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HOT NEW COURSES
Using Coaching Skills to Develop Staff

B-BBEE Status Update
CBM Training is an equal opportunity employer, that strives wherever
possible to promote members of previously disadvantaged group.
CBM Training’s BEE Balanced Scorecard has been evaluated and Audited
by BEE Verification Agency, an accredited verification and auditing Black
Economic Empowerment system in line with the Government’s BEE
procurement policy and scorecard we have also received a LEVEL 2 Black
Economic Empowerment Verification Certificate.

and Achieve Organisational Goals
Price: R5, 750 Excluding VAT
Duration: 2 Days
Region: JHB
Dates: 9-10 May 2016

To achieve sustainable outstanding results through people, today’s
manager needs to master proven management, leadership and
coaching skills. In contrast to the skills required to lead and manage,
coaching requires a more subtle, insightful and non-directive approach
to staff development.

Join us as we make waves at the secretarial event
of the year!

2016

CAPE TOWN: 24 - 25 May 2016 @ The 12 Apostles Hotel and Spa
JOHANNESBURG: 17 - 19 October 2016 @ Sun City
For more information, please contact info@cbmtraining.co.za

Dear CBM Training Client
Welcome to the Second Edition of our CBM Training
catalogue! We have an exciting range of courses lined up
for our valuable clients in the second quarter of 2016.
Most exciting among these is our Professional
Administrators Conference (PACSA) in Cape Town, in
May. After a 2 year sojourn, PACSA is back in the mother
city with a fantastically dynamic session and speaker line
up! We are also constantly developing brand new training
courses, and are in the process of launching a brand
new training course division – so watch this space!
We have grown our PIVOTAL training division and now
offer various Services SETA accredited Learnerships –
contact us for more information!
As always, my wonderful, dedicated team are wellequipped, ready and waiting to provide you with a 360°
solution to your corporate training and staff development
requirements.
Yours sincerely,

Sandra Gjersöe
General Manager – South Africa

This highly interactive, dynamic 2 day course will expose delegates to
both the theory and practical application of best practice coaching
techniques, empowering them with the skills needed to transform staff
and improve organisational performance.

Your comprehensive programme includes:

• Examining the different mandates of your role as a leader,
manager and coach
• Understanding and addressing staff development needs by
applying Erikson’s Psychosocial Stages model
• Avoiding slipping into directive mode by understanding and
embracing the Coaching Mindset
• Exercising discretion by understanding when it’s right to coach
and when it’s not
• Stimulating creative and independent thinking by asking the
right questions to help your coachee generate a solution
• Adopting a professional and constructive approach to giving
feedback so that staff stay inspired and motivated to perform

Implementing the Revised B-BBEE
Codes in a way that Maximises ROI
Price: R3, 650 Excluding VAT
Duration: 1 Day
Region: JHB
Dates: 7 June 2016

The Revised B-BBEE Codes of Good Practice have fundamentally
altered the empowerment landscape, presenting organisations with
both with new challenges and opportunities.While some see the
changes as onerous, astute executives are examining the codes and
implementing strategies that will enable them the maximise their
return on investment in both human capital and monetary terms.
CBM Training has partnered with Trancend Corporate Advisors to
bring you this dynamic and engaging 1 day course. The programme
demystifies the Revised B-BBEE Codes of Good Practice, and equips
executives with a working knowledge of best practice B-BBEE
implementation that makes business sense.
This course is ideal for Managing Directors, CEOs, CFOs, CIOs,
COOs, Human Resource Professionals, Preferential Procurement
Professionals, or any other individuals who have been tasked with
maximising the ROI of one or more pillars of the BBBEE scorecard.

Your comprehensive programme includes:

• Evaluating the potential impact to your organisation by
understanding the changes to the B-BBEE Scorecard
• Ensuring you achieve and retain a good B-BBEE rating by adopting
best practice methodologies
• Exercising due dilligence by evaluating the business case for
sustainable transformation
• Understanding transformation best practice models and their
resulting benefits to your organisation, workforce and community
• Adopting and implementing a transformation strategy that
maximises return on human capital as well as monetary investment

To be informed of new courses as they launch, visit:

www.cbmtraining.co.za/news
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LEVEL 1 B-BBEE CERTIFIED

CBM Training has a Level 1
B-BBEE certificate, and has been
evaluated and audited by the BEE
Verification Agency, an accredited
verification company.

FULL SETA ACCREDITATION

CBM Training holds Full
Institutional Accreditation status with
the Services SETA with one of
their first accreditation
numbers - D0057.

REGISTERED FET COLLEGE

CBM Training is registered as a
Private FET College with the
Department of Labour,
registration number
2009/FE07/111.
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A LEGACY OF EXCELLENCE

CBM Training was established
in 1995, and has trained over
98 000 delegates from over
13 000 companies across
Southern Africa and beyond.
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Human Resource Courses
Planning a Successful Employee Induction Programme
Price: R3, 450 Excluding VAT
Hiring a new member for your team is often time-consuming
and costly. When you have finally offered the right person the
job, you want them to settle in and start working productively
as soon as possible, and be retained for as long as possible.
Many companies however, have erratic, unstructured induction programmes that often leave the “newbies” feeling
overwhelmed / underwhelmed, bored or feeling they have
chosen the wrong job!
A professionally organised and delivered induction programme
is your new employees’ first proper impression of you and
your organisation. It ensures that they feel comfortable in
their new job and understand the corporate culture of the
company they are joining. They are therefore more likely to
settle quickly, have no negative impact on their colleagues,
grasp their responsibilities clearly and use up less of their
manager’s time.

Short URL: http://ow.ly/UXHZa
Your comprehensive programme includes:

• Discovering the benefits to your organisation of an effective
induction programme including: reduced start-up costs,
employee turnover and time wastage
• Defining the goal that you want to achieve with your
induction programme
• Deciding on the main elements of the induction programme
• Setting up a practical, effective time frame for the induction
programme, and ensuring all stakeholders are involved with
minimum disruption to daily activities
• Implementing on-going support such as a “Buddy” system
or regular reviews with the manager to guide performance
and behaviour
• Reviewing the effectiveness of your induction programme
and “tweaking” it where necessary

1 Day
JHB:

5 Feb 2016

Train the Trainer
Price: R8, 450 Excluding VAT
An expert trainer is someone who can engage and capture
the attention and imagination of their audience and make
learning easy and enjoyable. Expert trainers seem to
effortlessly turn theory into usable skills, information into
practice and their delegates into motivated, empowered
and fired up employees. They assess the needs and learning
styles of their delegates; tailor their training delivery to
ensure learning is achieved and no one is left behind.
This practical 3 day course is designed to help you make
your training sessions come alive! You will acquire and
practice key facilitation competencies, ensuring that you
capture Management
and retain yourCourses
learners’ attention, and impart
Project
knowledge in a practical and outcomes-based manner. This
course is fully aligned to Unit Standard: 117870 – 10 Credits
but an extra charge will be made for assessment.

Short URL: http://ow.ly/UXJmo
Your comprehensive programme includes:

• Understanding training in South Africa and demystifying
issues around training legislation
• Planning your training course effectively and developing
outstanding training content and presentation material
• Key presentation skills for delivering powerful training that
grabs and holds the learners’ attention
• The use of effective 2-way communication skills as the basis
for successfully facilitating a programme
• Ensuring the practical value of training through the use of
the latest outcomes-based training techniques
• Key individual and group facilitation skills and techniques
• Reviewing training and development effectiveness and
implementing effective training administration

3 Days

JHB: 18-20 April 2016

Senior Management Courses
A South African Manager’s Guide to Avoiding Costly Labour Law Mistakes
Price: R5, 750 Excluding VAT
Successfully managing full time and contract staff under
the strict South African labour laws is an extremely delicate
task. Both Line and HR Managers must be 100% certain that
their actions are completely compliant, procedurally fair and
equitable if they are to avoid costly compensation orders
from the CCMA. When dealing with complex issues like:
chairing disciplinary hearings, inefficiency, absenteeism,
medical incapacity, tardiness, theft and any other challenging
staff-related issue, managers need to adhere strictly to the
labour law edicts, whilst still performing in a way that has the
company’s best interest at heart.
This practical two day course with a top South African labour
law specialist will provide HR and Line Managers with the
critical information they must keep in mind when managing,
hiring, disciplining, censoring, dismissing or retrenching staff.

www.cbmcatalogue.com/courseurl
Your comprehensive programme includes:

• Avoiding unexpected labour issues by understanding
the definitions, limitations and legal position regarding
temporary and contract workers in term of 2015
amendments to Labour Law
• Discovering the most efficient, compliant and effective ways
of dealing with a multitude of staff related issues, including:
misconduct, poor performance and incapacity
• Establishing and maintaining a legally sound business
relationship from the start by being mindful of procedures
to follow when interviewing and hiring
• Avoiding opening your organisation up to litigation by
handling reports of discrimination or harassment according
to best practice

2 Days
JHB:
JHB:

11-12 Feb 2016
9-10 June 2016

Successful Strategy Implementation using Lean and Agile Principles
Price: R7, 850 Excluding VAT
It’s been said that “Execution eats strategy for breakfast”,
meaning no matter how many hours your Exco
team has spent crafting a comprehensive strategy, without an
equally robust (and realistic) implementation
plan – your strategy is doomed from the start. Lean and
Agile methodologies, which have successfully been applied
in technical and production environments, contain a wealth
of principles that can assist you to successfully transform the
organisation’s strategy from concept to fruition.
This intensive 2 day course with an experienced Strategy
Execution Consultant will provide delegates
with insight into how they can adapt their strategy
implementation process to deliver the results they want.

Short URL: http://ow.ly/UXJmo
Your comprehensive programme includes:

• Learning from the mistakes of others by examining
case studies that demonstrate why and how strategy
implementation fails
• Uncovering potential methods of adapting your strategy
implementation process by understanding the Lean and
Agile paradigms and principles
• Highlighting areas of concern by using a proven diagnostic
process to identify pain points in unsuccessful strategy
implementation attempts
• Adopting an realistic strategy implementation plan by
involving all stakeholders in the planning and on the ground
execution stages
• Reviewing and adapting strategy implementation plans
based on learnings and regular feedback from stakeholders

2 Day
JHB:

10-11 Mar 2016
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Specialist Courses
Submitting Winning Government Tenders and Compliant Bids
Price: R3, 450 Excluding VAT
Tendering for government contracts is big business. It
requires specialist skills to compile, submit and present
compliant AND responsive bids. In addition, South African
tendering rules have changed and contracts are awarded
based on an organisation’s B-BBEE status.
This intensive 1 day course, presented by a South African
tendering specialist, combines classroom exercises and case
studies to ensure you gain a deep understanding of how
government tenders are scored, evaluated, adjudicated
and awarded.
Additionally, you will gain key insight into how to claim
incentive points under the preferential point systems. Take
this opportunity to give your organisation the best possible
chance of winning new government business.

Short URL: http://ow.ly/UY7AJ
Your comprehensive programme includes:

• Understanding the tending environment in South
Africa today - the benefits and the risks of large tenders
• Looking at the legislative environment for public bids
• Discovering how to make your bids compliant AND
responsive, thereby avoiding instant disqualification
• Understanding and managing the public bidding process
• Looking into “non-priced” criteria that may be the difference
between winning or losing the tender
• Claiming the maximum price and preference points under
the 90/10 or 80/20 points systems
• Understanding what happens during the tender evaluation
and adjudication stages
• Avoiding losing points under the revised B-BBEE levels

1 Day
JHB:
JHB:

17 Mar 2016
3 June 2016

A Beginners Guide to Applying Project Management Principles
Price: R3, 450 Excluding VAT
From marketing launches to IT roll outs to office relocations,
many non-project managers need the skills to plan, execute,
troubleshoot and successfully conclude a project. To some
the term “Project Management” is something best left to
a qualified professional, but it’s not as intimidating as it
sounds. Basic Project Management principles can be applied
to small, medium (or large) scale workplace projects – with
impressive results.
This 1 day course will equip delegates with easy to
implement processes and systems, helping them to take
appropriate timely action and avoid many problems that
can cause projects to fail or miss deadlines. Our highly
experienced course leader, who has many years of practical
experience as a project manager, will demonstrate how easy
it is to make expensive mistakes and how, with the aid of
some proven systems, delegates can ensure their projects
have the best chance of being a success!

Short URL: http://ow.ly/UY7GI
Your comprehensive programme includes:

• Increase your project success rate by understanding the
fundamentals of project management
• Setting yourself up for success by knowing how to prepare
for and conduct a project kick-off meeting
• Avoiding unpleasant surprises by applying best practice for
preparing, managing and monitoring project budgets
• Ensuring realistic timelines by adopting a structured
approach to scheduling meetings, allocating resources and
managing project risks
• Decrease the chances of your project derailing by applying
proven techniques for solving common project problems
• Limiting and avoiding “scope creep” by clearly documenting
agreed project deliverables
• Adapting your approach by understanding the differences
between managing a project team versus line staff
• Avoiding misunderstandings by establishing and managing
the expectations of project stakeholders
• Finishing strong by learning how to wrap projects skillfully

1 Day
JHB:
JHB:

19 Jan 2016
20 May 2016

Practical Project Management
Price: R5, 750 Excluding VAT

Short URL: http://ow.ly/UY9V8

Project management skills are fast becoming one of the
most important business knowledge sets, and are essential
for achieving project success for a wide range of people.
Projects are also being used to increase sales, improve
customer satisfaction, reduce costs, improve the work
environment and in all areas where a change is needed.

Your comprehensive programme includes:

This 2 day course has been designed to “fast-track”
project management skills to those who have been given
responsibility for projects, allowing them to achieve
objectives faster, more effectively, on time and with
fewer resources.

•
•

This course features many “hands-on” sessions to enable
delegates to immediately initiate and run their projects.

•
•
•
•

•
•
•

Examining the process of project management
Getting started - initiating a successful project
Preparing and surviving the project planning stage
Structuring project teams - organising roles
and responsibilities
Managing a diverse project team
Keeping a finger on the pulse - steering,
monitoring and controlling projects capably
Covering the bases - identifying key project issues
and risk planning
Managing change and unexpected problems
Wrapping it up - concluding and finalising the
project with flair

2 Days
JHB:
JHB:

22-23 Feb 2016
22-23 June 2016

Managing Projects with MS Project
Price: R5, 750 Excluding VAT
MS Project is an impressive management support tool for
projects. If you know how to practically apply MS Project to
your project, it can become your “road map” to successfully
controlling, simplifying and speeding up a project.
This intensive 2 day course concentrates on the practical
process of running a project using the MS Project software
and features. You will discover (and practice) setting up an
actual project on MS Project and learn how to make use of
the software’s advanced features to fine tune the project’s
scheduling and resource allocation.
You will leave with a better understanding of how to use
the many features incorporated into MS Project to make
managing any project simpler and more effective.
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Short URL: http://ow.ly/UY9V8
Your comprehensive programme includes:

• Establishing when and why you should use MS Project
for managing and controlling projects
• Guiding you step-by-step through setting up your
MS Project to help you manage any project
• Formulating an effective but flexible project plan
• Preparing and allocating task schedules in MS Project
• Conducting proper resource allocation tasks
• Skills for optimising the project plans using MS Project
• Using MS Project functions as an automated
communication tool to keep the team up to date
• Monitoring and controlling processes using MS Project
• Discovering a host of time-saving techniques that
make working with MS Project far easier and efficient

2 Days
JHB:

10-11 Mar 2016
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Management Courses
Time Management Skills to Maximize Productivity
Price: R2, 950 Excluding VAT
Truly effective time management starts with a commitment
to change. You need to assess how and where you currently
spend your time and then plan a more effective way of
operating. One of the biggest secrets to successful time
management is to do thorough planning and then protect
your plan! Even if you have demands placed on you by
others, you can still protect your time management plan by
diplomatically managing expectations. By carefully managing
and planning for the tasks you accept, you will see how
much more you get done, with less stress.
This intensive 1 day training course will show you how
to dramatically improve your time management through
better planning, prioritising, delegating, controlling your
environment, understanding yourself and identifying what
you should change about your habits, routines and attitude.

Short URL: http://ow.ly/UYar6
Your comprehensive programme includes:

• Learning to assess your priorities and workload - because you
can’t manage what you don’t know
• Applying the Pareto Principle to your work as an effective
productivity self-assessment tool
• Prioritising activities into long and short term goals
• Classing activities as urgent, important, both or neither and
allocating your time accordingly
• Learning to say “no” politely and constructively and mastering
the art of delegating tasks to others
• Sharpening up your decision-making to ensure you spend less
time procrastinating
• Being wary of “productivity” devices, programmes and
gimmicks that actually waste time
• Learning how to keep your mental energy levels up
• Plan your time carefully and protect your time plan!

1 Day
JHB:
JHB:

8 Feb 2016
23 May 2016

CT:
CT:

21 Jan 2016
7 June 2016

DBN:
DBN:

18 Feb 2016
2 June 2016

Key Management Skills for Effective Managers
Price: R3, 450 Excluding VAT
Managers are often promoted due to their quality of
work and not necessarily due to their ability to manage
and motivate staff - and then left alone to discover how
to manage an often challenging group of people. As
management skills are generally learnt through trial and
error, this challenging “teething period” can lead to lower
productivity, costly mistakes and the loss of valuable staff.
This key management skills for effective managers course
is a valuable introduction to managing people and will
cover the 10 areas any manager needs to address to
become more effective in their position. It will help you to
improve your leadership style, motivate your staff, handle
conflict smoothly, delegate tasks effectively, discipline poor
performance and improve the performance of your team.

Dealing with Difficult People
Price: R3, 450 Excluding VAT
Interacting with difficult people is an everyday part of doing
business. They may be irate clients, confused suppliers,
troublesome colleagues or even a demanding boss, but one
thing is certain – ignoring difficult people will not help you.
This dynamic 1 day course will demonstrate and deliver
an ‘arsenal’ of proven techniques, practical suggestions,
specialist skills and eye opening case studies to help you
identify and deal with difficult people and volatile situations
to prevent these from affecting your performance and
causing you unnecessary stress.
Anyone who may have to deal with difficult people - either
face to face or telephonically - will benefit enormously from
this course.

Short URL: http://ow.ly/UYawv
Your comprehensive programme includes:

• Getting to grips with all the tasks of being a manager
• Examining different management styles needed for
many different situations
• Understanding leading vs managing people
• Knowing how to motivate a team of people effectively
• Developing and growing your people
• Handling conflicts and personality clashes fittingly
• Mastering delegation and control
• Delivering discipline and criticism in a way that will build
a successful team
• Optimising the time you spend on managing people
• Conducting performance reviews that enhance your team
and motivate them to perform

1 Day
JHB:
JHB:

2 Mar 2016
6 June 2016

CT:
CT:

22 Feb 2016
2 June 2016

DBN:
DBN:

1 Mar 2016
7 June 2016

Short URL: http://ow.ly/UYaBf
Your comprehensive programme includes:

• Identifying various situations where you are most likely
to encounter difficult people
• Identifying the four main types of difficult people and
gaining a proven approach for dealing with each type
• Holding your own and maintaining your composure
• Identifying, accepting and dealing with emotions and
feelings evoked by difficult people
• Discovering skills for talking to difficult people on the phone
• Learning how to successfully handle customer complaints moving them from ‘irate’ to ‘satisfied’
• Utilising key problem solving and decision making
techniques to your advantage
• Separating cultural differences from difficult behaviour

1 Day

JHB:
JHB:

27 Jan 2016
6 April 2016

CT:

14 June 2016

DBN:

14 April 2016

Team Leadership using Emotional Intelligence (EQ)
Price: R5, 750 Excluding VAT
Emotional intelligence (EQ) in a manager is the ability to
manage your own emotions, and recognise the emotional
needs of your team and manage them accordingly.
Emotionally intelligent managers are able to deal with
difficult employees, a demanding boss, rapid changes in the
workplace and unexpected problems while keeping a level
head and a self-confident attitude.
This intensive 2 day course will equip all who attend with
surprisingly simple, yet effective ways to deal competently
with current and future issues in the workplace. You will
discover your current level of EQ, and receive techniques
for managing staff in an EQ astute manner. Once mastered,
EQ will help you to choose your battles wisely, behave
assertively and confront sticky situations with confidence.

Short URL: http://ow.ly/UYaBf
Your comprehensive programme includes:

• Defining and understanding EQ, emotional competence
and their impact on leadership and motivation
• Discovering the 6 cornerstones of emotional competence
and how to use this framework to assess your own
emotional intelligence
• Using EQ to communicate intelligently and assertively
• Building intelligent relationships – using EQ for managing
conflict, team performance and managing generation or
culture gaps
• Gaining practical ways to use EQ to motivate and drive a
team or an organisation’s performance
• Becoming the champion driving the development of an
emotionally intelligent organisation

2 Days
JHB:
JHB:

24-25 Feb 2016
24-25 May 2016

CT:

24-25 May 2016

DBN:

16-17 May 2016
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Management Courses
Effective People Management Skills
Price: R3, 650 Excluding VAT
People management is one of the most difficult aspects of
being a manager. Sensitive issues arise almost daily, and
the way you deal with these situations dictates the mood
of your department or team. In many cases an issue can
easily “blow up” and lead to tension in the workplace,
uncooperative staff, resignation of valuable employees or
even CCMA cases, Union action and strikes.
To gain your staff’s respect, buy-in and the approval of
senior management, you need to solve people problems
quickly, sensitively and professionally - without having to
always resort to formal disciplinary procedures. This 1 day
programme packed with essential people management
techniques will assist you with even the most awkward or
challenging people related situations.

Short URL: http://ow.ly/UYaRg
Your comprehensive programme includes:
•
•
•
•
•
•
•
•
•

Assessing the characteristics of great people managers
Adopting these to gain credibility and respect
Preventing volatile situations from cropping up
Facilitating a harmonious working environment by
handling problems informally, as and when they arise
Exploring best possible ways of solving sensitive issues
Disciplining members of your team and understanding
the disciplinary process
Improving your current interpersonal business
communication skills
Avoiding unproductive management behaviours
Implementing ways to monitor your performance as an
effective people manager

1 Day
JHB:
JHB:

2 Feb 2016
6 May 2016

CT:

4 Feb 2016

DBN:
DBN:

23 Feb 2016
22 June 2016

The Management and Leadership Programme
Price: R5, 750 Excluding VAT
Managing, leading, inspiring, motivating and disciplining
a team is a challenging job for anyone. If done poorly, the
spiraling effects can result in a decline in team performance,
stress for the manager, and possibly the loss of star
performers. All the added responsibilities and the pressure
of having to achieve results through others can leave
managers feeling overwhelmed and stressed.
This 2 day programme will help you to understand and
master the managerial role and pave the way for you
to mature into a great leader within your organisation.
The course is structured around exposure to the
latest management theory combined with practical
implementation of this theory within a South African
management context.

Short URL: http://ow.ly/UYaWO
Your comprehensive programme includes:
•
•
•
•
•
•
•
•

Managing your workload while directing your team
Understanding how work time should be spent best
Gaining and maintaining respect and support
Understanding the role EQ plays in managing people
Developing assertiveness and conflict resolution skills
Learning the importance of clear communication
Motivating your team to perform as a tight-knit unit
Using analytical thinking for problem-solving
and decision-making
• Using delegation as tool to manage and motivate staff
• Coaching and managing performance
• Differentiating between the management and the
leadership processes

2 Days
JHB:
JHB:

21-22 Jan 2016
12-13 April 2016

CT:

9-10 Mar 2016

DBN:

15-16 Mar 2016

MS Excel Dashboards: A Responsive, Real-time Management Tool
Price: R5, 750 Excluding VAT
Many organisations have a wealth of information available
to them about customer behavior, financial performance,
production activity, stock levels - the list is endless.
Collating and formating that data into useful information
can be a time consuming, resource intensive process.
Managers need to have the right information available at
the right time, in the right format in order to make decisions
that impact their departments and organisations.
Whether you’re a Managing Director, Sales Manager
or a Production Manager, setting up custom MS Excel
Dashboards displaying and updating your information the
way you want it will solve a lot of management information
issues. This incredibly powerful 2 day training course will
not only teach you how to build the most advanced and
responsive dashboards, but also provide you with key
insight from an IT, finance and business expert on where
you should focus your reporting to ensure you are up to
date, not over reporting and consistently making the right
business decisions.

Short URL: http://ow.ly/UYb3d
Your comprehensive programme includes:

• Using dashboards as a decision making tool
• Deciding what to report on to avoid “analysis paralysis”
and choosing the best dashboard format
• Creating pivot tables and charts for your dashboards
• Looking at the other Excel functions and tools you will
need to create truly dynamic, useful dashboards
• Using spark lines to gain a graphic representation of data
in a single cell, allowing for easy trend analysis
• Methods of effortlessly hyperlinking, importing, and
converting data and the exciting MS Excel camera tool
• Building interactivity into your dashboards and bringing
in LIVE external data and statistics
• Linking the data behind the dashboard to a timeframe

2 Days
JHB:
JHB:

3-4 Mar 2016
20-21 June 2016

CT:

14-15 April 2016

The 5 Day Management Programme including iPad
Price: R19, 850 Excluding VAT (16gb iPad)
This comprehensive cutting edge management programme
will cover the key management, financial and business
success areas that managers in South Africa need to know.
The programme will deliver proven management skills and
techniques and show you how to use the latest Apple iPad
Air as an effective business and organisational tool.
If you are a new or existing manager, you will benefit by
sharing and solving the various challenges that you face
when managing your people, departments and your own
workloads. This programme will clearly demonstrate how
to use technology and proven techniques to consistently
achieve success in any form of management position, and
prepare you to tackle the challenges inherent in achieving
success in an ever changing business environment.
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Short URL: http://ow.ly/UYbc6

Your comprehensive programme includes:

• Module 1 and 2: Discovering a “toolbox” of proven people
management and self-management skills and techniques to
help managers survive and succeed
• Module 3: Mastering business etiquette and cultural
diversity to build awareness of and sensitivity to
cultural differences, and leaving a lasting impression of
professionalism at all business engagements
• Module 4: Decoding the language of finance and accounts
and applying this knowledge to reading and understanding
financial reports
• Module 5: Using the new Apple iPad Air as a practical
business support tool and exponentially improving your time
management and productivity

5 Days
JHB:

14-18 Mar 2016

*Available in
32Gb and 64Gb at
an additional cost
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Business Courses
Intelligent Business Communication Skills
Price: R3, 450 Excluding VAT
How come we often feel we are communicating effectively
with our colleagues but they still manage to misunderstand
us? The reason is that we all communicate differently,
depending on our personal preferences – AND our personal
thinking styles.
This intensive 1 day course – which includes a Dr Kobus
Neethling’s NBI profile for each delegate – will allow you
to understand your own thinking and communication
preferences and help to identify and adapt this to the
thinking and communication styles of others.
Understanding how we communicate is the first step to
actively managing our daily business communication –
which will result in increased efficiency, reduced conflict and
a better performance within our teams.

Short URL: http://ow.ly/UYbtd
Your comprehensive programme includes:

• Assessing the vital role communication plays in
organisation success
• Understanding the neuroscience behind communication
and its practical significance
• Your dominant thinking and communication style – and
the impact of this on those you interact with
• Using this knowledge to pick up and appropriately respond
to communication cues from others
• Learning how to take appropriate “communication risks”
that will help you to build longer term trust
• Understanding how communication styles influence
the confidence in a business relationship
• Discovering the communication behaviours you have to
avoid AT ALL COSTS!

1 Day
JHB:

11 April 2016

Writing Better Business Documents
Price: R5, 750 Excluding VAT
Business people today communicate in writing such as
letters, faxes, email, reports, minutes and memos. The
effect of these communications can be improved if they are
written clearly, concisely and in a readable way.
Whether you are drafting emails to colleagues or having
to provide reports for your customers or managers, this
intensive 2 day training course will provide you with easy to
remember principles, suggestions and formats that can help
you write better business documents.
This course will help all people in business, but especially
those who are not writing in their first language to improve
the overall quality of their writing by highlighting some easy
to remember rules and practical everyday techniques that
will keep your writing clear, simple and easy to read.

Short URL: http://ow.ly/UYby3
Your comprehensive programme includes:

• Understanding how writing better documents improves
communication throughout your business
• Using the various business writing formats correctly
• Using mind mapping to organise ideas and conclusions
in a coherent and logical manner
• Ensuring clarity and professionalism in your writing
• Avoiding common punctuation errors and mistakes
• Knowing how to prepare and write reports correctly
• Avoiding common errors that a spellcheck won’t spot
• Summarising complicated documents and your business
concepts with accuracy
• Increasing the impact and readability of your writing
• Checking and proof reading skills to avoid errors

2 Days
JHB:

9-10 Mar 2016

CT:

11-12 May 2016

DBN:

15-16 Feb 2016

Practical Business and Technical Report Writing
Price: R5, 750 Excluding VAT
A report is supposed to be a tool that decision makers can
use to make informed operational and strategic decisions.
It should be clear, accurate, structured, readable and above
all else, useful!
Report writing is a skill that needs to be learnt and
practiced. In order to write a report that will actually be
used, you need to fine-tune some key competencies.
This 2 day report writing course will introduce you to the
best technical and business report structures and teach you
how to incorporate technical data in a user-friendly manner,
how to limit ambiguity and finally produce a report that
decision makers can not only trust, but actively use to drive
key business decisions.

Short URL: http://ow.ly/UYbDd
Your comprehensive programme includes:

• Understanding the purpose and key principles that
drive the need for effective report writing
• Planning your report and the basic structure of a good
report to ensure a logical flow of information
• Overcoming writer’s block when getting started
• Presenting different types of information in the most
clear and appropriate way
• Adopting fool proof editing, proof-reading and checking
disciplines to ensure flawless reports
• Applying a readability index to ensure your reports are
aligned with your original purpose and intent
• Perfecting your reports and applying final touches so they
will be easily read by your target audience

2 Days
JHB:
JHB:

27-28 Jan 2016
10-11 May 2016

Practical, Powerful Presentation Skills
Price: R5, 750 Excluding VAT
Do you want to step up your presentation skills to become
a confident and relaxed presentations guru? Standing up
in front of an audience is one of the most common fears
experienced today. We all wish that we could emulate
presenters who thrive on the challenge and relish a
captive audience.
The good news is that with some practical presentation
skills training it is easy to quickly become a professional and
accomplished speaker and presenter.
This 2 day programme will introduce you to a variety of
presentation skills ranging from your preparation methods,
techniques for grabbing attention, how and where to stand,
the best tone of voice to use, working with AV material and
dealing with audience interaction.

Short URL: http://ow.ly/UYbIv
Your comprehensive programme includes:
•
•
•
•
•
•
•

Knowing the key elements of all great presentations
Learning what it is that makes presenters GREAT!
Researching and planning your presentations properly
A series of simple steps to a memorable presentation
Developing a presentation style to WOW an audience
Identifying and eliminating common bad speaking habits
Skills for presenting to slides and other visual aids,
ensuring they are a complement and not a distraction
• Managing and interacting with your audience – deciding
when to shift from speaker to facilitator
• In case of emergency…. Techniques for regaining control
of your presentation if things go wrong
• Assessing each presentation you do and learning from it

2 Days
JHB:

21-22 April 2016

CT:

18-19 April 2016

DBN:

3-4 Mar 2016
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Business Courses
Rapid Problem Solving and Decision Making Skills
Price: R5, 750 Excluding VAT
The pace of business today, along with fierce competition
and economic pressure means quality decisions need to be
made quickly. For an organization to stay ahead of the pack,
it needs Managers who are able to generate rapid
and viable solutions to business problems.
By attending this course, you will learn how to use
established problem solving methodologies to ask the right
questions at the right time, thinking and reacting quickly,
intelligently, and systematically get to the best solution to
any business problem you are faced with

Short URL: http://ow.ly/UYbNr
Your comprehensive programme includes:

• Distinguishing fact from emotion by understanding and
successfully navigating problem solving and decision
making traps
• Eliminating recurring problems by understanding and
addressing both symptoms and root causes
• Understanding the decision making process
• Making effective business decisions despite time pressure
by applying decision making techniques and following tried
and tested problem solving methodologies
• Generating a range of viable solutions rapidly by
developing your creative, analytic and critical thinking skills
• Reducing workplace stress and mitigating the impact of
problems by having a clear, well communicated action plan

2 Day
JHB:

16-17 Mar 2016

Practical Self-Confidence and Assertiveness Skills
Price: R5, 750 Excluding VAT
Self-confidence and assertiveness skills are the pillars to
personal success in a demanding and unforgiving business
environment. Successful professionals in South Africa have
all discovered the vast benefits of being assertive at work,
and avoiding the traps of becoming too aggressive
or submissive.
This practical 2 day course will highlight your current level of
assertiveness and guide you through a number of practical
exercises and case studies that will help you to boost your
self-confidence and prepare you to implement your newfound assertiveness skills back in the workplace.
Take this opportunity to discover how small changes in the
way you communicate will result in increased productivity,
motivation and success.

Short URL: http://ow.ly/UYbUb
Your comprehensive programme includes:

• Differentiating between assertive, aggressive and submissive
behaviours and their effects on your work
• Determining your level of assertiveness
• Applying assertiveness to improve professionalism
• Learning the dangers of passive-aggressive behaviour
• Employing a proven 4-step plan to be more assertive at
home and work – with practical exercises
• Handling a range of difficult business situations assertively
without upsetting people in the process
• Understanding self-confidence and how it affects your
interactions with others
• Using the 6 major techniques for improving confidence
• Maintaining emotional control especially under stress

2 Days
JHB:
JHB:

3-4 Mar 2016
13-14 June 2016

CT:
CT:

24-25 Feb 2016
23-24 June 2016

DBN:

20-21 April 2016

Master the Art of Negotiation Skills
Price: R5, 750 Excluding VAT

Short URL: http://ow.ly/UYc4I

Many people in business have not been exposed to
the powerful tools, tips and techniques that lie behind
successful negotiating. In fact, most people negotiate on a
daily basis without even knowing why they are successful
or not. This makes it all the more important to fine tune
your negotiation skills to succeed both in business and in
your personal life.

Your comprehensive programme includes:

This practical 2 day negotiation skills course will
demonstrate the best way to run a negotiation - from ice
breaking to closing the deal. A highly experienced negotiator
will demonstrate, step-by-step, and with the aid of case
studies and practical exercises, how to apply a range of
powerful negotiation techniques to ensure that you always
remain in control.

•
•
•

•
•
•
•
•

•
•

Introducing a framework for all types of negotiation
Planning sufficiently for successful negotiations
Choosing the right style for what you want to achieve
Initiating effective negotiations gently
Using emotion and power to your advantage during the
negotiation process
Building relationships during the negotiation process
Employing specialist communication techniques
Responding to common tactics and handling dirty tricks
during negotiations
Defusing conflicts and breaking negotiation deadlocks
Concluding deals and checking that you have achieved
the desired result

2 Days
JHB:
JHB:

18-19 Feb 2016
12-13 May 2016

CT:

12-13 April 2016

DBN:

24-25 May 2016

Strategic Financial Analysis for Improved Business Decision Making
Price: R7, 850 Excluding VAT
As a director or senior manager, you no longer need to
focus on the operational aspects of finance. You require
higher level skills to analyse and accurately interpret fiscal
information to drive shareholder value. Accurately analysing
and interpreting trends, comparisons and ratios will allow
you to quickly identify problems and leverage opportunities.
This 2 day course, delivered by an ex multinational CFO and
CA (SA) is case study driven to ensure that every concept –
from driving shareholder value to calculating project risk – is
completely understood and entrenched.
Take this opportunity to fine-tune your existing financial
capabilities and ground your executive decision making
processes in sound financial evaluation and insight.

2016 CBM Course Catalogue Edition One - 24 November 2015.indd 9

Short URL: http://ow.ly/UYcnf
Your comprehensive programme includes:

• Evaluating current company performance by understanding
how to interpret balance sheet complexities and draw
conclusions from income and cash flow statements
• Identifying and addressing problem areas impacting
business results by implementing the Balanced Scorecard
approach
• Ensuring that your organisation’s strategic intent is achieved
by developing and aligning individual and consolidated
budgets
• Assessing competitive threats by accurately interpreting
published annual reports to gauge competitor performance
• Adopting a proactive approach to risk management by using
ratios and trend analysis to predict future financial health
• Making sound financial investment choices by understanding
and managing Capex options wisely

2 Days
JHB:

19-20 April 2016
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Financial Courses
Introduction to Finance for Non-Financial Managers
Price: R3, 450 Excluding VAT
Many managers are promoted through skills in their own
field - which may not include much financial exposure.
Having the responsibility of submitting and working to
tighter budgets, reducing costs and coming up with ideas for
improving profits may have many non-financial managers
feeling out of their comfort zone.
This 1 day seminar is not designed to turn non-financial
managers into financial experts – but rather to introduce
them to finance and accounts. Key topics include the role
of the finance function, understanding and interpreting the
financial statements and preparing and managing budgets.
Attend this course if you need some basic skills in order
to read and understand financial reports, create better
budgets, and monitor financial performance.

Short URL: http://ow.ly/UYcrW
Your comprehensive programme includes:

• Knowing who is responsible for finance in your
organisation and the important role they play
• Introducing financial and accounting terminology
• Understanding key elements of finance and accounts
• Learning how to analyse the income statement
• Discovering how to work with the balance sheet
• Gaining insight into the costing process and how costing
actually works
• Knowing how to investigate cash flows and
working capital
• Analysing and using financial information beneficially
• Preparing budgets painlessly
• Managing and staying within a budget

1 Day
JHB:

17 Mar 2016

CT:

6 April 2016

DBN:

8 Mar 2016

Practical Finance, Accounts and Budgets for
Non Financial Managers
Short URL: http://ow.ly/UYcGV
Price: R5, 750 Excluding VAT

In many organisations, operationally responsible managers
have been made accountable for the financial performance
of their divisions. This means that these managers need to
have a firm grip on using a wide range of financial reports
and information - making understanding finance, accounts
and budgets extremely important for them.
This 2 day finance, accounts and budgets course includes
many practical sessions, case studies and exercises that
have the aim of making non-financial managers comfortable
will using the information provided by their accounting
departments to make the correct management decisions.
This course will ensure that they fully understand both the
reports and what these are saying about their divisions
underlying financial performance.

Your comprehensive programme includes:

• Introducing financial jargon and accounting methods
• Understanding the purpose of the balance sheet, income
statement and cash flow statement
• Drawing conclusions, identifying trends and highlighting
problems from these financial reports
• Analysing the effects of pricing and margin strategies
on profitability
• Understanding the importance of cash flow and working
capital on business success
• Being capable of accurately preparing, managing and
monitoring budgets and forecasts
• Applying the increased financial knowledge to improve the
quality of financial decisions

2 Days
JHB:
JHB:

9-10 Feb 2016
16-17 May 2016

CT:
CT:

9-10 Feb 2016
8-9 June 2016

DBN:

4-5 May 2016

Professional Purchasing and Procurement Skills
Price: R5, 750 Excluding VAT
Modern purchasing and supply chain management
professionals are employing a host of competencies and
practices to specify, source, order, expedite, receive and
warehouse materials and goods for their companies.
The most effective of these professionals understands how
to successfully integrate activities within the purchasing
process with other disciplines such as finance, production,
and marketing.
This 2 day purchasing and supply management course will
challenge purchasers to consider and respond to a multitude
of external forces. These include increased BEE procurement
spend, e-commerce, purchasing and supply management,
customer care, legalities and global purchasing.

Short URL: http://ow.ly/UYd1x
Your comprehensive programme includes:

• Learning the real value that effective purchasing adds
and how purchasing impacts on financial issues
• Understanding the importance of customer care in
purchasing and in managing supplier relationships
• Developing the framework of an effective purchasing
and supply management system
• Looking at guidelines for procuring internationally
• Implementing leading purchasing practices
• Understanding some legal impacts on the purchasing
and supply management process
• Developing appropriate ethics and business etiquette
in purchasing and supply chain management
• Preventing and dealing with fraud and corruption

2 Days
JHB:
JHB:

14-15 Jan 2016
14-15 April 2016

DBN:

12-13 May 2016

Using MS Excel Effectively in Your Role as a Finance Professional
Price: R7, 850 Excluding VAT
Even though MS Excel is capable of performing complex
financial analysis with minimal effort, many financial
departments are not utilizing its powerful tools and
features.
This intensive course has been developed by an experienced
financial manager and IT consultant, to reveal the many
ways that Excel can be used as a support tool for the
financial function. The course will enable Financial Managers
to optimize their workflow in Excel while harnessing its
automation and effortless data analysis features.
NOTE: At least 2 years’ experience working with Excel in a
financial function is a pre-requisite for this course.

Short URL: http://ow.ly/UYd90
Your comprehensive programme includes:

• Streamlining your data management and analysis
process by using Excel’s database creation, linking
and pivot table features
• Easily monitoring financial performance by implementing
best practice for creating spreadsheets that track profit
and cost variation, sensitivity and margin analysis
• Mitigating risk and making better business decisions
by learning how to set up complex spreadsheets that
produce reliable ROI, cash flow and liquidity estimates
• Freeing up more time for data interpretation by
automating management reports and charts using simple
macros and advanced functions

2 Days
JHB:
JHB:

15-16 Feb 2016
4-5 May 2016

CT:

16-17 Mar 2016

DBN:

10-11 Mar 2016
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Financial Courses
Powerful Telephone Debt Collecting Techniques
Price: R3, 450 Excluding VAT
South Africa has one of the highest incidences of defaulting
debtors in the world with many debtors being careless,
reckless and negligent. Effective collectors need to
consistently find new strategies, telephone debt collecting
techniques and systems to maximise collections from slow
or potentially bad debtors.
This intensive 1 day powerful telephone debt collecting
techniques course, with a collections specialist, will
demonstrate the latest strategies to collect outstanding
debts while maintaining a positive customer relationship.
Delegates will discuss different collection strategies,
techniques and systems that the debtor’s team can use to
maximise their collections, and even turn around slow or
delinquent debtors.

Short URL: http://ow.ly/UYdg4
Your comprehensive programme includes:

• Placing high value on maintaining customer service
while collecting via the telephone
• Building a relationship with the debtor
• Preparing for the call prior to collecting on the phone
• Employing the key elements that make up a successful
collections call
• Using some positive telephone mannerisms to
improve collecting debt politely but firmly
• Creating supporting documentation to establish your
right to payment priority
• Matching your approach to a debtor personality type
• Using some new creative ways to secure payment
• Practicing the proven collecting “ladder of success”
• Understanding the law and ethics of debt collection

1 Day
JHB:
JHB:

18 Feb 2016
11 May 2016

CT:

15 Mar 2016

DBN:

11 April 2016

Advanced Debt Collection Tactics and Strategies
Price: R3, 450 Excluding VAT
In the pursuit of keeping debtor days and bad debt to
the minimum, it is important to keep all members of the
debtors department up to date with the latest in collection
techniques and trends in the industry, regardless of how
long they have been doing the job.
This 1 day advanced debt collection course will give more
experienced collectors an objective view of their work and
provides a much needed insight into how other companies
are successfully increasing their collection success and
lowering their debtor’s days. This course puts the collection
process into the wider business perspective and focussed on
“hard to collect” debt and issues surrounding potential bad
debt signals and situations, allowing more contribution to
overall company success.

Short URL: http://ow.ly/UYeRa
Your comprehensive programme includes:
•
•
•
•
•
•

The role of receivables in the business process
Reviewing examples of credit policies that work
Creating new plans to maximise collections success
Using negotiation and conflict resolution for collections
Employing clever “timing strategies” to get paid first
Examining case studies and learning how others have
collected difficult debt
• Picking up on bad debt warning signals and acting on
these to protect your companies money
• Knowing how to identifying and handle criminal debtors
• Introducing new ways for ensuring that debtors honour
their payment commitments

1 Day
JHB:
JHB:

9 Mar 2016
8 June 2016

CT:

12 April 2016

DBN:

19 May 2016

The Legal Aspects and Processes of Collecting Debt
Price: R3, 450 Excluding VAT
The legal framework that today’s credit departments have
to work under has made collecting money more difficult for
companies. Many corporates are using these changes to
avoid or delay their financial payment obligations.
This course will cover the key legal aspects and processes
of collecting debt from the working of a sound credit
application to preparing for debt enforcement and possible
litigation. Areas such as fees, interest and other charges,
debt enforcement in courts, dealing with liquidators or
outsourcing difficult collections will be addressed.
Issues arising from the New Companies Act, National Credit
Act, Consumer Protection Act and the Protection of Personal
Information Act (POPI) will also be covered.

Short URL: http://ow.ly/UYf1i
Your comprehensive programme includes:

• Introducing the SA legal debt system
• Looking into terms and conditions of trading, forms of
security and legal aspects of credit applications
• Uncovering passing of ownership and risk laws in
relation to securing debt
• Discovering legal options available to assist in
recovering debt
• Knowing when to negotiate, arbitrate or litigate and
prepare for court cases
• Looking at how to recover legal costs and interest options
• Evaluating credit bureaus for civil debt collection
• The effect on collections of Business Rescue (Chapter
6 of the New Companies Act) and other Acts

1 Day
JHB:

20 April 2016

CT:

10 May 2016

The Highly Effective Accounts Assistant
Price: R4, 850 Excluding VAT
Being an effective accounts assistant requires more than a
basic understanding of the financial function. It’s not just a
question of what tasks need to be done, but how well these
tasks are carried out. A truly effective accounts assistant
is efficient at maintaining accounting control systems,
resourceful at completing projects and helps their manager
by spotting errors and inconsistencies in data.
This 2 day specialised course will equip new and existing
accounts assistants with the knowledge they need to
fully understand the intricacies of their position as well as
provide exceptional support to their managers.
You will leave with a range of tools to enable you to add real
value to your department and become more responsible,
independent, precise, and commercially minded.
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Short URL: http://ow.ly/UYfem
Your comprehensive programme includes:

• Understanding and using financial terms competently
• Grasping financial statements, functions and formats
• Adopting a systematic, professional approach to invoices
and other accounting processes
• Spotting errors and inconsistencies
• Implementing a proven step-by-step approach for dealing
with bank reconciliations, debtors and creditors
• Providing “smart support” by keeping the objectives of the
user in mind when preparing information
• Helping to identify possible fraudulent or invalid invoices by
knowing what ‘red flags’ to look out for
• Adding value by learning how to solve first line problems
and deal confidently with routine queries

2 Days
JHB:
JHB:

13-14 Jan 2016
18-19 April 2016

CT:

4-5 May 2016

DBN:

6-7 April 2016
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Secretarial Courses
Telephone Etiquette and Frontline Reception Skills
Price: R2, 950 Excluding VAT
A friendly and professional receptionist immediately creates
a fantastic first impression in the customer’s mind. Just
from that first contact, their impression of your organisation
is one of being efficient, customer service oriented and
professional. Unfortunately, not everyone is born with a
clear speaking voice, professional tone or appropriate dress
sense; but these are skills that can be easily acquired with
the right training.
This essential 1 day course will teach you how to improve
the way you answer the phone, as well as eliminate any
annoying telephone habits that may make you sound less
professional. Attend this course and discover how to always
sound and look professional, greet visitors competently and
give the very best “first impression” to callers or visitors.

Short URL: http://ow.ly/UYflv
Your comprehensive programme includes:

• Creating the best first Impression over the phone
• Developing your professional telephone voice by using
a simple 5 step process
• Analysing your current telephone style to identify and
eliminate any habits that may irritate or annoy
• Understanding and applying emotional intelligence (EQ)
when dealing with different personality types face to face
and on the phone
• Handling multiple calls and dealing with impatient people
without becoming stressed or intolerant
• Delivering great customer service over the phone
• Applying practical tips that really help when putting callers
on hold or screening calls for a manager
• Professional dress, image and face to face contact

1 Day
JHB:
JHB:
JHB:

15 Jan 2016
1 Mar 2016
5 May 2016

PTA:

7 April 2016

CT:

14 Mar 2016

DBN:
DBN:

2 Feb 2016
14 June 2016

Secretary’s Guide to Meetings and Minutes
Price: R2, 950 Excluding VAT
If you work as a secretary, administrator, PA, executive
assistant or office manager, you will undoubtedly be
involved in all aspects of meetings management. Not
only are you required to organise meetings, you are also
expected to be present, take notes, summarize action
points and distribute comprehensive, accurate minutes.
This intensive 1 day course will demonstrate the best way
to arrange a meeting, from making physical arrangements
and preparing the agenda, to confirming attendees and
seamlessly moving in late-comers. You will undertake
practical exercises on taking comprehensive notes and
discuss techniques for turning these notes into clear, concise
and accurate minutes that clearly identify actions and
responsibilities.

Short URL: http://ow.ly/UYfug
Your comprehensive programme includes:

• Learning about various types of meetings and your
activities in formal and informal meetings
• Checklist of the key things to arrange for a meeting
• Understanding the notice of a meeting, the meeting
agenda and guidelines for distribution
• Understanding what people need minutes for and
the importance of keeping them short and punchy
• Practical minute taking skills to allow you to notate
discussions, procedures and action points
• Understanding common meeting jargon
• Preparing different types of minutes and what you
need to do differently for each of these
• Distributing and following up of meeting action points

1 Day
JHB:

15 April 2016

PTA:
PTA:

15 Feb 2016
23 June 2016

CT:

21 April 2016

DBN:

2 Mar 2016

Mastering your New Role as a Secretary
Price: R4, 850 Excluding VAT
Organisations rely on their secretaries to do far more than
just answer phones and take messages. Transitioning from
a Frontline Receptionist or Junior Administration role to a
full Secretarial role comes with a range of new skills that
you need to master, including communication, organisation,
stress management, technology and people skills just to
get through a day’s work. The change in responsibility
and workload may seem overwhelming, but fortunately
there are practical techniques and tools available that will
help you to settle in and start performing with excellence,
quickly.
This interactive 2 day program has been developed to help
new Secretaries understand what their boss (or bosses)
require of them and how they can go about developing the
skills needed to master their new role.

Short URL: http://ow.ly/UYfFY
Your comprehensive programme includes:

• Ensuring that you are well prepared by understanding
exactly what is expected of you
• Creating a rewarding business relationship by learning how
to work successfully with your boss
• Accessing information your boss requires quickly by using
the most efficient filing and other systems
• Ensuring that you are always viewed in a positive light by
practicing professional office conduct and communication
• Reinforcing your reputation as a professional by ensuring
that your emails, memos and other forms of writing carry the
right tone and formatting
• Increasing your efficiency by implementing proven
organisation techniques

2 Days
JHB:
JHB:

11-12 Feb 2016
7-8 June 2016

CT:

16-17 Feb 2016

DBN:

16-17 Mar 2016

The Emotionally Intelligent Secretary/ PA
Price: R2, 950 Excluding VAT
As a Secretary, you need to use highly developed emotional
intelligence skills daily to successfully navigate hectic
workloads, conflicting priorities, prickly personalities,
demanding colleagues, bosses and clients. All of these
situations have the potential to seriously drain your
emotional reserves and negatively impact your productivity.

Your comprehensive programme includes:

• Understanding and altering your own behaviour by
examining how you interact and react in everyday situations
• Avoiding relationship damage by following practical
guidelines for managing your emotions on “bad” days
• Ensuring your reactions are appropriate and constructive by
understanding what drives people to act the way they do
• Dealing calmly with conflict situations, difficult people and
stressful times by knowing how respond in an emotionally
intelligent way
• Getting results through others easily by learning how to work
in an emotionally intelligent way within your team
• Developing a more positive approach to work and life by
using your newfound, heightened EQ to become more
motivated, considerate and influential

1 Day
JHB:

14 Mar 2016

++

Understanding why your boss, colleagues and customers
react the way they do will enable you to handle conflict
calmly and professionally, and alleviate people related
work-stress, freeing up your emotional reserves to focus on
your tasks and become more efficient and productive.

Short URL: http://ow.ly/UYfOI
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Secretarial Courses
Two dynamic courses presented by Europe’s top EA Trainer: Adam Fidler
Adam has worked as a Board-level Assistant for over 10 years. As one of Europe’s most popular Executive Assistant trainers,
he travels the globe imparting his unique perspective and invaluable advice.
““It is my firm belief that any skill which enables today’s Assistants to work more effectively can only be advantageous – to
the Assistant and to their boss or organisation” - Adam

Short link: http://ow.ly/V0Ko0

Adam Fidler’s

Adam Fidler’s

“The Ultimate Personal Assistant”

“The Indispensable Executive Assistant”

Price: R5, 250 Excluding VAT
2 Days

JHB: 14-15 Mar 2016

Price: R5, 250 Excluding VAT
CT: 17-18 Mar 2016

2 Days

The executive personal assistant is the pinnacle of the
administrative support profession. Those that achieve
the position need to be highly efficient, always get things
done in a timeous and professional manner, assisting
their boss in the utmost proficient way possible while
remaining organised under pressure. In this course Adam
shares useful advice, real life examples and practical
exercises that will help you to grow into your role as the
ultimate Personal Assistant

JHB: 10-11 Oct 2016 CT: 13-14 Oct 2016

Building on the Ultimate Personal Assistant course, this new
advanced programme empowers current PAs and EAs to develop
their business awareness and management understanding further to
become personal leaders, enablers and business support managers
in their own right.
The course covers current and future trends in administrative
support, with appropriate considerations that EAs must consider if
they are to be part of the new style Executive Support that meets
the requirements of future organisations and managers.

Your comprehensive programme includes:

Your comprehensive programme includes:

• What the core role of a PA/ MA should be perfectionism versus pragmatism
• Keeping everyone organised under pressure through
advanced diary management
• The PA as a manager –making the step up and
taking more responsibility
• Changing others’ perceptions of the role visibility,
status and profile
• Executive behaviour for PAs: managing your
emotions at work
• IT versus paper systems –making IT work for you
• Recognising the PA as a “total” meeting manager
• Discovering advanced boss management: how to
lead your boss so that you both win

•
•
•
•
•
•
•
•
•
•

Who is the Indispensable Executive Assistant?
Investigating Global Trends in Administrative Support
Understanding the New Definition of Executive Support
Looking at The Executive’s Perspective – What Do Bosses Want?
Leadership and Management in Context of the EA Role
Discovering the EA’s role in Business Strategy
Fine-tuning your Emotional Intelligence
Developing Executive Presence – developing Gravitas
Dispelling The PA ‘Myths’ That No Longer Serve PAs or Their Bosses!
The Millennial EA – What This Means for the PA, Bosses
and Business Organisations
• The Transition of Job Descriptions – From PA to EA
• Success Factors Defined For the Radical Executive Assistant

The Effective Executive Secretary
Price: R5, 750 Excluding VAT
Executive secretaries make their jobs seem easy. They assist
their managers and organise schedules with confidence and
aplomb. They fully understand their boss’s objectives while
working closely and dynamically to support them. With
remarkable communication skills, they are able to take on
and handle projects on their boss’s behalf. They are always
professional, competent and in control.
As an executive secretary, you already have excellent
administrative and organisational skills. This intensive 2
day executive secretaries course will take you beyond the
basic requirements of the average secretary and show you
the value-adding skills senior managers appreciate in order
to leverage the greatest advantage out of your executive
secretary role.

Short URL: http://ow.ly/UYfZk
Your comprehensive programme includes:

• Understanding how and why your role as an
executive secretary has changed in business today
• Assessing your communication style and strengths
• Understanding and adding value to your boss
• Successfully supporting and managing the
“MeBoss” team together
• Utilising techniques for effective time management
• Identifying tasks that can make or break a project
• Understanding client service and client value
• Identifying and managing stressors that affect your
role in a positive or negative way
• Maintaining a professional demeanour at all times even under intense pressure

2 Days
JHB:

21-22 April 2016

PTA:
PTA:

20-21 Jan 2016
26-27 May 2016

CT:

8-9 Mar 2016

DBN:

8-9 Feb 2016

The Professional Office Manager
Price: R5, 750 Excluding VAT
To competently fulfil the role of office manager in your
organisation you need to combine a diverse range of
responsibilities and skills to ensure that office processes and
activities are efficiently managed.
This 2 day professional office manager course will equip
you with essential skills and techniques for getting the job
done by focussing on a range of practical administration and
people management skills that are needed in this role.
This highly practical course will assist you in various ways,
empowering you to: make your office more organised,
reduce costs, keep suppliers on track and on budget, and
handle the everyday conflict issues that, if not dealt with,
can lead to aggravation from the other employees.

Short URL: http://ow.ly/UYg7G
Your comprehensive programme includes:

• Identifying your role as an office manager and what
your company requires of you
• Moving from administrator to office manager
• Getting to grips with service level agreements and
performance contracts
• Writing clear office policies and procedures
• Understanding your company’s objectives, policies,
procedures and protocols
• Evaluating supplier offerings, sourcing competitive
quotes and negotiating favourable rates
• Ensuring staff understand what’s expected of them
and creating a positive office environment
• Resolving common issues with effective solutions

2 Days
JHB:
JHB:

25-26 Jan 2016
20-21 June 2016
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Secretarial Courses
The South African Ultimate Personal Assistant
Price: R5, 750 Excluding VAT
The executive personal assistant is the pinnacle of the
administrative support profession. Those that achieve the
position need to be highly efficient, always get things done
in a timeous and professional manner, assisting their boss
in the utmost proficient way possible while remaining
organised under pressure.
This intensive 2 day international course, developed by the
UK based Adam Fidler and delivered by a top South Africa
consultant, has been designed to allow senior secretaries
and PAs the opportunity to consider what it takes to be the
“ultimate” support to their managers.
The course is full of useful advice, real life examples and
practical exercises to make this one of the most useful
courses you will ever attend!

Short URL: http://ow.ly/UYhB3
Your comprehensive programme includes:

• Realising how international PAs see their role
• Re-defining the executive assistant’s position
• Evaluating your personal values, beliefs and
motivation in relation to your job
• Uncovering an executive behaviour model that
you can use to support your demeanour at all times
• Advanced diary management and daily routines
• Managing meetings, agendas and correspondence
• Techniques for working smarter with IT systems
• Building working relationships with everyone
• Keeping focused while working under pressure
• Advanced “boss” management - setting boundaries
and developing an effective working relationship

2 Days
JHB:
JHB:

22-23 Feb 2016
17-18 May 2016

CT:

21-22 June 2016

DBN:

12-13 April 2016

MS Excel for Business and Office Professionals
Price: R4, 850 Excluding VAT
This hands-on training course has been specifically designed
to assist you in simplifying and speeding up the tasks you
perform with MS Excel every day.
In just 2 days, you will discover how to refine and improve
the spreadsheets that you work with to get the most out
of MS Excel and save loads of time. Take this opportunity
to learn easy ways to create and automate spreadsheets which will result in you being able to source and provide key
information for yourself and your manager.
This hands-on course will show, step-by-step, some practical
ways to work with spreadsheets, sort data, insert tables
and design macros and much more - all of which will save
you time while increasing the quality and usability of the
information you are preparing.

Short URL: http://ow.ly/UYhK0
Your comprehensive programme includes:

• Learning the A-to-Z guide of creating worksheets
• Taking control of your work quality by learning how
to create your own templates, toolbars and styles
• Becoming a whiz with auto-filling, auto-summing
and other time saving functions
• Confidently using and manipulating Excel functions
to take full advantage of their extra functionality
• Save time by setting up your own shortcuts and
create multiple linked auto updating worksheets
• Managing and organising data effectively using sorting,
sub-totalling, pivot tables and filtering
• Unlocking the secret to successful reporting using speed
macros that automate your regular reports

2 Days
JHB:
JHB:

7-8 Mar 2016
14-15 June 2016

CT:

18-19 May 2016

DBN:
DBN:

18-19 April 2016
8-9 June 2016

MS PowerPoint for Business and Office Professionals
Price: R4, 850 Excluding VAT
Microsoft PowerPoint is an extremely powerful package, but
most people just scratch the surface of what it can do. It is
actually remarkably easy to produce a powerful, effective
support to your presentation that is alive with colour and
images.
This 2 day, hands-on course will demonstrate step-by-step
how to create Microsoft PowerPoint presentations from
start to finish including the setting up of charts, slides,
graphs and even incorporating advanced digital effects such
as sound, embedded video, shuffling and animation.
Learn how to take basic information and, using some simple
rules and guidelines, turn this into an eye-catching, dynamic
PowerPoint slideshow that will add value to the presenter –
whether it is yourself or your manager.

Short URL: http://ow.ly/UYhTe
Your comprehensive programme includes:

• Discovering “golden rules” for planning and
developing a great presentation
• Creating a logical, clear flow to the slides that
highlights the data
• Customising your shortcuts, toolbars and templates
• Guidelines for effective slide layouts and templates
• Incorporating a “presentation hook” for the speaker
to use to gain audience attention up front
• Uncovering benefits - and drawbacks of multimedia
• Avoiding “death by PowerPoint”- keeping slides simple
so as not to overpower the message
• Evaluating the presentation as a whole to ensure the
objectives are well met

2 Days
JHB:

7-8 April 2016

Event Management for Marketing and Office Professionals
Price: R4, 850 Excluding VAT
Arranging an event sounds exciting and fairly straight
forward – until you begin, and realise that you may have
really caught a tiger by the tail!
The unfortunate reality is that without significant
forethought and planning, what could have been a
resounding success could well become an outright disaster!
As a marketing or office professional, your role has grown
substantially, and you are expected to handle your daily
duties, as well as plan, co-ordinate and run events without
much training or experience.
This intensive 2 day course will show you the A-to-Z of
organising any event. You will learn how to practically
apply project management; budgeting and organisational
techniques to your plan so that your event runs smoothly
and you can calmly manage any unexpected surprises.

Short URL: http://ow.ly/UYi46
Your comprehensive programme includes:
•
•
•
•
•
•
•
•
•
•
•

Reviewing how to organise and host events
Understanding your role and responsibilities
Applying creativity to make your event memorable
Understanding the basics of project management
Discovering the various resources you can use to
source venues and suppliers
Tips for arranging travel and accommodation
Drafting and promoting your event successfully
Anticipating the needs and potential pitfalls on the day
Preparing for the unexpected with back up plans
Implementing your plan B’s when things don’t go
according to plan
Measuring and reporting on the success of the event

2 Days
JHB:
JHB:

17-18 Feb 2016
9-10 May 2016

CT:

7-8 April 2016
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Professional Administrators Conference South Africa

PACSA2016

Short URL: http://ow.ly/V0NBp

Perception, Power and Productivity
How do you see yourself? Do you realise your value? Are you exercising
your power as a leader and an influencer? Do you feel well equipped to
deal with the challenges you face on a daily basis as an Administrative
Professional?
“Change the way you look at things and the things you look at change.”
― Wayne W. Dyer
Thriving in a demanding business environment may not be easy, but it is
possible. PACSA2016 is about overcoming obstacles, taking charge of your
professional development, and realising your power as a business leader
and influencer. We have amazing program and a dynamic, new line up of
speakers ready to help you on your journey from good to GREAT!
Your comprehensive programme includes:
• Mountains and manicures: A lesson in endurance from Deshun Deysel
the first black woman to climb Mount Everest
• You are more than a Gatekeeper: Exercising your power as
a leader and influencer
• Transactional analysis: Examining perceptions and their impact on
communication with colleages, suppliers and managers
• Quality and quantity: Power tips for conquoring your admin mountain
• Online influence and thought leadership: Navigating through the clutter and
using social media effectively for business
• Wellness in the workplace: Staying mentally and physically fit while
working an office job
• “Think like a boss”: Anticipating your manager’s needs by applying the boss
mindset to projects and tasks
• Reaching the Summit: Time management techniques to help you
achieve your goals

Dates and Price

Venue

CT: May 2016
JHB: November 2016
R10, 650 excl VAT p/p sharing room rate

Have your say! This year we are involving our
delegates in every part of the lead up to PACSA
including the venue choice. Add your voice to
the conversation by emailing info@cbmtraining with
your suggestions for the perfect PACSA venue.

Some scenes from PACSA2015 at Sun City
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Benefits of PIVOTAL Training for your organisation

The new B-BBEE codes came into effect on 01 October 2015, and now South African
companies have a significantly tougher job if they want to achieve an acceptable BEE rating.
The amended codes dictate that 6% of your leviable spend needs the to be spent on skills
development, specifically on Learnership and PIVOTAL programmes – BUT the good news is
that these not only improve your BEE score, but also gives you the best chance to claiming back
a MAXIMUM of your skills development spend. Additional benefits include Tax Consessions and
recoupment of Mandatory as well as a portion of Discretionary SETA grants.

To assist our clients with these new stringent requirements, CBM Training has appointed our
own Internal Skills Development Consultant, and we are offering a free B-BBEE consultation
with her as a service to our clients.
Christellé van Zÿl is a qualified Skills Development Facilitator who has consulted within the
skills development arena for 5 years and is fully up to date with the latest B-BBEE and SETA
developments. Her main responsibilities include assessing clients’ skills development needs and
aligning these to B-BBEE targets. Her motto is “Maximum points for minimum spend.”

Call Christellé on
011 454 5505 to make an
appointment for a free, no
obligations assessment.

Christellé is available to come to your office and consult
with you on how CBM Training’s Learnerships and PIVOTAL
programmes can help you to increase your retrievals from
SETAs whilst boosting your BEE scorecard.

Find out how
booking PIVOTAL training with
CBM will allow you to claim
maximum BEE points for the
minimum cost!

Christellé’s remit is to match your skills development needs
with our accredited PIVOTAL programmes, whilst keeping
your budget, staff complement and organisations’ goals
in mind. All of our PIVOTAL programmes can be offered
on-site if you have enough delegates or we offer scheduled
public programmes for smaller groups of delegates.
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PIVOTAL
PIVOTALTraining
Training
Guided RPL Learnership in
Business Administration Services - NQF Level 3
Qualification ID: 67465 – NQF 3

Price Per Person: R17, 350 ex VAT

Duration: 6 ½ Days over 12 Months
Credits: 121

Learners need at least a Grade 10
(Std 8) with 1 - 2 years’ experience
in an administrative role.
They need to be competent
at a Grade 10 Standard Grade in
maths and literacy
(NQF 2, Grade 10 or higher).

This Guided RPL (Recognition of Prior Learning) Learnership allows
companies to send administrative staff with 1 - 2 years’ work experience
on 6 assessment preparation workshops, where they take part in
guided discussions and assessment briefings designed to assist them
in completing a Portfolio of Evidence on their administration skills. These
PoE’s will be assessed and moderated, and if found competent, delegates
will receive a National Qualification.

Areas covered:
Teamwork Management, Managing Reception, Events Management,
Business Numeracy, Office Management and Business Communication

Short URL: http://ow.ly/V0NJa

Month

Date

Mar - 16

4

Apr - 16

15

Jun - 16

10

July - 16

22

Sept – 16

2

Oct – 16

14

Dec – 16

2

Guided RPL Learnership in
Business Administration Services - NQF Level 4
Qualification ID: 61595 – NQF 4
Duration: 5 ½ Days over 12 Months

Price Per Person:
R18, 350 Ex VAT

Credits: 140

Learners need a Matric with 2
languages passed as well as
3 years’ experience.
They also need to be computer
literate or complete the
RPL Level 3 Learnership.

This Guided RPL (Recognition of Prior Learning) Learnership allows companies
to enrol more experienced Administrative professionals (minimum of 3
years’ work experience and Matric) on a programme that consolidates and
recognises their work experience. Delegates attend 5 assessment preparation
work-shops where they take part in guided discussions and assessment
briefings designed to assist them in completing a Portfolio of Evidence on
their administration skills. These PoE’s will be assessed and moderated, and if
found competent, delegates will receive a National Qualification.
Areas covered:
Personal effectiveness and ethics, Administration and financial services,
Managing contracts and developments, Working as a team member, Effective
communication and reporting, Second Language (Self study, if not passed matric)

Short URL: http://ow.ly/V0NUl

Month

Date

May – 16

6

June – 16

24

Aug – 16

5

Sept – 16

9

Oct – 16

14

Nov – 16

25

Guided RPL Learnership in Generic Management - NQF Level 4
Qualification ID: 57712 - NQF 4
Credits: 150
Duration: 7 x 1 Day Workshops
over 12 Months
Price Per Person:
R 17, 850 excl VAT

This Guided RPL (Recognition of Prior Learning)
Learnership allows companies to send Supervisors, New
Managers and Junior Managers on 7 short workshops that
will aid them in compiling 9 Portfolios of Evidence (PoE).
Delegates will attend a series of workshops where they will
be guided to complete Portfolios of Evidence based on
their experience in the workplace. Registration is available
to delegates who have at least 2 years in a supervisory
position and are competent in communication, maths and
computers at NQF 3 (Grade 11 or higher).

Portfolio’s of Evidence (PoE):
The role of the manager
Occupational learning
Business communication
Problem-solving
Leading and motivating a team
Conduct and service
Time management
Performance management
Business maths and budgeting

Guided RPL Learnership in Generic Management - NQF Level 5
Qualification ID: 59201
Credits: 162
Duration: 7 x 1 Day Workshops
over 12 Months
Price Per Person:
R18, 850 Ex VAT

This Guided RPL (Recognition of Prior Learning) Learnership
allows companies to send Middle to Senior Managers on on 7
short workshops that will aid them in compiling 6 Portfolios of
Evidence (PoE).
Delegates will attend a series of workshops where they will
be guided to complete Portfolios of Evidence for assessment
based on their experience in the workplace. Registration is
available to delegates who have at least 2 years in a
management position and are competent in communication,
maths and computers at a NQF Level 4 (Grade 12 or higher.)

Portfolio’s of Evidence (PoE):
Team development
Conflict and change
Human resources
Management and leading
Financial management
Results management
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Management Development Programmes
Introduction Management
Programme

Management Development
Programme

A Management Programme for Supervisors,
Team Leaders and Emerging Talent

Management Programme for
Managers and Senior Specialists
Short URL: http://ow.ly/V0Sds

Price Per Person: R19, 500 ex VAT
3 or More delegates: R17, 550 ex VAT
Onsite 8+ delegates: POA
Duration: 10 Days 8 Month programme
The Introduction Management Programme
(IMP) focuses on building the foundation of
management and leadership capability as
well as refining core operational skills. It is run
over 8 modules that cover the key elements of
operational supervision/management with a
strong emphasis on personal growth and
development.
The programme will expose team leaders and
supervisors to topics such as personal
effectiveness, time management, first
time leadership, managing team
productivity, coaching, introduction to finance
and budgets, diversity management, business
etiquette, basic labour law and
assertiveness skills.

Month

Date

May - 16

5-6

Jun - 16

10

Jul - 16

22

Aug - 16

19

Sept - 16

16

Oct- 16

14

Nov - 16

18

Dec - 16

1

Delegates should have some experience in a
supervisory position, be newly appointed or be
identified to have team leading potential.

If an NQF qualification is required after completion of the IMP Programme,
delegates can register on an outsourced RPL Learnership in Generic Management
Level 4 (Qualification ID: 57712 – NQF 4 )and submit 9 PoE’s for assessment
See page 16 for details

Short URL: http://ow.ly/V0RYw
Price Per Person: R26, 250 ex VAT
3 or More delegates: R23, 625 ex VAT
Onsite 8+ delegates: POA
Duration: 16 Days 8 Month programme

The Management Development
Programme (MDP) is a focused,
complete programme that equips
managers with the core competence
to effectively manage and lead teams and
business projects.
This programme develops a broader
business understanding of the different
facets of management thus ensuring
managers perform in their roles by
The programme consists of 8 modules
of 2 days each and covers element such as
business and commercial acumen,
influencing, motivating and leading,
personal improvement, recruiting talent
and managing performance, professional
communication, coaching, delegation,
developing people, innovation, problem
solving, managing change, conflict and
negotiation skills.

Month

Date

Mar - 16

3-4

Apr - 16

7-8

May - 16

12-13

Jun - 16

9-10

Jul - 16

21

Jul - 16

22

Aug - 16

18-19

Sep - 16

15-16

Oct - 16

20

Oct - 16

21

If an NQF qualification is required after completion of the IMP Programme,
delegates can register on an outsourced RPL Learnership in Generic Management
Level 5 (Qualification ID: 59201 – NQF 5)and submit 9 PoE’s for assessment
See page 16 for details

Onsite Training Solutions
Many of our customers have multiple employees that require training
on a particular course or topic. The courses are then run as on-site
training - which means that training is run at a time and place of their
choosing (often at their company premises or site), and is tailored
specifically for their organisation.
Run on-site training and receive between 20% to 50% discount off our
advertised public training course prices, dependent on delegate numbers.If
you have 8 or more delegates interested in one of our courses, we can run
on-site training for you, anywhere in Africa!
On-site training offers many benefits:
• Substantial saving off our advertised public course price if
you have 8 or more delegates
• Focusing the course to your own specific company's needs
• Relevant industry examples and case studies
• The opportunity to talk about confidential company matters
• Savings on travel if your company is out of town
• Raising the knowledge level of your entire team and motivating
them as they learn together
• Top level lecturers with real life experience in the subject, and
the personality to keep the subject interesting
• Interactive discussion between employees facilitated by
the expert lecturer often solves actual problems

In addition to the topics offered by our public training division,
the onsite training division offers a wide range of courses,
including:
• Full Microsoft Office Suite of Courses
(Basic, Intermediate and Advanced Levels Offered)
• Developing and Managing a Vigorous Credit Department
• Understanding the National Credit Act
• Successfully Managing Contracts and Supplier Relationships
• Professional Purchasing and Supply Chain Management
• Speedwriting and Data Capturing
• e-Generation Secretary
• Essential Assertiveness Skills for Secretaries and PA
• Preparing to Defend a Claim at the CCMA
• Handling Grievances Effectively
• Implementing Active Talent Management Strategies
• Strategic Human Resources Management
• Gender Mainstreaming
• Stakeholder Engagement and Management
• The Effective Project Assistant
• Conflict Management at Work
• Effective Performance Management
• Business Analytical Skills
• Speed Writing and Data Capturing

To request more information on onsite training, or to request a quote, contact Nicole Barnes
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April - June 2016 Public Training Calendar

www.cbm-training.co.za/training-courses

Johannesburg

Apr May Jun

Durban

Cape Town

Jul

Apr May Jun

Jul

Apr May Jun

Jul

Human Resources and Senior Management
Planning a Successful Employee Induction Programme
18-20

Train the Trainer
An SA Manager’s Guide to Avoiding Costly Labour Law Mistakes

9-10

Successful Strategy Implementation using Lean and Agile Principles

Specialist Courses
Submitting Winning Government Tenders and Compliant Bids

3
20

A Beginner’s Guide to Applying Project Management Principles
Practical Project Management

22-23

Managing Projects with MS Project

28-29

Management Courses
Time Management Skills to Maximise Productivity

23

Key Management Skills for Effective Managers
Dealing with Difficult People

6

Team Leadership using Emotional Intelligence (EQ)

2

7
14

14

22
24-25

24-25

Effective People Management Skills

2

7
6

16-17
22

6

The Management and Leadership Programme

12-13

18-19

MS Excel Dashboards: A Real-time Management Tool

26-27

26-27

20-21

The 5 Day Management Programme including iPad

18-22

Using Coaching Skills to Develop Staff and Achieve Organisational
Goals
Implementing the Revised B-BBEE Codes in a way that Maximises
ROI

9-10

26-27
7

Business Courses
11

Intelligent Business Communication Skills
Writing Better Business Documents

11-12

25-26
10-11

Practical Business and Technical Report Writing
21-22

Practical, Powerful Presentation Skills

18-19

Rapid Problem Solving and Decision Making Skills
23-24

13-14

Practical Self-Confidence and Assertiveness Skills
Master the Art of Negotiation

20-21
24-25

19-20

Strategic Financial Analysis for Improved Decision Making

19-20

Financial Courses
21

Intro to Finance for Non-Financial Managers
Practical Finance, Accounts and Budgets

12-13

Professional Purchasing and Procurement

14-15

Using MS Excel Effectively in Your Role as a Finance Professional

4-5

Powerful Telephone Debt Collection Techniques

11

Advanced Debt Collection Techniques

12-13
20-21
11
12

19
10

20

The Highly Effective Accounts Assistant

4-5

8-9
20-21

8

The Legal Aspects of Collecting Debt

28

18-19

18-19

4-5

6-7

Secretarial Courses
5

Telephone Etiquette and Frontline Reception Skills
A Secretary’s Guide to Meetings and Minutes

25

14

22
21

11

Mastering your New Role as a Secretary

21

7-8

The Emotionally Intelligent Secretary/ PA

29

Adam Fidler - The Ultimate Personal Assistant
Adam Fidler - The Indispensable Executive Assistant
21-22

The Effective Executive Secretary
The South African Ultimate Personal Assistant

20-21

17-18

The Professional Office Manager

20-21

MS Excel for Business and Office Professionals

14-15

MS PowerPoint for Business and Office Professionals
Event Management for Marketing and Office Professionals

18-19

12-13

18-19

8-9

7-8
9-10

7-8

To download a hyperlinked PDF version of this calendar, go to:
http://cbmtraining.co.za/training-courses
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YES! I’d like to book for the
following CBM Training course...
Please contact us on 011 454 5505 or send your info
to info@cbmtraining.co.za or fax this form to us on
086 687 2468.
Note: an extra charge of R250 (ex VAT)
per day will be charged for Halaal or Kosher meals.
Tick this box if you want an on-site programme specialist
to contact you for an ON-SITE QUOTE. Then kindly
complete the “COMPANY” section in the block below
public course delegate details.
*** PLEASE DO NOT REMOVE THE LABEL***

Registration Form 2016
Course Name:............................................................................................. Date:...................................................................................
Venue: (please circle) JHB

PTA

DBN

CT

OTHER (ON-SITE ONLY) :.................................................................................

Delegate 1: Title:.........First Name:..............................................................Surname:...........................................................................
Job Title:....................................................................................................................Cell Number:........................................................
Email:.....................................................................................................................................................................................................
Special Dietary Requirements? (please circle)

Halaal

Kosher

Vegetarian

Vegan Allergies:...........................................

Delegate 2: Title:.........First Name:..............................................................Surname:...........................................................................
Job Title:....................................................................................................................Cell Number:........................................................
Email:.....................................................................................................................................................................................................
Special Dietary Requirements? (please circle)

Halaal

Kosher

Vegetarian

Vegan........... Allergies:...................................

COMPANY

Company Name:........................................................................................................................................................................ .............
Company Name:.....................................................................................................................................................................
Postal Address:.......................................................................................................................................................................
Postal Code:..................Tel:.................................................................Fax:.............................................................................
Company Division:........................................................................................ Vat Reg No:......................................................
Email:.....................................................................................................................................................................................
(Please note: This is the email address where you would like the information/confirmation of booking to be sent)
How many employees in your company: (please circle one)

1-10

11-30

31-100

101-250

251-1000

1000+

How did you find out about the course? (please specify) .....................................................................................................................
Would you like to receive course updates via email: (please circle one)

Yes

No

Send Tax Invoice To: Title:.........First Name:..............................................................Surname:.............................................................
Job Title:....................................................................................................................Cell Number:.........................................................
Email:......................................................................................................................................................................................................
Approving Manager: Title:.........First Name:..............................................................Surname:.............................................................
Job Title:....................................................................................................................Cell Number:.........................................................
Email:......................................................................................................................................................................................................
Contact Secretary: Title:.........First Name:..............................................................Surname:................................................................
Job Title:....................................................................................................................Cell Number:.........................................................
Email:......................................................................................................................................................................................................
Approving Manager Signature:......................................................Name:....................................................Date:...................................
NB: Signing this form, means you have read and agreed to the CBM Training standard terms conditions, which are available on our
website, or which can be sent to you on request.
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