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ABOUT US

Myfamily Projects and Consulting is a company specializing in management consulting, project
management, and skills development training. We are dedicated to assisting organisations, both in
the private and public sectors, higher education institutions, and communities in effectively managing
their projects in a cost-efficient manner. We provide unique training to enhance organisational
competitiveness and compliance. Additionally, Myfamily Projects and Consulting assists in
developing or updating courses and curricula to meet organisational needs, ensuring high-quality

learning.

With Human Resources services as one of our pillars, we offer skills audits, recruit personnel for
various entities, and support staff development by aligning employee competencies with
organisational or industry skill demands.

Myfamily Consulting, established in 2013, is a 100% black woman-owned company. accredited by
Services SETA as a skills development provider for legacy qualifications and short courses, the
company offer occupationally directed education training programmes through Services SETA's
MOU with ETDPSETA. Additionally, we are accredited by QCTO to provide occupational
gualifications and skills programmes. Our sector employer is FASSET. The company offers a wide
range of consulting services and customised training solutions to all spheres of government, as well

as the private sector.

Myfamily employs a team of high-level experts for every project to ensure client satisfaction and
value for their investment. Our team comprises facilitators who are subject matter experts, qualified
assessors and moderators, financial and credit advisors, project managers, HR specialists, coaches

and mentors, material developers, curriculum designers, and business advisors.

MISSION

To ensure production improvement within the organisation by providing solution and guidance for

effective and efficient delivery of projects...Always.

VISION
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To be recognised as the leading projects management, skills development provider and consulting
company in South Africa which provides guidance to organisations and communities that will bring

seamless success.
ETHOS

We act with integrity, we encourage co-creation, we treat clients as if they were our only clients and

we exceed expectations always.

SECTION A: LEARNERSHIP AND QUALIFICATIONS

GENERIC MANAGEMENT

The Generic Management qualification was designed to develop management competencies
required by individuals particularly those who manage first line managers. The qualification is aimed
at further developing the key concepts, principles and practices of management that will enable
individuals to lead, manage, organise and control first line managers and team leaders. The learners
will typically be managers who have other junior managers or team leaders reporting to them or

those who may aspire to be on management position one day.

This qualification is further intended to empower learners to acquire the knowledge, skills, attitudes
and values required to operate effectively and efficiently as individuals and to respond to the

challenging economic environment and constantly changing world of work.
The programme can be attended as a qualification or learnership.

GENERIC MANAGEMENT 57712 NQF L4 LEARNING PROGRAMME 74630

ID UNIT STANDARD TITLE NQF CREDITS
LEEL
Core 242824 Apply leadership concepts in a work context | Level 4 12
Core 242815 Apply the organisation's code of conductina | Level 4 5
work environment
Core 242816 Conduct a structured meeting Level 4 5
Core 242822 Employ a systematic approach to achieving Level 4 10
objectives
Core 242821 Identify responsibilities of a team leader in Level 4 6
ensuring that organisational standards are
met
Core 242810 Manage Expenditure against a budget Level 4 6



http://allqs.saqa.org.za/showUnitStandard.php?id=242824
http://allqs.saqa.org.za/showUnitStandard.php?id=242815
http://allqs.saqa.org.za/showUnitStandard.php?id=242816
http://allqs.saqa.org.za/showUnitStandard.php?id=242822
http://allqs.saqa.org.za/showUnitStandard.php?id=242821
http://allqs.saqa.org.za/showUnitStandard.php?id=242810

Core 242829 Monitor the level of service to a range of Level 4 5
customers

Core 242819 Motivate and Build a Team Level 4 10

Core 242811 Prioritise time and work for self and team Level 4 5

Core 242817 Solve problems, make decisions and Level 4 8
implement solutions

Fundamental 119472 Accommodate audience and context needs Level 3 5
in oral/signed communication

Fundamental 119457 Interpret and use information from texts Level 3 5

Fundamental 119467 Use language and communication in Level 3 5
occupational learning programmes

Fundamental 119465 Write/present/sign texts for a range of Level 3 5
communicative contexts

Fundamental 9015 Apply knowledge of statistics and probability | Level 4 6
to critically interrogate and effectively
communicate findings on life related
problems

Fundamental 119462 Engage in sustained oral/signed Level 4 5
communication and evaluate spoken/signed
texts

Fundamental 119469 Read/view, analyse and respond to a variety | Level 4 5
of texts

Fundamental 9016 Represent analyse and calculate shape and | Level 4 4
motion in 2-and 3-dimensional space in
different contexts

Fundamental 7468 Use mathematics to investigate and monitor | Level 4 6
the financial aspects of personal, business,
national and international issues

Fundamental 12153 Use the writing process to compose texts Level 4 5
required in the business environment

Fundamental 119459 Write/present/sign for a wide range of Level 4 5
contexts

Elective 242814 Identify and explain the core and support Level 3 6
functions of an organisation

Elective 242812 Induct a member into a team Level 3 4

Elective 242820 Maintain records for a team Level 3 4

Elective 242818 Describe the relationship of junior Level 4 5
management to other roles

Elective 13915 Demonstrate knowledge and understanding Level 3 4

of HIV/AIDS in a workplace, and its effects
on a business sub-sector, own organisation
and a specific workplace
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http://allqs.saqa.org.za/showUnitStandard.php?id=242829
http://allqs.saqa.org.za/showUnitStandard.php?id=242819
http://allqs.saqa.org.za/showUnitStandard.php?id=242811
http://allqs.saqa.org.za/showUnitStandard.php?id=242817
http://allqs.saqa.org.za/showUnitStandard.php?id=119472
http://allqs.saqa.org.za/showUnitStandard.php?id=119457
http://allqs.saqa.org.za/showUnitStandard.php?id=119467
http://allqs.saqa.org.za/showUnitStandard.php?id=119465
http://allqs.saqa.org.za/showUnitStandard.php?id=9015
http://allqs.saqa.org.za/showUnitStandard.php?id=119462
http://allqs.saqa.org.za/showUnitStandard.php?id=119469
http://allqs.saqa.org.za/showUnitStandard.php?id=9016
http://allqs.saqa.org.za/showUnitStandard.php?id=7468
http://allqs.saqa.org.za/showUnitStandard.php?id=12153
http://allqs.saqa.org.za/showUnitStandard.php?id=119459
http://allqs.saqa.org.za/showUnitStandard.php?id=242814
http://allqs.saqa.org.za/showUnitStandard.php?id=242812
http://allqs.saqa.org.za/showUnitStandard.php?id=242820
http://allqs.saqa.org.za/showUnitStandard.php?id=242818
http://allqs.saqa.org.za/showUnitStandard.php?id=13952

Elective 251960 Identify and describe disaster related risks Level 3 5
and threatening situations utilizing basic
disaster management concepts and
indigenous knowledge

Elective 242813 Explain the contribution made by own area of | Level 4 5
responsibility to the overall organizational
strategy

Elective 242820 Maintain records for a team 3 4

GENERIC MANAGEMENT 57712 NQF L4 LEARNING PROGRAMME 58344

ID UNIT STANDARD TITLE NQF CREDITS
LEVEL

Core 242824 | Apply leadership concepts in a work Level 4 12
context

Core 242815 | Apply the organisation's code of conduct in | Level 4 5
a work environment

Core 242816 | Conduct a structured meeting Level 4 5

Core 242822 | Employ a systematic approach to Level 4 10
achieving objectives

Core 242821 | ldentify responsibilities of a team leader in | Level 4 6
ensuring that organisational standards are
met

Core 242810 | Manage Expenditure against a budget Level 4 6

Core 242829 | Monitor the level of service to a range of Level 4 5
customers

Core 242819 | Motivate and Build a Team Level 4 10

Core 242811 | Prioritise time and work for self and team Level 4 5

Core 242817 | Solve problems, make decisions and Level 4 8
implement solutions

Fundamental 119472 | Accommodate audience and context Level 3 5
needs in oral/signed communication

Fundamental 119457 | Interpret and use information from texts Level 3 5

Fundamental 119467 | Use language and communication in Level 3 5
occupational learning programmes

Fundamental 119465 | Write/present/sign texts for a range of Level 3 5
communicative contexts

Fundamental 9015 Apply knowledge of statistics and Level 4 6
probability to critically interrogate and
effectively communicate findings on life
related problems

Fundamental 119462 | Engage in sustained oral/signed Level 4 5
communication and evaluate
spoken/signed texts

Fundamental 119469 | Read/view, analyse and respond to a Level 4 5
variety of texts

Fundamental 9016 Represent analyse and calculate shape Level 4 4
and motion in 2-and 3-dimensional space
in different contexts



http://allqs.saqa.org.za/showUnitStandard.php?id=242824
http://allqs.saqa.org.za/showUnitStandard.php?id=242815
http://allqs.saqa.org.za/showUnitStandard.php?id=242816
http://allqs.saqa.org.za/showUnitStandard.php?id=242822
http://allqs.saqa.org.za/showUnitStandard.php?id=242821
http://allqs.saqa.org.za/showUnitStandard.php?id=242810
http://allqs.saqa.org.za/showUnitStandard.php?id=242829
http://allqs.saqa.org.za/showUnitStandard.php?id=242819
http://allqs.saqa.org.za/showUnitStandard.php?id=242811
http://allqs.saqa.org.za/showUnitStandard.php?id=242817
http://allqs.saqa.org.za/showUnitStandard.php?id=119472
http://allqs.saqa.org.za/showUnitStandard.php?id=119457
http://allqs.saqa.org.za/showUnitStandard.php?id=119467
http://allqs.saqa.org.za/showUnitStandard.php?id=119465
http://allqs.saqa.org.za/showUnitStandard.php?id=9015
http://allqs.saqa.org.za/showUnitStandard.php?id=119462
http://allqs.saqa.org.za/showUnitStandard.php?id=119469
http://allqs.saqa.org.za/showUnitStandard.php?id=9016

Fundamental 7468 Use mathematics to investigate and Level 4 6
monitor the financial aspects of personal,
business, national and international
issues

Fundamental 12153 Use the writing process to compose texts Level 4 5
required in the business environment

Fundamental 119459 | Write/present/sign for a wide range of Level 4 5
contexts

Elective 15234 Apply efficient time management to the Level 5 4
work of a department/division/section

Elective 109999 | Manage service providers in a selected Level 4 5
organisation

Elective 110026 | Describe and assist in the control of fraud Level 4 4
in an office environment

Elective 110003 | Develop administrative procedures in a Level 4 8
selected organisation

Elective 110009 | Manage administration records Level 4 4

GENERIC MANAGEMENT 59201 NQF L5 LEARNING PROGRAMME 60269

ID UNIT STANDARD TITLE NQF CREDITS
LEVEL

Core 252044 | Apply the principles of knowledge Level 5 6
management

Core 252037 | Build teams to achieve goals and Level 5 6
objectives

Core 252020 | Create and manage an environment that Level 5 6
promotes innovation

Core 252032 | Develop, implement and evaluate an Level 5 8
operational plan

Core 252027 | Devise and apply strategies to establish Level 5 6
and maintain workplace relationships

Core 252021 | Formulate recommendations for a change Level 5 8
process

Core 252029 | Lead people development and talent Level 5 8
management

Core 252043 | Manage a diverse work force to add value Level 5 6

Core 252034 | Monitor and evaluate team members Level 5 8
against performance standards

Core 252025 | Monitor, assess and manage risk Level 5 8

Core 252035 | Select and coach first line managers Level 5 8

Fundamental 120300 | Analyse leadership and related theories in a | Level 5 8
work context

Fundamental 252026 | Apply a systems approach to decision Level 5 6
making

Fundamental 252036 | Apply mathematical analysis to economic Level 5 6
and financial information.

Fundamental 252042 | Apply the principles of ethics to improve Level 5 5
organisational culture
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http://allqs.saqa.org.za/showUnitStandard.php?id=7468
http://allqs.saqa.org.za/showUnitStandard.php?id=12153
http://allqs.saqa.org.za/showUnitStandard.php?id=119459
http://allqs.saqa.org.za/showUnitStandard.php?id=15234
http://allqs.saqa.org.za/showUnitStandard.php?id=242812
http://allqs.saqa.org.za/showUnitStandard.php?id=110003
http://allqs.saqa.org.za/showUnitStandard.php?id=110009
http://regqs.saqa.org.za/showUnitStandard.php?id=252044
http://regqs.saqa.org.za/showUnitStandard.php?id=252037
http://regqs.saqa.org.za/showUnitStandard.php?id=252020
http://regqs.saqa.org.za/showUnitStandard.php?id=252032
http://regqs.saqa.org.za/showUnitStandard.php?id=252027
http://regqs.saqa.org.za/showUnitStandard.php?id=252021
http://regqs.saqa.org.za/showUnitStandard.php?id=252029
http://regqs.saqa.org.za/showUnitStandard.php?id=252043
http://regqs.saqa.org.za/showUnitStandard.php?id=252034
http://regqs.saqa.org.za/showUnitStandard.php?id=252025
http://regqs.saqa.org.za/showUnitStandard.php?id=252035
http://regqs.saqa.org.za/showUnitStandard.php?id=120300
http://regqs.saqa.org.za/showUnitStandard.php?id=252026
http://regqs.saqa.org.za/showUnitStandard.php?id=252036
http://regqs.saqa.org.za/showUnitStandard.php?id=252042

Fundamental 252022 | Develop, implement and evaluate a project | Level 5 8

plan

Fundamental 252040 | Manage the finances of a unit Level 5 8

Fundamental 12433 Use communication techniques effectively Level 5 8

Elective 252030 | Analyse compliance to legal requirements Level 5 4
and recommend corrective actions

Elective 252041 | Promote a learning culture in an Level 5 5
organisation

Elective 114226 | Interpret and manage conflicts within the Level 5 8
workplace

Elective 252031 | Apply the principles and concepts of Level 5 4

emotional intelligence to the management
of self and others

Elective 252033 | Demonstrate ways of dealing with the Level 5 8
effects of dread diseases and in particular
HIV/AIDS

Elective 252024 | Evaluate current practices against best Level 5 4
practice

Elective 114212 | Explain the impact of organisational Level 4 3

wellness on a business environment and
indicate a strategy for a business unit

Elective 12140 Recruit and select candidates to fill defined | Level 6 9
positions

Elective 10048 Identify brand mix elements Level 5 8

Elective 12761 Demonstrate an understanding of Level 4 8

macroeconomic principles as they apply to
the South African business environment

Elective 252039 | Develop a plan to combat corruption Level 5 5

BUSINESS ADMINISTRATION NQF LEVEL 4 SAQA 61595 LEARNING PROGRAMME 35928

This Qualification is for any individual who is or wishes to be involved in the Administration function
within any industry, or non-commercial venture/organisation. It is also the building block to advance
the learner into the National Certificate in Business Administration Services OR Generic

Management: NQF Level 5.

The Core Component of the Qualification offers the learner knowledge and skills in the Management
of Records, Comprehension of written and verbal texts, Business Writing, Problem Solving, Ethics,
Cultural Awareness, Self-Management and Self Development, Project Teamwork and Business
Policies and Procedures. The Qualification through its Elective Component enables the learner to
specialise in areas of Administration such as Reception, Executive Administration, Financial
Literacy, Relationship Management, Legal Knowledge, Communication, Project Administration and

Support, Call Centre Administration and Human Resources.


http://regqs.saqa.org.za/showUnitStandard.php?id=252022
http://regqs.saqa.org.za/showUnitStandard.php?id=252040
http://regqs.saqa.org.za/showUnitStandard.php?id=12433
http://regqs.saqa.org.za/showUnitStandard.php?id=252030
http://regqs.saqa.org.za/showUnitStandard.php?id=252041
http://regqs.saqa.org.za/showUnitStandard.php?id=114226
http://regqs.saqa.org.za/showUnitStandard.php?id=252031
http://regqs.saqa.org.za/showUnitStandard.php?id=117853
http://regqs.saqa.org.za/showUnitStandard.php?id=15230
http://regqs.saqa.org.za/showUnitStandard.php?id=15219
http://regqs.saqa.org.za/showUnitStandard.php?id=264408
http://regqs.saqa.org.za/showUnitStandard.php?id=15214

TRAINING CONTENT

Module 5: Communication in a Business (English NQF L4) — 20 Credits

texts

ID UNIT STANDARD TITLE NQF CREDITS DRIRGITON
LEVEL

12153 Use the writing process to compose

texts required in the business 4 5

environment
119459 Write for a wide range of contexts 4 5 L Sy et
119469 | Read analyse and respond to a A 5 RPL process

variety of texts 24 Days workplace
119462 | Engage in sustained oral

communication and evaluate spoken 4 5

Module 6;: Communication — Effective Business

Writing (Afrikaans NQF L3) — 20 Credits

ID UNIT STANDARD TITLE NQF CREDITS DURATION
LEVEL
119457 Verklaar en Gebruik Informasie 3 5
Vanaf Teks
Skryf/Vertoon/Teken Teks Vir 'n
119465 Reeks Van Kommukasiekontekste 3 5
1 Day face to face
] o RPL process
Gebruik Taal en Kommunikasie In
119466 3 5
Beroepsleerprogramme 24 Days workplace
Akkommodeer Gehoor- en
119472 Konteksbenodighede In 3 5
Spraak/Getekende Kommunikasie
Module 1: Management of Self in Business — 32 Credits
NQF
ID UNIT STANDARD TITLE CREDITS
LEVEL DURATION
110021 | Achieve personal effectiveness in 4 6
business environment
Accreditation with Services SETA number: 13779
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10022 Comply with organisational ethics 4 4
- - - 3 Days face to face

7791 Display cultural awareness in dealing 4 4

with customers and colleagues 37 Days workplace
10135 Work as a project team member 4 8
13943 Analyse new developments reported 4 10

in the media that could impact on a

business sector or industry

Module 2: Administration in a Business — 31 Credits
ID UNIT STANDARD TITLE NQF CREDITS DRIRGITON
LEVEL

13941 Apply the budget function in a 4 5

business unit 4 Days face to face
13945 Describe and apply the management 4 2 34.5 Days workplace

of stock and fixed assets in a

business unit
109999 Manage service providers in a 4 5

selected organisation
110026 Describe and assist in the control of 4 4

fraud in an office environment
110009 Manage administration records 4 4
110003 Develop administrative procedures 4 8

in a selected organisation
14552 Contract service providers 4 3

Module 3: Business Management and Reporting — 24 Credits
ID UNIT STANDARD TITLE NQF CREDITS
LEVEL

10140 Apply a range of project 4 8

management tools
15234 Apply efficient time management to 5 4 3 Days face to face

the work of a
department/division/section

27 Days workplace

11




13929

Co-ordinate meetings, minor events
and travel arrangements

7790

Process incoming and outgoing
telephone calls

110023

Present information in report format 4

Module 4: Financial Literacy — 16 Credits

UNIT STANDARD TITLE

NQF
LEVEL

CREDITS

12417

Measure, estimate & calculate
physical quantities & explore,
critique & prove geometrical
relationships in 2 and 3 dimensional
space in the life and workplace of

4

adult with increasing responsibilities
2 Days face to face

9015 Apply knowledge of statistics and 4 6
probability to critically interrogate
and effectively communicate

findings on life related problems

18 Days workplace

7468 Use mathematics to investigate and 4 6
monitor the financial aspects of
personal, business, national and

international issues

Extra Support and Re-Assessment

Verification and Certification

NB: All learners who completed matric may be Assessed through RPL for Module 4, 5 and 6.

ENTREPRENEURSHIP LEARNERSHIP/FULL QUALIFICATION

QUALIFICATION SAQA ID NQF CREDITS
LEVEL

NC: New Venture Creation 49648 2 138

FETC: New Venture Creation 66249 4 149

Accreditation with Services SETA number: 13779
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ABOUT ENTREPRENEURSHIP

Every entrepreneurial venture needs a person who is competent to manage a business.

This qualification is intended for persons who wish to start, operate, manage and grow a new small
to medium business venture. Persons attempting this qualification will be equipped with a variety
of technical, business managerial and personal skills and strategies to help them succeed in the
creation and sustenance of a business. The successful learner will develop a sound foundation for
the application of these skills and knowledge to explore a diverse range of entrepreneurial

opportunities.

If you are dreaming of starting your own business of you are currently managing one, then this

programme is for you.

The programme can be attended as a qualification or learnership.
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SECTION B: OCCUPATIONAL QUALIFICATIONS

Accreditation with Services SETA number: 13779
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Occupational Certificate: Training and Development Practitioner NQF 5 — SAQA 101321 -
CREDITS 190

About the qualification

Many of the skills development priorities, nationally and within companies and organisations, are
met through the efforts of learning and development practitioners, and this qualification addresses

the key competencies of such practitioners.

The qualification will increase the employment prospects of Occupational Learning practitioners,

while helping to ensure quality and competence within the Occupational Learning field.

The qualification further supports the continued development of key established employment
opportunities associated with occupationally directed education and training, including, skills
development facilitation, assessment practitioners and Skills Development Facilitator (SDF)

practitioners as part qualifications.

The qualification also places emphasis on the educational strategy that provides learners with real-
life work experiences where they can apply knowledge and technical skills and develop their
employability through work based learning. This qualification recognises the need for qualified
practitioners that are competent in planning and facilitating work based learning interventions, as a
part qualification. This will achieve the need for qualified persons who are able to support workplaces
and learners with the implementation of work experience components of learnerships, internships

and apprenticeships.

The qualification is designed to meet the competency profile of persons delivering learning and
development services, at the interface of the delivery of learning and development services within
the occupational qualification framework. This recognises a further need for professional
development at higher levels of learning and development research, planning, design and impact

assessment.

A qualified learner will be able to

o Co-ordinate learning within an occupational context.

o Establish and refine learning and development needs within occupational contexts.

e Conceptualise, plan and implement occupationally relevant learning and development
interventions.

¢ Facilitate learning in a variety of occupational contexts.
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o Evaluate the impact of learning and development interventions within an occupational

context.

Recognition of Prior Learning (RPL)

RPL for access to the external integrated summative assessment: Accredited providers and
approved workplaces must apply the internal assessment criteria specified in the related curriculum
document to establish and confirm prior learning. Accredited providers and workplaces must confirm

prior learning by issuing a statement of result or certifying a work experience record.

RPL for access to the qualification: Accredited providers and approved workplaces may recognise

prior learning against the relevant access requirements.

Entry Requirements

Level 4 with Communication.

This qualification is made up of the following compulsory Knowledge and Practical Skill Modules:
Knowledge Modules

e 242401001-KM-01, The statutory learning and development environment, Level 5, 8 Credits.

o 242401001-KM-02, Learning and development management functions, Level 5, 8 Credits.

o 242401001-KM-03, Organisational learning and development needs analysis, Level 5, 8
Credits.

o 242401001-KM-04, Facilitation of learning in an occupational context, Level 5, 8 Credits.

o 242401001-KM-05, Assessment principles and practices, Level 5, 4 Credits.

o 242401001-KM-06, Workplace learning and development planning, evaluation and reporting,
Level 5, 8 Credits.

o 242401001-KM-07, Work based learning, Level 5, 6 Credits.

Total number of credits for Knowledge Modules: 50.

Practical Skill Modules

Accreditation with Services SETA number: 13779
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242401001-PM-01, Manage and coordinate logistics, facilities and financial resources, Level
5, 8 Credits.

242401001-PM-02, Plan, conduct and report on a learning and development needs analysis,
Level 5, 16 Credits.

242401001-PM-03, Plan the delivery of an occupational learning intervention, Level 5, 16
Credits.

242401001-PM-04, Facilitate different methodologies, training styles and techniques within
an occupational learning context, Level 5, 12 Credits.

242401001-PM-05, Facilitate experiential work based learning, Level 5, 8 Credits.
242401001-PM-06, Plan and conduct the assessment of learner competencies, Level 5, 8
Credits.

242401001-PM-07, Evaluate the impact of learning within an occupational context, Level 5,
8 Credits.

Total number of credits for Practical Skill Modules: 76.

This qualification also requires the following Work Experience Modules

242401001-WM-01, Conduct learning and development management practices, Level 5, 12
Credits.

242401001-WM-02, Conduct skills development facilitation (SDF) processes as required for
mandatory grant payments, Level 5, 8 Credits.

242401001-WM-03, Conduct learning and development planning and implementation
processes, Level 5, 12 Credits.

242401001-WM-04, Facilitate an occupational learning session, Level 5, 8 Credits.
242401001-WM-05, Facilitate a work based learning and development process, Level 5, 8
Credits.

242401001-WM-06, Conduct assessments of learner competence, Level 5, 8 Credits.
242401001-WM-07, Conduct an evaluation of the impact of learning within an occupational

context, Level 5, 8 Credits.

Total number of credits for Work Experience Modules: 64.

Possible jobs

Work based Learning and Development Facilitator

Skills development facilitation

17



e Assessment practitioners

e Skills Development Facilitator (SDF) practitioners
e Learning and Development Facilitator

e Learning support Facilitator

e Learning and Development Office

e Training and Development Administrator

Articulation
Horizontal Articulation:

e National Certificate in Generic Management, Level 5, ID: 59201.
o Higher Occupational Certificate in Human Resource Management Administrator, Level 5, ID:
121150.

e Higher Certificate in Human Resource Management, Level 5, ID: 96080.

Vertical Articulation:

¢ National First Degree in Occupationally Directed Education, Training and Development
Practices, Level 6.

Duration

12-18 months

Assessment

Assessment will be continuous internally, however there will be external assessment called EISA

which will be written at the end of the programme at a registered assessment centre.

Accreditation with Services SETA number: 13779
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Occupational Certificate: Office Administrator NQF 5 — SAQA 102161 — CREDITS 445

About the qualification

This occupational qualification provides an opportunity for the learner to acquire a range of
administrative skills to coordinate the activities of an office including information management and

operational processes.

Qualified learners will be competent to support management with office and information
administration demonstrating a range of administrative and communication skills. They will be able
to function in Human Resource, Marketing, Public relations or financial departments/unit which will
enable them to accomplish tasks professionally and efficiently in in the increasingly computerised
environment of a business office an in accordance with national and international standards in the
field. The learner will also understand cultural diversity, multicultural communication and the

principles of a professional image and grooming to promote the image of the organisation.

The occupational qualification is to equip students with broad based knowledge and skills to be able
to be employed in a small business or a large corporation, public or private and advance their

personal and career management skills to enhance their own employability.

The qualified learner will be actively engaged in becoming a well-rounded, multi-skilled office
administrator, prepared for further, more specific study in the various fields, which enables easier

progression routes.

Qualified learners will be competent to support executive management with:

e Office Administration and record management
e Communication skills

e Multicultural customer and client relational skills
e Resource/facilities management

e Tender administration

o Skills development administration

e PR and advocacy and social and digital media
o Computerised project management skills

o Staffing and people support administration

e Fundamental life and work skills
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A qualified learner will be able to:

Manage resources according to good governance policies and procedures to facilitate the
smooth and effective operational activities within the organisation

Manage, coordinate and assist in the administration and clerical support of the specific
departments to facilitate the smooth running thereof by using computerised systems and
practices

Assist in selection process, induction, employee wellness and skills development of
employees

Process given data to complete a Workplace Skills Plan

Assist in the administrative function of the marketing, public relations and advocacy of the
organisation

Communicate effectively using appropriate methods to maintain effective customer
relationships according to organisational standards customer service of internal and external
stakeholders

Plan, administer and provide support services to a special project within an organisation

Recognition of Prior Learning (RPL)

RPL for access to the external integrated summative assessment: Accredited providers and

approved workplaces must apply the internal assessment criteria specified in the related curriculum

document to establish and confirm prior learning. Accredited providers and workplaces must confirm

prior learning by issuing a statement of result or certifying a work experience record.

RPL for access to the qualification: Accredited providers and approved workplaces may recognise

prior learning against the relevant access requirements.

Entry Requirements

Level 4 with Communication.

This qualification is made up of the following compulsory Knowledge and Practical Skill Modules:

Knowledge Modules

Accreditation with Services SETA number: 13779
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334102002-KM-01, Effective office administration and management, Level 5, 10 Credits.
334102002-KM-02, Business communication and customer services, Level 5, 8 Credits.
334102002-KM-03, Office protocol, deportment and etiquette, Level 5, 8 Credits.
334102002-KM-04, Apply End User Computing, Level 3, 6 Credits.

334102002-KM-05, Social media and digital literacy, Level 4, 5 Credits.

334102002-KM-06, Introductory project management, Level 4, 2 Credits.
334102002-KM-07, Computerised Project Management, Level 5, 15 Credits.
334102002-KM-08, Basic business calculations, Level 4, 5 Credits.

334102002-KM-09, Resource and procurement management, Level 5, 15 Credits.
334102002-KM-10, Tender and procurement processes, and procedures, Level 5, 5 Credits.
334102002-KM-11, Document management and record keeping, Level 5, 15 Credits.
334102002-KM-12, Staffing, and people support, Level 5, 15 Credits.

334102002-KM-13, Principles of the National Qualifications Framework (NQF) in relation to
Skills development and Workplace Skills Plan (WSP) administration, Level 5, 12 Credits.
334102002-KM-14, Public relations, marketing and advocacy, Level 5, 6 Credits.
334102002-KM-15, Ready for work standards, Level 4, 5 Credits.

Total number of credits for Knowledge Modules: 132.

Practical Skill Modules

334102002-PM-01, Communication and effective customer relationships, Level 5, 10
Credits.

334102002-PM-02, Manage, coordinate and assist in the administration and clerical support
of resources to facilitate the smooth and effective operational activities within the
organisation, Level 5, 15 Credits.

334102002-PM-03, Assist in the administration and preparation of the process of tendering
of contracts, Level 5, 15 Credits.

334102002-PM-04, Manage meetings, Level 5, 15 Credits.

334102002-PM-05, Payroll processing and pay administration, Level 5, 15 Credits.
334102002-PM-06, Support the recruitment, selection, and induction of staff, Level 5, 15
Credits.

334102002-PM-07, Classify, identify, register, track and dispose of records and information,
Level 5, 15 Credits.
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334102002-PM-08, Assist in the administration and preparation of the Workplace Skills Plan
(WSP), Level 5, 15 Credits.

334102002-PM-09, Provide administrative support to Marketing/Public Relations division,
Level 5, 20 Credits.

334102002-PM-10, Prepare, install and dismantle exhibition elements, Level 5, 10 Credits.
334102002-PM-11, Manage a small project, Level 5, Credits 10.

Total number of credits for Practical Skill Modules: 155.

This qualification also requires the following Work Experience Modules

334102002-WM-01, Perform administrative and meeting support functions to support
management, Level 5, 12 Credits.

334102002-WM-02, Handle customer and client's queries and liaison in an office, Level 5, 8
Credits.

334102002-WM-03, Marketing/Public Relations and administrative support, Level 5, 25
Credits.

334102002-WM-04, Assist in planning and coordinating at least two special
events/conferences, Level 5, 20 Credits.

334102002-WM-05, Procure and allocate resources, Level 5, 15 Credits.
334102002-WM-06, Solicit tender offers in terms of a set of procedures, Level 5, 10 Credits.
334102002-WM-07, Manage a paperless office, Level 5, 20 Credits.

334102002-WM-08, Supervision, and training of administration staff, Level 5, 15 Credits.
334102002-WM-09, Assist in developing a Workplace Skills Plan according to employee
training needs, Level 5, 8 Credits.

334102002-WM-10, Apply ready for work standards to everyday work activities, Level 5, 25
Credits.

Total number of credits for Work Experience Modules: 158.

Possible jobs

Administration Officer (Local Government).

Business Administration Officer (Local Government).

Accreditation with Services SETA number: 13779
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e Office Supervisor.

e Office Coordinator.

e Administration Clerk/Officer.

e Administrative Assistant.

e Client Services Administrator.

e Operation Services/Support Officer.
e Planning Support Officer/Site Clerk.

e Tender Coordinator.

Articulation

Horizontal Articulation:

Certificate: Office Administration, Level 5.

Higher Certificate in Administration, Level 5.

Higher Certificate in Business Administration, Level 5.
Higher Certificate in Business Management, Level 5.

Higher Certificate in Business Principles and Practice, Level 5.
Higher Certificate in Entrepreneurship, Level 5.

Higher Certificate in Export Management, Level 5.

Higher Certificate in Facilities Management, Level 5.

Higher Certificate in Human Resource Management, Level 5.
Higher Certificate in Human Resource Practices, Level 5.
Higher Certificate in Marketing, Level 5.

Higher Certificate in Marketing Management, Level 5.

Higher Certificate in Marketing Practice, Level 5.

Higher Certificate in Office Administration, Level 5.

Higher Certificate in Office Management, Level 5.

Higher Certificate: Business Studies, Level 5.

Higher Certificate in Supply Chain Management, Level 5.
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Higher Certificate in Public Sector Procurement, Level 5.

Higher Certificate in Project Management, Level 5.

Vertical Articulation:

National Diploma: Office Management and Technology, Level 6.
Diploma: Office Management and Technology, Level 6.
Diploma in Office Management, Level 6.

Diploma: Office Administration, Level 6.

Duration

24-36 months

Assessment

Assessment will be continuous internally, however there will be external assessment called EISA

which will be written at the end of the programme at a registered assessment centre.

Accreditation with Services SETA number: 13779
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Occupational Certificate: Bookkeeper NQF 5 — SAQA 98959 — CREDITS 364

About the qualification

The purpose of this qualification is to prepare the learner to operate as a Financial Administration
Clerk. The Financial Administration Clerk assists in the processes and procedures of the
fundamental financial aspects of an institution/individual/organisation/firm through financial
recordkeeping and is responsible for providing financial, administrative and clerical services in order
to ensure effective, efficient and accurate financial and administrative operations. This includes, but
is not limited to using a recognised accounting system to record accounting and related calculations
to validate the legitimacy and accuracy of documents and records relating to payments, receipts and
other business accounting transactions to maintain and update financial records up to Trial balance.

This includes reconciliations and the calculation and completion of the periodic returns from source
documents, according to company policy and procedures. The Financial Administration Clerk also

needs to maintain effective customer relationships and communication strategies of the institution.

A qualified learner will be able to:

e Use standard computer software packages to perform accounting and related calculations to
verify the accuracy of documents and records relating to payments, receipts and other
financial transactions.

¢ Maintain and update filing of financial records either manually or using electronic devices.

¢ Apply fundamental financial techniques to perform bookkeeping duties.

o Communicate effectively using appropriate methods to maintain effective customer
relationships according to organisational standards.

e Calculate, compile and complete relevant South African Revenue Service Returns in relation
to payroll in an organisation.

o Apply knowledge of bookkeeping principles and practices in order to identify and solve

problems arising in the course of day-to-day work.

Recognition of Prior Learning (RPL)
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RPL for access to the external integrated summative assessment: Accredited providers and
approved workplaces must apply the internal assessment criteria specified in the related curriculum
document to establish and confirm prior learning. Accredited providers and workplaces must confirm
prior learning by issuing a statement of result or certifying a work experience record.

RPL for access to the qualification: Accredited providers and approved workplaces may recognise

prior learning against the relevant access requirements.

Entry Requirements

NQF Level 4 with Mathematics.

This qualification is made up of the following compulsory Knowledge and Practical Skill Modules:
Knowledge Modules, 104 Credits:

e 331301000-KM-01, Accounting Information Systems, at NQF Level 5, 10 Credits.

331301000-KM-02, Bookkeeping practice, at NQF Level 5, 20 Credits.

¢ 331301000-KM-03, Financial Accounting, at NQF Level 5, 25 Credits.

e 331301000-KM-04, Basic Principles of Cost and Management Accounting, at NQF Level 6,
10 Credits.

e 331301000-KM-05, Basic Taxation, at NQF Level 4, 5 Credits.

e 331301000-KM-06, Principles of Taxation, at NQF Level 5, 10 Credits.

e 331301000-KM-07, End User Computing, at NQF Level 3, 6 Credits.

e 331301000-KM-08, Business communication and customer services, at NQF Level 5, 6
Credits.

¢ 331301000-KM-09, Ready for work standards, at NQF Level 4, 5 Credits.

e 331301000-KM-10, Basic business calculations, at NQF Level 4, 5 Credits.

e 331301000-KM-11, Introductory Project management, at NQF Level 4, 2 Credits.

Practical Skill Modules, 80 Credits:

Accreditation with Services SETA number: 13779
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e 331301000-PM-01, Use a recognised accounting system to record accounting and related
calculations to validate the legitimacy and accuracy of documents and records relating to
payments, receipts and other financial transactions, at NQF Level 5, 20 Credits.

e 331301000-PM-02, Maintain and update filing of financial records either manually or using
electronic devices, at NQF Level 5, 20 Credits.

e 331301000-PM-03, Apply fundamental financial techniques to perform bookkeeping duties
with accuracy, at NQF Level 5, 8 Credits.

e 331301000-PM-04, Communicate effectively using appropriate methods to maintain effective
customer relationships according to organisational standards, at NQF Level 5, 10 Credits.

e 331301000-PM-05, Apply knowledge of bookkeeping principles and practices in order to
identify and solve problems arising in the course of work, at NQF Level 5, 15 Credits.

e 331301000-PM-06, Apply knowledge of accounting principles and practices in order to
identify and solve problems according to professional and ethical standards, at NQF Level 5,
7 Credits.

Work Experience Modules, 180 Credits:

e 331301000-WM-01, Record and calculate financial transactions using an accounting
information system, at NQF Level 5, 20 Credits.

e 331301000-WM-02, Reconcile records of sales and other financial transactions, at NQF
Level 4, 20 Credits.

e 331301000-WM-03, Develop and use spreadsheets to perform financial calculations, at NQF
Level 4, 10 Credits.

e 331301000-WM-04, Assist with the calculation of the cost of a product or service for
purchasing/manufacturing purposes, at NQF Level 5, 15 Credits.

¢ 331301000-WM-05, Assist with preparing operational budget, at NQF Level 4, 10 Credits.

e 331301000-WM-06, Preparation of financial reports, at NQF Level 5, 20 Credits.

e 331301000-WM-07, Prepare statutory returns for tax compliance purposes, at NQF Level 5,
20 Credits.

e 331301000-WM-08, Record inventory and assets, at NQF Level 4, 10 Credits.

¢ 331301000-WM-09, Process payroll transactions using computerised software, at NQF Level
5, 15 Credits.

e 331301000-WM-10, Support administrative processes given in financial unit, at NQF Level
5, 15 Credits.
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e 331301000-WM-11, Handle customer and clients queries and liaison in relation to financial
matters, at NQF Level 5, 10 Credits.

e 331301000-WM-12, Apply correct and timely processes to all financial supportive tasks for
the unit/division, at NQF Level 5, 10 Credits.

e 331301000-WM-13, Audit packs prepared under supervision according to internal control
procedures, at NQF Level 5, 5 Credits.

Possible jobs

e Accounting clerk

e Finance administrator
e Tax administrator

e Bookkeeper consultant

e Payroll Administrator
Articulation

e Horizontal Articulation:
e Certificate: Accounting, Level 5

¢ Higher Certificate in Accounting, Level 5
Vertical Articulation

e Diploma in Accounting Sciences, Level 6
e Diploma in Accounting, Level 6

e Occupational Certificate: Tax Technician, Level 6

Duration

24-30 months

Assessment

Assessment will be continuous internally, however there will be external assessment called EISA

which will be written at the end of the programme at a registered assessment centre.

Accreditation with Services SETA number: 13779
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SECTION C: SHORT COURSES

MANAGEMENT DEVELOPMENT PROGRAMME NQF L5 (CUSTOMISED)

INTRODUCTION

Best practices of current management are vital in every organisation to achieve the goals. As a manager in an

organisation, you face a distinctive set of leadership challenges. You are responsible for leading your

administrative unit, crafting strategy, motivating staff, and allocating resources, but are also expected to enact

the vision of senior leadership and mobilize support for broader institutional goals. To be successful, you must

be proficient at managing both “up” and “down” the institutional pyramid. Management excellence is when you

are able to apply emotional intelligence, motivate your staff and delegate some responsibilities.

COURSE OUTCOMES
Day 1

1.

Introduction to essential management skills
Emotional intelligence
Delegation benefits

Team building

Day 2-3

2.

Application to decision-making process for making a management decision
Establish an information-gathering team

Identify information required

Gather and record information

Report on information gathered

Develop a feedback system

Day 4-5

3.

Application of the general management functions to an organisation.

Analyse the essential elements of the Knowledge Economy.

Identify the essential features of the Human Capital in an organisation.

Provide an analysis of the Structural Capital in an organisation.

Indicate how an organisation uses its Customer Capital.

Establish the relationship between Intellectual Capital and Knowledge Management.
Demonstrate the potential relationship between Knowledge Management and
Transformation.

Operational management

Organisational
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PERSONAL MASTERY NQF 5 - SAQA US252031 — CREDITS 4

INTRODUCTION

This learning programme will enable learners to apply knowledge, skills and insight into leadership as part of
their job. The training will also give the targeted learners the tools they need to be emotionally intelligent in
their workplace. An employee with high emotional intelligence can manage his or her own impulses,
communicate with others effectively, manage change well, solve problems, and use humour to build rapport

in tense situations while remaining confidence.

COURSE OUTCOMES

e Explain the concept of emotional intelligence and the positive and negative impacts on performance.

e Analyse the relationship between emotional intelligence and self-awareness and areas of self-
development

e Analyse the relationship between emotional intelligence and self-management in relation to interpersonal
and Intrapersonal relations

e Analyse the relationship between emotional intelligence and social awareness

e Apply techniques for responding to situations in an emotionally intelligent manner

e The importance of teamwork in the workplace

¢ Understanding group dynamics

¢ Ways in which a team can be motivated

STRATEGIC AND ANNUAL PERFORMANCE PLANNING NQF L5 - US15219 — CREDITS 4

THE PURPOSE

This course is ideal for executives, managers and strategic executive managers and assistant strategic
executive managers. It equips delegates with abilities in strategic management and performance planning. It
contributes to the development of strategic thinking amongst executives, strategic executive managers and

other role-players contributing to decision-making.

This course has an Impact on social and economic development through assisting organisations in planning
better, which should lead to improved service delivery. As part of the policy development process to achieve
better service delivery for the South African people, government identifies broad strategic outcomes which

require high quality planning to accomplish.

Accreditation with Services SETA number: 13779
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PROGRAMME OUTCOMES

Formulate vision and mission statements in a South African context as required by the legislative
framework.

Conduct a stakeholder analysis and develop a framework for a community participation process
Identify key performance areas applicable to institutional strategies as required by the local
government legislative framework

Formulate institutional strategies

Demonstrate knowledge of the legislative framework for integrated development planning and apply
requirements of legislation

Formulate programs and develop methods for monitoring the implementation of a strategic plan and
related programmes

Implement performance management systems and mechanisms in a South African municipality as
required by the local government legislative framework

Write and develop performance management concepts for the effective measurement of municipal
strategic and financial performance

Develop and identify the critical areas of a performance management agreement to be used as a form
of contract of employment for a municipal staff member

Identify and establish institutional arrangements required for performance management in a
municipality

Apply performance management concepts to municipal service delivery

PERFORMANCE MANAGEMENT NQF L4 - US11473 - CREDITS 8

INTRODUCTION

Effective performance management is crucial to achieve sustainable and stable finances and to gain the

public’s confidence that tax revenues are being used effectively. The purpose of this training is aimed to equip

learners with the skills and knowledge to develop and apply the financial dimensions of performance

management.

PROGRAMME OUTCOMES

Implement performance management systems and mechanisms in a South African context as required by
the government legislative framework.

Write and develop performance management concepts for the effective measurement of organisations
strategic and financial performance

Develop and identify the critical areas of a performance management agreement to be used as a form of

contract of employment for staff member
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o |dentify and establish institutional arrangements required for performance management in an organisation

e Apply performance management concepts to organisation service delivery

PERSONAL FINANCES AND STRESS MANAGEMENT — NQF LEVEL 4 (6 CREDITS)

Personal financial and stress management is very critical in today’s challenging times. Being able to effectively
budget for what you need, saving some money, contributing to retirement and pension funds, and making
prudent investment choices that will help you reach your financial goals is what we should make a priority.

Not being able to manage own finances may cause you stress and anxiety.

With Myfamily consulting customised programme, attendees will gain a better understanding of why personal
financial management is vital and how that could impact their stress level should they not make a proper

financial plan.

PROGRAMME OUTCOMES

e Personal finance and stress introduction

e Use mathematics to plan and control financial instruments

e Ensure plans are sufficient to ensure effective control of financial instruments

e Carry out calculations using computational tools efficiently and correctly

e Ensure measures used for controlling financial purposes are appropriate to the need
e Use simple and compound interest to make sense of and define a variety of situations
e Describe the differences between simple and compound interest rates

e Investigate various aspects of expenses and income

e Use mathematics to debate aspects of the national and global economy

e Essential of managing your finance

e Why budgeting is essential

¢ Identifying what causes your stress in your personal situation

e How stress can affect your attitude and behaviour

e Choosing the best response to your stress

e Conduct a stress audit

e Techniques to manage your stress

Accreditation with Services SETA number: 13779
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ASSET MANAGEMENT NQF L5 - US243265 — CREDITS 12

INTRODUCTION

This course in asset management will provide delegates with an integrated understanding of the

complementary disciplines as applied to the management of an organisation’s physical assets. The course will

equip delegates will skills to develop asset management strategy.

PROGRAMME OUTCOMES

START A BUSINESS AND COMPLY WITH LEGISLATION — NQF LEVEL 4 (8 CREDITS)

Prepare an accurate asset register

Analyse asset performance

Manage assets using recognised accounting practices

Change an existing moveable asset

Apply return-on-asset, constraints and cash-flow issues in asset management
Identify the types of information necessary for managing the assets

Apply risk management principles to improve asset performance

Apply legislative requirement to the acquisition and disposal of assets

Apply a systems approach to the management of physical assets

Use configuration control and management for asset management

Be a master of entrepreneurship through our customized course. This course will introduce to attendees

understanding creative abilities, recognizing their creative abilities, changing their way of viewing creativity,

understanding who they are as a creative person, promoting innovation in themselves and others, and

demonstrating productive thinking. Upon completion the attendees should have a better understanding of

his/her creative abilities; change the way he/she thinks about intelligence, education, and human resources;

understand creativity and the concept of business.

This unique course is intended for persons who wish to start, operate, manage and grow a new small to

medium business. The successful learner will develop a sound foundation for the application of these skills

and knowledge to explore a diverse range of entrepreneurial opportunities.

If you are dreaming of starting your own business of you are currently managing one, then this programme

is for you.

PROGRAMME OUTCOMES
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Module 1 — Starting a business

e Essentialia of starting a business

e Compile a business plan with relevant information for the type of business you wish to run
e The purpose of your business

e Resources that you will require in your business

e Industry specific and legal requirements for your business

Module 2 — Operations requirements

e Human resources needed
e Formulate ethical framework for your business industry and code of conduct

e Formulate policies and procedure for your business

Module 3 — Formulate objectives

e Establish and prioritise business, financial and/or operations goals and objectives for your business.

e Vision and mission statement formulation
¢ How will your business contribute to your community

Module 4 — Running your business and financing your business

e Design your business and present marketing and financials based on budget
e Research and analyse your market and competitors

e Market and promote your business

Module 5 — Financing your business and presenting it to investors

e Outline finance requirements for your business

e Project income and expenses for your business

¢ Indicate the cost and risk and proposed structure for the business

e Ensure your business information is presented in a clear format

e Learn to present your business plan to financial institutions or investors

IMPACT ASSESSMENT NQF L5 - US337063 — CREDITS 5

INTRODUCTION

Accreditation with Services SETA number: 13779



This advanced course will explore in detail impact evaluation and causal inference. This course will provide
the targeted delegates with the necessary methodology and practical knowledge to meet the growing demand

for evaluation of community development programmes.

PROGRAMME OUTCOMES

e The introduction to Impact Evaluation, definition and practical examples of what it entails

e The distinction between monitoring outcomes

e Description of the factual and utilizing the counterfactual to attribute observed outcomes to different
settings.

e Explanation on counterfactual analysis and understanding how to find a suitable control

e Establishing the correct counterfactual to use

e The need for and culture of impact evaluation

e Programme indicators

o Developing and designing Effective impact evaluation tools

e The appropriate way to engage in impact evaluation

o Examples of the types of intervention when impact evaluation would be useful:

¢ What Impact really entails

e Attribution and research validity in impact evaluation

e Factors that contribute to potential Biases in Impact Evaluation

BUSINESS REPORT WRITING NQF L4 - SAQA US12153 — CREDITS 5

INTRODUCTION

Effective business writing skills drives all successful organisations. Information is crucial to an organisation
and when this information is communicated in writing, the quality of such communications can have a
significant impact on business performance and decision making.

Effective business writing is when information is concise, accurate, unambiguous, logical and easily

understood.

COURSE OUTCOMES

¢ Identify and responding to textual features specific to texts.

e Recognise information explicitly stated in a text.

e Recall from memory ideas and information explicitly stated in a text.

e Analyse, synthesising and organising information explicitly stated in a text.

o Use information explicitly stated in a text as well as his/her industry or sector knowledge, intuition and
personal experience as a basis for conjectures and hypotheses.

e Make an evaluative judgment by comparing ideas presented in a text with external criteria from other

written or oral sources and own experience and knowledge of the business sector.
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o |dentify the main obstacles to effective business writing and how they can be avoided.

e Creating topic sentences for paragraphs.

e Create emphasis, Unity and Coherence in reports.

e Understand and apply the steps in the persuasion process, how to design messages, and how to deal with

tough questions.

MENTORSHIP TRAINING NQF L5 — SAQA US252035 — CREDITS 8

INTRODUCTION
Effective mentoring and coaching skills are the drivers of any successful workplace training and development
programme. In today’s workplace, these essential skills contribute to building stronger organisations that are

equipped with resources to strive for work performance and enhanced job skills.

This training is designed to develop the role of managers as coaches and effective motivators. Candidates will
be equipped with skills to enrich their experience in ensuring that team members are receiving the full benefit
of their leader’s insight and experience. Mentoring is an effective vehicle for driving the organisation strategy

and gaining a competitive edge.

COURSE OUTCOMES

e Describe the characteristics of a good mentor.

e Apply the skills and techniques required of a mentor

e Orientate an employee into the application of their skills within a workplace context.

e Guide, coach and mentor employees towards competent application of their skills within a workplace
context.

o Assess employees’ performance in the workplace context.

¢ Monitor employees progress in the workplace

o Create a talent pool.

BUSINESS ETIQUETTE NQF L4 — US242815 - CREDITS 5

INTRODUCTION

Business Ethics/etiquette and code of conduct is essential in today’s working environment and organization’s
often employs people whom they believe can abide by the principles of ethics and adhere to business etiquette
standards. This training will equip people with the necessary skills required by the organisation to understand

and apply the concepts standards sets by the organisation.

Accreditation with Services SETA number: 13779
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PROGRAMME OUTCOMES

e Demonstrate an understanding of the concepts and principles relating to business ethics in the
professional environment

e Exercise professional judgement with regard to practical situations.

e Use ethical procedures in a professional working environment.

e Understanding your organisation

e Professional behavior within the workplace

e Communication protocol in the workplace

LEADERSHIP DEVELOPMENT PROGRAMME NQF L4 —US242824 — CREDITS 12

INTRODUCTION

As a manager in an organization, you face a distinctive set of leadership challenges. You are responsible for
leading your administrative unit, crafting strategy, motivating staff, and allocating financial resources, but are
also expected to enact the vision of senior leadership and mobilize support for broader institutional goals. To
be successful, you must be proficient at managing both “up” and “down” the institutional hierarchy and gain
insight into the role of leadership within a work context, and thus providing your staff with the skills and

knowledge to add value to their job.

This training will increase learners’ awareness of their current leadership style and abilities. They will also
appreciate the impact their leadership style has on those who work with them. The course then provides

learners with a tool-kit of ideas to increase their leadership skills.

PROGRAMME OUTCOMES

o Describe the management activities involved in running a successful business
e Explain the concept of leadership

o Identify and explain some of the tasks required of managers.

e Apply the decision-making process to make a management decision

o Differentiate between the concepts of leadership and management

o Apply leadership techniques to individuals and teams within the work context.

e Evaluate the impact of leadership techniques applied.

PERSONAL BRANDING AND PROFESSIONAL NETWORKING WORKSHOP

INTRODUCTION
We all interact with others to either create a memorable experience, learning from one another. Whether you
are looking for employment opportunity, promotion, are aspiring to grow your name, a strong personal brand

is vital in realising success for yourself. Delivering your brand clearly and consistently across a wide audience
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helps open doors to opportunities. We are now living in a world driven by digital and social media; it is
imperative to ensure that you always have your best foot forward. This workshop will increase ways to build
and maintain a strong brand presence for yourself as well as how to connect that brand to your
workplace/organisation. You will also learn how to steer the conversations, maximise your strength and

manage your choices you make to protect your brand.

PROGRAMME OUTCOMES

e Understand the components of a brand

e Construct the core elements of your personal brand and learn how to talk about yourself
e Conquer your weakness and turn them into strength

e Understand your personal values

e Why you should maintain professionalism all the times

e Self-awareness

e Networking etiquettes

e Visibility through visual and social media platforms

e Unleashing your excellence through enthusiasm

e Strategically promote your brand to others

o Define your personal branding statement

o Effectively connect your personal brand to your company

o Effectively network to promote your personal brand in relation to your company

PROJECT MANAGEMENT NQF L4 — US120385 - CREDITS 7

INTRODUCTION
This training is intended for people involved in project management teams or involved in building small project
management teams. The projects may be technical projects, business projects or developmental projects

and will cut across a range of economic sectors.

This training will also add value to candidates who are managing business and they will recognise that project

management forms an integral component of the business.

PROGRAMME OUTCOMES

e Demonstrate an understanding of project management tools and techniques

e Use arange of project management tools and techniques

e Apply corrective action steps where project management tools and techniques usage problems occur

e Manage Budget and Risks on projects

Accreditation with Services SETA number: 13779
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MANAGING UPWARDS AND DOWNWARDS WORKSHOP

INTRODUCTION

As a leader it is your responsibility to strike a balance between managing up and down in order to positively
impact your entire work world. Your success as a leader depends on your ability to not only develop positive
relationships with your employees, but also consider how to empower them. As a leader, you must be able to
accomplish results through the activity of others. If you do not have staff directly reporting to you, then
managing up and working together with your manager to find success should be your main goal. We all have
to answer to someone, while being accountable for our work. This workshop will strengthen your management

skills.

COURSE OUTCOMES

o Direct approach, communicating effectively and efficiently.

¢ Understanding the importance of giving constructive feedback
e Learn to be approachable and reliable

e Present a solution to a problem

e Care and sensitivity towards others

¢ Why open door policy is important

o Be emotionally intelligence

e Have influential skills

EMPLOYEE RELATIONS NQF L5 -US116394 — CREDITS 9

INTRODUCTION
The overall objective of this training is to equip the participants with the necessary skills required to understand
and apply the South African labour relations principles while performing their jobs. The learning will give

participants the essential basics of South African Labour Relations practice for effective workplace functioning.

COURSE OUTCOMES

e Be responsible for the development and maintenance of effective human resource policies and practices

e Be responsible for the drafting of job descriptions, recruitment, selection panels, and employment
contracts.

e Be responsible for the institute and facilitation of disciplinary policies, actions and hearings.

e Develop, facilitate and monitor disciplinary policy, process and procedures.

e Institute performance evaluation committees and manage the performance evaluation process.

o Participate in the implementation of applicable labour legislation.
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e Provide advice on compliance with legislation and regulations which regulates business in general and the
departments/divisions in particular.

e |dentify areas of non-compliance with legislation.

CAREER MOBILITY AND BEING PROFESSIONALLY COMPETITIVE WORKSHOP

INTRODUCTION

Career mobility is a dynamic opportunity to connects people to the projects, assignments, and jobs that matter
most to the skills in demand for your business right now. It helps people to stretch their skills and advance their
careers. Succession management is essential to all organisations and If talent is not managed appropriately,
skills can be wasted and good people may decide to go elsewhere, leaving the organisation with low
performers. Without succession management, organisations can be left in difficulty whilst important roles are
empty. your workforce needs to move with purpose and speed. But most workers do not see a clear path to
growth inside their organizations. And most managers do not have a fast, easy way to find colleagues to take
on flexible work.

Career mobility is about identifying how individual people at all levels and across the organisation can be
supported and developed in a way that benefits them and the organisation. It is an ongoing process that needs

to be proactively managed and reviewed.

PROGRAMME OUTCOMES

o Connect people to experiences and mentors to practice, apply, or stretch their skills

o Help your workforce see and explore growth opportunities, including any skills they need
e Conduct an analysis to determine outcomes of learning needed for formal recognition

e Develop a plan for managing the talent

e Match urgent tasks, projects, assignments, or jobs to workers with in-demand skills

o Enable everyone to express their aspirations and signal their unigque strengths

e Recognise team member performance

e Encourage participation in decision-making

o Delegate tasks and build strong team

COMPLIANCE AND RISK MANAGEMENT NQF L5 — US252025 — CREDITS 8

INTRODUCTION

This course offers a comprehensive look at the risk management process, including advice to apply and what
to avoid based on lessons learned from actual projects. Delegates will be able to apply the core concepts of

risk management in their organisation. They will be able to inform policy decision and strategic decision-making

Accreditation with Services SETA number: 13779
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processes about the importance of risk management with an understanding of fraud and corruption to enable
them to support their organisations with strategies. This will include putting in place protocols and the

necessary legal frameworks.

PROGRAMME OUTCOMES

e Demonstrating an understanding of business processes and potential risks to a unit.

o |dentifying potential risks and assessing the impact thereof in a unit.

e Developing contingency plans for managing risk.

e Testing and revising contingency plans.

e The concept of risk is explained with reference to accepted theory and practice.

e The factors that could constitute risks to a unit are identified and explained.

e The role of organisational policies and procedures are explained in relation to risk management.

e Potential risk factors for critical processes in a unit are identified and documented.

e Possible scenarios that could constitute a risk are identified and documented.

e The possibility of each scenario occurring is evaluated and recorded for future use.

e An analysis is performed and documented to rate the impact of each scenario on a unit.

o Priorities resulting from the impact analysis are determined and documented for implementation in the
event of the risk materialising.

e Contingency plans are developed and documented in accordance with the entity's policies and
procedures.

e Contingency plans are communicated to relevant stakeholders in accordance with the entity's risk
management procedures.

e Contingency plans are distributed and stored in accordance with the entity's risk management procedures.

e Contingency plans are tested in accordance with the entity's risk management procedures.

e Recommendations on improvements to the contingency plans are documented in relation to the findings
of the testing.

e Contingency plans are revised to incorporate recommendations from the testing in accordance with the

entity's policies and procedures.

STRATEGIC IMPLEMENTATION NQF L4 — US263456 — CREDITS 4

THE PURPOSE

This course is ideal for executives, managers and strategic executive managers and assistant strategic
executive managers. It equips delegates with abilities in strategic management and performance planning. It
contributes to the development of strategic thinking amongst executives, strategic executive managers and

other role-players contributing to decision-making.
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This course has an Impact on social and economic development through assisting organisations in planning
better, which should lead to improved service delivery. As part of the policy development process to achieve
better service delivery for the South African people, government identifies broad strategic outcomes which

require high quality planning to accomplish.

PROGRAMME OUTCOMES

e Formulate vision and mission statements in a South African context as required by the legislative
framework.

e Conduct a stakeholder analysis and develop a framework for a community participation process

e Formulate institutional strategies

e Formulate programs and develop methods for monitoring the implementation of a strategic plan and
related programmes

o Describe the concept of strategic planning in managing business performance.

e Explain the role of the various functional strategies in business performance.

e Apply business performance supervision and monitoring.

¢ Monitor, measure and report on business performance.

¢ Identify and rectify performance problems occurring in business.

DIVERSITY AND INCLUSION NQF L5 - US252043 — CREDITS 6

THE PURPOSE

Workplace diversity is beneficial for employee retention. Organisations with a diverse workforce are generally
more inclusive of different individual characteristics and perspectives and when employees feel accepted and
valued, they are also happier in their workplace and stay longer with a company. South Africa is a melting pot
of various cultures, races, languages and religions. There are also hybrid mixtures of different cultures, and
an overarching South African culture which ensures that, no matter what a person's cultural heritage, we are,
at heart, proudly South African. Workplace diversity fosters mutual respect among employees. Whether
employees work in groups or teams comprised of co-workers with varied work styles, disabilities or who

represent different cultures or generations, a synergistic work environment becomes the norm.

PROGRAMME OUTCOMES
e Diversity at a personal level (assumptions, stereotypes, values and beliefs)
e Harmony in the Workplace

o Demonstrate knowledge and understanding of diversity in the workplace.

Accreditation with Services SETA number: 13779
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e The implications of diversity for external and internal relationships is examined and explained with
examples.

e Diversity at the inter-personal level (evaluation of impacts of behaviour on others)

o Diversity at the organisation level (auditing of policies, practices, procedures and organisational culture)-
The journey from awareness to understanding and appreciation

e Ways of utilising the diversity among team members are explored with a view to enhancing relationships
and improving the productivity of a unit.

e Stereotypes and prejudices-What is generalisation?-Stereotypes-The nature of prejudice

o Defining diversity and diversity management-Mind mapping your understanding of diversity-Legally driven
understandings of diversity -affirmative action and employment equity-Ethically driven understandings of
diversity -moral and ethical imperatives-Strategically driven understandings of diversity -behaviours and
policies contributing to organisational goals and objectives

o Diversity issues and dilemmas-Six diversity scenarios-Solving diversity problems in the workplace-
Learning to apply principles in context-Appreciation of diverse cultures.

o Disagreements and conflict are used as opportunities for learning to improve the cohesion in a unit.

CHANGE MANAGEMENT NQF L5 - US252021 — CREDITS 8

THE PURPOSE

In order for an entity to be sustainable and grow it is crucial that employees adapt to change-hence the Change
Management training is crucial. The training is aimed at creating the ability to demonstrate an understanding
of organisational transformation and the role of change management in assisting people throughout the

change process, and it is about ensuring change is thoroughly, smoothly and lastingly implemented.

The change management process is the sequence of steps or activities that a change management team or
project leader follow to apply change management to a change in order to drive individual transitions and
ensure the project meets its intended outcomes. Whilst good progress is being made in delivering efficiency
savings, there is still a considerable amount of work left to do as the shortage programme continues to hit the
industry. Significant change in the organisation currently has brought disruption to organisations and

misalignment among staff at different levels, hence the need to align their skills to the competency framework.

PROGRAMME OUTCOMES

o Demonstrating knowledge of and insight into the need for change within the context of environment
change.

e The nature of change and its impact on organisational sustainability are explained with reference to internal
and external environmental change affecting a specific unit.

e The need for change is motivated by identifying the benefits of change for a unit.

e Analysing an area requiring a change process.
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The need for change in a unit of an entity is identified in terms of a desired state compared with the current
state.

The results of a SWOT or other suitable analysis are presented to substantiate the argument in favour of
a change process.

Selecting a model for implementing a change management process.

The characteristics of two change models are described with reference to their appropriateness for
different change processes.

The reasons for selecting the model are described with reference to the findings of the analysis.
Formulating recommendations on implementing the change process.

The change management plan presented describes the changes to be implemented in relation to the
needs identified in the SWOT analysis.

The actions proposed for managing the anticipated human responses to the change process are
appropriate to the findings of the SWOT analysis.

The role and competencies of the change leader responsible for facilitating the dynamics of the change

process are motivated in relation to the proposed change process.

NEGOTIATION SKILLS NQF 4 — US13948 — CREDITS 5

THE PURPOSE

Negotiation is a part of our daily lives. Every day we negotiate with many people like customers,

suppliers, co-workers, business associates and family members. Negotiation is a method by which people

settle differences and the results of which is consensus. It is simply the process of getting what you want from

another person. This training is useful for any employee who is involved in situations where negotiation skills

are required.

Junior managers include, but are not limited to team leaders, supervisors, first line managers and section

heads. Myfamily Consulting will customise this course to your specific needs to ensure the training objectives

are fully achieved.

PROGRAMME OUTCOMES

Explain the need for negotiation skills in business.
Explain the steps in the negotiation process.
Apply the steps in the negotiation process to an authentic work situation.

Explain strategies that could be used in negotiation.

PROGRAMME OUTLINES

Accreditation with Services SETA number: 13779
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Reasons why managers need negotiation skills are indicated with reference to the changing nature of the
workplace and democratisation.

The kind of decisions that lower level managers are required to negotiate is identified with reference to the
management structure of organisation and labour legislation.

The steps used in negotiation are named and explained in terms of what is entailed at each step.
Reasons why negotiations fail are listed and an indication is given of what negotiators can do to facilitate
a mutually satisfactory solution.

The abilities needed by skilled negotiators are identified and an indication is given of how each ability can
contribute to the success or failure of a negotiation and at what stage of the negotiation each skill may be
required.

The concepts of "favoured outcome’, "settlement point" and "point beyond which you cannot g" are
explained for a selected scenario.

The disadvantages to each party for each position are considered prior to meeting.

Possible points that the other party might raise are anticipated and a possible response to each identified
point is considered for the selected scenario.

A proposal is presented and a clear indication is given of what is and what is not on the table for a selected
scenario.

A point-by-point summary of the proposal is compiled to ensure that both parties have a common
understanding of the nature and extent of the proposal.

uestions are asked to build common ground and establish the existence of any hidden agendas.

Shared interests, opportunities for cooperation and common principles are identified in order to facilitate
negotiation.

A position is amended without sacrificing fundamental interests for a selected scenario.

Questions are asked for clarification and explanation.

Questions are asked to test understanding and to summarise understanding of a position.

Demands of the other party are analysed and a concession is proposed for a selected scenario.

The negotiation is closed for a selected scenario.

Tactics that can be used to delay a negotiation are described with examples.

Methods that can be used to break a deadlock are explained with examples.

Different types of closure are identified and an indication is given of when each is suitable.

BUSINESS DEVELOPMENT SKILLS NQF 4 — US114600 — CREDITS 4

THE PURPOSE

Business growth is essential to every organisation. Owning or managing a business requires an

entrepreneurial mindset, appropriate management skills and market knowledge to convert ideas, the sale of

excellent products or services and opportunities into economic success.
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This programme is intended for people who are or seek to be active in business. It introduces the measures

of success for typical local economic development strategies and the learner will gain knowledge of specific

techniques for releasing creativity in the development a viable business venture.

PROGRAMME OUTCOMES

Develop specific techniques for releasing creativity in developing ideas/opportunities for a new venture.
Determine the role of innovation in the development and growth of a new venture.

Apply principles and practices of innovation in the development and growth of a new venture.

Develop specific techniques for releasing creativity in developing ideas/opportunities for a new venture.
The concept and application of creativity is demonstrated through business related activities

The difference between analytical and creative thinking is demonstrated with examples through problem-
solving activities in a new venture creation context.

Barriers to creative thinking are identified with examples of their effect on creative thinking.

Lateral thinking exercises are applied to generate new ideas.

The concept of innovation is described and discussed in relation to new venture creation.

Types and impact of innovation are identified and explained with examples.

The relationship between successful entrepreneurship and innovation is explained with examples.
Factors that contribute to the development and growth of a new venture are identified and explained with
examples.

Innovative thinking is applied to generate new products that the business can make and/or new services
it can provide for greater profitability and/or viability.

Innovative thinking is applied to generate alternative ways the business can run its operations to cut costs
and increase income.

Innovative thinking is applied to generate ways in which the business can generate more employment
opportunities without putting the business at risk.

Innovate thinking is used to generate ways in which the skills need of employees can be addressed without
risking the venture.

Innovative thinking is applied to find ways to minimise the impact of opposition firms on the venture.

EMOTIONAL INTELLIGENCE NQF 5 — US252031 — CREDITS 4

THE PURPOSE

The programme develops and enhances the Emotional Intelligence skills that are fundamental to an

individual's success at work and moreover, to their wellness, well-being and satisfaction in life. Learners will

be able to apply knowledge and skills in their work context. Emotional Intelligence should play an important
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role when consideration is given to human resources planning, job profiling, recruitment interviewing and

selection, management development, customer relations and customer service.

PROGRAMME OUTCOMES

Demonstrating knowledge and understanding of the principles and concepts of emotional intelligence in
respect of life and work relations.

Analysing the role of emotional intelligence in interpersonal and intrapersonal relationships in life and work
situations.

Analysing the impact of emotional intelligence on life and work interactions.ping.

Evaluating own level of emotional intelligence in order to determine development areas.

The principles of emotional intelligence are explained with reference to examples from life and work
situations.

The concepts and roles of self-confidence and assertiveness is analysed in relation to leadership

The concepts of emotional intelligence are described with reference to examples.

The importance of personal and interpersonal competencies is explained in relation to interactions in life
and work situations.

Attitudes are analysed in relation to responses in various situations

The positive and negative impact of emotional intelligence is motivated through examples on intrapersonal
and interpersonal level.

The consequences of applying emotional intelligence are explained with reference to examples from life
and work situations.

Own responses to life and work situations are analysed in terms of the principles and concepts of emotional
intelligence.

Strengths and weaknesses are analysed with reference to the concepts and principles of emotional
intelligence in order to identify development areas.

Techniques for improving own emotional intelligence are described in relation to development areas
identified.

FINANCE FOR NON-FINANCIAL MANAGERS NQF L5 - US252040 — CREDITS 8

THE PURPOSE

The Finance for Non-Financial Managers course is designed to enable people with no financial background or

with limited finance to understand finance associated terminology. It covers the financial management

principles to empower delegates in understanding the financial aspects of business and management

decisions.
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The course will equip delegates with practical experience and the ability to interpret financial statements and

use the information to make a financial decision. The programme will benefit any person involved in finance

requiring an understanding and practical application of financial skills, techniques and terminology.

PROGRAMME OUTCOMES

Demonstrating an understanding of the key concepts of managerial finance.
Interpreting financial statements.

Drafting financial forecasts.

Drafting budgets according to operational plans of the unit.

Supervising the financial management of a unit against given requirements.

PROGRAMME OUTLINES

The accounting cycle is explained by means of a diagram.

The role of budgeting and forecasting in the strategic planning process is explained with reference to the
manager's specific organisational context.

The accounting conventions applied in the financial management of a unit are explained with examples.
The financial reports published by the manager's entity are explained with examples.

Financial statements are analysed, using data sources identified and evaluated for authenticity and
accuracy.

The ratios are applied to measure the profitability and liquidity of an entity.

The ratios are applied to measure the working capital and asset utilisation of an entity.

The ratios are applied to measure the return of an entity.

Recommendations are made regarding the profitability of, liquidity, working capital, return and resource
utilisation by the entity using the results obtained from the application of the ratios.

The types and formats of financial forecasts are identified with examples.

Sources of financial forecasts are identified as per the entity's standard practice.

Factors in preparing financial forecasts are outlined in line with entity's standard operating procedures.
Relevant factors are incorporated in the preparation of financial forecasts.

Financial forecasts are analysed to determine viability against the entity's requirements.

Budget plans are linked to operational objectives.

Operational objectives are established in line with the unit's strategic plan.

The budget is formulated according to standard operating procedures.

Drafted budget is reviewed, reflected on and modified to ensure alignment to the operational plan of the
unit.

Monitoring systems are agreed and adhered to, according to standard operating procedures.

Expenditure reports are monitored for the year for each team within the unit against given criteria.

Accreditation with Services SETA number: 13779
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o Corrective actions are implemented where necessary in accordance with the entity's policies and

procedures.

TECHNICAL REPORT WRITING NQF 4 — US12153 — CREDITS 5

THE PURPOSE

This unit standard is intended to promote clear, unambiguous communication in plain language and to improve
the quality of written reports and other texts that are specific to a business environment, require a particular
format and may include specified legislated requirements. The unit standard enables learners to recognise

and effectively use textual conventions and features specific to business texts.

PROGRAMME OUTCOMES

e using textual features and conventions specific to texts

¢ identifying the intended audience for the communication

o identifying the purpose of a text

e selecting the appropriate text type, format and layout for the purpose
e organising and structuring a technical text appropriately

e using appropriate grammar conventions

e drafting and editing a technical text

e recognising errors and checking for accuracy

e presenting the same information in different ways

e using plain language in business

TEAM ENHANCEMENT WORKSHOP

THE PURPOSE
Team building is the process of increasing a team's cohesiveness, productivity, and efficiency by coming up
with activities that require members to work together. Overall, team building helps companies achieve goals

and foster healthy competition.

PROGRAMME OUTCOMES

e Understand the importance of team motivation.

¢ Demonstrate an understanding of self and team members in a workplace.
e Apply theories of motivation and group dynamics.

e Implement a plan of action to strengthen a team.

e Set up clear objectives and responsibilities for team
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e Recognise quality work and achievements

e Provide feedback and recognising achievements.

LABOUR RELATIONS MANAGEMENT NQF L5

INTRODUCTION
The overall objective of this training is to equip the participants with the necessary skills required to understand
and apply the South African labour relations principles while performing their jobs. The learning will give

participants the essential basics of South African Labour Relations practice for effective workplace functioning.

COURSE OUTCOMES

e Be responsible for the development and maintenance of effective human resource policies and practices

o Be responsible for the drafting of job descriptions, recruitment, selection panels, and employment
contracts.

o Be responsible for the institute and facilitation of disciplinary policies, actions and hearings.

o Develop, facilitate and monitor disciplinary policy, process and procedures.

e |Institute performance evaluation committees and manage the performance evaluation process.

o Patrticipate in the implementation of applicable labour legislation.

e Provide advice on compliance with legislation and regulations which regulates business in general and the
departments/divisions in particular.

¢ Identify areas of non-compliance with legislation.

SUPERVISORY MANAGEMENT NQF L3 — SAQA US13912

INTRODUCTION

Many people who find themselves in a position of supervisory or team leader, do not realise they are now in a
supervisory role. Without formal training, most people would simply copy their own managers and supervisors
and if these managers are also not doing their work correct, the new supervisors will end up with a lot of bad
habits that they could do without. This training is designed for Junior managers include, but are not limited to
team leaders, supervisors, first line managers and section heads. The position term is used to describe the

first level of management in an organisation at which an employee has other employees reporting to him/her.
COURSE OUTCOMES

o Demonstrate knowledge and understanding of self as a worker in a specific work position.
o |dentify own role in an organisation
e Use a variety of strategies to deal with potential conflict in a team or group.

o Demonstrate knowledge and understanding of the dynamic within a specific group.
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e Develop a plan of action to enhance the performance of a team
e Progress in the implementation of team goals is monitored and an indication is given of when and how it

may be necessary to amend the plan.

SUPERVISORY MANAGEMENT NQF L4 — SAQA US242821

INTRODUCTION

Many people who find themselves in a position of supervisory or team leader, do not realise they are now in a
supervisory role. Without formal training, most people would simply copy their own managers and supervisors
and if these managers are also not doing their work correct, the new supervisors will end up with a lot of bad
habits that they could do without. This training is designed to develop the supervisors knowing what areas they

need to consider when leading people.

COURSE OUTCOMES

o Explain the role of a team leader in an organisation.

o Explain the purpose of the team according to accepted theory and practice.

e Contract with the team members to obtain commitment to achieve organisational standards.

e Tasks, performance plans, targets and standards are discussed and agreed according to organisational
requirements.

e Time allocations for achieving individual and team objectives are agreed through a process of consultation.

¢ Implement, monitor and evaluate performance against team objectives and organisational standards.

e Agreed plans are implemented according to Standard Operating Procedures.

¢ Potential difficulties in achieving the plan are anticipated through reflection and feedback.

e Team outputs are monitored against agreed targets and time allocations.

e Variances to required outputs are identified and corrective action is taken where necessary.

SUPERVISORY MANAGEMENT NQF L5 — SAQA US252035

INTRODUCTION
Effective supervisory, mentoring and coaching skills are the drivers of any successful workplace and
development programme. In today’s workplace, these essential skills contribute to building stronger

organisations that are equipped with resources to strive for work performance and enhanced job skills.

This training is designed to develop the role of managers as coaches and effective motivators. Candidates will
be equipped with skills to enrich their experience in ensuring that team members are receiving the full benefit
of their leader’s insight and experience. Supervisory is an effective vehicle for driving the organisation strategy

and gaining a competitive edge.

COURSE OUTCOMES
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e Describe the characteristics of a good mentor or supervisor.

e Apply the skills and techniques required of a supervisor

e Orientate an employee into the application of their skills within a workplace context.

e Guide, coach and mentor employees towards competent application of their skills within a workplace
context.

e Assess employees’ performance in the workplace context.

e Monitor employees progress in the workplace and measure the results of performance.

o Positive feedback is given to the employee for accomplishments against the coaching action plan.

e Corrective actions agreed upon are recorded in areas where requirements in the coaching action plan
have not been met.

e Line managers are encouraged to use the coaching process with people reporting to them after explaining

and agreeing a system with them.

RECORD ARCHIVE MANAGEMENT COURSE SAQA L4 - US110009 AND 110003

INTRODUCTION

This training is intended for people working in Administration and keeping records to enable them to manage
administrative documents. The best practice of developing record efficiently and managing data system will
be covered with the aid of examples. Candidates will be introduced to the processes involved, guidelines and

the steps to be followed when keeping documents safe.

PROGRAMME OUTCOMES

e Understand the importance of the administrative systems required.

e Develop and update administrative systems.

o Develop systems to keep administrative information at the required level of confidentiality.
o Develop policies and procedures on administrative systems and write them into a manual.
e Record and manage systems and the related processes

e Plan a storage and retrieval system

¢ Implement and maintain control measures with individuals

e Archive and arrange records

e Apply administrative processes in practical

e Deal and control confidential information

e Control and evaluate documents

CONFLICT RESOLUTION NQF L4/5 - US242817

Accreditation with Services SETA number: 13779
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INTRODUCTION
Learning how to manage and resolve conflict is a key skill for anyone who works in a team, communicates
directly with customers or has a supervisory or managerial role. Resolving interpersonal conflict can be very

empowering and should be a part of everyone's professional development goals.

Conflict resolution involves recognising and managing a particular conflict as well as being aware of potential
upcoming conflicts. This is an essential part of nurturing your relationships. Poorly handled conflict can affect
both the employees and the clients, thereby negatively impacting the companies bottom-line. To maintain your
competitive advantage, you need the entire organisation to focus on developing conflict resolution strategies

to resolve conflict quickly and effectively, while building trust and commitment with clients and colleagues.

PROGRAMME OUTCOMES

e Gain a thorough understanding of the sources causes and types of conflict.

¢ Investigate the problem.

e Generate problem solution by using a range of problem-solving techniques.

¢ Implement solution in accordance with organization policy.

o Evaluate the effectiveness of the solution according to problem definition.

o Develop communication tools such as agreement frames and open questions.
e Learn practical anger and stress management techniques.

e Develop your negotiation skills to minimize conflict.

MONITORING AND EVALUATION NQF LEVEL 5 -4 CREDITS

INTRODUCTION

Monitoring and evaluation are important management tools to track progress and facilitate decision making in
an organisation. Furthermore, M&E is critical in assessing organisation and /or programme performance in

providing insights about what does and does not work and why.

PROGRAMME OUTCOMES

Topic 1: Overview of monitoring and evaluation and how these processes integrate with strategic
management, project management, policy formulation and implementation

e Apply the concept of best practice to an organisation

e The concept of best practice is explained in terms of the organisation practices

e Best practices are identified that are relevant to an organisation

e The best practices identified define world-class practices for an organisation

Topic 2: Analyse current practices in relation to identified best practice
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e Apply advanced competencies to set up a functional M&E framework for your department/ business unit
e Current practices are compared with best practice.
e Current product/service reliability is evaluated in terms of internal and external customer expectations

e The best opportunity/s for maximum gain is identified

Topic 3: Decide on the best practices to be adopted

e The performance outcomes to be achieved by replacing the current practice with best practice are
described with examples

e The current practices to be retained are described with motivations for the retention.

e The best practices to be introduced are described with motivations for the introduction

Topic 4: Formulate recommendations for implementing best practices

e The recommendations described are appropriate for the current practices analysed.

e The recommendations presented are in line with best practices.

e Understand how to link M&E findings to policy development processes in your organisation

e Recommendations are communicated to stakeholders in order to obtain feedback

Topic 5: Draw up a plan for implementing best practice.

e The change processes required to support the implementation of best practice are described with practical
examples

e Resources required are identified in terms of the needs for implementing best practice.

e The plan includes tasks, responsibilities, timescales and performance measures.

e The plan includes contingencies that are reasonable in relation to the proposed plan

e The monitoring, recording and evaluation of the implementation are described in order to promote effective
implementation.

EXECUTIVE LEADERSHIP PROGRAMME NQF L4 —US242824

INTRODUCTION

As a leader in an organization, you face a distinctive set of leadership challenges. You are responsible for
leading your administrative unit, crafting strategy, motivating staff, and allocating financial resources, but are
also expected to enact the vision of senior leadership and mobilize support for broader institutional goals. To
be successful, you must be proficient at managing both “up” and “down” the institutional hierarchy and gain
insight into the role of leadership within a work context, and thus providing your staff with the skills and
knowledge to add value to their job.

Accreditation with Services SETA number: 13779
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This training will increase learners’ awareness of their current leadership style and abilities. They will also
appreciate the impact their leadership style has on those who work with them. The course then provides

learners with a toolkit of ideas to increase their leadership skills.

PROGRAMME OUTCOMES

o Describe the leadership activities involved in running a successful business

e Explain the concept of leadership

¢ Identify and explain some of the tasks required of managers/leaders.

e Apply the decision-making process to make a management/leadership decision
o Differentiate between the concepts of leadership and management

e Apply leadership techniques to individuals and teams within the work context.

e Evaluate the impact of leadership techniques applied.

CONFLICT MANAGEMENT NQF L5 —US114226 — CREDITS 8

INTRODUCTION

When people work collaboratively, conflict will always arise. Understanding the nature and sources of conflict
and its progression and stages, resolution and outcome is one of the important aspects of leadership. Causes
of conflict include the miscomprehension of communication, emotional issues, personal history and values.
When the difference is understood, the resultant behaviour is properly addressed; most conflict will be resolved
in a way that provides desired change in an organisation and interrelationships. When leaders are very well

informed, they can effectively prevent destructive conflicts.

PROGRAMME OUTCOMES

e Describe the main sources of conflict

o Explain appropriate technigues in conflict management

e Describe the appropriate action plan and strategies to manage conflict

o Explain the attributes of an effective conflict manager

e Describe the main sources of conflict

¢ Recognize how our own attitudes and actions impact on others

¢ Find new and effective techniques for managing negative emotions in others and self
e Describe appropriate techniques to manage conflict

e Describe the appropriate action plan and strategies to manage inter-group conflict
o Explain the attributes of an effective conflict manager

e Outline the steps needed to resolve conflict

¢ Negotiating other strategies to resolve conflict
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EFFECTIVE BUSINESS COMMUNICATION NQF L5 - US12433

INTRODUCTION

This course aims to introduce attendees to the basics of interpersonal and business communication, equipping
them to communicate more effectively and with greater awareness and skill in both personal and business
environments. It is designed to help attendees to intensify their awareness of the function and value of
communication. The course also aims to equip attendees with the ability to use the communication skills
required at workplace, meetings and presentations.

Qualifying learners will be able to demonstrate an understanding of a range of oral and written communication
techniques. They will also be able to effectively use these techniques as required during the course of their

work in a supervisory and/or senior technical capacity in an organisation.

PROGRAMME OUTCOMES

o Discuss and explain a range of written and oral communication techniques used in the workplace.
e Lead discussions and chair meetings.

o Generate a variety of workplace reports using various data gathering techniques.

o Deliver presentations using written or oral communication

PROJECT MANAGEMENT NQF L5 - US252022

INTRODUCTION
This training is intended for people involved in project management teams or involved in building small or big
project management teams. The projects may be technical projects, business projects or developmental

projects and will cut across a range of economic sectors.

Candidates are required to apply the learning in respect of their own area of responsibility. The projects might
be for department or business unit in which the learner is responsible for managing and leading staff. A

company, business unit, public institution, small business, Non-Profit Organisation or Non-Governmental

Organisation.

PROGRAMME OUTCOMES

e Select a work-based project for a unit.

e Project alternatives are considered in relation to their viability in achieving unit objectives.
e The decision on the preferred alternative is motivated in terms of viability, cost and results.
e Scope a work-based project for a unit.

e The scope of work and deliverables are defined in relation to the unit objectives.

Accreditation with Services SETA number: 13779
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e The principal work activities are determined that will be required to achieve the unit objectives.

e The potential risks are identified and analysed in relation to the likelihood of risks materialising.

e Change processes that are essential to project success are described in terms of their contribution to the
project results.

o Develop a project plan.

e The overall objectives of the plan are described with reference to the achievement of unit objectives.

e The sponsor, project team and other stakeholders are described with their contributions to the project.

o A work breakdown structure (WBS) is developed to describe the main activities of the project and the
interrelationship between them.

e The project activities, required performance levels and quality criteria are stipulated and communicated
to team members and other stakeholders to promote quality and effectiveness.

e The project plan is checked for accuracy, completeness and compliance to internal and external
requirements.

o Develop tools to measure key performance parameters.

e A gantt chart is developed for managing and evaluating the time dimension.

e A budget is developed for managing and evaluating the cost dimension.

¢ Quality parameters are developed for managing and evaluating quality.

e The measurement tools are communicated to team members to promote a common understanding of
requirements.

¢ Implement the plan and evaluate project progress.

o Project implementation is monitored and evaluated against the plan, the stipulated performance criteria
and quality requirements.

e Project results are monitored to establish progress and effectiveness.

o Deviations from the project plan are identified and analysed in order to take corrective action.

o Corrective actions are implemented to ensure the achievement of project objectives.

e Results are evaluated against the scope and objectives of the project.

RECRUITMENT AND SELECTION NQF L5 - US12140

INTRODUCTION
This learning programme is intended for people who recruit and select people for defined positions within an
organisation or the personnel recruitment industry. Persons credited with this learning programme are able to

prepare, recruit and select suitable candidates according to ability and potential within an organisation.

COURSE OUTCOMES
e Plan and prepare for recruitment and selection.

e Information is obtained on the position that is relevant and complete.
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o A selection procedure is selected or designed and is ensured to be appropriate for the specific position
and in line with organisational and legal requirements.

e The selection procedure is confirmed to be a validated procedure.

e Resources and methods needed for recruitment and selection are identified and budgets prepared and
managed. The resources are available, within budget and fit for purpose.

e Anplanis developed that ensures effective and efficient recruitment and selection.

e Selection criteria and control procedures are developed in line with organisational and legal requirements
and avoid partiality or bias.

e Recruit applicants

e Recruitment is conducted in accordance with the plan and in such a way as to have the potential to elicit
the desired response from the target market.

e Responses are dealt with in accordance to planned control procedures.

e The initial screening determines if applicants meet the critical job specifications and requirements to
expedite the departure of unsuitable applicants.

o Implementation of corrective action following the evaluation of the initial recruitment plan, if the initial
screening does not elicit desired responses.

o Alist of potential candidates is prepared to facilitate selection.

e An applicant database is managed in accordance with legislation and organisational requirements.

¢ Unplanned events are dealt with in accordance with the circumstances and contingency plans are initiated.

e Candidates’ selection

e Backgrounds and qualifications are validated using appropriate verification methods according to the plan.

e Candidates are assessed against the requirements of the defined position.

e Candidates are interviewed using best practice techniques appropriate to the defined position.

e A shortlist is drawn up to reflect the results of the assessment of candidates. The shortlist can be justified
in terms of the match between candidate profile and job requirements.

e Selections are made in accordance with planned strategy and can be justified in terms of best match
between candidate profile and job and organisation requirements and meeting legislative requirements.

e Feedback is relevant to the enquiry and the job requirements and is given to both successful and
unsuccessful candidates tactfully according to the planned time framework and legal requirements.

e Records are documented to facilitate further processing and reflect agreements reached and successful
candidate details accurately. Records are authorised and forwarded to designated personnel.

e Unplanned events are dealt with in accordance with the circumstances, and contingency plans are

initiated.

Accreditation with Services SETA number: 13779
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CUSTOMER SERVICE NQF L4 - US242829 — CREDITS 5

INTRODUCTION

Excellent customer service is a key to every organisation and this programme is designed specifically for
people who interact with customers on a face to face, telephonically, through exchange of e-mails and social
media.

This Excellent Customer Services focuses on skills, value, knowledge and attitude required of employees to
contribute to improved productivity and efficiency within the call centre industry and to open opportunities for

individual growth.

PROGRAMME OUTCOMES

¢ Identify customer needs

o Differentiate between good and bad service

o Identify one's role in the service delivery chain

¢ Implement service delivery improvements that contribute to the achievement of overall public sector
objectives

o Demonstrate an ability to deal with difficult customers

¢ Recognise and apply the principles of Batho Pele in servicing customers

e Coach others in a Call centre operation

RISK ASSESSMENT NQF L5 - US252025

THE PURPOSE

This course offers a comprehensive look at the risk management process, including advice to apply and what
to avoid based on lessons learned from actual projects. Delegates will be able to apply the core concepts of
risk management in their organisation. They will be able to inform policy decision and strategic decision-making
processes about the importance of risk management with an understanding of fraud and corruption to enable
them to support their organisations with strategies. This will include putting in place protocols and the

necessary legal frameworks.

PROGRAMME OUTCOMES

e Demonstrate an understanding of potential risks to a business.

¢ Identify potential risks and assess the impact thereof in a business.
¢ Develop contingency plans for managing risk.

o |dentify the role played by risk management.

¢ Interpret and apply legislation relevant to risk management.
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Demonstrate how risk management contributes to good governance
Develop a risk assessment process.

Understand the extent of fraud and the legal aspects of it
Understand certain investigative techniques.

Test and revise contingency plans.

BUSINESS COACHING PROGRAMME

THE PURPOSE

Business growth is essential to every organisation. Owning or managing a business requires an

entrepreneurial mindset, appropriate management skills and market knowledge to convert ideas, the sale of

excellent products or services and opportunities into economic success.

This programme is intended for people who are or seek to be active in business. It introduces the measures

of success for typical local economic development strategies and the learner will gain knowledge of specific

techniques for releasing creativity in the development a viable business venture.

PROGRAMME OUTCOMES

Develop specific techniques for releasing creativity in developing ideas/opportunities for a new business.
Determine the role of innovation in the development and growth of a business.

Apply principles and practices of innovation in the development and growth of a business.

Develop specific techniques for releasing creativity in developing ideas/opportunities for a business.

The concept and application of creativity is demonstrated through business related activities

The difference between analytical and creative thinking is demonstrated with examples through problem-
solving activities in a new venture creation context.

Barriers to creative thinking are identified with examples of their effect on creative thinking.

Lateral thinking exercises are applied to generate new ideas.

The concept of innovation is described and discussed in relation to business creation.

Types and impact of innovation are identified and explained with examples.

The relationship between successful entrepreneurship and innovation is explained with examples.
Factors that contribute to the development and growth of a new venture are identified and explained with
examples.

Innovative thinking is applied to generate new products that the business can make and/or new services
it can provide for greater profitability and/or viability.

Innovative thinking is applied to generate alternative ways the business can run its operations to cut costs

and increase income.
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Innovative thinking is applied to generate ways in which the business can generate more employment
opportunities without putting the business at risk.

Innovate thinking is used to generate ways in which the skills need of employees can be addressed without
risking the venture.

Innovative thinking is applied to find ways to minimise the impact of opposition firms on the venture.

ETHICAL MANAGEMENT AND PROTOCOLS IN LOCAL GOVERNMENT NQF L5 — US252042

THE PURPOSE

Ethics and code of conduct is essential in today’s working environment and organisations often employs people

whom they believe can abide by the principles of ethics. This training will equip people with the necessary

skills required by the organization, particulary within the local government to understand and apply the

concepts and principles of ethics in their respective working environment.

PROGRAMME OUTCOMES

Demonstrate an understanding of the concepts and principles relating to business ethics in the workplace
environment.

Demonstrate understanding of the relationship between values, ethics and organisational culture and its
impact on achieving goals and objectives.

The imperatives for ethical conduct in South African organisations are explained with reference to acts,
regulations, codes and other documents relevant to the entity.

Apply the concept of local government ethics to a unit.

Analyse a unit in relation to the principles of local government ethics.

Use ethical procedures in a workplace environment.

Explain the core ethical values and standards which apply to the local government (public sector) and
private sector.

Outline ethical values and standards contained in legislation and codes which have relevance to the
conduct of employees within the local government.

Describe areas of ethical conflict within public (local government) and private sector environment.
Explain the importance of ethical values and standards in relations to the workplace.

Discuss the relevance of established workplace ethics and codes of conduct in the local government sector

RESEARCH AND ANALYSTICAL SKILLS - US252026 — NQF LEVEL 5

THE PURPOSE
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Whether you are developing a new product or service, presenting findings on a competitor’'s product, or

deciding how to allocate resources, you need the analytical skills to be able to support your conclusions with

valid and credible evidence. In this course, you will learn the basics to implement a process for data analysis

that ensures you are focusing on the most critical information, involving the right people, and conveying your

message in terms your audiences will understand.

Do you conduct research and gather data methodically, or act on instinct and follow the latest trends when

making decisions?

PROGRAMME OUTCOMES

Applying critical and analytical skills to analyse an issue or problem.

Critical and analytical skills are applied to analyse and define an issue/problem affecting the functioning of
a unit.

Critical and analytical skills are applied to determine factors impacting on the issue/problem and other
areas in a unit and the entity affected by the issue/problem.

Engage with stakeholders in analysing the issue/problem and developing solutions.

The purpose of the consultation is communicated to stakeholders with reference to the aspects of the
issue/problem and solutions to be discussed.

The critical and analytical processes for analysing the issue/problem and generating ideas on addressing
the issue/problem are explained with examples.

The participation of stakeholders is obtained in analysing the unit's internal and external environment to
identify factors relevant to the issue/problem.

The participation of team members is obtained in developing solutions to the issue/problem that would
contribute towards the functioning of the unit and the broader system within which it operates.

The different ideas, values and perspectives of team members and stakeholders are recognised and
respected in view of the value they add to the solution developed.

Selecting feasible solutions through a systems approach.

The inputs from stakeholders are analysed to identify feasible solutions to the issue/problem that would
improve the functioning of the unit and the broader system within which it operates.

The identified solutions are prioritised in terms of their potential outcomes on the various
processes/sections in the unit, the wider entity and external stakeholders.

A solution(s) is selected that is most appropriate within a systems context taking into consideration
interrelated issues that impact on the solution and areas that will be impacted upon by the implementation
of the solution.

Formulating and communicating the decision.

The decision on addressing the issue/problem is formulated with reference to the impact of the decision

on the unit and the broader system within which it operates.

Accreditation with Services SETA number: 13779
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Actions required to implement the decision in the unit are described with reference to activities, role
players, resources and timelines.

Change processes that are required to support the implementation of the decision are described with
reference to their impact on the success of the implementation of the decision.

The decision is communicated to relevant team members in the unit and other stakeholders who will be
involved in its implementation in a user-friendly format.

STRATEGY DEVELOPMENT NQF LEVEL 5 - US252027

THE PURPOSE

This course is ideal for executives, managers and strategic executive managers and assistant strategic

executive managers. It equips delegates with abilities in strategic management and performance planning. It

contributes to the development of strategic thinking amongst executives, strategic executive managers and

other role-players contributing to decision-making.

This course has an Impact on social and economic development through assisting organisations in planning

better, which should lead to improved service delivery. As part of the policy development process to achieve

better service delivery for the South African people, government identifies broad strategic outcomes which

require high quality planning to accomplish.

PROGRAMME OUTCOMES

Liaising and networking with internal and external stakeholders.

Networking opportunities are identified, meetings are attended and new contacts established to mutual
benefit.

Avenues for communicating with stakeholders are explored and appropriate strategies implemented to
mutual benefit of all people involved.

Devising and applying a strategy to establish constructive relationships with team members in a unit.
Managers are kept informed of activities, progress and results of the unit through verbal or written feedback
in accordance with the entity's policies and procedures.

A process for seeking and exchanging information, and seeking advice is agreed to in consultation with all
managers in a unit.

Concerns over the quality of work are raised directly with relevant managers in accordance with the entity's
policies and procedures.

Information presented to the managers is clear, accurate and timely.

Devising and applying a strategy to establish constructive relationships with managers.

Information on the procedures for dealing with conflict in a unit is communicated to team members to

promote the orderly resolution of conflict in accordance with the entity's policies and procedures.
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e Actions taken to resolve potential and actual conflict are taken to deal promptly in accordance with the
entity's policies and procedures.

e Conflict situations are referred to appropriate managers where required in terms of the entity's policies and
procedures.

¢ Identifying and minimising personal conflict in the workplace.

e Opportunities for team members to discuss work-related and personal issues are identified and used when

appropriate.

STRESS AND TIME MANAGEMENT NQF L5 - US15234 — CREDITS 4

THE PURPOSE

It is only recently when most people start experiencing stress which as a result is affecting their time
management and reduces the work productivity while increasing health cost. According to research, stress
imposes a high cost on individual health and well-being as well as organizational time due to lost productivity
caused by stress. There is a need for organisations to train their employees on courses related to stress
management and the consequences of occupational stress, but most importantly how one could control or

manage stress.

Managing time is very important role not only in organisations but also in our personal lives. It is the number
one skill that people need to learn to be able to achieve their goals. In this learning programme, learners will
practice techniques that will help them achieve more effective use of their time so that they can direct their

energy towards the activities that will further their professional and personal goals without having stress.

PROGRAMME OUTCOMES

e Understand the principles of time and stress management.

e Examine current stressor and coping mechanism.

¢ Manage work and personal life in order to maintain a balance.

¢ Identify time management profiles.

e Unpack the core values that influence attitude and focus on time management.

e Draw up time efficient work plans to carry out work functions and use tools to help you manage time
effectively and efficiently with less stress.

o |dentify and solve problems using critical and creative thinking, when prioritizing tasks and translating

strategy into action.
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FINANCE FOR NON-FINANCIAL MANAGERS NQF L5 - US252040 — CREDITS 8

THE PURPOSE

The Finance for Non-Financial Managers course is designed to enable people with no financial background or
with limited finance to understand finance associated terminology. It covers the financial management
principles to empower delegates in understanding the financial aspects of business and management
decisions.

The course will equip delegates with practical experience and the ability to interpret financial statements and
use the information to make a financial decision. The programme will benefit any person involved in finance

requiring an understanding and practical application of financial skills, techniques and terminology.

PROGRAMME OUTCOMES

o Demonstrating an understanding of the key concepts of managerial finance.
e Interpreting financial statements.

o Drafting financial forecasts.

o Drafting budgets according to operational plans of the unit.

e Supervising the financial management of a unit against given requirements.

ADVANCED BUSINESS REPORT WRITING NQF L5 - US12433 — CREDITS 8

THE PURPOSE

Effective business writing skills drives all successful organisations. Information is crucial to an organization
and when this information is communicated in writing, the quality of such communications can have a
significant impact on business performance and decision making.

Effective business writing is when information is concise, accurate, unambiguous, logical and easily
understood. This course aims to introduce attendees to the basics of interpersonal and business writing,
equipping them to communicate more effectively and with greater awareness and skill in both personal and
business environments. The course is designed to help attendees to intensify their awareness of the function

and value of professional writing.

The course also aims to equip attendees with the ability to use the writing skills required at workplace, meetings
and presentations. Qualifying attendees will be able to demonstrate an understanding of a range of written
communication techniques. They will also be able to effectively use these techniques as required during the

course of their work.

PROGRAMME OUTCOMES

e Collect and use information
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e Compile feasibility and commissioning reports

e Write a technical report

e Discuss and explain a range of written and oral communication techniques used in the workplace.
e Importance of meetings reporting deadlines.

e Generate a variety of workplace reports using various data gathering techniques.

e Deliver presentations using written communication

EMOTIONAL INTELLIGENCE AND PERSONAL MASTERY NQF L5 - US252031 - CREDITS 4

THE PURPOSE

This learning programme will enable delegates to apply knowledge, skills and insight into leadership as part
of their job. This course will develop and enhances the Emotional Intelligence skills that are fundamental to an
individual's success at work and moreover, to their wellness, well-being and satisfaction in life. The training
will also give the targeted delegates the tools they need to be emotionally intelligent in their workplace. An
employee with high emotional intelligence can manage his or her own impulses, communicate with others
effectively, manage change well, solve problems, and use humour to build rapport in tense situations while

remaining confidence.

PROGRAMME OUTCOMES

o Demonstrating knowledge and understanding of the principles and concepts of emotional intelligence in
respect of life and work relations.

e Analyse the relationship between emotional intelligence and self-awareness and areas of self-
development.

e Analyse the relationship between emotional intelligence and self-management in relation to interpersonal
and Intrapersonal relations

e Analyse the relationship between emotional intelligence and social awareness

¢ Analyse the impact of emotional intelligence on life and work interactions

e Apply techniques for responding to situations in an emotionally intelligent manner

e Understanding group dynamics

e Evaluate own level of emotional intelligence in order to determine development areas.

MEETING MANAGEMENT NQF 4 — US242816 — CREDITS 5

THE PURPOSE
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This unit standard introduces the preparation and procedures required in conducting a structured meeting to
ensure that objectives are achieved. Effective Meeting management drives all successful organisations and
divisions. In this programme one will learn how to efficiently write the minutes of meeting and schedule
meetings. This course is aimed to equip learners/employees with the skills and knowledge to effectively
schedule meetings and take minutes.

Disorganised and poorly managed meetings waste time and hurt your credibility as a meeting manager.

Consistently leaving a poor impression with the attendees will haunt you if left unchecked

PROGRAMME OUTCOMES
e Preparing for a meeting.

e Demonstrate an understanding of the agenda of meetings
e Conducting a meeting.

o Dealing with differing views in a meeting.

o Distributing records of a meeting.

e Explain the purpose and objective of minutes of meetings

e Take minutes of meetings accurately

¢ Identify the importance of accurate recording and producing of minutes

e Provide methods of distributing minutes

BUSINESS MANAGEMENT/ADMINISTRATION NQF 4 — US110003 — CREDITS 8

THE PURPOSE

Administrative skills are important in every organisation because they keep business processes running
smoothly. Any successful, efficient organisation should have both administrative professionals who have
strong skills in this area, as well as individual contributors who have good administrative skills.

This Unit standard is for all persons involved in Administration in commercial or non-commercial organisations
and who have the responsibility of developing Administrative procedures to make the Administrative
component of the organisation more effective and efficient and so aid the organisation to attain its mission,
vision and objectives.

Attendees will be empowered by acquiring the knowledge, skills, attitudes and values required to operate

effectively and efficiently as individuals and to adhere to organisations systems within their areas of work.

PROGRAMME OUTCOMES
e Have an understanding of the various administrative systems required by an organisation

o Be able to develop and update administrative systems in a specific business environment
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e Be able to develop systems to keep administrative information at the required level of confidentiality

e Be able to develop policies and procedures on administrative systems and write them into a manual.

TEAM BUILDING NQF 4 — US242819 — CREDITS 10

THE PURPOSE
Team building is the process of increasing a team's cohesiveness, productivity, and efficiency by coming up
with activities that require members to work together. Overall, team building helps companies achieve goals

and foster healthy competition.

PROGRAMME OUTCOMES

e Explaining the importance of motivating a team.

o Demonstrating an understanding of self and team members in a workplace.
e Applying theories of motivation and group dynamics.

¢ Implementing a plan of action to strengthen a team.

e Providing feedback and recognising achievements.

PEOPLE DEVELOPMENT AND TALENT MANAGEMENT NQF L5 — US252029 — CREDITS 8

INTRODUCTION

Talent and succession management is essential to all organisations. If talent is not managed appropriately,
skills can be wasted and good people may decide to go elsewhere, leaving the organisation with low
performers. Without succession management, organisations can be left in difficulty whilst important roles will
be left empty.

Talent management is about identifying how individual people at all levels across the organisation can be
supported and developed in a way that benefits them and the organisation. It is an ongoing process that needs

to be proactively managed and reviewed.

PROGRAMME OUTCOMES

e Analysing education, training and development needs of members of a unit.
e Recording the results of the training needs analysis.

e Compiling a people development plan for a work unit.

e Managing the implementation of a people development plan for a unit.

e Recognise team member performance

e Encourage participation in decision-making

Accreditation with Services SETA number: 13779
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CONTRACT MANAGEMENT NQF L3 - US119671 — CREDITS 10

THE PURPOSE

This course is ideal for people who are involved in drawing contracts, negotiations and /signing. As a contract
manager or administrator, you are very likely required to have an in-depth understanding of the industry and
business in which you operate. The Contract Management short course is ideal if you want to acquire the

necessary practical skills to manage and administrate contracts for goods and services more effectively.

PROGRAMME OUTCOMES

e Understand basic contract law in South Africa and define it

e Understand contract management terminology

e Plan and organise contracts for goods and services

e Define the scope of work, process, agreement and management philosophy
e Direct and control the contract administration

e Negotiate contracts and terms

e Evaluate, negotiate and enforce service level agreements, and
e Renegotiate and/or terminate contracts

o Define the essentials of a valid contract

o Differentiate between contractual capacity

e Differentiate between the term” breach and termination” of contract

WORKPLACE ETHICS NQF 4 — US242815 — CREDITS 5

THE PURPOSE
This Unit Standard is intended for learners in a work environment. It is designed to raise moral standards as a
counter to potential or real corruption within a work environment. The focus is on ethics and the learner, it does

not include corporate governance. This Unit Standard is intended for junior managers of organisations.

PROGRAMME OUTCOMES
e Explaining the concept of personal ethics in relation to the moral compass.
e Describing the role of a code of conduct in a work environment, according to ethical principles.

e Upholding the code of conduct within the work team.
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SECTION D: OCCUPATIONALLY DIRECTED EDUCATION TRAINING
SKILLS PROGRAMME

Accreditation with Services SETA number: 13779
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Facilitator course US117871 NQF Level 5, 10 Credits

This course is ideal for those who facilitate or intend to facilitate learning using a variety of given
methodologies. The course will capacitate attendees with skills required to become expert
facilitators, while enhancing their employability. The main purpose of this course is to help a group
of people to work together in a much better way, understanding their common objectives, and

planning on how to achieve these objectives.

The qualifying candidate will be capable of:
® Planning and preparing for facilitation;
©® Facilitating learning;

® Evaluating learning and facilitation.

Duration: 2 - 3 days

Assessor course US115753 NQF Level 5, 15 Credits

This course is intended to help persons who wishes to become assessors with the principles and
processes to be followed to achieve learners during assessment of their portfolio for the learning

outcomes in terms of specified criteria using pre-designed assessment instruments.

The qualifying candidate on completion of assessor course will be capable of:
® Demonstrating an understanding of outcomes-based assessment

Preparing for assessments

Conducting assessments

Providing feedback on assessments; and

©@ © ®© ©

Reviewing assessments.

Duration: 3 - 4 days
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Moderator course US115759 NQF Level 6, 10 Credits

This course is intended to help persons who wishes to become moderator with the principles and
processes to be followed to moderate the assessments for the learning outcomes in terms of
specified criteria using pre-designed moderation instruments.

The qualifying candidate on completion of moderator course will be capable of:
® Demonstrating an understanding of moderation within the context of an outcomes-based
assessment system
Planning and preparing for moderation
Conducting moderation
Advising and supporting assessors

Reporting, recording and administering moderation, and

© ®©® © 0 ©

Reviewing moderation systems and processes.

Duration: 3 - 4 days

Learning programme development course US123394 NQF Level 5, 10 Credits

The main purpose of this course is to introduce to those who develop learning programmes
methods to be used to meet defined learning needs according to a given design specification. This
course will cover the development of the learning materials and resources and will not include the
design of the learning process. The design is addressed by the unit standard:123401 "Design

outcomes-based learning programmes", Level 6, 15 credits.

The development of learning programme will be carried out to meet an expressed learning need
and according to a given brief that provides the specifications for development. The brief will
provide instructions and guidelines for the development of learning activities, the development of

learning aids, links to other resources, style, formatting and packaging.

The qualifying candidate on completion of the course will be capable of:
©® Planning and preparing for development.

© Developing learning materials.

Accreditation with Services SETA number: 13779
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©® Developing learning facilitation guidelines.

©® Piloting and evaluating the development.

Duration: 3 - 4 days

Skills development facilitator

The skills set included in this skills programme is needed in organisations to support skills
development within the legislative environment which is highly regulated and constantly changing.

This skills set is a component of the broader competency derived from ODETDP legacy qualification.

Skills Development Facilitation skills set is intended to develop competencies for employees located
in the human resource management or human development space within an organisation to ensure

that effective skills development is driven within an organisation.

A learner who achieves competencies for this skills programme will be able to plans for, conducts

and administers skills development planning in any organisation.

Course outline

©® Module 1: Provide information and advise regarding skills development and related issues -
15221

® Module 2: Conduct an analysis to determine outcomes of learning for skills development and

other purposes -15218

Module 3: Conduct skills development administration in an organization - 15227

Module 4: Promote a learning culture in an organisation - 252041

Module 5: Develop an organisational training and development plan- 15217.

Module 6: Define target audience profiles and skills gap- 123396

© ®© ®© 0 ©

Module 7: Coordinate planned skills development interventions in an organisation- 15232

Total course credits 36

Duration: 3 - 5 days
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SECTION E: OCCUPATIONAL SKILLS PROGRAMME
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Conflict Management NQF Level 5 — SP-210409- CREDITS 8

When people work collaboratively, conflict will always arise. Understanding the nature and sources
of conflict and its progression and stages, resolution and outcome is one of the important aspects of
leadership. Causes of conflict include the miscomprehension of communication, emotional issues,
personal history and values. When the difference is understood, the resultant behaviour is properly
addressed; most conflict will be resolved in a way that provides desired change in an organisation
and interrelationships. When leaders are very well informed, they can effectively prevent destructive
conflicts.

Purpose of this skills course

This course is intended to provide attendees with the processes which they can follow in limiting the
negative aspects of conflict while increasing the positive aspects of conflict. The aim of conflict
management is to enhance learning and group outcomes, including effectiveness or performance in

an organizational setting

A qualified learner will be able to

¢ Identify and describe the main sources of conflict.

e Distinguish types of conflicts

e Apply appropriate strategies to manage conflict.

o Resolve conflict using appropriate techniques in the workplace.
e Develop and implement follow up plans

e Conflict consequences analysis

¢ Emotional intelligence in conflict resolution

e Compile conflict resolution reports

Recognition of Prior Learning (RPL)

o Learners will gain access to the skills programme through RPL for Access as provided for in
the QCTO RPL Policy. RPL for access is conducted by an accredited institution, skills
development provider or workplace accredited to offer that specific skills programme.

e Learners who have already acquired competencies of modules of a skills programme will be
exempted from modules through RPL. Such learners will be awarded credits towards the

skills programme.
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o Learners who complete this skills programme will accumulate credits towards the relevant
full or part qualification. The Credit Accumulation and Transfer (CAT) Policy shall apply to
these learners

Entry Requirements

NQF Level 4 or equivalent

Work Opportunities or Further learning

After completion of the course learner’s will have knowledge on how to deal with conflict in the

workplace and elsewhere.
The learners will be upskilled on a regular basis as and when there is changes within the Industry.

Certificate in Conflict Resolution, NQF Level 5 will be awarded to the learner.

Duration including the practical and written exam

10 days

Accreditation with Services SETA number: 13779
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New Venture Creation NQF Level 2 — SP-210401- CREDITS 32

Youth for Employment Services (YES) is a business-led NPO which works in partnership with
government and labour to initiate policy in the creation of jobs for youth. One of the strategies
adopted by YES is the Creation of New Ventures. These skills (learning) programme supports the

New Ventures being created by young people, especially in rural areas.

The aim of the course is to enable you (as a delegate) to turn an idea into a revenue generating
business, in various contexts: for example, in a corporate setting, family business, or start up. As
such, the course is likely to offer you valuable guidance and basic management tools for your future
careers as a business leader. Furthermore, the course will address your potential concerns and

doubts about whether you “have what it takes” to be an entrepreneur.

Purpose of this skills course
This course is intended to prepare candidates to operate small business. Learners who acquire this

skills programme will be able to start, manage, grow and sustain a small business.

A qualified learner will be able to

e Gather and analyse information for an industry

o Determine market requirements relevant for marketing and selling goods and services
o Determine financial, human and infrastructure requirements

e Manage financial, human and infrastructure resources of a business

e Plan for the establishment of business

e Organise and conduct business activities.

Recognition of Prior Learning (RPL)

e Learners will gain access to the skills programme through RPL for Access as provided for in
the QCTO RPL Policy. RPL for access is conducted by an accredited institution, skills
development provider or workplace accredited to offer that specific skills programme.

e Learners who have already acquired competencies of modules of a skills programme will be
exempted from modules through RPL. Such learners will be awarded credits towards the

skills programme.
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o Learners who complete this skills programme will accumulate credits towards the relevant
full or part qualification. The Credit Accumulation and Transfer (CAT) Policy shall apply to
these learners

Entry Requirements

Grade 9

Work Opportunities or Further learning

Learners who intend to start a business and those who intend to improve, stabilise and expand
existing small businesses. Further learning can be pursued into NC: New Venture Creation, NQF
Level 2.

Duration including the practical and written exam

15 days

Accreditation with Services SETA number: 13779
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Workplace Preparation NQF Level 2 - SP-111201- CREDITS 30

Workplace readiness skills are critical for job success. Focus on developing and improving your
professional skills and personal qualities for the workplace. Skills like a positive attitude, teamwork,

and a strong work ethic make a great employee who has a positive impact on the work culture.

Purpose of this skills course

The purpose of the programme is to prepare the young and unemployed for work (environment)

placement.

A qualified learner will be able to

e Gain better insight about employment and expectations,
e Present themselves well for interviews;

e Make a good impression to prospective employers;

¢ Manage work activities efficiently

o Communicate effectively within a team

e Manage him/herself, including his/her money.

e Protect one and others at workplace

Recognition of Prior Learning (RPL)

e Learners will gain access to the skills programme through RPL for Access as provided for in
the QCTO RPL Policy. RPL for access is conducted by an accredited institution, skills
development provider or workplace accredited to offer that specific skills programme.

e Learners who have already acquired competencies of modules of a skills programme will be
exempted from modules through RPL. Such learners will be awarded credits towards the
skills programme.

e Learners who complete this skills programme will accumulate credits towards the relevant
full or part qualification. The Credit Accumulation and Transfer (CAT) Policy shall apply to

these learners

Entry Requirements
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Open Access

Work Opportunities or Further learning

This programme is aimed at people who are not placed / employed and those already placed in
companies and organisations for work experience. The programme prepares candidates for
permanent or future jobs.

Duration including the practical and written exam

30 days

Accreditation with Services SETA number: 13779
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Assessment Practitioner NQF 5 — SP-220320 — CREDITS 20

About the skills programme

This is an in-depth course for candidates wanting to enter the professional industry of training and
development or those who may want to work independently.

This course is for those who facilitate and assess people for their achievement of learning outcomes
in terms of specified criteria using pre-designed assessment instruments. The outcomes and criteria
may be defined in a range of documents including but not limited to exit level outcomes, assessment

standards and curriculum statements.

In this skills programme, the knowledge and skills achieved will enable the learner to extremely
combat the processes involved in assessment and disseminate accurate and relevant information
regarding assessment practices and procedures. The mode of facilitation in this learning programme

will involve “face-to-face” interaction through group discussion and role play.

Purpose of this module
This course is intended to help persons who wishes to be the assessors with the principles and
processes to be followed to achieve learners for the learning outcomes in terms of specified criteria

using pre-designed assessment instruments.

Recognition of Prior Learning (RPL)

Learners will gain access to the skills programme through RPL for access as provided for in the
QCTO RPL Policy. RPL for access is conducted by accredited education institution, skills
development provider or workplace accredited to offer that specific skills programme.

Learners who have acquired competencies in skills programme will be credited for such topics
through RPL.

RPL for access to the Final Supervised Assessment: Accredited providers and approved workplaces
must apply the internal assessment criteria specified in the skills programme document to establish

and confirm prior learning and achievement of required competencies for the skills programme.
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Entry Requirements

Level 4 with Communication.

Possible jobs

A learner who successfully completes this skills programme may be employed or self- employed as
an Assessment Practitioner in the Private and Public sector. Opportunities for work can be found at
Education, Training and Development Organisations, Institutions or Schools/Colleges focussed on

learning.

A learner who successfully completes this skills programme has an opportunity for further learning

with the following as options:

Occupational Qualification: SAQA Qualification ID:101321, Occupational Certificate: Training and
Development Practitioner, NQF Level 05, 190 credits.

Related Skills Programmes:

e Learning and Development Facilitator, NQF Level 5, Credits 36
e Skills Development Practitioner, NQF Level 5, Credits 40

e Work Based Learning and Development Practitioner, NQF Level 5, Credits 30

Duration

30 days

Assessment

Assessment will be continuous and set by the SDP in accordance with the outcomes provided. This
may consist of a variety of methods, e.g. practical or written assessments, assignments, projects,
demonstrations, presentations or any other form of assessment to assist the learner in the learning

process.

Accreditation with Services SETA number: 13779
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During training, it is mandatory for formal summative assessments to take place at the end of each
module/topic. These results must be formally recorded and be available for monitoring and/or

evaluation by the QCTO.

Final Integrated Supervised Assessment (FISA)

All learners gain entrance to the Final Integrated Supervised Assessment by successfully completing

all formal summative assessments conducted by the SDP.
Format of FISA: A final written assessment integrating the relevant Exit Level outcomes.

All FISAs are supervised, and virtual FISAs are recorded throughout the assessment.
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Skills Development Facilitation Practitioner NQF 5 — SP-220321 — CREDITS 40

About the skills programme

This is an in-depth course for candidates wanting to enter the professional industry of training and
development or those who may want to work independently.

The skills set included in this skills programme is needed in organisations to support skills
development within the legislative environment which is highly regulated and constantly changing.
This skills set is a component of the broader competency derived from Training and Development
Practitioner qualification.

Skills Development Facilitation Practitioner skills set is intended to develop competencies for
employees located in the human resource management or human development space within an

organisation to ensure that effective skills development is driven within an organisation.

A learner who achieves competencies for this skills programme will be able to plans for, conducts

and administers skills development planning in an occupational context.

Purpose of this skills programme
This course is intended for persons who wishes to be Skills Development Facilitator Practitioner in
which they plan for, conducts and administers skills development planning in an occupational

context.

Recognition of Prior Learning (RPL)

Learners will gain access to the skills programme through RPL for access as provided for in the
QCTO RPL Policy. RPL for access is conducted by accredited education institution, skills

development provider or workplace accredited to offer that specific skills programme.

Learners who have acquired competencies in skills programme will be credited for such topics
through RPL.

Accreditation with Services SETA number: 13779
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RPL for access to the Final Supervised Assessment: Accredited providers and approved workplaces
must apply the internal assessment criteria specified in the skills programme document to establish

and confirm prior learning and achievement of required competencies for the skills programme.

Entry Requirements

Level 4 with Communication.

Possible jobs

Successful completion may lead to opportunities for employment and self-employment in the highly
legislated and regulated Skills Development arena. Public and private organisations employ Skills

Development Facilitation Practitioners on a full time and or project by project basis.

A learner who successfully completes this skills programme has an opportunity for further learning

with the following as options:

Occupational Qualification: SAQA Qualification 1D:101321, Occupational Certificate: Training and
Development Practitioner, NQF Level 05, 190 credits.

Related Skills Programmes:

e Learning and Development Facilitator, NQF Level 5, Credits 36
e Assessment Practitioner, NQF Level 5, Credits 20

e Work Based Learning and Development Practitioner, NQF Level 5, Credits 30

Duration

51 days

Assessment

Assessment will be continuous and set by the SDP in accordance with the outcomes provided. This
may consist of a variety of methods, e.g. practical or written assessments, assignments, projects,
demonstrations, presentations or any other form of assessment to assist the learner in the learning

process.
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During training, it is mandatory for formal summative assessments to take place at the end of each
module/topic. These results must be formally recorded and be available for monitoring and/or

evaluation by the QCTO.

Final Integrated Supervised Assessment (FISA)

All learners gain entrance to the Final Integrated Supervised Assessment by successfully completing

all formal summative assessments conducted by the SDP.
Format of FISA: A final written assessment integrating the relevant Exit Level outcomes.

All FISAs are supervised, and virtual FISAs are recorded throughout the assessment.
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