP
®
 Exam Preparation. 

COURSE DURATION: 3 Days 

 

PROJECT MANAGEMENT USING ORACLE 

PRIMAVERA 

http://www.pmi.org/
http://ls.gmu.edu/programs/proj_mgmt/pmp_exam_prep.php
http://ls.gmu.edu/programs/proj_mgmt/pmp_exam_prep.php


 

COURSE DESCRIPTION: 

This course provides hands-on training for Primavera’s client/server based solution 

Participants will gain a thorough background in the concepts of planning and 

scheduling. Scheduling techniques will be covered. This three-day course leads 

you through hands-on workshops that create and track an entire project to 

completion. All workshops and instruction use the three basic elements of project 

management: schedule, resource and costs. 

COURSE OBJECTIVE 

At the end of this course participants will be able to; 

Gain a thorough background in the concepts of planning and scheduling 

Knowledge of project management principles and a working knowledge of MS 

Windows (TM). 

COURSE OUTLINE: 

1. •Data Navigating and Layout 
2. •Scheduling 

3. •Assigning Resources and Costs, 

4. Enterprise Project Structure  

5. •Assigning Constraints 

6. •Analysing Resources  
7. •Creating a Project 
8. •Maintaining Projects Document Library  
9. •Optimising the Project Plan 

10. •Creating a Work Breakdown Structure 

11. •Formatting Schedule Data 

12. •Base lining the Project Plan 

13. •Adding Activities 

14. •Roles and Resources 



15. •Project Execution and Control 

16. •Creating Relationships  
17. •Assigning Roles 

18. •Reporting Performance 

 

 

TARGET AUDIENCE:  

Program Managers, Project Managers, and Planners/Schedulers Existing project 

management module users. Existing P3e/c, Enterprise, and Team Play users. 

COURSE DURATION: 4 Days 

 

STRATEGIC RISK MANAGEMENT AND COST 

CONTROL 

 

COURSE DESCRIPTION: 

Every project has risk - some can kill your project and some can even ruin your 

career. As a project manager you must be proficient at identifying and managing 

risks on your project. Mastering risk management techniques is essential to 

becoming a successful project manager. This course is designed to teach you 

hands-on approaches to identifying and managing risks.  

COURSE OBJECTIVE: 

In this course the participant will learn the fundamental tools and techniques of 

strategic risk management and cost control including: 



1. Describe risks using a three part statement 

2. Understand how risk attitudes affect your project 

3. Create useful tools to track risk  

4. Communicate risk information to stakeholders 

5. Develop a risk management plan 

6. Create a meaningful risk matrix 

7. Use operational definitions to reduce bias 

8. Track risk occurrence and variances 

9. Calculate project contingencies 

10. Cost Control. 

COURSE OUTLINE: 

1. Introduction to risk management and cost control 

2. Risk identification 

3. Risk response planning 

4. Cost control 

5. Risk closure and communication  

TARGET AUDIENCE:  

This course is designed for project managers seeking a deeper understanding of 

proven risk management techniques. 

COURSE DURATION: 3 Days. 

MANAGEMENT TRAINNING PROGRAMS 

BASIC SUPERVISORY SKILLS:TECHNICAL& SOFT 

SKILLS 

 



COURSE DESCRIPTION: 

Many people find themselves in positions of responsibility or in supervisory roles 

almost without realising it or indeed without having had any formal training. 

Our two days Basic Supervisory Skills training course not only provides an 

understanding of the techniques required for effective supervision but has been 

designed to give delegates the confidence to use those techniques. The Basic 

Supervisory skills training course is suitable for any person who has responsibility 

for managing a number of people at a functional level within an organisation 

COURSE OBJECTIVE: 

At the conclusion of this course delegates will be able to: 

1. Define their roles and responsibilities as a first line manager 

2. Evaluate their own preferred leadership style and learn how to modify it 

across a range of everyday work situations 

3. Identify with the knowledge, skills and appropriate leadership behaviours 

required for effective supervision 

4. Understand what causes motivation and how to develop it within a team 

Determine how and when to delegate 

5. Understand and practice effective communication at team and individual 

level. 

COURSE OUTLINE: 

1. Technical and Soft Skill 

2. Supervisory roles & responsibilities 

3. Basic employment law update 

4. Leadership styles and their impact 

5. Practical exercise – developing your coaching style 

6. How to be in charge 

7. How to improve performance – team & individual 

8. Setting objectives exercise 

9. How to communicate & motivate 

10. The motivators exercise 

11. Management vs. leadership 

12. How to deal with difficult staff - discipline & control case studies 

13. Milestones & evaluation. 

TARGET AUDIENCE  



The Basic Supervisory skills training course is suitable for any person who has 

responsibility for managing a number of people at a functional level within an 

organisation. 

 

COURSE DURATION: 3 Days 

 

 

 

 

ADVANCED MANAGEMENT FOR MIDDLE AND 

SENIOR LEVEL MANAGERS. 

 
 

COURSE DESCRIPTION:  

Today’s successful senior manager is expected to create, manage and implement 
strategy effectively and efficiently to achieve an organisation’s vision. Our ILM-

accredited Advanced Strategic Management training course utilises the know-how 

of Board Level, Departmental and Senior Managers to build on their experience 

and develop their talents and skills to achieve this objective. The detailed two week 

schedule includes strategic planning and its tools, implementing a strategy, 

budgeting and costing, developing effective systems and processes, managing 

people, managing change and managing risk. The wide-range of teaching styles of 

this dynamic, interactive training, uses up-to-date approaches, methods and 

techniques. This ensures the delegates learn in a way which is adapted to 

individual learning styles and requirements. Delegates work on and develop their 

personal learning outcomes throughout the training and understand how to apply 

practical lessons they have learned, as soon as they return to their organisations. 

 

COURSE OBJECTIVE: 

At the end of this course, Every participants should be able to; 



1. To create strategies which will enable an organisation to achieve its vision, 

goals and objectives 

2. To develop supporting systems and structures to underpin and ensure the 

success of all strategies 

3. To have relevant measures of progress to enable action to be taken to 

overcome any challenges to the implementation of the strategies 

4. To know how to generate commitment from all stakeholders to increase 

strength of support for the successful implementation of the strategic plan 

5. To identify and use the key approaches and methods of communication to 

ensure transparency and openness 

6. To appreciate how important leadership is in the management and 

implementation of strategies and incorporate this knowledge in future 

strategic planning 

7. To anticipate and evaluate likely and unlikely risks and incorporate this 

analysis into strategic management, while enabling a quick and flexible 

response to internal and external changes 

8. To identify those factors which contribute to the failure of the majority of all 

strategies and prevent or overcome those 

9. To revise, refresh and develop those key strategic management skills which 

enable strategic plans to be implemented effectively. 

COURSE OUTLINE 

1. Formulating Strategies to Achieve Vision 

2. Structures, Process and Procedures 

3. Measurement and Reporting 

4. Stakeholders Identification 

5. Systematic Strategic Communication 

6. Leadership and Strategic Decision Making. 

7. Risk and Crisis Management 

8. Prevent Failure of Strategies. 

9. Skills for Success. 

 

 

TARGET AUDIENCE:  

Chief Executive Officers Directors, Company Secretaries, Presidential advisors, 

Ministerial advisers, Board Advisers Chief Financial Officers, Board Members, 



Heads of Department, Directors of Human Resources, Directors of Business 

Development, Strategic Advisors, Senior  Managers, Project Directors. 

COURSE DURATION: 4 Days 
 

 

CAPACITY BUILDING: INTEGRATED EXECUTIVE 

LEADERSHIP AND PERFORMANCE 

 

COURSE DESCRIPTION: 

A wise man once said that there is no individual who does not have opportunity, 

what we have are individuals who are not prepared for their opportunities. I believe 

this principle also applies to organizations. Some organizations aspire to be among 

the top companies in their respective industries without considering or preparing 

for the level of demands and changes their processes, people, product and 

promotion will have to undertake to attain and retain that spot. This implies that for 

individuals and companies to fully maximise their opportunities, they must build a 

capacity that is proportional to the opportunities they aspire to in order to attain 

and sustain their competitive advantages. More so, this capacity building drive 

must be an organization wide effort. This short course focuses on emerging and 

current issues in capacity building. Content of this course provides modern 

analytical strategies on enduring successful strategic practices. The course is 

intended to provide the participants with pragmatic approaches that will guide the 

formulation and implementation of corporate, business and functional strategies. 

This course challenges Organisations to look and rise beyond wishful thinking as 

regards being an industry leader and paying lip service to practical capacity 

building initiatives 

 

 



COURSE OBJECTIVE: 

Each participant will return to work having learned new tools, ideas and 

frameworks that will enable them: 

1. Develop a better understanding of corporate strategy and understand how 

key areas of responsibility fit into the overall strategy of an organization. 

2. Capitalize on the best market opportunities and develop plans to implement 

market strategies 

3. Gain a better understanding of organizational processes, particularly those 

that create and enhance corporate value. 

4. Manage teams effectively and align management practices to increase 

organizational      effectiveness. 

5. Become an operating manager capable of communicating effectively in a 

team environment. 

6. Develop frameworks for problem-solving that allow you to make cross-

enterprise decisions more quickly and with greater confidence. 

7. Test and apply the knowledge you gain to real business cases 

8. Exchange insights with other managers from a variety of industries and 

backgrounds who deal with similar business issues. 

9. Broaden your network by establishing enduring contacts and develop value-

adding friendships. 

COURSE OUTLINE: 

1. Strategic planning and service development 

2. Executing strategy for results 

3. Innovation & strategy development 

4. Financial and non-financial performance measurement and 

5. Organizing staff and team development 

6. Policy development and review 

7. Conflict management 

8. Establishing an organizational attitude 

9. Commercial Dialogues 

10. Analysing internal & external environment: resources and competences 

11. Strategies collaborations/networks  

TARGET AUDIENCE 

  CEOs 

  Board Members 



  Business Owners Directors in Public and Private enterprise 

 Executive Directors 

 Senior Managers 

  Middle level managers 

  Heads of department 

COURSE DURATION:4Days 

 

HOW TO MEASURE UNDERSTAND AND IMPROVE 

CUSTOMER EXPERIENCE 

  

 

COURSE DESCRIPTION 

Organisations are recognising that the complete experience enjoyed or endured by 

their clients is imperative to customer retention, growth and profitability. The 

course focuses on the development and execution of customer experience 

management (CEM) measurement, strategies and implementation. It provides a 

deeper understanding of the essentials of CEM for organisations wishing to 

increase customer retention, growth, loyalty and profitability. This course is 

presented by the University of Pretoria’s Department of Marketing Management in 

co-operation with Consulta. 

 

COURSE OBJECTIVE: 

 



After completion of this course, delegates will be able to: 

1. Identify, differentiate and understand the different concepts in the 

field of CEM; 

2. Understand how customers process information and the role that 

information process styles play in the buy-in decision of customers; 

3. Measure Customer Experience through the utilisation of various 

measurement methodologies; 

4. Understand how to use internal stakeholder feedback (VOC) to 

constantly improve customer experience; and 

5. Develop a CEM strategy for various industries. 

 

COURSE OUTLINE: 

1. Basic principles of CEM 

2. Getting inside the mind of your client 

3. Evaluating, interpretation and measuring the customer experience 

4. Developing, designing and implementing (delivering) customer 

experience strategies 

5. Developing a business case for CEM within the organisation. 

 

TARGET AUDIENCE:  

Managers involved with Customers, Services, Sales, Accounts, Marketing, 

Public Relations, etc 

COURSE DURATION: 3 Days 

 

MANAGEMENT OF CHANGE(MOC) 

 

COURSE DESCRIPTION: 



The change management course will provide leaders and managers with clear 

insights on how to effectively motivate people through corporate culture or 

organisational change. It will equip them with some effective skills and knowledge 

for managing and communicating change. 

 

COURSE OBJECTIVE: 

By the end of this three days training course for managing change, the participants 

will have: 

1. An appreciation of the impact of organisational change on people 

2. Identified ways they can positively lead and motivate people through 

cultural or organisational change 

3. Developed skills for effectively communicating change 

4. Identified ways they can help team members cope with change. 

COURSE OUTLINE: 

1. The case for Managing Change 

2. Change Management Principle 

3. Emotional Responses to Change 

4. Compelling Reasons for Change 

5. Clear Vision and Objective for Change 

6. Building Momentum and Managing Resistance to Change 

7. Applying The Learning and Next Steps 

TARGET AUDIENCE:  

This training course is designed for those who have a responsibility for leading and 

managing people through change at work. 

 

COURSE DURATION: 3 Days 

 

 

 

 

 

 



LAW OF CONTRACT AND HOW TO NEGOTIATE A 

SUCCESSFUL CONTRACT. 

 
 

COURSE DESCRIPTION: 

A contract is a legally binding agreement between two or more parties. This means 

that each party can legally enforce the terms of the contract against the other 

parties if they fail to comply with those terms. Contract negotiations involve 

discussing and compromising on contract terms to reach a final, approved draft of 

a contract that is acceptable to all parties. Some contracts are non-negotiable, as is 

usually the case with leases and manufacturer warranties. However, other 

contracts, such as business, real estate and financial contracts may be negotiated to 

reach terms satisfactory to all parties involved.  

 

COURSE OBJECTIVE: 

At the end of this course,every participant should be able to; 

1. Determine what contract provisions are negotiable. 

2. Identify their objectives for entering into the contract. 

3. Analyze all of the terms to be included in the contract. 

4. Determine your “bottom line” for each disputed contract term. 

5. Collect documentation to support your position on each disputed contract 

term. 

6. Create a checklist of items to address during negotiations. 

7. Set a timeframe within which to reach an agreement on disputed terms. 

8. Build trust with the other party. 

9. Approach the negotiations with a positive attitude. 

10. Draft a contract. 

11. Send the draft contract to the other party for review and comment. 

12. Review the other party’s revisions and comments. 
13. Prepare a counteroffer. 

14. Review the other party’s revisions and comments regarding your 
counteroffer. 

15. Schedule an in-person or phone negotiation. 



16. Finalize a contract properly. 

 

 

 

COURSE OUTLINE: 

1. Introduction to Law of Contract. 

2. Understanding Basic Contract Principles 

3. Preparing to Negotiate a Contract 

4. How to Negotiating a Contract. 

5. Negotiating Your Contract 

6. Finalizing Your Contract. 

 

TARGET AUDIENCE:  

To everyone who wants or wishes to formalize a business transaction or make it 

officially binding on both parties. 

COURSE DURATION: 3 Days 
 

 

 

 

 

 

 

 

 

 

 

 



TEAM BUILDING FOR GROUPS AND DEPARTMENTS 

 

COURSE DESCRIPTION: 

There is a tremendous reservoir of untapped talent, knowledge, experience, and 

creativity within any given organisation. And In any given organisation at any 

given time, there is also (from our experience in work study) tremendous potential 

for improvements to be made in productivity. Many individuals and indeed groups 

within the organisation feel unwilling and or unable to contribute, even though 

there is the desire to do more. On the organisation side there is always the need to 

improve productivity. 

 

 

COURSE OBJECTIVE: 

At the end of this course,every participant should be able to; 

1. Enable Individual team members to participate and contribute to 

improvement efforts 

i. Reduce Unhealthy conflict 

ii. Improve Formal and informal communications 



iii. Improve Problem solving capability (ability & Willingness to 

tackle problems) 

iv. Identify Important improvement areas to work on, in any 

workplace 

v. Develop A back on the job action plan to work on, to achieve 

quick operationalresults. 

 

COURSE OUTLINE: 

1     Preparing to be an effective team member 

2. Developing the team framework 

3. Getting Result in a team 

4. Ending Team Project 

5. Solving team-work Problems. 

 

TARGET AUDIENCE:  

This Workshop is targeted at employees at the operational level—the people who 

carry out the work of your organisation in the office, on ‐ Site and on the shop ‐ 
floor Up, down and across your organisation. Each Topic is examined from the 

viewpoint 

of what a team member can do, irrespective of position or title. It does not matter 

what your organisation does or if it’s in the public or private sector, it has to be 
productivity orientated. 

 

COURSE DURATION: 3 Days 

 

 

ADVANCE MS EXCEL SUITE 

 
 

 



COURSE DESCRIPTION: 

In today's workplace, Microsoft Excel is the de facto tool for working with data on 

the desktop. Knowing how to leverage Excel enables you to simplify complex 

tasks, essential to daily work responsibilities. In this introductory course, you gain 

the skills needed to create Excel worksheets, develop formulas and apply 

sophisticated formatting to capture and present your data. 

COURSE OBJECTIVE: 

You Will Learn How To: 

1. Summarize data with Excel by incorporating formulas, formatting, and 

charts and graphs 

2. Optimize your worksheets using templates, graphs and formulas 

3. Design simple to complex formulas by nesting Excel functions 

4. Import, fine-tune and share Excel data 

5. Create, manage and launch macros. 

COURSE OUTLINE: 

1. Introduction to Microsoft Excel 

2. Navigating the Interface 

3. Basic Data Editing 

4. Acquiring and Conforming Data 

5. Excel Tables and List 

6. Worksheet Formatting and Presentation 

7. Worksheet Presentation 

8. Innovative Formatting 

9. Leveraging Formulas and Functions 

10. Cleaning up Data and Manipulating Data further 

11. Creating a Visual Presentation of Data 

12. Printing Workbooks 

13. Introducing Advanced Excel Features 

14. Final Workbook Touches 

15. Creating and Managing Macros. 

TARGET AUDIENCE:  

Anyone who uses Microsoft Excel and needs to acquire the knowledge, skills and 

techniques to design formulas, create and edit worksheets, and present data results. 



COURSE DURATION: 4 Days 
 

EFFECTIVE INVENTORY CONTROL AND 

MANAGEMENT. 

 

COURSE DESCRIPTION: 

This courseware provides participants with a comprehensive overview of inventory 

control. Each of these modules can be presented/facilitated in a four-hour period 

and is ideal for company seminars and workshops with continuous improvement as 

a goal. 

COURSE OBJECTIVE: 

After this course participants should be able to: 

1. Provide a basic description of the functions of inventory management  

2. Define various methods of inventory management  

3. Discuss real world applications of inventory management  

COURSE OUTLINE: 

1. Provide a basic description of the functions of inventory management  

2. Define various methods of inventory management  

3. Inventory Management Systems  

4. Costs Associated with Inventory Systems  

5. Quantitative Methods of Inventory Management  

6. Material Requirements Planning  



TARGET AUDIENCE:  

This course is actually designed for private individuals, firms and 

Organization who deals with warehouse and stock. 

COURSE DURATION:3Days 

 

HEALTH SAFETY AND ENVIRONMENT 

TRAINNING PROGRAMME 

HEALTH AND SAFETY 

 

COURSE DESCRIPTION: 

Health and Safety Inspections and auditing tools are crucial to the development of 

safety management systems to demonstrate continuous improvement and serve as 

inter-business benchmarking. 

 

COURSE OBJECTIVE 

On completion of the course delegates will: 



1. Understand the difference between, and the relative importance of, 

inspections, safety sampling and audits 

2. Recognise the growing legal duties for corporate risk reporting 

3. Be able to plan an inspection or audit 

4. Be able to produce an inspection and audit report 

COURSE OUTLINE 

1. Legislation 

2. Planning 

3. Audit Plans and Check Lists 

4. Practical Auditing 

5. Understanding Risk 

6. Control Strategy 

7. Method 

TARGETED AUDIENCE: 

All levels of staff with specific responsibilities for the conducting of routine 

inspections or audits. 

COURSE DURATION: 3 Days 

 

FIRE SAFETY AWARENESS 

 

COURSE DESCRIPTION 



The Level 1 Award in Fire Safety Awareness provides you with essential 

knowledge about fire safety. It equips you with knowledge to understand how to 

prevent a fire from starting as well as what actions to take if a fire does break out. 

 

COURSE OBJECTIVE: 

At the end of this course,every participant should be able to 

1. Determine the Main causes and effects of fires in the workplace 

2.  Perform the Duties and responsibilities (of employers, employees and fire 

wardens) Procedures in the event of a fire 

3. Determine the actions to be taken in the event of a fire 

4.  Understand Fire prevention measures 

5. Understand fire risk management, including risk assessment 

6.  Understand the fire triangle 

7. Understand fire risk control measures (active and passive) 

8. Reporting fire safety issues 

9. Use portable fire-fighting equipment 

10. Run simple checks of portable fire-fighting equipment. 

COURSE OUTLINE: 

1. Main causes and effects of fires in the workplace 

2. Duties and responsibilities (of employers, employees and fire wardens) 

3. Procedures in the event of a fire 

4. Actions to be taken in the event of a fire 

5. Fire prevention measures 

6. Fire risk management, including risk assessment 

7. The fire triangle 

8. Fire risk control measures (active and passive) 

9. Reporting fire safety issues 

10. Portable fire-fighting equipment 

11. Simple checks of portable fire-fighting equipment 

 

TARGETED AUDIENCE: 

1. Any individual interested in learning how to manage fire risks and hazards 



2. Working professionals who want to start a career in Safety 

3. Undergraduates and Fresh Graduates seeking to launch their careers 

4. Business owners who are likely to suffer significant loss as a result of fire 

5. Organizations who want induction training for their staff.  

COURSE DURATION: 3 Days 

 

ENVIRONMETAL ASSESSMENT/AUDITING 

 

COURSE DESCRIPTION: 

Through our Risk Assessment and Management course your participants will be 

aware of hazards and risk they didn’t realize were around their workplace. 
Identifying hazards through proper procedures will provide your participants 

the ability to prevent that accident before it occurs. Limiting and removing 

potential dangers through Risk Assessment will be an incredible investment. 

COURSE OBJECTIVE: 

At the end of this course,every participant should be able to ; 

1. Identify Hazards and Risks 

2. Seek Out Problems Before they Happen  

3. Seeking Out Problems Before they Happen 

4. Understand that risk assessment is everyone’s responsibility 

5. Track and Update Control Measures 

6. Understand Risk Management Techniques 

7.  Understand General Office Safety and Reporting 

8. Understand Business Impact Analysis 

9. Understand Disaster Recovery Plan 



10. Understand Summary Of Risk Assessment 

 

COURSE OUTLINE: 

1. Identifying Hazards and Risks 

2. Seeking Out Problems Before they Happen  

3. Seeking Out Problems Before they Happen 

4. Risk assessment is everyone’s responsibility 

5. Tracking and Updating Control Measures 

6. Risk Management Techniques 

7. General Office Safety and Reporting 

8. Understanding Business Impact Analysis 

9. Understanding Disaster Recovery Plan 

10. Understanding Summary Of Risk Assessment. 

TARGETED AUDIENCE: Industrial/ environmental safety personnel 

COURSE DURATION:3Days 

 

HANDLING, STORAGE & TRANSPORTATION OF 

HAZARDOUS MATERIALS  

 

COURSE DESCRIPTION 

The key to minimization and effective management of health-care waste is 

segregation (separation) and identification of the waste. Appropriate handling, 

treatment, and disposal of waste by type reduce costs and does much to protect 



public health. Segregation should always be the responsibility of the waste 

producer, should take place as close as possible to where the waste is generated, 

and should be maintained in storage areas and during transport. The same system 

of segregation should be in force throughout the country. 

 

COURSE OBJECTIVE 

At the end of this course,every participant should be able to ; 

1. Understand Manual Handling and Lifting 

2. Understand Slings and Slinging  

3. Handle Chemicals and Hazardous Substances 

4. Understand what Asbestos means 

 

COURSE OUTLINE 

 

1. Manual Handling and Lifting 

2. Slings and Slinging  

3. Handling of Chemicals and Hazardous Substances 

4. Asbestos 

TARGETED AUDIENCE: 

Personnel who will be moving or handling objects or hazardous materials in and 

around the workplace 

COURSE DURATION:2 Days 

 
 

TOXICOLOGY AND TOXICITY MANAGEMENT 

 
 

COURSE DESCRIPTION: 



Toxicology studies the negative effects of chemicals on different living organisms, 

with special attention given to how they affect humans. Toxicologists investigate, 

interpret and communicate how these effects take place and provide the necessary 

information for implementing protection measures.  

Specialised courses analyse the noxious effects of drugs and industrial chemicals, 

and teach how to avoid and treat toxicity. 

Toxicology is a highly interdisciplinary field connecting knowledge from biology, 

chemistry, medicine, veterinary medicine, pharmacy and environmental science. In 

addition to a high focus on research, toxicology also focuses on risk assessment 

and management for consumer products, to safeguard public health. Other 

responsibilities may include making sure working environments are safe for 

employees. 

Based on diverse chemical and biological aspects of substances, toxicology studies 

offer various specialized sub-disciplines such as neuro-toxicology, aquatic 

toxicology, chemical toxicology, environmental toxicology, forensic toxicology, 

and medical toxicology. Courses are usually offered by universities at graduate 

level or higher and have a high research focus. 

 

COURSE OBJECTIVE: 

Upon completion of this module, the learner will be able to  

1. Define toxicology and commonly associated terms  

2. Differentiate the sub-disciplines of toxicology  

3. Describe the classifications of toxic agents  

4. Describe the field of toxicology and its application when assessing health 

effects  

5. associated with toxic agents commonly found at hazardous waste sites  

6. Understand the roles and responsibilities of various agencies  

7. Identify potential sources for additional information 

 

COURSE OUTLINE: 

1. Toxicology and commonly associated terms  

2. Differentiating the sub-disciplines of toxicology  

3. The classifications of toxic agents  

4. Field of toxicology and its application when assessing health effects  

5. Understanding toxic agents commonly found at hazardous waste sites  

6. The roles and responsibilities of various agencies  

7. Identify potential sources for additional information. 



TARGETED AUDIENCE:Nurses,pharmacists,pharmacy technicians,biologists 

with some knowledge &experience in environmental contaminants who 

need/would like to broaden their expertise on variety of contaminants in today’s 
environment. 

COURSE DURATION:4 Days 

 

EFFECTIVE RIGGING, SLINGING AND LIFTING 

OPERATIONS 

 

COURSE DESCRIPTION: 

To teach the basic skill requirements, practical applications and associated job 

safety knowledge to personnel involved in slinging, lifting and signaling operations 

COURSE OBJECTIVE: 



At the end of this course, the participants will: 

1. Know the duties and responsibilities of a competent person 

2. Gain understanding of the legal provisions concerning lifting operation 

3. Understand the effect of hitches and angles in lifting 

4. Have knowledge of lifting gear inspection 

5. To effectively carry out his duty as a competent rigging supervisor. 

COURSE OUTLINE: 

1 Health and Safety Legislation; Rigger’s Responsibilities; Wire rope, its 
construction and      Safe Working Load (SWL) Maintenance, Inspection and 

parameters for safe use of all lifting appliances. 

2  Calculation of Loads. Using known loads, whenever possible the weight of the 

loads to be lifted should be predetermined. Various methods to achieve this will be 

demonstrated and technical literature distributed during the course. 

3  Wire Rope Tolerances - Design Toleranc 

es. Correct use of wire rope slings, synthetic, webbing slings, chain slings, 

shackles, eyebolts and hooks. Estimating the size of sling required to carry out the 

work safely and efficiently. 

4  Wire Rope Sling Capacity Chart. How to use the slings to increase their lifting 

capacity.Prevention of damage to the slings during lifts.Recommended procedures 

for maintenance and storage of all lifting equipment. 

5  Basic principles of hand chain blocks, tirfors, pull lift and hoist etc. Pre-use 

inspection parameters.Maintenance and storage recommendation.How to use 

lifting machines to gain the best mechanical advantage while maintaining the 

highest level of safety. 

6  Crane Signals: Correct use and positioning of the person giving the signal and 

emergency stop procedure 

I. Using a crane. Demonstrations of various methods of slinging to enable lifts 

to be carried out safely.Practical demonstration of inspection of lifting 

equipment. 

II. Practical demonstration with course participants using the correct crane 

signals. 



III. Practical demonstration of safely applying and using a tag line(s) in a safe 

manner to control the load. 

IV. Practical Examination 

TARGETED AUDIENCE: 

Personnel with a responsibility to carry out rigging and lifting operations and crane 

lifting operations. It also beneficial to personnel such as supervisors and HSE 

advisors with a responsibility for proper planning & appropriate supervision of 

lifting and persons with a responsibility for issues and control of lifting equipment 

and accessories. 

COURSE DURATION: 2 Days 

 

ROOT CAUSE AND INCIDENT INVESTIGATION 

 

COURSE DESCRIPTION: 

The purpose of this course is to provide students with the knowledge and skills 

necessary to facilitate an effective problem analysis and anyone whose job 

involves problem solving. As a minimum, all supervisors and lead personnel 

should take this course 

COURSE OBJECTIVE: 

The course provides a working knowledge of the Apollo Root Cause Analysis™ 
method way of thinking. This is the most popular course, and the one taught in all 

public seminars. It assists anyone in understanding fundamental problem solving 



processes 

and how to facilitate an effective investigation. 

COURSE OUTLINE: 

1. Problems 

2. Problem Definition - What When Where 

3. Why "who" is not important 

4. Causes and Time Lines 

5. 5 Whys and Beyond 

6. Review of Reality charting software and practical experience using the 

software to generate charts and reports 

7. Cause and Effect Chart creation 

8. The need for evidence 

9. Solution brainstorming 

10. Solution Qualification 

11. Selecting Effective Solutions! 

12. Group Facilitation skills 

13. Common Traps 

14. Incident investigation - Program elements 

15. Accreditation 

TARGETED AUDIENCE: 

1. Engineers,ReliabilityPractitioners,Project Engineers/managers,LEAN 

Specialists 

2. 6 Sigma Black 

Belts,Maintainers,Designers,Safetyofficers,Teamleaders,Operators 

3. Managers,Continuous Improvement Personnel,Business Analysts 

4. IT Professionals,Human Resources Personnel,Supply Chain 

Specialists,Logistics Specialists 

5. Customer Service Personnel,Healthcare Case Managers 

6. Healthcare Process Improvement Specialists 

COURSE DURATION:2Days 

 

PERMIT TO WORK SYSTEM 



 

 

COURSE DESCRIPTION: 

Instructions or procedures are adequate for most work activities, but some require 

extra care. A "permit to work" is a more formal system stating exactly what work 

is to be done and when, and which parts of the work are safe. A responsible person 

should assess the work and check safety at each stage. Employees undertaking the 

job sign the permit to show that they understand the risks involved and what 

precautions are necessary. 

Employers must be aware of the regulations concerning more hazardous work 

activities, and ensure that they understand their duties and obligations in law. This 

occupational safety training course will enable managers to assess the requirements 

of a particular job or task, and ensure that Permit to Work documentation is 

completed correctly - and that employees undertaking hazardous activities are 

competent to do so safely. 

COURSE OBJECTIVE: 

At the end of this course, every participant should be able to: 

What a permit to work is and what types there are 

Your responsibility when working under a permit 

The importance of proper work planning and risk assessment 

The essential component of a successful permit to work 

The need for training in permit to work system 

http://www.rospa.com/Occupational-Safety/Advice/Training-Matters


 

TARGETED AUDIENCE: 

Technicians/personnel involve in hazardous work environment 

COURSE DURATION: 2Days 

 

OIL & GAS OPERATION/ MAINTENANCE 

TRAINNING PROGRAMME 

PERFORMING OFFSHORE AUDIT AND EIAs 

 

COURSE DESCRIPTION 

Crucial in the 21st century, this surprisingly abused management tool should be put 

in capable hands. An audit provides a measure of performance against policy, 

procedures, training standards, current and future legislation, and public 

expectations. It is also used to verify risk and impact assessments, controls and 

emergency response. When an audit counts for so much and since it is the key to 

sustained HSE performance - can you afford to take risks? An initial telephone 

consultation will help you assess our proven expertise - with no obligation. 

 

 

COURSE OBJECTIVE: 



At the end of this course participants should be able to 

1. Understand Environmental Awareness and Concepts of Environmental 

Control 

2. Understand Emergency Response Planning 

3. Manage Crisis 

4. Carry out Environmental Auditing 

5. Understand Oil Spill Contingency Planning and Management 

6. Understand HSE Management Systems 

COURSE OUTLINE: 

1. Environmental Awareness and Concepts of Environmental Control 

2. Emergency Response Planning 

3. Crisis Management 

4. Environmental Auditing 

5. Oil Spill Contingency Planning and Management 

6. HSE Management Systems. 

TARGETED AUDIENCE: 

This course is targeted at both senior and middle managers in the oil and gas sector 

and to all relevant staff in the oil and gas industry. 

COURSE DURATION: 3 Days 

MANAGING SIGHT INVESTIGATION, CONDUCTING 

BIO REMEDIATION WORK 

http://www.borthwick-associates.com/Course%20Outlines/#Environmental%20Awareness
http://www.borthwick-associates.com/Course%20Outlines/#Environmental%20Awareness
http://www.borthwick-associates.com/Course%20Outlines/#Emergency%20Response%20Planning
http://www.borthwick-associates.com/Course%20Outlines/#audit
http://www.borthwick-associates.com/Course%20Outlines/#Cont%20Planning
http://www.borthwick-associates.com/Course%20Outlines/#HSE%20MANAGEMENT%20SYSTEMS
http://www.borthwick-associates.com/Course%20Outlines/#Environmental%20Awareness
http://www.borthwick-associates.com/Course%20Outlines/#Emergency%20Response%20Planning
http://www.borthwick-associates.com/Course%20Outlines/#audit
http://www.borthwick-associates.com/Course%20Outlines/#Cont%20Planning
http://www.borthwick-associates.com/Course%20Outlines/#HSE%20MANAGEMENT%20SYSTEMS


 

COURSE DESCRIPTION: 

This course will guide the participants on effective management of site 

investigation through a specialized remediation plan, consult on regulatory 

strategies, and develop a comprehensive clean-up approach. We can address 

numerous types of media, including contaminated soils, sediments, and 

groundwater, and offer numerous services including. 

COURSE OBJECTIVE: 

At the end of this course the participants should be able to; 

1. Understand Groundwater Assessment  and Remediation 

2. Understand Sediment Assessment and Remediation. 

3. Understand Brownfield Redevelopment Planning and Design. 

4. Specialised in Situ Treatment Technology. 

5. Understand Risk Assessment and Applied Toxicology. 

6. Understand Vapour Intrusion  



COURSE OUTLINE: 

1. Groundwater Assessment  and Remediation 

2. Sediment Assessment and Remediation. 

3. Brownfield Redevelopment Planning and Design. 

4. Specialised in Situ Treatment Technology. 

5. Risk Assessment and Applied Toxicology. 

6. Understand Vapor Intrusion. 

TARGETED AUDIENCE: 

This course is targeted at all engineers, scientist and both senior and management 

level in the oil and gas industry.  

COURSE DURATION: 3 Days 

 

ENVIRONMENTAL INFORMATION MANAGEMENT 

AND SUPPORT LICENSE 



 

COURSE DESCRIPTION: 

This course was established over 25 years ago and is now widely recognised as an 

international leader in training environmental managers for work in both the public 

and private sectors. Environmental managers play a vital role in the protection and 

sustainable use of resources. Students learn to address issues such as adaptation 

to climate change, biodiversity and sustainable energy management. At the local 

level Environmental Management focuses on conservation and protection of land 

and water resources and natural habitats. 

COURSE OBJECTIVE 

At the end of this course, every participant should be able to : 

1. understand of the scientific principles that underpin environmental 

management 

2. understand of the economic, social, political and legal frameworks for 

environmental management 

3. Have a sound training in relevant practical, investigative, research and 

generic skills that are the most sought after by employers. 



COURSE OUTLINE: 

1. Analysis of Environmental Data 

2. Environmental Policy and Management 

3. Environmental Economics 

4. Field Techniques 

5. Environmental Impact Assessment 

6. Environmental Geomatics (GIS) 

7. Environmental Law 

8. Ecosystem Services 

9. Environmental Impacts of Energy Production 

10. Economics of Climate Change 

 

TARGETED AUDIENCE:This course is designed for managers, supervisors and 

employees who have responsibility for managing environment issues as a part of 

their day to day work; or those looking to enter the sector; anyone involved with 

developing management systems will also benefit from this course 

COURSE DURATION: 3 Days 

 

HOTEL AND CATERING MANAGEMENT 

TRAINING PROGRAMS 

OPERATION AND MAINTENANCE OF CATERING 

EQUIPMENT 



 

COURSE DESCRIPTION: 

A properly organized maintenance visit will ensure that your catering equipment is 

operating in accordance with the manufacturers original specifications. By carrying 

out regular preventative maintenance for your key equipment we can reduce the 

risk of breakdown, increase efficiency and ensure safe operation. Preventing un-

scheduled breakdowns and on many occasions pre warn you of imminent failure. 

Our contracts are structured around the employers POWER regulations and also 

Gas Safety Installation and use regulations. Fulfilling your health and safety 

obligations. 

COURSE OBJECTIVE: 

At the end of this course participants should be able to: 

1. Operate complex and automated food processing equipment according to 

industry standard principles and practices 

2. Use computer hardware and software to support food manufacturing 

processes (e.g. PLC's) 

3. Apply food safety concepts (e.g. cleaning and sanitation of equipment) to 

food manufacturing processes 

4. Solve routine technical problems relating to the mechanics of equipment and 

premises typical in a food manufacturing environment 

5. Maintain food manufacturing equipment typical in food processing, within 

specified operational parameters through the application of preventative 

maintenance and industrial maintenance theory 

6. Perform tasks effectively both individually and as a member of a work team 

COURSE OUTLINE: 

1. Operating complex and automated food processing equipment according to 

industry standard principles and practices 



2. Using computer hardware and software to support food manufacturing 

processes (e.g. PLC's) 

3. Applying food safety concepts (e.g. cleaning and sanitation of equipment) to 

food manufacturing processes 

4. Solving routine technical problems relating to the mechanics of equipment 

and premises typical in a food manufacturing environment 

5. Maintaining food manufacturing equipment typical in food processing, 

within specified operational parameters through the application of 

preventative maintenance and industrial maintenance theory 

6. Performing tasks effectively both individually and as a member of a work 

team. 

TARGET AUDIENCE: 

This course is designed to develop basic knowledge and skills of the participants 

who want to improve or pick up a career with the hospitality Industry generally. 

COURSE DURATION: 2 Days 

 

FOOD HANDLING TECHNIQUES 

 

COURSE DESCRIPTION: 

People who handle food are those who are involved in any activity in your 

business that involves food or surfaces likely to come in contact with food. It 

covers the people whose work involves manufacturing, processing, preparing (such 

as chopping, cooking, thawing), delivering, servicing, transporting or packing food 

and the people who clean the premises and equipment. The course covers hygiene, 

food handling and cleaning practices and procedures that are all required, all in one 

course that can be taken as time permits in the workplace. 

COURSE OBJECTIVE: 



At the end of this course participants should be able to; 

display and possess the right kind of skills and knowledge they need to handle food 

safely and ensure that it remains safe to eat. 

COURSE OUTLINE: 

• Personal hygiene 

• Cross contamination 

• Food receipt, storage, handling, display and temperature control 

• Cleaning, sanitation & pest control 

• Food spoilage and waste 

• Food poisoning, causes and prevention 

• Food law 

TARGET AUDIENCE: 

This course is not only for  hotel staffs but also all food handling staff involved in 

retail food business would benefit from this training too. 

COURSE DURATION: 2 Days 

 

EXECUTIVE MANAGEMENT PROGRAMS 

 

EXECUTIVE THINKING 



 
 
COURSE DESCRIPTION: 

Based on years of research on intelligence test and cognitive skills, executive 

intelligence reveals the set of aptitude that all brilliant leaders show. What 

exceptionally good leaders do is not magic, rather their achievement are made 

possible by specific and identifiable skills that can be measured and learnt, thus 

with a clear understanding of executive intelligence, managers can develop means 

to improve their own performance as well as identify and cultivate the critical mass 

of talents their organization seek through proper handling of executive thinking. 

 

COURSE OBJECTIVE: 

At the end of the course participants will be able to; 

Make a good or perfect decision that aims at Organizational excellence 

Enhance their thinking process towards optimal decision making for 

Organizational excellence. 

 

COURSE OUTLINE: 

 Executive Intelligence; Business Smart 

 Critical Thinking; Foundation of Executive Intelligence 

 The Executive Intelligence gap. 

 Types of Thinking & Organization Effectiveness. 

 Change Management. 

 Conflict Resolution & Talent Management – A global perspective. 

 Soft Skill of Leadership. 

 Personal Profiling and Self-Assessment. 

 Application for Real Life Situation 

 Developing Growth Plan 

TARGET AUDIENCE: 

this course is designed to develop basic knowledge and skills of the participants in 

the area of handling executive thinking 

 



COURSE DURATION :3 Days 
 

TECHNICAL REPORT WRITING. 

 

 

 

COURSE DESCRIPTION: 

This equips the Organization with the basics the technical and systematical system 

of correspondence skill for the Organization, through effective communication and 

facilitation skills to enable people work together without friction and barriers in an 

Organization. 

 

COURSE OBJECTIVE: 

The purpose of the course is to enhance the capability of participants in 

communication and report writing. At the end of the course, participants will be 

able to; 

 Prepare different types of reports more effectively 

 Use appropriate communication skills 

 Document information sources 

 Learn the techniques for writing descriptive titles, headlines and sub-heads. 

 

COURSE CONTENTS: 

 Techniques for writing effective reports 

 Communication in Organization 

 Nature and purpose of reports 

 

TARGET AUDIENCE: 



This course is designed for professionals whose job involves writing and analyzing 

technical reports. 

COURSE DURATION: 2 Days 

 

 

BUSINESS COMMUNICATION AND FACILITATION SKILL. 

 

 

COURSE DESCRIPTION: 

This programme equips the Organization with the basics of what is needed to 

create the right growth pattern for the Organization, through effective 

communication and facilitation skills to enable people work together without 

friction and barriers  

 

COURSE OBJECTIVE: 

At the end of this course participants will be able to 

 Understand the Importance Effective Communication 

 Understand Communication Style 

 Identify the Components of Effective Communication 

 Develop Good Questioning Skill. 

 Acquire Effective Listening Skill 

 Write an Effective Reporting. 

 Understand Facilitation. 

 Manage Group Dynamics. 

 Facilitate Meetings and Workshop 

COURSE OUTLINE: 

 Importance of Effective Communication 

 Communication Style 

 Components of Effective Communication 



 Questioning Skill. 

 Effective Listening. 

 Effective Reporting. 

 Understanding Facilitation. 

 Managing Group Dynamics. 

 Facilitating Meetings and Workshop. 

 

TARGET AUDIENCE:  

This course is designed to develop basic knowledge and skills of the participants 

who want to improve on their customer service.  

COURSE DURATION: 3 Days 

 

 

DYNAMIC LEADERSHIP CHALLENGE WORKSHOP. 

 

COURSE DESCRIPTION: 

As a leader in your organization, you are tasked with managing the financial health 

of your your department while maintaining your team's drive, innovation, and 

shared vision. Our programs emphasize agility, delivering high performance, and 

implementing change to create executives who stand out because of the 

authenticity, incisiveness, and clarity they bring to leading their organizations. 

COURSE OBJECTIVE: 

At the end of this course participants should be able to : 

 Understand Directors' Consortium  

 Understand The Psychology of Management 

 

https://www.chicagobooth.edu/executiveeducation/programs/leadership/directors-consortium
https://www.chicagobooth.edu/executiveeducation/programs/leadership/essentials-of-effective-management
https://www.chicagobooth.edu/executiveeducation/programs/leadership/essentials-of-effective-management


 Have High Performance Leadership 

 Lead High Performance Organizations  

 Leading Organizational Change 

 Negotiate and Decide Making Strategies 

COURSE OUTLINE: 

 Directors' Consortium  

 Essentials of Effective Management: The Psychology of Management 

 

 High Performance Leadership 

 Leading High Performance Organizations - Hong Kong 

 Leading Organizational Change 

 Negotiation and Decision Making Strategies 

 Strategic Business Leadership: Engagement, Performance, and Execution. 

 

TARGETED AUDIENCE: 

This course is targeted at C.E.Os, M.Ds, Top and Middle level Managers.  

COURSE DURATION: 3 Days 

 

 

 

LEADER  ASIMILATION, DELEGATION AND 

EMPOWERMENT. 

 

COURSE DESCRIPTION:  

https://www.chicagobooth.edu/executiveeducation/programs/leadership/high-performance-leadership
https://www.chicagobooth.edu/executiveeducation/programs/leadership/leading-high-performance-organizations-hong-kong
https://www.chicagobooth.edu/executiveeducation/programs/leadership/leading-organizational-change
https://www.chicagobooth.edu/executiveeducation/programs/leadership/negotiation-and-decision-making-strategies
https://www.chicagobooth.edu/executiveeducation/programs/leadership/directors-consortium
https://www.chicagobooth.edu/executiveeducation/programs/leadership/essentials-of-effective-management
https://www.chicagobooth.edu/executiveeducation/programs/leadership/essentials-of-effective-management
https://www.chicagobooth.edu/executiveeducation/programs/leadership/high-performance-leadership
https://www.chicagobooth.edu/executiveeducation/programs/leadership/leading-high-performance-organizations-hong-kong
https://www.chicagobooth.edu/executiveeducation/programs/leadership/leading-organizational-change
https://www.chicagobooth.edu/executiveeducation/programs/leadership/negotiation-and-decision-making-strategies
https://www.chicagobooth.edu/executiveeducation/programs/leadership/strategic-business-leadership
https://www.chicagobooth.edu/executiveeducation/programs/leadership/strategic-business-leadership


This course is focused on training participant on the power of division of labour 

and delegation of duty in an organization for organizational growth and 

development. 

COURSE OBJECTIVE: 

By The End Of The Workshop Participants Will Be Able To: 

 Understand the dynamics of motivating and managing people 

 Recognise the stages of development of their people 

 Know how to modify their approach to empathise with the 

needs of the team members 

 Be more aware of individual motivational factors and how to 

apply them 

 Balance their activities between the achievement of objectives 

and the motivation and development of their people 

 

 

 

 

Recognise the value of management as a support function 

 
 

Create a personal development plan to continue improving the 

performance of the team 

 

COURSE OUTLINE: 

Role of the Manager 
the responsibilities and challenges of management 

what makes a good manager? - reasons for success and failure 

best practice checklist for management as a support function 

Foundations of Management  
different management styles and their impact on people 

knowing when to use which style 

Management and Action Centred Leadership 
recognising when to manage and when you to lead 

getting an appropriate focus on: achieving the task 

building and maintaining the team 

developing and motivating the individuals 



Leadership and Motivation 
understanding motivation and what motivates - a personal analysis 

motivation Vsincentivisation 

Situational Leadership in the Management Role 
knowing the stages of development of your people 

applying the skills of directing, coaching, supporting and delegating 

Objective Setting and Ensuring Clear Direction 
understanding the value of goals and targets 

ensuring buy-in 

the team member's perspective of goals 

setting effective goals, objectives and targets 

Delegating Effectively 
the difficulties with delegation 

the consequences of not delegating effectively 

the nine point plan for effective delegation 

Communication Skills  
leading effective meetings 

presenting difficult news 

criticism and behaviour modifiers 

Giving feedback 
the value of good feedback 

feedback as a motivator  

three models to assist in both Positive and Negative feedback 

getting feedback to improve your performance 

Decision Making 
sharing responsibility 

gaining buy-in to decisions 

when and how to share the decision making process 

Working Upline 
collaborating with your manager 

effecting changes successfully 

getting the support you need 



Personal Action Plan 
in which the delegates record and share the actions they intend to take as a result of 

this workshop. This is intended as the basis for a debrief with the delegate's 

manager on their return to the workplace 

TARGETED AUDIENCE: 

This workshop is aimed at people with no formal management training or those 

who would benefit from a refresher. It provides the delegates with a grounding in 

the necessary people skills to increase performance, maximise motivation and 

create a positive and ‘can-do’ working environment. It offers series of models to 
enhance results whilst improving communication and feedback. 

 COURSE DURATION: 2 Days. 

 

 

 

EXPATRIATE PREPARATION: CULTURE 

SENSITISATION,INTERNATIONAL EFFECTIVENESS AND 

DEVELOPING YOUR GLOBAL WORKFORCE 

 

COURSE DESCRIPTION: 

This course introduces you to the impact of global conditions on the management 

of human resources at home and abroad. It discusses the expansion of international 

trade and the growth of US and non-US MNEs.  It considers globalization and 

global human resource management in the context of overseas subsidiaries, 

domestic locations and the use of immigrants, international joint ventures, 



international mergers and acquisitions and the multinational enterprise itself.  We 

will also explore country differences due to such factors as country culture, socio-

political differences, legal regulations, economic and educational levels, and 

business customs. 

COURSE OBJECTIVE: 

 At the end of this course participants should be able to; 

Understand and manage the realities and trends of global organizations x Provide 

opportunities to develop your “cultural intelligence” x Develop global HR 

strategies for MNEs  x Share ideas, perspectives and suggestions on global HR 

issues 

COURSE OUTLINE: 

 TEAM WORK 

 INDIVIDUAL WORK 

 CLASS PARTICIPATION 

 GRADING 

 CLASS SCHEDULE 

TARGETED AUDIENCE: 

This course is basically designs for expatriates.  

COURSE DURATION: 3 Days 

 

NURTURING EFFECTIVE BUSINESS HABIT AND TIME 

MANAGEMENT. 

 

COURSE DESCRIPTION: 



Personal Time Management is about controlling the use of your most valuable (and 

undervalued) resource. Consider these two questions: What would happen if you 

spent company money with as few safeguards as you spend company time? When 

was the last time you scheduled a review of your time allocation? 

The absence of Personal Time Management is characterized by last-minute rushes 

to meet deadlines, meetings which are either double booked or achieve nothing, 

days which seem somehow to slip unproductively by, crises which loom 

unexpected from nowhere. This sort of environment leads to inordinate stress and 

degradation of performance: it must be stopped. 

COURSE OBJECTIVE: 

At the end of this course participants should be to: 
 eliminate wastage 
 be prepared for meetings 
 refuse excessive workloads 
 monitor project progress 
 allocate resource (time) appropriate to a task's importance 
 ensure that long-term projects are not neglected 
 plan each day efficiently 
 plan each week effectively and to do so simply with a little self-discipline. 

 

COURSE OUTLINE: 

Eliminating wastage 

Preparing for meetings 

Excessive workloads 

Monitoring project progress 

Allocating resource (time) appropriate to a task's importance 

Ensuring that long-term projects are not neglected 

Planning each day efficiently 

Planning each week effectively and to do so simply with a little self-discipline. 

 

TARGETED AUDIENCE: 



For everyone who wants to  develop a better habit and time management  towards 

their business: managers, supervisors, and business executives  

COURSE DURATION: 3 Days 

 

 

 

 

 

 

 

STRATEGIC BUSINESS RISK MANAGEMENT 

 

COURSE DESCRIPTION: 

The strategic decisions that you participate in shape the direction and success of 

your organization. The ability to make effective critical decisions is a valuable and 

crucial skill that helps make managers, executives, and corporate leaders 

indispensable. Quality decisions that result in cost, time, and resource savings will 

benefit the company and your career. 

COURSE OBJECTIVE: 

At the end of this course every participant should be able to: 

 Make good decisions under pressure 

 Understand enterprise risk from the shareholder value perspective 



 Use design innovation principles to generate better alternatives 

 Gain true commitment to effective execution from the key players in 

implementation 

COURSE OUTLINE:  

 Introduction to Strategic Risk management. 

 Strategic Implications of risk management. 

 Types of risk 

 Decision making. 

 Understand enterprise risk from the shareholder value perspective. 

 Use design innovation principles to generate better alternatives 

 Gain true commitment to effective execution from the key players in 

implementation. 

TARGETED AUDIENCE: 

Designed for decision-makers and those who support strategic decision-making 

and risk management. The program serves diverse functional areas, including 

finance, risk management, planning, engineering, marketing, R&D, design, supply 

chain, business development, and HR.  

COURSE DURATION: 3 Days 

 

 

 

CORPORATE STRATEGY AND FINANCE 

TRAINING PROGRAM. 

CONTRIBUTING EFFECTIVELY TO STRATEGIC PLANING 



 

 

COURSE DESCRIPTION: 

Most of us know that planning is a way of looking toward the future and deciding 

what the organization will do in the future. Strategic planning is a disciplined 

effort to produce decisions and actions that guide and shape what the organization 

is, what it does, and why it does it (Bryson, 1995). Both strategic planning and 

long range planning cover several years. However, strategic planning requires the 

organization to examine what it is and the environment in which it is working. 

Strategic planning also helps the organization to focus its attention on the crucial 

issues and challenges. It, therefore, helps the organization's leaders decide what to 

do about those issues and challenges. 

COURSE OBJECTIVE: 

At the end of this course participants should be able to use Strategic Planning 

effectively in their organizations 

COURSE OUTLINE: 

 Analysing  

 Strategy 

 Implementation 

 Result for the long term 

 

TARGET AUDIENCE: 

This course is mostly designed and suitable for C.E.O, Managing Directors, Top 

and Middle level Managers. 

 COURSE DURATION: 3Days. 



 

 

 

OPERATIONAL MANAGEMENT IN BUDGET USE & 

BUSINESS STRATEGY FORECAST 

 

 

 

COURSE DESCRIPTION: 

This course will provide not only the theoretical background but also the necessary 

skills to build world class standards into your planning, budgeting, performance 

measurement and reporting system. The course will concentrate on imparting to 

delegates how to learn the concepts, processes, and techniques of budgeting and 

business planning in order to be better able to carry out their budgeting and 

business planning tasks and responsibilities. By combining techniques analysis, 

problems and examples with real case studies the course provides delegates with 

key cost awareness and budgetary skills, which is essential in managing and 

controlling processes/projects in times of increasing global competition where the 

budgets are inextricably linked with both strategy formulation and cost analysis. 

COURSE OBJECTIVE: 

By the end of this course, participants will be able to: 

 Build an integrated planning, budgeting and reporting process 

 Understand costs behaviour more accurately 



 Deliver more timely and useful information to decision makers 

 Improve you the budgeting/financial skills required for better decision-

making 

 Appreciate the need to link projects within budgets 

COURSE OUTLINE: 

 Budgets and Strategy in Today’s International Environment 
 The Business Plan and Budget Development 

 Analysing the Applicability of Historical Data Using Excel® 

 Using Activity-Based Budgeting and Cost Analysis Techniques 

 Capital Budgeting and Project Appraisal 

 

 

 

 

TARGET AUDIENCE: 

The course is designed for anyone involved in the budget and business planning 

process within their organisation.  It is equally appropriate for those who manage 

projects and who wish to have a greater understanding of how budgets, business 

plans, and projects interlink. 

This course is suitable to a wide range of professionals who have budgetary control 

and are involved in the business planning process, including, but not limited to: 

 Professionals who require a more in-depth understanding of integrated 

planning & budgeting techniques 

 Accountants responsible for budget preparation & management reporting 

 Financial Planners and Cost Analysts 

 Line heads with direct planning and budgeting responsibility 

Professional advisers, Account Personnel and Business Consultants. 

COURSE DURATION: 3 Days 

 



 

CUSTOMER RELATIONS & MANAGEMET 

TRAINING PROGRAM 

GALVANIZING THE FRONT DESK & SUSTAINABLE 

CUSTOMER SERVICE. 

 

 

COURSE DESCRIPTION: 

The image of an Organization is only as good as its front liners, therefore any 

Organization that strives for excellent distinction and success must ensures that 

there is an impeccable projection of the company right from the front desk. This 

program equips the front desk officer with the basics of what is needed to create 

the right impression for the Organization, might go a long way to sustain customer 

relationship which justifies the saying “first impression last longer”. 

COURSE OUTLINE: 

At the end of thiscourse, every participant will be able to: 

1. Own and Manage the Front Desk Effectively 

2. Receive and Handle Customers Properly 

3. Manage Difficult Customers 

4. Display the right Telephone Etiquette Savvy on their job performance 

5. Display the right Professional Attitude & Behavior on their job performance 

6. Dress and Comport him or herself well enough at the front desk 



7. Stay focus and attend to many customers at a time. 

8.  A Good Elocution & Diction 

9. Display Good Toxic Trait 

COURSE OBJECTIVE: 

At the end of this course every participant should be to: 

1. Owning and Managing the Front Desk 

2. Receiving and Handling Customers 

3. Managing Difficult Customers 

4. Telephone Etiquette Savvy 

5. Professional Attitude & Behavior 

6. Appearance and Comportment 

7. Self-Awareness 

8. Elocution & Diction 

9. Toxic Trait 

TARGET AUDIENCE:  

This course is designed to develop basic knowledge and skills of the participant’s 
i.e. Front desk Managers, front desk officers and Receptionist 

COURSE DURATION: 2 DAYS. 

 

 

 

EFFECTIVE CUSTOMER SERVICE 

 



COURSE DESCRIPTION: 

This course will provide the participants the required skill set in handling all 

manner of customers and expectations from customer service personnel. 

 

COURSE OBJECTIVE: 

At the end of the course participants will be able to: 

1. What is effective Customer Service 

2. Communication effectively to Customers  

3. Know and understand the psychology of their Customer 

4. Handle Upset Customers (Manage Customer Anger) 

5. Handle Telephone Conversation with a Customer 

6. Acquire Internet Customer Skills 

7. Effectively Follow-up Practice with Customer 

 

COURSE OUTLINE: 

1. Introduction to Customer Service 

2. Communication Skill in Customer Service 

3. Knowing Your Customer 

4. Handling Upset Customers (Anger Management) 

5. Handling Telephone Conversation with a Customer 

6. Internet Customer Skills 

7. Effective Follow-up Practice with Customer. 

 

TARGET AUDIENCE:  

This course is designed to develop basic knowledge and skills of the participants 

who want to improve on their customer service. 

COURSE DURATION: 3 Days 

 

 

 

 

OBTAINING AND RETAINING ACTIVE CUSTOMERS 



 

COURSE DESCRIPTION: 

The purpose of this course is to increase customer and corporate profitability of an 

organization for its perpetual and continues existence. In addition customer 

profitability analysis is also a base for determing the level of customer service. 

COURSE OBJECTIVE:  

At the end of the course the participants should be able : 

1. Analyze Customer Profitability 

2. Improve Customer Profitability 

3. Improve Customer Satisfaction 

4. Understand how to retain and make Customers Loyal 

COURSE OUTLINE: 

1. Introduction to Customer Profitability Analysis 

2. Analyzing Customer Profitability 

3. Improving Customer Profitability 

4. Customer retention and Loyalty 

TARGET AUDIENCE: 

This course is designed to meet the need of all organization who wants to meet the 

need of their customers so that they can retain them for Organizational profitability 

and growth. 

COURSE DURATION: 3 Days 

 

 

 

 



 

 

 

 

FUNDAMENTALS OF SALES MANAGEMENT 

 
 

COURSE DESCRIPTION: 

This course will give participant the basic sales process, plus some basic sales tools 

that they can use to seal the deal no what the size of the sale. The participant will 

be more confidents to handle objections and would learn how to be great sales 

closer. 

 

COURSE OBJECTIVE: 

At the end of this course, every participant will be able to: 

1. Set Sales goal 

2. Understand the language of Sales 

3. Begin a sales discussion on a right foot 

4. Make an effective pitch 

5. Use a prospect board 

6. Follow up on Sales. 

7. Define different Objections 

8. Understand the factors that contribute to customer objections 

9. Recognize different strategies to overcome customer objections 

10. Identify the real customer objections 

11. Handling Objections 

12. Learn how to deflate objections and close the deal 

13. Finally, Learn how to seal the deal. 



COURSE OUTLINE: 

1. Setting Marketing goal 

2. Understanding Marketing environment of the product in order to understand 

the sales language of such product 

3. Starting and Closing sales 

4. Marketing prospect boars 

5. Follow up on Sales 

6. Objections Handling 

7. Sales Objections 

 

 

 

 

TARGET AUDIENCE: 

This course is designed for new sales people, Sales support as well as potential 

candidate for sales positions who wants to build and revitalize their existing selling 

skills. 

 

COURSE DURATION: 3 Days 

 

 

HUMAN RESOURSES TRAINING PROGRAMS 

COMPETENCY MODEL& COMMUNICATION AUDIT FOR HR 

PERSONNEL 

 



COURSE DESCRIPTION: 

A competency model is a set of skills and behaviours identified to be critical for 

effective job performance. When used to guide individual work behaviour and/or 

professional development, competency models can be instrumental in achieving 

professional success. We currently have three competency models  

Which is peculiar in most organisation; the Leadership, Competency Model, the 

Supervisory Competency Model, and the General Employee Competency Model.  

COURSE OBJECTIVE:  

At the end of this course every participant should be able to: 

 Understand and Explain HR Competency Model 

 Display Good Interpersonal Skill 

 Display Good Collaboration Skill 

 Have Good Self-Management Skill 

 

COURSE OUTLINE: 

 HR Competency Model. 

 Interpersonal Skill. 

 Collaboration Skill. 

 Self-Management Skill. 

TARGET AUDIENCE: 

This course is designed to all organization who wants to improve on their 

organizational performance through the effective use human resources in the 

organization. 

COURSE DURATION: 2 Days 

 

TALENT MANAGEMENT 

 
 

 



COURSE DESCRIPTION 

Every company wants to have the best and brightest employees, and with Talent 

Management that can be achieved. With a company's workforce generally being its 

highest cost, does it not make sense to invest in it? With Talent Management you 

are developing a more skilled workforce, and attracting better and more skilled 

new hires. 

We all know that training and retraining is expensive, and our Talent Management 

workshop will reduce these costs. Recruiting the correct people, and keeping a 

talented workforce is a priority. Having a talented group of employees has always 

been a key to success; it will translate into better performance and higher 

productivity. Talent Management is the investment that will pay dividends for 

years to come. 

COURSE OBJECTIVE: 

At the end of this course participants will be able to: 

 Define Talent Management 

 Understand Talent Management 

 Understand Performance Management 

COURSE OUTLINE 

 What is Talent Management 

 Understanding Talent Management 

 Performance Management 

TARGET AUDIENCE: 

This course is designed to all organization who wants to improve on their 

organizational performance through the effective Management of talents in their 

organization. 

 

COURSE DURATION: 3 Days 

 

 

PERFORMANCE MANAGEMENT AND EFFECTIVE  

FEEDBACK SYSTEM 



 
 

 

COURSE DESCRIPTION 

Performance Management is making sure the employee and the organization are 

focused on the same priorities. It touches on the organization itself by improving 

production and reducing waste. It helps the employee or individual set and meet 

their goals and improves the employee manager relationship. This is key in 

keeping an organization and employee aligned, which improves performance and 

productivity, is Performance Management. 

When changes occur Performance Management feedback system helps the 

transition to be smoother and less hectic. It helps the organization and employee 

have a stream-lined relationship which improves communication and interactions 

between the two groups. It will help close any gaps that exist in an employee's 

skill-set and make them a more valuable employee through feedback and coaching. 

COURSE OBJECTIVE: 

At the end of this course participants should be able to: 

 Understand Performance Management  

 Understand a Proper Feedback System for effective performance 

Management 

 How performance Management and Feedback system works 

 Understand the tools for measuring performance in any Organization 

COURSE OUTLINE: 

 What is Performance Management? 

 What is feedback System? 



 How performance Management and Feedback System works in an 

Organization 

 Tools for Measuring Performance in an Organization. 

TARGET AUDIENCE: 

This course is designed to meet the need of all Organization who wishes to manage 

the performance of employee for the purpose of getting measurable feedback on 

employee performance. 

COURSE DURATION: 3 Days 

 

 

 

HR TOOLING AND CUSTOMIZE EXCEL TRAINING FOR 

HR PERSONNEL. 

 
COURSE DESCRIPTION: 

This course will help the participants to be familiar with the layout of Excel, 

understand basic Excel terminology and functionality, and be able to create simple 

spreadsheets using Excel 2013. 

 

COURSE OBJECTIVE: 

At the end of this course, every participant should be able to: 

 Know the terms associated with Excel including Ribbon, Tabs, Groups and 

Back Stage View 

 Create worksheets and apply basic formatting to achieve data organization 

goals 

 Describe specific components of Excel Worksheet software 

 Edit data and worksheets to fit specific needs 

 Practice Excel skills utilizing real-world examples 

COURSE OUTLINE: 



 Terms associated with Excel including Ribbon, Tabs, Groups and Back 

Stage View 

 Creating worksheets and applying basic formatting to achieve data 

organization goals 

 Describing specific components of Excel Worksheet software 

 Editing data and worksheets to fit specific needs 

 Practicing Excel skills utilizing real-world examples. 

TARGETED AUDIENCE: For all HR Personnel 

       COURSE DURATION: 3 Days 
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