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Introduction

In the current business climate, companies are striving to meet their corporate business objectives by minimizing cost while maintaining high level services for their customers. These companies are now beginning to realize that people are the key to maximizing the advantages of the Information Age. They must rely on people to innovate, apply new technologies, collaborate and expand their knowledge and skills to truly achieve their overall business goals.

The Internet further propelled business transformation by altering the way companies can deliver products and services. As business companies are at the door of the 21st century, they must be given the resources they need to thrive in an environment of constant change.

Technologies and strong competitions will prevail. It will be the castle of:

· A man of innovation

· A man of productivity

· A man of multi-skills

Quality will only survive and economical growth of a nation will be based on quality and capabilities of its internal resources. All energies will be allied to create opportunities, secure long-term profitability, and to engrave an ever-lasting “success” that recognizes the power of:

· Energy
· Innovation
· Partnership
· Performance
· Reliability
Therefore, individual productivity is a must to meet regional and global competition. Human training and development is highly needed to prepare appropriate knowledgeable manpower who are capable of meeting all the challenges ahead successfully.

What Is offered?

Abdullah Saa’d Al-Dahlawi who is the sole author and instructor of Leadership, Management, Safety, Info Tech, and Quality Training and Development Program will employ his expertise, long years of experience, skills and competencies to exclusively help running, managing, and leading the initiatives of implementing a state of the art competencies driven training program that focuses on developing manpower in all internationally sponsored competencies. Abdullah’s already developed management-training courses will be the core training courses available to all employees. 

Variety of instructor-led, face-to-face interaction and short type (one or two day maximum) training courses that cover the 19 internationally sponsored competencies will all be available to the employees. This will help them become superior performers in several jobs.
Using sophisticated computer technology and visual aid; the training is designed to help and prepare people to perform and excel at their jobs. This will help them attain their ultimate potential and will in fact motivate and empower them for the maximum contribution. The training will help them develop their competencies in the following areas:

Leadership Through Emotional Intelligence Skills 
	Achievement Orientation W/ Time Management
	Analytical Ability
	Business and Organizational 

Awareness
	Creativity

	Communicating With Impact

Writing & Listening/ Delivering Effective Presentations
	Continuing Excellence
	Interpersonal Relationship 

Building
	Flexibility

	Customer Focus
	Teamwork
	Developing Others
	Initiative

	Leadership for Performance
	Self Development 
	Problem Solving/ Decision 

Making
	Safety

	Strategic Planning
	Integrity & Ethics
	Job Knowledge
	


The Savings & Benefits:

1. The training will be delivered whenever and wherever it is needed. Management will not incur costs to fly people half way around the world to attend an important class in competencies training. Cost & Time savings will be achieved.

2. This is a “cohesive” strategy for developing people in competencies.

3. This training program is considered as a single total solution that can be used by the entire enterprise workforce, including those who are remotely located.

4. Will develop all competencies’ skills required in every job.

5. Will link the training activity to every skill and competency.

6. To help management record immediately any new skills that employees achieved

7. Will provide excellent reporting mechanism.

8. Will provide excellent motivation and incentives to employees. They will be very competent in successfully performing all challenging tasks.

Quality and superior performance are not born with humans nor were they dropped from the sky in a basket. These are taught and evolutionary developed by competent and empowered leaders through a very highly systemized process called “The Art of Competencies Learning Transference” It is an industry of developing appropriate behaviors that help people consistently and conveniently meet all necessities of life and that includes superior performance in several jobs. The output results will be as follows:

The Enterprise Customers:

Will receive superior products and services. This will put the company ahead, high value and high satisfaction.

The Employees:

Will be recognized as capable people, responsible for their own actions, have ownership in the process, and will have opportunity for growth. This will make them proud & loyal.

The Company’s Owner:

Investment is safe in short and long term and will keep increasing. 
I do consider this as a great opportunity for the enterprise to grab and utilize for the best of its manpower. For this reason and for the purpose of promoting a high level awareness of the program, I have written, developed and ready to deliver a 30 minutes presentation to Management and of course I will be open for their valued feedback.


Thanks.



	The Program Author

Abdullah Saa’d Al-Dahlawi is a Saudi national with more than 30 years of experience captured from two world wide recognized companies, Saudi Aramco, SABIC (SADAF & Shell USA) and some other companies. Abdullah is a USA university graduate in Computer Science, Communication, and Political Science, Earned more than seventy- (70) postgraduate technical and managerial training courses (KFUPM, American Management Association (AMA) For Post Graduate Studies, & British International Standard For Measurements). His work experience has been in the following fields:
· Competencies-Based Development Program

· Information Technologies/ Systems Development and Support

· Petrochemical Plant Shutdown Planning System

· Project Management Methodologies Within Quality Assurance

· Total Quality Management

· Quality Assurance Systems Audit (ISO 9002)

· Management and Information Technology Training

· Contracts Procurement and Administration. 

· Sales and Marketing

· Planning & Programming/ Computer Applications Solutions

· Managerial and Technical Skills Assessment/ Development & Training

· Developing and Implementing e-Training & e-Learning Training Courses

· Conducting Training In The Field Of Project Management Professional Comprehensive Exam Preparation For PMI/ Or CAPM Certification

· Researching & Delivering Training In NLP - Neuro-Linguistic Programming 
Abdullah is highly specialized in Quality & Quality assurance system (ISO 9002), certified by USA and Great Britain. 

Abdullah is the primary author and instructor for more than one hundred (100) Management, Leadership, Finance, Sales & Marketing, Customer Service, Quality & Quality Assurance, Safety and Information Technology training courses in English and in Arabic (see www.dahlawi.com) and has researched, developed, written variety of articles, and conducted several presentations and training on variety of subjects to big major corporations/ universities. 
Abdullah is a leader in Management, Quality, & Information Technology training, and therefore his designed training program aims at providing the required training, necessary for building a confident, skilled workforce that embraces continuous learning in the name of performance improvement and skill development, it is actually developing the competencies that help people build superior performance in several jobs. 
Abdullah has conducted and delivered training to the   following companies and institutions:

1. Saudi Basic Industries (SABIC)

2. Saudi Aramco

3. The Arab Academy For Banking & Finance 
(a member of Arab universities)

4. King Fahd University For Petroleum & Minerals (KFUPM)
5. Saa’d General Hospital (Saudi Arabia)

6. General Electric Companies (GE Saudi Arabia)

7. Al-Muhaidib Group Of Companies

8. Al-Qahtani Group Of Companies

9. ADFIMI -  Association of Development Finance Institutions (DFIs) in the Member Countries of Islamic Development Bank (IDB) 

10. Yemen Agricultural Bank For Financing 

11. Malaysia Government Bank (Rakayat)
12. LNG Oman – Liquefied Natural Gas Of Oman – Through Intech International
13. Arab Bank (Bahrain) – Through Progress Training Company 

14. IDEC For Computer Systems – Saudi Arabia
15. Other Domestic & International Companies 
          Abdullah’s Mission

“Is to avail variety of highly effective, efficient, comprehensive, short type, instructor led and cost effective Management, Leadership, Safety, Quality, Finance, Information Technology, English, Sales, Marketing And Customers Services training courses in English & Arabic, that are designed to provide face-to-face interaction to help employees perform and excel at their jobs and move to a higher level of human accomplishment, promoting innovation, partnership, performance, reliability, and continuous improvement.” In other words, developing Technical, Cognitive, and Emotional Intelligence skills.”

1. Time Management And Achievement Orientation 
2. Toward Superior Products & Services and The Wining of Customers for 
      Lifetime in the World of Trade Globalization

3. Managing Total Quality

4. The Art of Sales and Marketing/

5. Creating An Entrepreneurial Customer Service Environment/
6. Establishing Good Selling Habits/ Understanding Business Ethics 
7. A Total Understanding of The Culture of e-Business & E-Commerce/
8. Creating And Implementing Heroic Business Culture Of “Shared Values”
9. An Introduction Toward Website Planning & Design Using 
      FrontPage 2000 & PhotoDraw
10. Understanding HTML Coding (Level 1 Introduction/ The Coding Of The Web Pages)
11. Effective Listening Workshop/
12. Effective Writing Workshop/
13. Effective Presentation Workshop/
14. Communicating With Impact (comprehensive)/

15. Problem Solving and Decision Making (Managing Conflicts)
16. Leadership In Management Through People Skills/ Developing Emotional Intelligence    Skills

17. How To Handle Stress Whenever & Wherever You Are

18. Team Building

19. Competencies Based Development

20. Contract Development & Administration

21. Quality Assurance Auditor Training (ISO-9002)

22. Business Process Analysis & Procedure Dev. / W Flowcharting
23. Understanding Information Technology – The Web & The Internet

24. Introduction to Data Communication & Appl. Sys Development

25. Understanding the Web Mail & Its Applications

26. Microsoft Outlook & Its Applications

27. Strategic Planning

28. Effective Negotiation /  

29. Understanding GATT Evolution, WTO & KSA/ The Globalization

30. Guidelines on Effectively Managing Human Resources
31. Interviewing, Evaluating and Selecting the Right Employees
32. Supervisory Training

33. Competencies Coaching/ Mentoring Workshop
34. Competencies Based Assessment Workshop
35. Project Management
36. MS Project 2000
37. Secretarial Skills
38. Qualification In Sales & Marketing/ Comprehensive
39. Defensive Driving

40. Understanding Back Lifting Safety & Computer/ Eye Safety 
      (A General Safety awareness) 

41. Understanding Accounting And Financial Systems by Non-Accountants

42. Understanding Business Budgeting by Non-Accountants

43. The Globalization Challenges of the 3rd Millennium/ WTO, Quality & Info. Technology
44. The Brain & The Productivity / A Whole-Brained Culture Where Performance Plus  Productivity Will Equal Profitability

45. Quality Assurance & IT Project Lifecycle Within The Framework Of Project Management Methodologies

46. Safety Management / Comprehensive Training

47. Management Information Systems In The 3rd Millennium

48. Risk Management 

49. Microsoft Office 2003 And The Process Of 
Efficiency & Effectiveness On The Job
50. Business Administration & Logistics Management

51. Creating Self Learning Organization – A Journey Toward Self Development Culture

52. Advance Communication Through NLP - Neuro-Linguistic Programming (How
 To Communicate Effectively On The Job - Do It Yourself Live, Practice And You
 Will See The Big Difference In Improvement)


53. Sales & Marketing Within Quality Assurance ISO

54. Balanced Scorecard – Developing & Executing Business Strategies Using Information Technology In The 3rd Millennium

55. Learning English Grammar Through Communication

56. The Anatomy Of Speed Reading, The Eye, And Dynamic Writing

57. KPI – Key Performance Indicators Within Quality Assurance ISO Standard

58. Project Management Professional PMP & PMI Exam Preparation For PMI/ CAPM Certification

59. The Power of Skills' Matrix Toward Top Organizational Performance
60. Change Management & Managing A Change – Creating The Needed Culture



Time Management & Achievement Orientation WORKSHOP     

	
	



Time management has been defined as “the conscious process of managing what you do in the time you have”. It is a personal process where you determine the things you value in your professional and personal life and allocate time for them. Only “you” who can judge whether you are using your time wisely to meet your competing needs and responsibilities.

With an accurate picture of how you spend your time, you can see whether it is spent efficiently and effectively or it is wasted with activities that do not further (advance) your goals. Often people wish there were more hours in the day when the answer lies in spending the time they have more wisely.

Time is a limited resource. Everyone has the same 168 hours a week. As the class participants master time management, they learn to balance the many pressures on their time and still achieving their goals. They need to manage time effectively and efficiently; this of course, will help them avoid burnout and stress in any area of their lives

In USA three (3) persons are killed on a daily basis, because of not being able to effectively and efficiently manage their time during stressful situations. The figure in our culture even exceeds the USA record. As a matter of fact, most fatal accidents happened in 3-5 seconds only. These seconds, if not well managed can definitely destroy lives. Therefore, handling stress is an important part of time management. Each of us has to be aware of our own stress level, our stress triggers and our methods for responding to stress. If not properly and timely handled, stress becomes a disease that could cause diminished productivity and poor interpersonal relationships. Therefore, the following agenda of themes has been designed to address a very highly critical area of our lives.
Agenda

1. Time Management an Introduction & Background

2. Understanding the Fundamentals of Time Management

3. Work Environment And The Expectations

4. Understanding The Culture Of Ethics & Integrity In The Work Place

5. Understanding People & Behaviors And The Process Of Continuous Improvement

6. Stress What Is It And How Is It Handled Timely & Properly

7. Analyze How You Currently Spend Your Time

8. Identifying Your Time Wasters and Outline Strategies to Deal with Them 

9. Define Your Goals and Successfully Accomplish Them

10. Schedule Your Time

11. Implement Your Schedule

12. Evaluate Your Schedule and Make the needed Improvements

13. The Journey Toward Superior Performance in Meeting & Exceeding Customers’ Expectations

14. The Tools /Conventional as well as technology (Microsoft products)
Toward Superior Products & Services and The Winning of Customers for Lifetime in the World of Trade Globalization
Focusing On Serving & Winning the Customers in the World of Globalization

	
	



In this world of trade globalization, no business or service can long survive except by committing to quality improvement. The training will provide the participants with a thorough understanding of the Total Quality Management Process, especially in understanding customers and meeting their expectations. It will assist the participants in getting their improvement process off to a successful start, molding the process to their needs and for a permanent fit within their organization.

This training is very necessary for the employees to master. It will help and guide them through a very structured process to learn all the skills needed to serve their customers better, whether internal customers (employees & management) or external customers (those who buy our products and services and those vendors who supply us with products & services). The theme for “Better Customers Relations” will also be introduced. The training course participants will also be introduced to the concept of “Globalization of Trade & Its Expected Outcome”, this will help them sharpen their skills so they conveniently meet the productivity demands of their business.
This is a two-day workshop. 

Agenda

1. Introduction & Background

2. Evolution of Word Trade Organization & KSA

3. Understanding the Fundamentals & the Roots of Quality

4. World Economic Chaos & the Emerging Needs for Competencies (Quality)

5. Workshop Objectives

6. Quality A New Definition/ Focusing on Understanding Customers

7. Personal Quality/ The Necessity

8. The Five (5) Essentials That Build Quality Culture

9. The Eight (8) Elements That Implement The Quality Improvement Process 

10. Summary, Conclusion and Open Discussions

MANAGING TOTAL QUALITY WORKSHOP

Quality Improvement Process
	
	



The training will concentrate on building quality culture from scratch through the creation of the five (5) quality essentials, implementing and systemizing the eight (8) elements that will make the five essentials a reality.

The training will help individuals as well as organizations to build quality culture through possessing and mastering the five essentials & the eight elements. The followings will be explained in details through the workshop:

1. Define the performance (Essential #1) so that everyone understands in the same way what it is you wish to accomplish.
2. Decide how to measure the performance (Essential #2) 
3. Establish the objective the performance must achieve (Essential #3)

4. Implement a system within which the performance can occur (Essential #4)
5. Commit to the performance, measurement, objective and system as the only acceptable quality values within the organization (Essential #5) 

6. Implement the Eight (8) Elements that make The Quality Improvement Process. Each of these elements will be explained in details:

· Management leadership

· Organization
· Education

· Develop sensitivity for customer expectations

· Quantifying conformance
· Communication
· Action
· Annual plan




SALES AND MARKETING/ Understanding Business Ethics WORKSHOP     

	
	



The seminar will focus on how to increase profits, improve and develop Marketing and Selling Skills in a highly competitive market in the Gulf region. In this two day training, we believe that the participants will gain solid experience in understanding the basic concepts of Sales and Marketing, this of course may very well return excellent benefits to them and to their organization as a whole. Every man or woman is in a process of providing a product whether this product is tangible or a service type; the product and the service must both meet the customers’ expectations.

Agenda

1. Understanding the Fundamentals

2. Marketing and Its Basic Concept

3. Business Objectives & Ethics

4. WTO Evolution & KSA

5. World Economic Chaos & Competencies 

6. The Sales & Human Competencies

7. Motivation

8. The Evolution Toward Marketing Company Era

9. You And The Communication 

10. Establishing Good Selling Habits

11. Understanding Customers

12. The Marketing Mix & Performance

13. Marketing, Sales And the Difference  

14. A Sales Person & Human Sub Consciousness

15. The Seven Deadly Sins Of Business Selling

16. The Competencies Of Business Selling

17. Marketing, Sales And The Connection

18. Marketing Strategy & Environment Variables 

19. Marketing And The Sales / The Requirements

20. The Black Box Approach & The Full Awareness

21. The Selling Process

22. The Closing (Questions & Answers)
Creating An Entrepreneurial Customer Service Environment Workshop
	
	



In this world of trade globalization, no business or service can long survive except by committing to quality improvement. Creating An Entrepreneurial Customer Service Environment is considered as an essential part of the quality improvement process and therefore it was developed to make it so easy for the enterprise employees to clearly understand its parameters and buy into its culture. 

This training course concentrates heavily on good customer relation. During the workshop, more than one hundred (100) computer slides will be presented and discussed with the participants, this will include more than thirteen (13) case studies that represent real life stories captured from the best expert on the subject. The training workshop will help organizations:

· Develop qualified employees who can provide the best service and have initiatives.

· Continue to maintain excellent relationship with current customers through nurturing and fostering current relations

· Attract new customers through maintaining good reputation 

Agenda

· Introduction & Background

· Workshop Objectives

· The Real Stories With Patricia Fripp

· Explaining the System that Creates “An Entrepreneurial Customer Service Environment”
· The Implementation Process

· Looking at the Five Essentials of Quality & their Eight Elements 

· Summary, Conclusion and Open Discussions

Establishing Good Selling Habits WORKSHOP     

	
	



Some people believe in myths surrounding the selling environment. They unfortunately believe that sales people are born not made, that must be good talkers, that can sell anything, such as selling the ice to the Eskimos, that selling is a matter of knowing the right techniques, and etc.

We all have to agree that money will cause a “Choice” and we have to improve the performance of that “Choice”. In order to do that, we definitely have to get rid of the myths surrounding the selling environment. Therefore, this special seminar is designed to help sales representatives sharpen their skills in the sales area and develop good habits that help them better understand customers and be able to fully understand requirements and fulfill them, especially in this very highly competitive environment. The habits that will make them superiors as sales representatives, will be fully studied and comprehended; this will provide them with the proper knowledge that helps them achieve their business objectives.
Agenda

1. Understanding the Fundamentals

2. Business Objectives & Ethics

3. World Economic Chaos & Competencies 

4. The Sales & Human Competencies

5. Motivation 

6. Establishing Good Selling Habits

7. Understanding Customers

8. The Marketing Mix & Performance 

9. A Sales Person & Human Sub Consciousness

10. The Seven Deadly Sins Of Business Selling

11. The Competencies Of Business Selling

12. Understanding The Selling Process

13. The Closing (Questions & Answers)
A Total Understanding of The Culture of e-Business & E-Commerce 


The Information Age is a time of amazing opportunity and a time of great change. Process re-engineering, downsizing, and PC proliferation were a tea party compared with what’s next. Everyone agrees that the early 20th century skills simply are not adequate for life in the 21st century. This is a new horizon of science that’s called “Quantum Physics” or if we put it in a simple term, it means; honoring the invisible. That is all about the new emerging business term “e-Business”.
e-Business is a logical evolution of E-Commerce, even though e-Business existed way long before E-Commerce. “e-Business” today transfers the technology of the web inside and between organizations to integrate business operations. 

We have to understand that technology is changing business at a lightening-fast pace. In Internet time, everything is just a mouse click away. Therefore in order for the people of this universe to judiciously, peacefully and safely interact with this virtual world they live in, it deems so necessary for them to have a clear understanding of this amazing fast growing E-Language and E culture. Whether they are fully entrenched in e-Business practices or just starting out, the more they understand, the more they can lead. The world is moving so fast these days that the man who says it can’t be done is generally interrupted by someone doing it.

This e-Business training course has been carefully researched, developed and put together to allow the participants master the new language and become superior in its utilization. Envisioning, researching, developing and delivering this important topics is quite an exciting and stimulating journey. I am very grateful to God for this accomplishment and I am so pleased that the opportunity is open for those who are looking forward to buy into the philosophy of the Information Age and become knowledgeable in mastering the language and the culture so they help their organizations succeed in their dynamic missions.

Agenda

1. Introduction & Background

2. The Globalization And The Expectations

3. The Evolution Of Information Technology And The Concept Of e Change

4. The e-Business And The E-Commerce/ The Clarification 

5. The e-Business And A Real Application In Dynamic Customer Service

6. e-Business And The Integration Of The Internet, Intranet, and The Extranet 
(A Real Business Case) 

7. Mastering The e-Business Language

8. The Internet, Intranet, The Extranet, And The Web  - Understanding Their Computing Power
9. e-Business And The Security Issue
10. e-Business: Linear Vs Integrated, Information To Knowledge, Paper Money To Digital Cash, Linear Approach To Quantum Physics
11. e-Business – Planning And Integration / Some Thoughts
Creating And Implementing Heroic Business Culture Of “Shared Values
	
	



Perhaps one of the most important things to understand is the tremendous speed at which change occurs today, where economic conditions, technological breakthrough, and consumer preferences can unearth new opportunities or causes loss of business almost overnight. We are living in the 21st century, the 3rd millennium; we are in the Information Age, a time of amazing opportunity and a time of great change. The problem is that most business organizations are not set up to respond quickly enough to change.
Rob Lebow in his best seller book titled “A Journey Into The Heroic Environment” simply states the eight (8) heroic principles that when they are implemented and practiced by the people of any organization, the change process can be safely and successfully accommodated. Simply enough, do what is right, treat others, as you would expect to be treated with trust and dignity. It really deals with the essence of down-to-earth values. It is a very powerful concept of how to humanize your whole organization and turn everyone into a winner and a hero.

The principles of the heroic environment and heroic behavior are the kind of logical common sense fundamentals of life that too often get lost in big business. It explains simply what a healthy relationship means at an organizational level. Therefore and in order for our people to participate in creating and implementing such heroic business culture, a good understanding of what will it take to make it “a reality” is a must. Therefore, this comprehensive training course spells out all needed steps to create such dynamic and very active system that embraces everyone in its business process. 
A great concept that I myself learned from implementing and practicing such beautiful culture and values, that a hero is a leader, a facilitator, a motivator, a guide, a self developer, a mentor and of course a champion of new ideas who fights for their success and who brings out the best in people and beautifully leading them. People would be amazed at what would happen to our country’s revitalization if more and more organizations were run this way! Therefore, to share this great benefits, this training was designed and developed to make it so easy for our people to understand it first and then to buy in its philosophy.
Agenda

1. Introduction & Background

2. The Process Of Change And Its Dramatic Role

3. Understanding The Status Quo & Situation Of Frustration

4. Creating A Better Work Environment/ Understanding Quality & Competencies 

5. The Heroic Business Environment And The Great Need For Leaders

6. Understanding The Eight (8) Needed Principles Of The Heroic Environment 

7. Walking Our Talk – What We Allow We Teach

8. How To Respond To Conflicts And Dissident Behavior

9. The Dynamic Equilibrium Of The People Values And Business Values - The Regularity Of Long Term Profitability 
10. Keeping The Tracking Motor Running – Static Mission Vs Dynamic Mission
11. Playing At The Top Of Your Game Becomes The Standard
An Introduction Toward Website Planning & Design Using FrontPage 2000 & PhotoDraw
	
	



Perhaps one of the most important things to understand is the tremendous speed at which change occurs today. We are living in the 21st century, the 3rd millennium; we are in the Information Age, a time of amazing opportunity and a time of great change. We have to understand that technology is changing business at a lightening-fast pace. In Internet time, everything is just a mouse click away. Therefore, it deems so necessary for every human to have a clear understanding of how a website is planned and developed and this is the main objective of this training workshop. Learning Microsoft FrontPage 2000 & PhotoDraw as one of available technology tools, will without doubt help us understand better the application of the internet and how it can be utilized better in our day-to-day business.
Agenda

1. Introduction & Background

2. Plan And Design A Web Site


3. Insert Tables On Web Pages.

4. Create And Manage Web Sites.

5. Use Images On Web Pages.

6. Create And Edit Web Pages

7. Create And Manage Links/ Bookmarks.

8. Work With Text On Web Pages

9. Publish A Web.
10. Understanding PhotoDraw
Understanding HTML Coding/ How Web Pages Are Developed & Coded (Level 1 Introduction)
	
	


For our people in the 21st century to appreciate the explosion of the internet and its web related technologies, it deems critical and important for them to be part of the process and therefore have the basic understanding of the web & how its pages are developed and coded. Product development is no longer a secretive, exclusive process, but a highly interactive strategy between customers and developers. 
The acronym HTML is the coding language of the web pages and simply means: “Hypertext Markup Language”. It is the language of today’s Web pages. Technically a document-type definition specified in Standard Generalized Markup Language (SGML), HTML defines a series of tags or codes that imply how Web browsers should interpret the text or image enclosed in the tags. Based on simple ASCII text-based tags, the browser can adjust font size, display tables or perform HTTP and other operations (e,g. Link to a given URL, send E-mail or download a file).

The objective is to enable the participants to write simple HTML documents using nothing more than notepad. 
Agenda

1. Introduction & Background

2. Understanding Web Sites & Their Critical Roles


3. Coding Simple HTML Codes/ The Starting & Ending Tags.

4. Headings, Titles & Bodies.

5. Using Images & Pictures.

6. Establishing Links To Images & Files
7. Adding Lists Of Information (Bullets & Order Lists).

8. Using Fonts, Colors, & Size
9. Adding & Managing Tables (Cell Padding & Cell Spacing)
Effective Listening WORKSHOP     


How Well Do You 

Listen And


Maintain your memory?
The seminar will focus on the importance of communication, specifically the listening part of it which is considered to be the most important part of the communication process. This dynamic and interactive workshop will provide the participants with the skills needed to effectively and efficiently use their hearing/ listening organs and it will also provide them with the skills needed to improve their memories.
Agenda

1. Introduction & Background

2. Understanding the Fundamentals

3. Listening The Fact (The Outer, The Middle, & The Inner Ear)

4. The Physiology Of Hearing & The Four Stages Of Listening

5. Developing Good Listening Habits

6. Active & Productive Listening

7. Improving Your Memory

8. The Five Types Of Feedback

9. Understanding The Process Of Persuasive Listening & The Win-Win Approach

10. Closing (Questions And Answers)

Effective Writing WORKSHOP     

	
	



How Well Do You Write?

The seminar will focus on the importance of communication, specifically focusing on the writing part of it. It will provide the participants with the skills needed to effectively and efficiently communicate in writing, such as developing letters, reports, memos, faxes, and minutes, using international standard.
Agenda

1. Introduction & Background

2. Understanding the Fundamentals Of Writing 

3. Writing Standards & Liabilities/ How To Write: (Notes, Minutes, Memos, Telex, Facsimile, Letters & Reports

4. Real Writing Practice Session

5. Closing (Questions And Answers)

Effective Presentation WORKSHOP Using Microsoft xp PowerPoint Tool     

	
	



How Well Do You 
Speak,

Maintain your memory, and

Develop & Deliver Excellent Presentations?

The seminar will focus on the importance of communication, specifically on developing and delivering excellent presentations. Speech is defined as a verbal composition designed to appeal to a particular audience. It is targeted, interesting, clear, believable, and motivating. In order to fulfill the requirements of a good successful speech, the participants must learn all the skills that qualify them for excellent speech delivery. Therefore, this workshop will provide the real opportunity for the participants to actually practice and rehearse delivering speeches and making sure that their skills (behavioral as well as theoretical) are sharpened so they can be well prepared for the real ones.

Agenda

1. Introduction & Background

2. Understanding the Fundamentals/ Bases Of Speech (Logo, Ethos, & Pathos)

3. Speeches & Subjects

4. Speech & The Process Of Audience Analysis

5. Organizing A Speech (The Theme, The Core, & The Conclusion)

6. Speech & The Process Of Moving People

7. Speech & Picking Up The Exact Language

8. The Dynamic Speaker & Memory Improvement

9. 10 Points For Delivering Excellent Presentation 

10. A Special Training Session On The Use of Microsoft PowerPoint 2007
11. Closing (Questions And Answers)

COMMUNICATING WITH IMPACT/ Comprehensive Training WORKSHOP     

	
	


How Well Do You 

Listen?

Write?

Speak?



Maintain your memory?

Develop & Deliver Excellent Presentations Using Microsoft xp PowerPoint?

INTRODUCTION:

The symbolic arbitrary nature of words causes language to be a vehicle of confusion as often as it is a means of clarity among persons. Colloquialisms for example are words or phrases that sometimes are meaningless, ambiguous, or outdated. Clichés are words or phrases that are overused and have lost their effectiveness; they reduce ideas to a pedestrian level of staleness or flatness. Euphemisms are mild or inoffensive words that are substituted for harsh or offensive words. Jargon refers to meaningless talk which is mostly used by special group or profession which can lead to a lack of clarity and sometimes causes negative feelings. Regionalisms are unique to a particular region of a country. Slang is specialized language of a group of people who share a common interest or belong to the same subculture.

For as long as language has existed, people have used words to manipulate others into adopting certain attitudes, taking certain actions, desiring certain things. Imagine a company with employees of different languages, nationalities, cultures and subcultures; what would be the communication process look like. Poor listening, misunderstanding, lack of clarification, inability of stating what is needed, lack of awareness of what is going on, etc., all can lead to a lot of problems and conflicts that negatively affect the performance and the productivity of the company. 

Poor listening may be the major cause of misunderstanding between people. When we fail to listen to others, we ignore one of the most direct and immediate ways to recognize them. A simple 10 SR listening mistake by each  employee, would cost millions. The key solution to this is “KNOWLEDGE”. Knowledge means that we: 

1. speak clearly and persuasively so we can be understood by others

2. analyze what we are listening to

3. know manipulative techniques others might use

4. are free to listen and when we listen, we listen attentively with interest

5. make our own decisions

Communication is essential in our life and one can not survive with out it. It is an integral part of our creation. We are a communication species and we are born to communicate and become strong. If only one person alive, there is nobody alive. We depend on ourselves and hence we cooperate. The quality of life depends on the quality of communication. 

We communicate upward, downward, horizontal, formal and informal. We communicate for inquiry, clarification and feedback. Our morale is improved through communication and productivity is achieved. The company’s receptivity is tested and if it is successful; this will encourage employees to submit their ideas accordingly. Only through communication the acceptance of decisions is facilitated and important feedback is always provided. 

Communication helps transmits orders, policy, procedures, job rationale, job instructions and feedback. Coordination, problem solving, conflict resolution, information sharing, developing interpersonal rapport, and social and emotional support are all facilitated by communication. 

So communicating with impact is a critical and essential skill everyone should possess and that is the primary reason behind developing this type of training. 

COMMUNICATING WITH IMPACT/ Comprehensive Training WORKSHOP 

This is a very comprehensive training workshop that provides the participants with the skills needed to effectively communicate (listening, writing, speaking, & delivering good & effective presentation). The participants will go through real training sessions that will help them sharpen their skills and become excellent in listening, writing, speaking, and in delivering effective presentations. Appropriate behaviors and attitudes will be shaped in those employees as a result of this training workshop.

The following topics will be presented in according with their orders

· Understanding the Four Ways of Communication, the Language, and the Value of Knowledge

· How Well Do You Listen?
· How Well Do You Speak (Verbal & Non-Verbal)?

· How Well Do You Write?
· How Well Do You Maintain your memory?

· How Well Do You Develop & Deliver Excellent Presentations Using State Of The Art Microsoft Office Suite 2007?

Effective Listening 
(Developing Good Listening Habits/ Behaviors & Attitude) 

How Well Do You 

Listen And


Maintain your memory?
This specific training part will focus on the importance of listening which is considered to be the most important part of the communication process. It will provide the participants with the skills needed to effectively and efficiently use their hearing/ listening organs and it will also provide them with the skills to improve their memories.
Agenda

1. Understanding the Fundamentals

2. Listening The Fact (The Outer, The Middle, & The Inner Ear)

3. The Physiology Of Hearing & The Four Stages Of Listening

4. Developing Good Listening Habits

5. Active & Productive Listening

6. Improving Your Memory

7. The Five Types Of Feedback

8. Understanding The Process Of Persuasive Listening & The Win-Win Approach

Effective Writing 

	
	


How Well Do You Write?

This training part will focus on the importance of communication, specifically focusing on the writing part of it. It will provide the participants with the skills needed to effectively and efficiently communicate in writing, such as developing letters, reports, memos, faxes, and minutes, using international standard.
Agenda

1. Understanding the Fundamentals Of Writing 

2. Writing Standards & Liabilities/ How To Write: (Notes, Minutes, Memos, Facsimile, emails, Letters & Reports Using International Standards

Effective Presentations 

	
	


How Well Do You 
Speak,

Maintain your memory, and

Develop & Deliver Excellent Presentations?

The training part will focus on developing and delivering excellent presentations. Speech is defined as a verbal composition designed to appeal to a particular audience. It is targeted, interesting, clear, believable, and motivating. In order to fulfill the requirements of a good successful speech, the participants must learn all the skills that qualify them for excellent speech delivery. Therefore, this particular training session will provide the real opportunity for the participants to actually practice and rehearse delivering speeches and making sure that their skills (behavioral as well as theoretical) are sharpened so they can be well prepared for the real ones.

Agenda

1. Understanding the Fundamentals/ Bases Of Speech (Logo, Ethos, & Pathos)

2. Speeches & Subjects

3. Speech & The Process Of Audience Analysis

4. Organizing A Speech (The Theme, The Core, & The Conclusion)

5. Speech & The Process Of Moving People

6. Speech & Picking Up The Exact Language

7. The Dynamic Speaker & Memory Improvement

8. 10 Points For Delivering Excellent Presentation
9. Utilizing Technology Through Microsoft Office Suite 2007 

10. Closing 

PROBLEMS SOLVING AND DECISION MAKING WORKSHOP     


All of us are continually confronted with the need to make choices, both as an individual and as a member of groups; and we are concerned that we choose appropriately. Yet experience tells us that despite our many successes as problem solvers and decision makers and our motivation to choose wisely, we display poor judgment in many instances. 

Especially in the context of groups, we are subject to a variety of subtle pressures and influences that impair our ability to think and act rationally. This training workshop is designed to alert us to some of these factors and will help us explore the ways in which they can interfere with reasoned choice, and introduce us to the principles of disciplined inquiry that can facilitate our efforts to contribute to informed decisions in group settings. This training workshop is full with case studies that will help the participant sharpen their skills and become excellent problem solver and decision makers.

During this special training session, we will look at Einstein global famous puzzle and go through the process of analyzing it and of course be able to solve it in a group session.

Agenda

1. Introduction & Background

2. Understanding the Fundamentals

3. Brain & Two Distinct Hemispheres

4. The Need to Make Choices 

5. Two Heads Are Better Than One

6. Einstein Puzzle – Analysis & Solving

7. The Problem & the Problem Solving

8. Tactical Problems & Decisions

9. Strategic Problems & Decisions 

10. The Four Techniques of PS & DM

11. The Rational Objective Thinking/ Situation Analysis

12. Problem, Decision, & the Problem Avoidance

13. Exercise
(Individual & Group)

14. Creativity Blockage

15. Brainstorming 

16. Exercise
(Individual & Group)

17. Decision Making

18. Exercise
(Individual)

19. The Process of Change & Types of Change 

20. Problem & Decisions Are in Focus

21. The Six Steps of Problem Solving

22. Case Study Exercises (Individual & Group)
23. Closing (Questions And Answers)
LEADERSHIP THROUGH PEOPLE SKILLS / Developing Emotional Intelligence SkillsWORKSHOP 


People do not follow people. They follow ideas, beliefs, and dreams. People follow those who will help them reach their dreams. So, the corollary is that people who seem to be closer to success (to dreams, ideas, or whatever) are the leaders. Good leaders can see where they and their followers are headed, and how they will get there. It is a ”Vision”. 

In order to fulfill the aforementioned vision, the training is designed to provide the participants with comprehensive knowledge to help them master the skills the good leaders should have. The training will help the participants become effective leaders and be able to develop themselves as well as to develop others. 

This is a very comprehensive training and it took me several years to develop such training. The participants will gain such experience that will help them do superior job performance, not only in one job but in several.

A great concept that I myself learned from implementing and practicing such beautiful leadership culture, that a leader is a hero, a facilitator, a motivator, a guide, a self developer, a mentor and of course a champion of new ideas who fights for their success and who brings out the best in people and beautifully leading them. People would be amazed at what would happen to our country’s revitalization if more and more organizations were run this way! Therefore, to share this great benefits, this training was designed and developed to make it so easy for our people to understand it first and then to buy in its philosophy.

Agenda

1. Introduction & Background

2. Skills In Sizing Up The Other Person

3. Dimensional Model & Superior Behaviors (Q1, Q2, Q3, Q4) 

4. Behavior & Improvement

5. The Motives For Undesirable Behaviors 

6. Interaction & The Right Atmosphere

7. Effective Speech, Effective Memory, And Persuasive Listening

8. Motivation & Delegation/ The Concept

9. Sizing Up And Managing People’s Behaviors (Q1, Q2, Q3, Q4) 

10. Managing Up

11. Negotiation, Conflict, Communication, Language, And Knowledge

12. Managing Peers

13. Time To Practice

14. Closing Summary (Questions & Answers)
HOW TO HANDLE STRESS WORKSHOP

	
	



Each of us has to be aware of our own stress level, our stress triggers and our methods for responding to stress. Stress is ever present and powerful. It is created by, imposed on and controlled by human beings. If not managed, stress becomes a disease that could cause diminished productivity and poor interpersonal relationships. The challenge is not to avoid stress but to manage it.

Agenda

1. Introduction & Background

2. Stress (What Is It?)

3. Stressors (What Are They?)

4. Stress (How Does It Start?) 

5. Stress A Chemical Reaction & Results

6. Stress And Communication

7. Stress Memories & Feelings

8. Meeting Unexpected Stressors Successfully 

9. Stress Management Techniques (Body, Spirit, Mind)

10. Understanding Humans/ Behaviors & Improvement

11. Our Safety And Our Celebration

12. Closing (Questions & Answers)

TEAM BUILDING WORKSHOP     

	
	



The seminar will focus on helping the participants become excellent team members who are committed to and capable of accomplishing their team’s goals and objectives. Their team membership participation is an explicit component of their overall work. These team members require training to gain the skills required to guide a team to accomplish its business objectives. 

The participants need to be alert to the dynamics of the team and skillful in intervening to change those dynamics when they become disruptive. Further, effective team members require skills in planning and conducting meetings. The training workshop will help the participants develop those skills.

Agenda

1. Introduction & Background

2. Understanding the Fundamentals

3. The Team Developing Cycle

4. Team Rationale & Expected Output 

5. Team As Opposed To Group

6. Effective Team Members/ Leaders

7. Methods Of Responding To Conflict

8. Team Leaders & Competencies 

9. Setting Or Clarifying The Goal

10. Characteristics Of A Goal

11. Productive Teams & Skills/ Balancing Needs

12. Stages Of Group Development/ (Me, Conflict, We, Work)

13. Group’s Structure & Components   (Mission, Leader, Members, Task, Organization, Culture Norms & History)

14. Principles Of Follower ship

15. Teams And Projects

16. Motivation, Celebration, & Events

17. The Closing (Questions & Answers)

COMPETENCIES-BASED DEVELOPMENT WORKSHOP     


The objective is to connect you to the state of the art technology (Web Technology) in the world of systemized training. We will introduce to you the “Competencies” required and their dramatic roles in preparing people to perform and excel at their jobs. The concept of Internet (Web & Database Technology) will be also explained.

Companies are now beginning to realize that people are the key to maximizing the advantages of the Information Age. They must rely on people to innovate, apply new technologies, collaborate and expand their knowledge and skills to truly achieve their overall business goals.

The Internet further propelled business transformation by altering the way companies can deliver products and services. As business companies are at the door of the 21st century, they must be given the resources they need to thrive in an environment of constant change. 

Competencies-Based Development is the management solution for the people side of business transformation. It coordinates all of the business processes necessary for building a confident, skilled workforce that embraces continuous learning in the name of performance improvement and skill development.

Agenda
1. Introduction & Background

2. Competencies-based Development/ The Basics

3. Understanding Measurements

4. The Evolution of Web Technology (LAN & DB)

5. Competencies The What & The Why & The Infrastructure 

6. Competencies & Implementation

7. Competencies Assessment & Development Activities

8. How To Master Them All & The Required System For Great Implementation

9. Closing Summary (Questions & Answers)

CONTRACT DEVELOPMENT, MANAGEMENT, & ADMINISTRATION WORKSHOP

This is a basic contract skill-training course where the participants will be introduced to the technical, financial, and legal terms of a contract. The contracting procurement and administration process used in one of the major big companies in the world will be used as a model to help the participants gain solid experience in developing their own contracts.

The participants will also be trained in Business Process Analysis & Procedure Development using Flowcharting Techniques; this of course will help them visualize the contract development process. A real contract case will be introduced to help reinforce the participants’ understanding of the process.

Agenda

1. Introduction & Background


2. Contract Development/ The Mission


3. Contract Coordinators/ Roles


4. Contracting Policies & Procedures

5. Legal Contracting Terms & General Definitions


6. Understanding The Bidding Process & Types

7. Guidelines On How To Write Good & Effective Contract

8. The Process Of Creating A Contract (Step-By-Step)


9. Looking At Various Types Of Contracts

10. Short Form Contracts, Change Orders & Their Applications


11. Managing Contractor Performance 

12. Understanding Claims & Their Management Process

13. Looking At A Real Case Contract


14. Closing (Questions & Answers)

QUALITY ASSURANCE SYSTEM AUDIT  (ISO-9002) WORKSHOP


	
	



The ISO-9002 standard requires audits to be conducted on various Quality Systems, which help ensure that the Quality of products/ services meet or exceed customers’ requirements. This training seminar will enable delegates to perform the required Quality Assurance Systems Audits and provide them with skills and techniques that can be applied to other audit activities within their organizations.

Business Process Analysis And Procedure Development With Flowcharting Techniques will also be covered during this type of training; this will also include the state of the art Microsoft technology product namely “Microsoft Visio” and its application. Delegates will be able to understand their required business processes and have the required skills in developing and writing procedures as part of their continuous improvement process. As they master the skills required, their well developed structured written documentations will be in line with ISO standards, this will help ISO audits to be performed successfully.

Background Information:

Effective auditing of a Quality System requires trained and experienced personnel.

This two (2) day comprehensive training seminar is designed to provide an understanding of the audit process including the role and responsibilities of an auditor. 

This type of training is registered in the UK by the Governing Board of the National Registration Scheme for Assessors of Quality Systems and in the USA by the Registrar Accreditation Board.

Training Seminar Outcomes:

Delegates will understand the principle of Quality System audits and be able to plan their audits, develop audit schedules, prepare and conduct audit activities, perform the necessary follow-up action to verify the successful implementation of corrective action and action to prevent recurrence.

Agenda

1. Introduction And Background

2. Total Quality Management And Its Basics

3. The Quality System And Q.S. Documentation

4. Business Process Analysis And Procedure Development With Flowcharting Techniques

5. Using Technology Tool Such As Microsoft Visio

6. Auditing

7. Types And Depths Of Audits

8. Planning And Resourcing The Audits

9. Audit Preparation And Checklists

10. Audit Performance And Techniques

11. Audit Reporting And Follow-Up

12. Closing (Questions And Answers)

BUSINESS PROCESS ANALYSIS Modelling & PROCEDURE DEVELOPMENT WITH FLOWCHARTING TECHNIQUES WORKSHOP


	
	


The ISO-9002 standard requires audits to be conducted on various Quality Systems, which help ensure that the Quality of products/ services meet or exceed customers’ requirements. This training seminar will enable delegates successfully develop and write business process/ activity procedures using ISO standards. The flowcharting techniques will be explained in details.

This type of training is registered in the UK by the Governing Board of the National Registration Scheme for Assessors of Quality Systems and in the USA by the Registrar Accreditation Board.  
Introduction

Business process analysis and modelling is an essential component of Business Process Redesign (BPR) as well as other business process improvement initiatives such as reengineering, systems development, quality management and continuous process improvement.
  
In this workshop the participants will acquire the knowledge and skills to analyse and accurately model business processes at the enterprise level as well as the detailed workflow level.
  
Participants will learn the Integration Definition for Process Modelling, method and the Business Process Diagram notation. These are open modelling standards that are used by a number of leading business process modelling tools. They are easy to understand and can be applied to all aspects of business process innovation. These methods facilitate rigorous analysis, and creative thinking with the power of analytical ability. 
  
Business process analysis and modelling are important because:   
· The accurate description of business processes requires thorough analysis 

· Business process models provide a baseline from which to improve 

· Analysis and modelling facilitates improvement through uncovering inconsistency, redundancies and deficiencies 

· Models provide the basis for studying and testing a process design and measuring  process outcome 

· Business process models transform transient knowledge into a tangible business asset - reusable models that all can understand 

· Models provide clear business process definitions for the effective operation of the business. 

 

Workshop Objectives
This course aims to enable participants to achieve the following objectives:   
· Objectively analyse the process dimension of the business 

· Accurately define the scope of a business process 

· Develop an enterprise-level business process model 

· Capture and map the details of an existing business process using a model 

· Build an integrated model of a defined business process showing its levels of detail 

· Obtain the information necessary to build a business process model 

· Identify business process improvement opportunities using a model 
Competencies Emphasised

· The skill to gather the right information to build a business process model 

· The ability to analyse business processes into their elements 

· The ability visualise and communicate process flow 

· The skill to synthesise the information gathered into accurate models describing business activity. 

 

Business Process Analysis and Procedure Development with Flowcharting Techniques is covered during this type of training; this will also include the technology tools available. Delegates will be able to understand their required business processes and have the required skills in developing and writing procedures as part of their continuous improvement process. As they master the skills required, their well developed structured written documentations will be in line with ISO standards, this will help ISO audits to be performed successfully and of course, will provide an ongoing opportunity to improve work processes in general.

Agenda
13. Introduction And Background

14. Total Quality Management And Its Basics

15. The Quality System And Q.S. Documentation

16. The Power Of Analytical Ability & Re-Engineering On The Job

17. Business Process Analysis And Procedure Development With Flowcharting Techniques

18. Writing Standard – How To Write:

a. A Business Procedure

b. A Work Instruction

c. A Business Letter

d. Technical Reports

e. Memos

f. Notes

g. Minutes Of The Meeting

Information Technology – The Web & The Internet WORKSHOP



Delegates will have excellent understanding of the various elements that make Information Technology. The concept of the Web & the Internet will be explained in details. 

Companies nowadays are beginning to realize that people are the key to maximizing the advantages of the Information Age. They must rely on people to innovate, apply new technologies, collaborate and expand their knowledge and skills to truly achieve their overall business objectives.

As business companies are at the door of the 21st century, they must be given the resources they need to thrive in an environment of constant change. 

Agenda

Data Processing/ Understanding the Elements 

The Concept of the LAN

The World Wide Web

How To Master The Internet & Its Applications

Understanding Web Site & Web Mail (Self Development Application)

Closing Summary (Questions & Answers)  

Introduction to Data Communication & Computer Application. System Development WORKSHOP



Delegates will have excellent understanding of the various elements that make Information Technology. The training will explain in details and in easy language most of the technical terms used in Computer Data Processing applications and their roles, including application systems development cycle. . The concept of Internet (Web & Database Technology) will be also explained. 

Companies nowadays are beginning to realize that people are the key to maximizing the advantages of the Information Age. They must rely on people to innovate, apply new technologies, collaborate and expand their knowledge and skills to truly achieve their overall business objectives.

As business companies are at the door of the 21st century, they must be given the resources they need to thrive in an environment of constant change. 

Agenda

1.
Data Processing/ Understanding the Elements 
2.
Centralized & Distributed Processing/ A Look At 
3.
Transmission Channels, Facilities & Data Signaling  

4.
Modes of Channel Operation 
5.
Data Transmission Encoding Methods (Bit & Byte)  

6.
Asynchronous Vs Synchronous Transmission 
7.
The Modem & Carrier Wave/ An Understanding  

8.
Ear, Sound & Computer Communication  

9.
Early Computer Systems  

11. The Concept of the LAN, the Web, Internet & DB Technology  

12. Computer Application System Development Cycle (Automation)

19. Closing Summary (Questions & Answers)  

Understanding the Web Mail & Its Applications

Delegates will have the opportunity to learn the Web Mail and easily master its applications. This is an interactive (face-to-face interaction), comprehensive, and an easy delivered training package that explains in details all elements of electronic mails, concentrating on the use of the “Web Mails”. 

The purpose of this training is to help all computer desktop people efficiently and effectively use the email system through the internet. The Web mail (most widely used mail through Microsoft Outlook) will be fully explained and the participants will have a handout of every single topic covered in the training. Agenda/ The Topics to be explained in details:
· Logging in & Using the navigation bar

· Reading your messages
· Printing a message

· Reporting junk email, or “spam”

· Viewing HTML-formatted messages

· Messages that contain JavaScript or Java applets

· Checking for new mail

· Sending messages

· Creating messages

· Spell Check

· Sending HTML-formatted messages

· Saving copies of outgoing messages

· Replying to messages

· Forwarding messages

· Deleting messages

· Attachments
· Viewing, downloading, and creating attachments

· Folders

· Creating, renaming, and deleting folders

· Transferring messages between folders

· Sorting messages & Moving around in a folder

· Filters

· Creating, editing, deleting, and working with folders

· Address Book

· Creating, viewing, editing, and deleting entries

· Sending email from your address book

· Group Lists

· Creating, editing, and deleting group lists

· Sending mail to group lists

· Personalities and Signatures

· Creating, using, and editing personalities and signatures

· Changing the default personality

· Preferences

· Changing your password

· Mail forwarding

· Enabling vacation auto responder

· Saving outgoing messages

· Display settings & Emptying trash at logout

· Logging out

Microsoft Outlook & Its Applications

Delegates will have the opportunity to learn Microsoft Outlook Mail and easily master its applications. This is an interactive (face-to-face interaction), comprehensive, and an easy delivered training package that explains in details all elements of electronic mails, concentrating on the use of the “Microsoft Outlook Mail”. 

The purpose of this training is to help all computer desktop people efficiently and effectively use the email system through their Intranet & Internet. Microsoft Outlook mail (most widely used mail through companies’ Intranet) will be fully explained and the participants will have a handout of every single topic covered in the training. Agenda/ The Topics to be explained in details:
· Logging in & Using the navigation bar

· Reading your messages
· Printing a message

· Checking for new mail

· Sending messages

· Creating messages

· Spell Check

· Saving copies of outgoing messages

· Replying to messages

· Forwarding messages

· Deleting messages

· Attachments
· Viewing, downloading, and creating attachments

· Folders

· Creating, renaming, and deleting folders

· Transferring messages between folders

· Sorting messages & Moving around in a folder

· Filters

· Creating, editing, deleting, and working with folders

· Address Book

· Creating, entries, viewing, editing, and deleting entries

· Personalities and Signatures

· Creating, using, and editing personalities and signatures

· Changing the default personality

· Preferences

· Changing your password

· Mail forwarding

· Enabling vacation auto responder

· Saving outgoing messages

· Display settings & Emptying trash 

· Logging out

Strategic Planning Workshop



Strategic Planning is the continual process of making entrepreneurial (risk-taking) decisions systematically and with the greatest knowledge of their futurity; organizing systematically the efforts needed to carry out their decisions; and measuring the results of these decisions against expectations through organized systematic feedback.

Delegates will have excellent understanding of the various elements that make up strategic plans. The training will help them support the planning functions in their departments and be capable to coordinate effectively all related tasks that make up a complete, well developed structured plan. 
Agenda
· Long Term Profitability

· Integration & Communication

· The Definition & The Benefits

· The Plan Characteristics & The Planning Manual

· Understanding the Competitive Environment  

· External Factors Analysis & Understanding WTO

· Analyzing Your Position

· Situation Analysis (Info. Gathering Process)

· Setting Objectives & Strategies

· The Implementation Process

· The Closing (Questions & Answers)

Effective Negotiation Workshop


	
	



Conflicts and disagreements occur every day in our personal and professional lives. When they occur in the work place, they may have marked impact on our performance and on that of our company.

Conflict is inevitable and accompanies all changes and growth. Without it, boredom can take place. Differences are profoundly important and need to be expressed and integrated into creative solutions.

Negotiation is an active problem solving process that helps different or opposing positions (thru communication) achieve common interests and agreements. Negotiation occurs at all levels, interpersonal, intra-organizational, and inter-organizational.

The training will provide the participants with the skills needed to help them attain their goals during any negotiation process they are involved in. The participants will have the opportunity to learn the mechanics of Win-Win negotiation and become successful negotiators who practice trust, openness, positiveness, and partnership. 
Agenda
· Understanding The Basics

· Negotiation, Definitions And Stages                                                                                               
· Building The Negotiation Team And Its Leader  

· Preparing For Negotiation                                                                                                       
· The Negotiation Session/ Starting & Closing

· Barriers To Effective Negotiation

· Win-Lose & Win-Win Negotiation

· Power Tactics & Defenses

· Non-Verbal Aspects Of Negotiator

· Barriers-Prone Negotiation

· The Closing (Questions & Answers)
An Introduction To GATT Evolution, WTO & KSA/ The Globalization



This is an introductory type training to help people become aware of globalization and the roles GATT has been playing toward the emergence of World Trade Organization (WTO). The Kingdom of Saudi Arabia has been actively working to secure a permanent and active membership role in WTO.

Understanding GATT evolution through out the history and learning the various elements that make up WTO are essential and critical to our business processes. This can better help us be prepared to strongly face global economy competition.
Agenda
· Introduction & Background                                                                                            
· The 20the Century Characteristics                                                                                      
· The World Prior To WTO                                                                                           
· The Evolution Of GATT                                                                                                 
· The GATT And Trade Globalization                                                                           

· GATT Was Insufficient

· The Emergence Of WTO

· WTO Roles & Organization Structure

· WTO/ Agreements Principles/ Multi-Lateral – Pluri-Lateral

· WTO/ Liberalization of Trade/ The Protocol

· KSA & WTO/ The Administration Structure – High Level

· KSA/ An Important Role In World Economy/ The Why?

· KSA Commercial Market/ The Features

· WTO & The Web/ The Internet

· The Globe Challenges Ahead

· As Year 2005 Is Coming/ The Expectation & The Good Preparation

· The Closing
Guidelines On Effectively Managing Human Resources & Public Relations



This type of training is tailored made for managers/ supervisors who belong to Human Resources and who are heavily involved in career planning for their employees and also involved in public relations. 

The training is designed to help management in general establish and implement an excellent system of various policies and procedures that help successfully manage the progress of the employees from the time they are hired to their exit interviews. The training also will build an excellent system for great public relations environment.
Agenda 

· An Introduction & Background
· The Critical Role of Training

· Business and Organizational Awareness 

· Career Days & The Great Role Of Public Relations
· Hiring Guidelines

· Career Center/ Job Placement Posting

· Job Description/ Documentation

· Successful Job Interview

· Career Planning, Motivation and Development

· Performance Appraisals

· Exit Interview

· Closing Summary (Questions & Answers) 

Interviewing, Evaluating and Selecting the Right Employees


Like other skills, behavioral interviewing takes practice to become effective. However, it is well worth the efforts. Using a well planned, structured and objective selection process can make all the difference in the quality of our hires and in the amount of turnover in our organization.

The six (6) hours training is designed to introduce the participants to a very well structured and systemized process that helps in interviewing, evaluating and selecting the best candidate for filling a “ job”.

The participants will get a complete hand out of the presentation, this includes: The structured process, special forms to be used and the detail steps required to be followed for successful job interviews. 

The benefit generated will be great. It will help companies to be consistent and thus will follow an efficient and effective structured process that helps them meet their business objectives and mark a success in the area of: “Continuing Excellence” 

Agenda/ Part 1 

· Defining Job Qualifications

· Basic/ Essential Job Requirements

· Job Description (Essential & Marginal Duties)

· Competencies/ Needed Skills & Abilities

· Preparing Job-related Questions

· Conducting the Interview

· Opening the …

· Beginning the Questions (Behavioral Vs Theoretical)

· Using PAR (Verbal & Nonverbal Techniques)

· Closing the …

Part 2 

· Interviewing Candidates With No Direct Experience

· Opening, Questioning, Evaluating…

· Being Objective

· Using the Interview Report Form (3 Parts) 

Part 3 

· Selecting the Right and Most Qualified Candidates in an Objective Manner

· The Candidate Qualified Chart

· Making the Selection Decision

· Overall Summary

Supervisory Training Workshop


This type of training is executed to develop and prepare 1st line supervisors who will be interacting with all levels, such as:


1. Management

2. Subordinate

3. Associates

4. Customers
Supervisors in general are expected to possess good communication, analytical, problem solving, and leadership skills. They are expected to develop and lead their teams successfully to accomplish their corporations’ business objectives 

The participants who are looking forward to become 1st line supervisors are expected to successfully complete the following training courses as part of their supervisory certification:

1. Communicating With Impact

2. Problem Solving and Decision Making (Managing Conflicts)
3. How To Handle Stress Whenever & Wherever You Are

4. Team Building

5. Time Management

6. Interviewing, Evaluating and Selecting the Right Employees
Competencies Coaching/ Mentoring WORKSHOP     


Competencies-Based Development is the management solution for the people side of business transformation. It coordinates all of the business processes necessary for building a confident, skilled workforce that embraces continuous learning in the name of performance improvement and skill development.

This face-to-face interaction type training has been designed and prepared to develop mentors who will be responsible for developing their employees’ competencies proficiency levels. These mentors will be heavily involved in the management and development process of their employees and therefore this training will qualify them to successfully lead the development process.

The objective of the workshop is summarized as follows:

· Define the competencies based roles for a coaching/ mentoring partnership.

· Develop a personal assessment of the coaching/ mentoring partner’s competencies, achieving partner’s competencies, and coaching/ mentoring styles.

· Review and practice effective partnering techniques for coaching/ mentoring.

· Identify communication obstacles to effective coaching/ mentoring and ways to overcome them.

· Prepare a follow up action plan for improving coaching/ mentoring performance.

Agenda

· Introduction & Background

· Understanding The Fundamentals

· Coaching/ Mentoring Partner & Achieving Partner Roles/ An Overview

· Partnership At Work And Competencies Analysis 

· Setting & Implementing Development Plan For The Achieving Partner

· Coaching/ Mentoring Styles & Their Practical Utilization

· The Partnership & The Communication Skills

· Sources Of Motivation & Their Chain For Development

· Development Competencies And Performance
· The Follow Up Process
· Closing (Questions And Answers)
Competencies Based Assessment WORKSHOP     


Competencies-Based Development is the management solution for the people side of business transformation. It coordinates all of the business processes necessary for building a confident, skilled workforce that embraces continuous learning in the name of performance improvement and skill development.

This face-to-face interaction type training has been designed and prepared to develop assessors who will be responsible for complete employee assessment process. 

The training will provide background on competencies and their profiles and how they are linked to the assessment process. Understanding the techniques of avoiding assessment errors, and the use of observation, outcomes and opportunities for feedback will all be learned during the workshop. The training will also cover job description and essential duties and will also provide variety of real examples that will make the learning process quiet enjoyable and memorable.

Agenda

· Introduction & Background

· Understanding Competencies and Their Profiles

· Competencies and Capabilities/ The Relationship

· Competencies and Performance 

· The Employee Assessment Process

· Defining Job Qualification/ Basic, Essential, & Needed Skills and Abilities

· The Application of Job Description

· Questions/ Behavioral VS Theoretical & their Link to Competencies

· A Real Case For Good Demonstration
· Closing (Questions And Answers)
Project Management Workshop     

	
	



Introduction:

Technical institutions and colleges do prepare people purely in the technical areas and the academic management colleges and institutions do prepare people in the management and human related areas and this is actually common every where. 

A great number of projects failed in the past and a lot of resources were wasted, because the project leaders/ managers and those who were closely involved, either company employees, contractor workforce, or other customers were not properly trained in both areas (technical & managerial).

Project Management is one of the most complicated fields of study and this is due to its broad scope. It is connected to the core business processes as well as the supporting business processes. Therefore those who will be involved in managing projects whether they are suppliers (provide products & services) or customers (provide requirements) are required to develop and sharpen their skills in this area so they can successfully (effectively & efficiently) play their expected roles in their organizations to drive their business processes forward.

One of the most exciting things in life is to transform our ideas into tangible achievements using whatever means are available to us. Every time ideas are transformed into facts, an elementary process called project execution has taken place. Projects may be developmental as in the case of a new idea or well known when all parameters involved in its execution have been experienced before.

To develop and sharpen our skills in Project Management, the following topics will be covered in detail.

	Agenda    Day   1
	Timing Session

	General Introduction

· Introduction To Competencies And The Concept
Of Superior Job Performance

· Information Technology And The Concept Of 
The Web And The Internet In The Self Development
 Issue
	(Morning Session)

	Project Planning

· Communication

· Benefits

· Plan Characteristics

· Documentation & Flowcharting

· Planning Manual

· Project Objective

· Characteristic Of A Goal

· Identifying The Goals

· Developing Priorities

· Breaking Down Goals Into Manageable Tasks
	(Afternoon Session)


	Agenda    Day   2
	Timing Session

	Implementing The Project Plan

1. Schedule Project Activities

2. Network Activities And Data Bases

3. Definition Of Terms

4. Introducing Microsoft Project 2000 &  How It Is Used

5. CPM Scheduling Example

6. Calculating ES, EF, LS, LF, TF (Group Exercise)

7. The Project Managers & Cost Estimating

8. Value Engineering & The Concept Of Productivity

9. Constructing A Network

10. Activity Scheduling/ PERT & CPM In Focus

11. CPM And The Contract (The Connection)

12. The Process And The Tool (Microsoft Project)


	(Morning Session)

	Developing And Managing A Contract

· How A Contract Is Developed And How It Is Managed

· Understanding Various Contracting Policies And Procedures

· Looking At The “Pro Forma Contract” & How It Is
 Formed

· Contractor Performance/ A Look At

· Understanding And Handling Claims
	(Afternoon Session)


	Agenda    Day   3
	Timing Session

	Building and running an effective team

· Team Developing Cycle

· Team Rationale And Expected Output

· Team As Opposed To Group

· Effective Team Members/ Leaders

· Methods Of Responding To Conflict

· Team Leaders And Competencies

· Setting Or Clarifying The Goal

· Characteristics Of A Goal


	(Morning Session)

	Effective Negotiation

· Negotiation, Definitions And Stages

· Understanding The Components

· Preparing For Negotiation

· The Negotiation Session/ Starting & Closing

· Barriers To Effective Negotiation

· Win-Lose & Win-Win Negotiation

· Power Tactics And Defenses

· Non Verbal Aspects Of Negotiator

· The Closing
	(Afternoon Session)


	Agenda    Day   4
	Timing Session

	How Well Do You Speak, Develop And Deliver Excellent Presentations


	(Morning Session)

	How To Handle Stress (Project Managers & Stress)

· Stress What Is It?

· Stressors What Are They?

· Stress How Does It Start?

· Stress A Chemical Reaction & Results

· Stress And Communication (The Connection)

· Stress Memories And Feelings

· Meeting Unexpected Stressors Successfully

· Stress Management Techniques (Body, Spirit, Mind)

· Understanding Human Beings (Behavior & Improvement

· Our Safety And Our Celebration

The Final Closing
	(Afternoon Session)


MS Project 2000 Workshop

	
	



One of the most exciting things in life is to transform our ideas into tangible achievements using whatever means are available to us. Every time ideas are transformed into facts, an elementary process called project execution has taken place. Projects may be developmental as in the case of a new idea or well known when all parameters involved in its execution have been experienced before.

This one-day course introduces the participant to MS PRJECT 2000.  Effective & efficient managers need to use this great tool in order to perform their projects/ tasks/ activities efficiently and effectively and MS Project is the software tool that can assist them to achieve this goal.

Agenda:

1. General Introduction To Project Management & Its Available MS Tool, MS Proj 2000

2. Understanding The Planning Process Of A Project 

3. Understanding MS Project 2000 & Its Application

4. Hands On Experience, Tasks, Resources, Calendars, Analyzing & Scheduling

5. An Overall Summary
.

Secretarial Skills Training Workshop

	
	



(Comprehensive For Executive Secretaries)

Secretaries do require good training to develop skills in communication, verbal and nonverbal, and of course written communication to be able to understand spoken communication and of course to transform this spoken communication into very effective writing, such as writing Letter, Memos, Faxes, Minutes, and even reports. They will also be given the opportunity to understand how a presentation is developed using state of the art computer technology, such as Microsoft Office Suite Power Points. 

The training will also cover all aspects of Time Management starting from analyzing how time is spent, identifying time wasters, define goals, schedule time, implement the schedule, evaluate, improve, and tools utilization, such as Microsoft Outlooks and its practical application in using emails. The participants will also be given training in stress management and will be exposed to various techniques to help them better handle stress at work as well as at home.

Business Process Analysis and Procedure Development with Flowcharting Techniques is covered during this type of training; this will also include the technology tools available. Delegates will be able to understand their required business processes and have the required skills in developing and writing procedures as part of their continuous improvement process. As they master the skills required, their well developed structured written documentations will be in line with ISO standards, this will help ISO audits to be performed successfully and of course, will provide an ongoing opportunity to improve work processes in general. Skills such as gathering the right information to build a business process model, the ability to analyze business processes into their elements, the ability visualize and communicate process flow, to synthesize the information gathered into accurate models describing business activity.
Agenda/ Communication
· Understanding the Fundamentals

· Communication (4 Types)

· Language And Its Usages Awareness

· Knowledge The Power

· Communicating & Dealing With Different Behaviors & Attitudes (Win – Win Approach)

· Bases Of Speeches And Speech Ingredients

· Improving Your Memory

· 10 Points For Delivering Excellent Presentation 

· Writing Standards & Liabilities/ Guidelines On How To Write: (Notes, Minutes, Memos, Telex, Facsimile, Letters & Reports
Agenda/ Time Management
· Analyze How You Currently Spend Your Time

· Identifying Your Time Wasters And Outline Strategies To Deal With Them 

· Define Your Goals

· Schedule Your Time

· Implement Your Schedule

· Evaluate Your Schedule And Make Improvements

· The Tools/ Conventional & Technology / Microsoft Products Outlooks for Emails & PowerPoint For Presentations
Agenda/ Stress Handling
· Stress (What Is It?)

· Stressors (What Are They?)

· Stress (How Does It Start?) 

· Stress A Chemical Reaction & Results

· Stress And Communication

· Stress Memories & Feelings

· Meeting Unexpected Stressors Successfully 

· Stress Management Techniques (Body, Spirit, Mind)

· Understanding Humans/ Behaviors & Improvement

· Our Safety And Our Celebration

· Closing (Questions & Answers)

Agenda/ Business Process Analysis & Procedures Development With Flowcharting Techniques
· Total Quality Management And Its Basics

· The Quality System And Q.S. Documentation

· The Power Of Analytical Ability & Re-Engineering On The Job

· Business Process Analysis And Procedure Development With Flowcharting Techniques  

· Writing Standard – How To Write A Business Procedure & A Work Instruction
Qualification In Sales & Marketing/ Comprehensive Training Workshop

	
	



The seminar will focus on how to increase profits, improve and develop Marketing and Selling Skills in a highly competitive market in the Gulf region. In this five (5) day training, we believe that the participants will gain solid experience in understanding the strategies of Sales and Marketing, this of course may very well return excellent benefits to them and to their organization as a whole. 

The seminar will also focus on the importance of communication and will provide the participants with the skills needed to effectively communicate and will provide them with sophisticated skills on how to develop letters, reports, memos, faxes, minutes, using international standards. The workshop also will provide the participants with the skills needed to improve their memories and deliver excellent presentations.

The seminar will also focus on using time efficiently and effectively. Time in sales and marketing is a limited resource. Everyone has the same 168 hours a week. As the class participants master time management, they learn to balance the many pressures on their time and still achieving their goals. They need to manage time effectively and efficiently; this of course, will help them avoid burnout and stress in any area of their lives. Stress management techniques will also be explained in details to help the participants successfully master “The Know How” of dealing with any stressful situation.

Agenda

1. “ Day 1”/ 
Understanding the Fundamentals

2. Marketing and Its Basic Concept

3. Business Objectives & Ethics

4. WTO Evolution & KSA

5. World Economic Chaos & Competencies 

6. The Sales & Human Competencies

7. Motivation

8. The Evolution Toward Marketing Company Era

9. “ Day 2”/ 
You And The Communication.  How Well Do You 

10. Listen?

11. Write?

12. Speak?



13. Maintain your memory?
14. Develop & Deliver Excellent Presentations?
15. “ Day 3”/
 Establishing Good Selling Habits

16. Understanding Customers

17. The Marketing Mix & Performance

18. Marketing, Sales And the Difference  

19. A Sales Person & Human Sub Consciousness

20. The Seven Deadly Sins Of Business Selling

21. The Competencies Of Business Selling

22. Marketing, Sales And The Connection

23. Marketing Strategy & Environment Variables 

24. Marketing And The Sales / The Requirements

25. The Black Box Approach & The Full Awareness

26. The Selling Process

27. “ Day 4”/
 Time Management/ Analyze How You Currently Spend Your Time

28. Identifying Your Time Wasters And Outline Strategies To Deal With Them 

29. Define Your Goals

30. Schedule Your Time

31. Implement Your Schedule

32. Evaluate Your Schedule And Make Improvements

33. The Tools

34. “ Day 5”/ Stress Management Techniques/ How To Deal With Stress?

35. The Closing 
Defensive Driving Training Workshop



There are 4 critical success factors that can help organizations and their people maintain their success. They are as follows:

1. A healthy, safe and secure place to work
2. Preferred supplier
3. Preferred investment
4. A work environment that helps employees attain their ultimate potential and empowers them for maximum contribution.
It is quite true that “SAFETY” is No. 1 priority and it is always first. Without safety, productivity can easily be compromised and hence will definitely harm all critical success factors, just mentioned above. This can cause a process of “DISORDER” which is contrary to efficiency and effectiveness.

I am quite astonished with the number of accidents (Kingdom wide) on a daily basis that continues to climb. These accidents affect all of us and they are all caused by people and only people. 96% of these accidents are caused by a human error, actually by “DRIVERS” and those drivers continue to drive without any slight improvement in their driving habits, ignorance and negligence continue to prevail. It is our fate that we have to survive and cope with the environment that we live in.

People play different roles in their lives, a doctor, an engineer, a technician, a labor, whether professional or industrial, technical or administrative, they all have one and only one common denominator and that is being a “DRIVER” or a “PASSANGER”. They all either have to drive or ride. It is necessity, especially during this critical time that we all survive through. 

So, it is common practice that most of the people drive daily and it is rare nowadays to find an employee who does not drive. The driving license even is becoming a prerequisite for employment. So driving is imposed on us and therefore we have to accept it, understand its parameters, and to be able to perform it safely.

Defensive Driving Training Workshop is designed to help our employees develop appropriate defensive driving behaviors that help them successfully and peacefully cope with all driving elements they face while they are on the road.

“DEFENSIVE DRIVING” is characterized by: (1) Understanding drivers’ behaviors and motives, (2) Understanding traffic rules and regulations, (3) Understanding roads’ conditions, (4) Understanding atmosphere and environment, (5) Understanding the vehicle, and (6) By developing the ability and motivation to help our employees implement appropriate driving behavior to safely deal with any situation that may arise, is actually to

 “Expect  the  Unexpected.”

Defensive Driving Training Workshop
Agenda

1. Introduction & Background

2. We Begin With Our Brains (The Right & The Left and Their Functions)

3. Angle, Parallel & perpendicular Parking/ (General rules)
4. Backing up Safely

5. Sleep and Fitness

6. Road Hazards (Expect the Unexpected)
· Expect The Unexpected/ 

· Sharp curves

· Intersections

· Road repair areas

· Changed lane widths

· Pedestrians

· Cyclists

· Objects on the road

7. Town and City Hazards (Pedestrians, Cyclists, Parked Vehicles)

8. Highway Hazards (Slow moving vehicles, Train Crossing, Camels & other animals)
9. Speeding

10. Driving Conditions (High/ low beam, Glare, Humidity/ moisture, Slippery, Blow/ Blowing, Fog)

11. Tire Safety

12. Defensive Driver Beware

13. Car Maintenance

14. Why Wear A Seat Belt

15. General Awareness (What You Need To Know About Auto Accidents)
16. In Case Of An Accident (What To Do)
17. The Closing

Understanding Back Lifting Safety & Computer/ Eye Safety 
      (A General Safety awareness)



This is a general awareness session that focuses on back safety and the process of a safe lifting. The training will also focus on computer safety as well as eye safety associated with computer work.

Most of back injuries happen because of people being ignorant to the process of back safety. The amount of force an individual places on his/ her back in lifting may very well surprise him/ her. Think of your back as a lever with the fulcrum (turning point/ axis) in the center, it only takes ten pounds of pressure to lift a ten-pound object. If you shift the fulcrum to one side, it takes much more force to lift the same object. When you add in the 105 pounds of the average human upper torso (chest/ upper body), you see that lifting a ten pound object actually puts 1,150 pounds of pressure on the lower back, and this can easily lead to what is called “back injuries”. Therefore, it deems necessary to provide appropriate education and awareness, so people become really aware of their back safety which can lead to the elimination of back injuries.  

Agenda

1. Introduction & Background
2. Back Safety and Lifting / A General Awareness

3. The Force Is Against You/ The Involvement Process 

4. Causes Of Back Injuries  

5. Back Injuries & The Process Of Prevention 

6. Help Your Back/ A general Awareness Of Things You Can Do  

7. The Exercise Process That Can Help Your Back

8. It Is Time To Take Care Of Your Back 

9. Computer Safety & Eye Safety Associated With Computer Work

10. Closing Summary (Questions & Answers)  

Understanding Accounting by Non-Accountants


It is quite understood that the 21st century is the time of amazing opportunity and a time of great change, it is about integration and velocity. Technologies and strong competitions in this world of business will be the only constant feature. This world will be the host of a man of innovation, a man of productivity, and a man of multi-skills. Therefore, individual productivity is a must to meet regional and global competition.
We are in the information age, where economy values knowledge as a tangible asset, where customers are considered to be prosumers (active participants in commerce), where organizations are integrated networks as opposed to hierarchical structure, where technology is digital as opposed to analog, where employees are shifted from skilled laborers to knowledge workers, those who have the information have the knowledge and hence have the power.

Accounting which is considered to be a field that belongs to Finance, was in the past open to those whom careers depended on (core business process). It was not unfortunately exposed to the non-accountants and that was due to the system that promotes the process of specialization (skilled laborers). Today, as we mentioned, economy values knowledge as a tangible asset and those who have the knowledge have the power. With the blessings of the 21st century, accounting today is no longer a secretive, exclusive process, but a highly interactive knowledge that is made available to all people. Although, accounting goes back to hundreds (100s) of years, not much was happening to change it, not until the 12th century, when a true accounting system & records were created. Today, we basically have the same accounting system that exist long time ago with the exception of computerized accounting systems that are well integrated.    

Because of this great global fascinating science, it deems necessary for our people to understand it and become well aware of its knowledge (language & culture). Accounting is considered to be the heart of Financial Systems. Debit and Credit play a major role, just as Assets & Liabilities and therefore, understanding it, is one of the essential skill, our employees should possess. Enhancing and strengthening our assets and becoming cost conscious (turning liabilities to assets, such as turning our weaknesses to strengths), is one of the primary objective of this training. Just, imagine the revitalization process our companies will go through when employees turn their weaknesses into strengths and this is what I call it “A VEHICLE OF TANGIBLE ASSETS”.

Agenda

1. Understanding The Fundamentals

2. Finance & Its Role In Business
3. Accounting & The Good Starting

4. The Audit Process & The Rules 

5. Accounting & Its History

6. Accounting & Management
7.  Understanding Debit & Credit 
(The Traditional Nomenclature/ Classification) 

8. The Double-entry Bookkeeping System And How It Works 
(Understanding Assets & Liabilities/ A Real Application Exercise)

9. Looking At The Trial Balance

10. Cost Estimating & Cost Accounting  

11. Direct & Indirect Costs/ Fixed & Variable Costs

12. The Balance Sheet

13. The Assets (Current & Fixed)

14. The Liabilities (Current & Long Term)

15.  The Income Statement 

16. Trade Discount & Cash Discount

17. Analyzing Financial Statements

18. The Fields Of Economics, Finance, & Accounting

19. The Power Of Computerized Financial Systems
Understanding Business Budgeting by Non-Accountants

It is quite understood that the 21st century is the time of amazing opportunity and a time of great change, it is about integration and velocity. Technologies and strong competitions in this world of business will be the only constant feature. This world will be the host of a man of innovation, a man of productivity, and a man of multi-skills. Therefore, individual productivity is a must to meet regional and global competition.
We are in the information age, where economy values knowledge as a tangible asset, where customers are considered to be prosumers (active participants in commerce), where organizations are integrated networks as opposed to hierarchical structure, where technology is digital as opposed to analog, where employees are shifted from skilled laborers to knowledge workers, those who have the information have the knowledge and hence have the power.

Today, as we mentioned, economy values knowledge as a tangible asset and those who have the knowledge have the power. With the blessings of the 21st century, business budgeting today is no longer a secretive, exclusive process, but a highly interactive knowledge that is made available to all people. Therefore, it deems necessary for our people to understand it and become well aware of its knowledge (language & culture). Business Budgeting training is one of the essential skill, our employees should possess. Enhancing and strengthening our assets and becoming cost conscious (turning liabilities to assets, such as turning our weaknesses to strengths), is one of the primary objective of this training. Just, imagine the revitalization process our companies will go through when employees turn their weaknesses into strengths and this is what I call it “A VEHICLE OF TANGIBLE ASSETS”.

Agenda

1. Understanding The Fundamentals

2. Finance & Its Role In Business
3. Accounting & Management
4. ‘Understanding Business Budgeting
The Globalization Challenges of the 3rd Millennium
WTO, Quality, & Information Technology


The Seminar Objectives:

1. Is to help the participants become well aware of globalization and the roles GATT has been playing toward the emergence of World Trade Organization (WTO). Understanding GATT evolution through out the history and learning the various elements that make up WTO are essential and critical to their business processes. This can better help them be prepared to strongly face global economy competition. 

2. In this world of trade globalization, no business or service can long survive except by committing to quality improvement. The training will also provide the participants with a thorough understanding of the Total Quality Management Process, especially in understanding customers and meeting their expectations. It will assist the participants in getting their improvement process off to a successful start, molding the process to their needs and for a permanent fit within their organization.

3. The Information Age is a time of amazing opportunity and a time of great change We have to understand that technology is changing business at a lightening-fast pace. In Internet time, everything is just a mouse click away. This is a new horizon of science that’s called “Quantum Physics” or if we put it in a simple term, it means; honoring the invisible. That is all about the new emerging business term “e-Business”.  
e-Business is a logical evolution of E-Commerce, even though e-Business existed way long before E-Commerce. “e-Business” today transfers the technology of the web inside and between organizations to integrate business operations.  Everyone agrees that the early 20th century skills simply are not adequate for life in the 21st century, therefore in order for the participants to judiciously, peacefully and safely interact with this virtual world they live in, it deems so necessary for them to have a clear understanding of this amazing fast growing E-Language and E culture. Whether they are fully entrenched in e-Business practices or just starting out, the more they understand, the more they can lead.
The Seminar Contents:

Agenda 1/ WTO – Globalization Challenge

1. Introduction & Background                                                                                            
2. The 20the Century Characteristics                                                                                      
3. The World Prior To WTO                                                                                           
4. The Evolution Of GATT                                                                                                 
5. The GATT And Trade Globalization                                                                           

6. GATT Was Insufficient

7. The Emergence Of WTO

8. WTO Roles & Organization Structure

9. WTO/ Agreements Principles/ Multi-Lateral – Pluri-Lateral

10. WTO/ Liberalization of Trade/ The Protocol

11. WTO & The Web/ The Internet

Agenda 2/ TQM – Quality Challenge

1. Understanding the Fundamentals & the Roots of Quality

2. World Economic Chaos & the Emerging Needs for Competencies (Quality)

3. Quality A New Definition/ Focusing on Understanding Customers

4. Personal Quality/ The Necessity

5. The Five (5) Essentials That Build Quality Culture

6. The Eight (8) Elements That Implement The Quality Improvement Process 

Agenda 3/ Information Technology (e-Business & E-Commerce)

1. The Evolution Of Information Technology And The Concept Of e Change

2. The e-Business And The E-Commerce/ The Clarification 

3. The e-Business And A Real Application In Dynamic Customer Service

4. e-Business And The Integration Of The Internet, Intranet, and The Extranet 
(A Real Business Case) 

5. Mastering The e-Business Language

6. The Internet, Intranet, The Extranet, And The Web  - Understanding Their Computing Power

7. e-Business And The Security Issue
8. e-Business: Linear Vs Integrated, Information To Knowledge, Paper Money To Digital Cash, Linear Approach To Quantum Physics
9. e-Business – Planning And Integration / Some Thoughts
The Seminar Methodology:

It will be mostly Instructor-led-type training, mixed with group discussion and individual/ group exercises. Sophisticated information technology equipment will be used to help in the delivery process and as usual, I will bring my equipment with me. 

Addressed To (Participant Profile):

Pre-requisite: Strong command of English language (written as well as spoken)

· Business & Financial organizations & institutions

· Bankers in general and those involved in customer services

· Professional employees, supervisors, group leaders, unit heads, managers (technical or administrative type)
· All those business men or women who are interested in fully understanding The Globalization Challenges of the 3rd millennium
The Brain & the Productivity

A Whole-Brained Culture Where Performance Plus Productivity Will Equal Profitability


Economy in the 3rd millennium values knowledge as a tangible asset, where customers are considered to be prosumers (active participants in commerce), where organizations are integrated networks as opposed to hierarchical structure, where technology is digital as opposed to analog, where employees are shifted from skilled laborers to knowledge workers, those who have the information have the knowledge and hence have the power. Therefore, it is requirement and necessity nowadays that each of us should be able to integrate the power of cognitive, technical, and emotional intelligence skills in order to perform superbly any task assigned. This process of perfection the performance has first been conveyed to us through our great Messenger “Mohammed’ peace be upon him through his Hadeeth:

قال رسول الله صلى الله عليه وسلم:

إن الله يحب أنه إذا عمل أحدكم عملاً فليتقنه .
 The appropriate translation in English is: 

“Consistent Conformance To The Agreed Upon Customers’ Expectations”, and that is the exact meaning of what is called “Quality”. 

Internationally speaking, “Quality” has been made of five (5) important essentials, they are as follows:

1. Quality is consistent conformance to the agreed-upon customers’ expectations

2. Measurements of quality are through indicators of customers’ satisfaction versus indicators of self-gratification

3. The objective is conformance to expectations 100% of the time

4. Quality is attained through prevention and specific improvement projects

5. Management commitment leads the quality process

Therefore, quality is quality whether we talk about commodity or services; the meaning is exactly the same. It is also important to mention in the context of the subject that World Trade Organization require countries not to discriminate against the two (Commodities & Services). Now we come to the result that the concept of superior performance in commodity and services as well, is a necessity and must be well integrated for successful businesses. For this reason, the brain of human plays an important part and it is the only part that is responsible and capable of performing superbly. Although, the brain of human is of a great value, unfortunately people in general neglect this fact and continue in their ignorance; this has led to many problems in human behaviors which contributed and continue to contribute to the waste of our energy and resources on a daily basis.

Every person is born with a brain that functions as an immensely (enormously) powerful processor. 
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Traditional schooling, however, often inhibits learning by discouraging, ignoring, or punishing the brain's natural learning processes. We have to admit the fact that our brain is naturally capable of performing superbly and this is due to the following facts:

1. The brain is a parallel processor, meaning it can perform several activities at once, like tasting and smelling. 

2. Learning engages the whole physiology. 

3. The search for meaning is innate. 

4. The search for meaning comes through patterning. 

5. Emotions are critical to patterning. 

6. The brain processes wholes and parts simultaneously. 

7. Learning involves both focused attention and peripheral perception. 

8. Learning involves both conscious and unconscious processes. 

9. We have two types of memory: spatial and rote (rote means memorizing with out understanding). 

10. We understand best when facts are embedded in natural, spatial memory. 

11. Learning is enhanced by challenge and inhibited (reserved, 
repressed, subdued) by threat. 

12. Each brain is unique. 

Further studies showed that various functions of thought are physically separated and localized to a specific area on either the left or right side of the human brain. This functional map is consistent for an estimated 70 to 95 percent of us. Each side of the brain had its own way to interpret the world and react to it. Our personality can be thought of as a result of the degree to which these left and right brains interact, or, in some cases, do not interact. Which brain is in control of which situations; is what makes our personalities. This does determine our character which greatly impacts our performance whether negative or positive.
Negative brain performance happens when the left side just "doesn't get" what the right side is all about or vice versa. It tends to dismiss anything significant coming into consciousness from its "flaky" cranial twin. Sometimes two sides can actually disagree, resulting in our perception of emotional turmoil from the expressive protests of right brain. This unfair dominance of one side of the brain over the other causes performance to be in great risk all the time; this can easily become a chronic disease that causes diminished productivity and poor interpersonal relationships. 

For optimum mental ability, both brains must work together like a team; just as our Messenger Mohammed Peace Be up on Him said in his great Hadeeth: 
قال رسول الله صلى الله عليه وسلم:

"لا يؤمن أحدكم حتى يحب لأخيه ما يحب لنفسه" 

وقال الله تعالى في كتابه العزيز:
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This process of optimum mental ability does not happen by a chance or by a dropped basket from the sky, but it rather happens by mastering the competencies for the 3rd millennium’s business processes via our learning process of Emotional Intelligence. This is what is called “Multiple Intelligences” and it is a real learning process, where people actually understand the configuration of their brains and start optimizing the learning process. Understanding the functions of the right brain and the functions of the left brain will undoubtedly help people better utilize both, each with its specialty. This coordinating ability may be the key to superior intellectual abilities and that is our aim from this training.

In most people, however, the left brain takes control, choosing logic, reasoning and details over imagination, holistic thinking and artistic talent. Methods have been devised to "shut off" the left brain, allowing the right side to have its say; ex. “Brain Storming” & 
“Creative writing courses”. The same thing holds true in regard to “shut off” the right brain, allowing the left brain to have its say. 

It is concluded that most individuals have a distinct preference for one of these styles of thinking. Some, however, are more whole-brained and equally adept (skilled) at both modes. Those are actually trained to be good in both and our journey toward “The Brain & Productivity” will help in developing more and more people into this culture of what is called “whole-brained”, where performance plus productivity will equal profitability.

Agenda:

The Brain & Productivity
The Brain & the Productivity

A Whole-Brained Culture Where Performance Plus Productivity Will Equal Profitability

Agenda:

1. Introduction & Background

2. A Vision That Is Worth Pondering (The Leader & Innovation)

3. Brain Assessment Exercise (Self-Assessment) & Brain Intelligence Test

4. Some Facts of Our Brain

5. The corpus callosum & Its Dynamic Function In The Brain

6. Understanding The Two Modes Of Thinking (Right & Left)

7. The Brain & Personality/ Determining The Hemisphere Dominance 

8. The Two Hemispheres & Some Facts (Understanding The Functions Of The Right & The Functions Of The Left)

9. The Brain & Intelligence

10. Our Unfortunate Common Brain Problems & The Learning Of Their Solutions

11. Brain Configuration Toward “Whole Brained” Approach

12. Creating An Environment & Culture For Brain Based Learning

13. Conclusion 

Quality Assurance & IT Project Life Cycle Within The Framework Of 
Project Management Methodologies
 Workshop


One of the most exciting things in life is to transform our ideas into tangible achievements using whatever means are available to us. Every time ideas are transformed into facts, an elementary process called project execution has taken place. Projects may be developmental as in the case of a new idea or well known when all parameters involved in its execution have been experienced before.

Technical institutions and colleges do prepare people purely in the technical areas and the academic management colleges and institutions do prepare people in the management and human related areas and this is actually common every where. 

A great number of projects failed in the past and a lot of resources were wasted, because the project leaders/ managers and those who were closely involved, either company employees, contractor workforce, or other customers were not properly trained in both areas (technical & managerial), in other words, they were not trained on Project Management Methodologies which includes Project Life Cycles And Quality Assurance System.

Quality Assurance System standard requires audits to be conducted on various Quality Systems, which help ensure that the Quality of products/ services meet or exceed customers’ requirements. Therefore, it is necessity for the workforce, especially management, to understand the technique of Business Process Analysis and Procedure Development with Flowcharting Techniques; this will help them understand the proper way of developing documentations.  As they master the skills required, their well developed structured written documentations will be in line with Quality Assurance. 
Project Analysis & Methodology is one of the most complicated fields of study and this is due to its broad scope, such as Quality Assurance standard, Project Life Cycle standard, and Project Management standard. It is connected to the core business processes as well as the supporting business processes. Therefore those who will be involved in managing projects whether they are suppliers (provide products & services) or customers (provide requirements) are required to develop and sharpen their skills in this area so they can successfully (effectively & efficiently) play their expected roles in their organizations to drive their business processes forward. 

To develop and sharpen our skills in Project Analysis & Methodology, the following topics will be covered in detail:

Agenda/ Quality Assurance    

· Introduction And Background

· Total Quality Management And Its Basics

· The Quality System And Q. S. Documentation

· Business Process Analysis And Procedure Development/ With Flowcharting Techniques 

· Auditing

· Types and Depths of Audits

· Audit Reporting and Follow-up

· Closing (Questions & Answers)

Agenda/ Systems Lifecycle

Standards

· Business Requirements (Problem Definition)

· Feasibility Study

· Analysis

· System Design

· Detail Design 

· Implementation  (Construction & Testing)

· User Documentation

· User Training

· Implementation In The Production Environment

Agenda/ Project Management

Standards

· Project Initiation

· Project Resourcing

· Project Planning

· Progress Measurement And Reporting

· Managing Financial Aspects Of The Project

· Contract Management

· Project Governance

· Risk Management

· Quality Assurance
· Project Close-Out
· Agenda/ Project Planning
· Schedule Project Activities

· Network Activities And Data Bases

· Definition Of Terms

· Introducing Microsoft Project 2000 &  How It Is Used

· Hands On Experience, Tasks, Resources, Calendars, Analyzing & Scheduling

· CPM Scheduling Example

· Calculating ES, EF, LS, LF, TF (Group Exercise)

· The Project Managers & Cost Estimating

· Value Engineering & The Concept Of Productivity

· Constructing A Network

· Activity Scheduling/ PERT & CPM In Focus

· CPM And The Contract (The Connection)

· The Process And The Tool
“SAFETY MANAGEMENT”

There are 4 critical success factors that can help organizations and their people maintain their success. They are as follows:

1.
A healthy, safe and secure place to work

2.
Preferred supplier

3.
Preferred investment

4.
A work environment that helps employees attain their ultimate potential and empowers them for maximum contribution.

It is quite true that “SAFETY” is No. 1 priority and it is always first. Without safety, productivity can easily be compromised and hence will definitely harm all critical success factors. This can cause a process of “DISORDER” which is contrary to efficiency and effectiveness.
Efficiency & Effectiveness:
Proper utilization of resources through a very well structured system to produce a desired result and to avoid loss or waste of energy. This will give effective power appropriate for producing the desired Output (fulfillment of a goal after the event). Therefore people must learn and understand Safety Management, so they make sure that they themselves and the companies they work for are committed to safety; this of course will help them not to waste their resources (human/ materials), especially in the 21st century where producing the best quality product/ services with the least cost is considered to be a standard and an expectation in this competitive global world.
I am quite astonished with the number of incidents and accidents (Kingdom wide) on a daily basis that continues to climb. These incidents and accidents affect all of us and they are all caused by people and only people can prevent their occurrence in the future. An incident is defined as An unintended or unplanned occurrence which results in: 

•
 Injury or illness to personnel; 

•
 damage to property or equipment; 

•
 interruption or interference with the orderly progress of work; 

•
 or a combination of the above. 

It really hurts me a lot when people continue to ignore the fact that incidents and accidents are preventable. Ignorance and negligence continue to prevail and the only way to deal with this situation is by implementing what is called: “INSTIGATED CHANGE”; a change that was deliberately brought about by the desire, need or plan to achieve a specific result. 

“SAFETY MANAGEMENT” awareness training will provide and promote a safe and healthful work environment and will foster a positive safety and health attitude in all our employees. It is our mission to provide a safe and healthy work environment for all our employees. The training will emphasize strategies that preclude any occurrence that would have an adverse effect on our employees and organizations as well. We aim from this training to prevent injuries, illnesses, and death from work related causes and to minimize losses of material resources and interruptions from accidental occurrences. In other words, it is directed toward the control of all types of hazards possibly. 
We all share in the responsibility for the health and safety of our employees and thus:
·  Every employee, from CEO to forklift driver, is now seen as responsible for safety

·  Safety and health training awareness contribute to the health of the company

·  Safety is every ones’ job and product
·  The people most likely to spot problems on the job are those who are performing

·  Teamwork is a must for the creation of a safe, secure, and healthy type of work environment

·  In successful teams, each member buys into the team’s and the company’s goals, safety constitutes a solid one. 

In conclusion, it is not enough to only provide a secure and healthful place to our employees, but we shall also provide them with the needed actual training, so they can be self aware and responsible for their actions and therefore their produced products/ services are very well integrated with safety. We all agree that hazards shall be eliminated or at least controlled as quickly as possible and our objective is doing what we are saying, so safety becomes our solid skill. 

Agenda / Safety Management
· Understanding The Fundamentals

· Safety And The Process Of Instigated Change

· Safety Is A Critical Competence

· Safety Is In Our Mission 

· General Health And Safety Guidelines

· We Begin With Incidents

·  Fire Safety And The Elimination Of Ignition Sources 

· Flammable Gases

· Fire Extinguishers, Their Use & Classification

· Emergency Egress (Way – Out) Fire Alarms & Evacuation Routes

· Fire Alarms & Evacuation Routes

· Office Related Illness And Injuries

· Stress In The Workplace / How To Deal With

· Falls And The Process Of Prevention

· Struck By Or Striking Objects

· Caught In Or Between Objects

· Material Storage And The Concept Of Good House Keeping

· Computer Workstation Ergonomics

· Office Electrical Safety

· Office Electrical Hazards

· Electrical Cords Across Walkways & Their Improper Placement

· Pulling Of Plugs To Shut Off Power

· Working On Live Equipment

· Back Safety And Lifting/ Injuries Can Be Prevented

·  Hazard Reporting 

· Personal Protective Equipment

· Hearing & Respiratory Protection

· Head And Hand Protection

· Safety And Health Signs And Tags
· Defensive Driving And General Awareness On How To Prevent Accidents
· General Safety Guidelines
Management Information Systems In The 3rd Millennium

In the current business climate, companies are striving to meet their corporate business objectives by minimizing cost while maintaining high level services for their customers. These companies are now beginning to realize that people are the key to maximizing the advantages of the Information Age. They must rely on people to innovate, apply new technologies, collaborate and expand their knowledge and skills to truly achieve their overall business goals.

The Internet further propelled business transformation by altering the way companies can deliver products and services. As business companies are at the door of the 21st century, they must be given the resources they need to thrive in an environment of constant change.

Technologies and strong competitions will prevail. It will be the castle of:

· A man of innovation

· A man of productivity

· A man of multi-skills

Quality will only survive and economical growth of a nation will be based on quality and capabilities of its internal resources. All energies will be allied to create opportunities, secure long-term profitability, and to engrave an ever-lasting “success” that recognizes the power of:

· Energy
· Innovation
· Partnership
· Performance
· Reliability
Therefore, individual productivity is a must to meet regional and global competition. Human training and development is highly needed to prepare appropriate knowledgeable manpower who are capable of meeting all the challenges ahead successfully.

Management Information System is the type of training that embraces three important and dynamic elements; they are: (1) People System, (2) Information Technology System, and (3) Quality Assurance System. In this two (2) weeks training course, the participants will have the opportunity to deeply understand these three elements, properly master their languages, and know how to deploy them successfully in their respective work environment. The training will cover the following topics in details:

1. Understanding The Power Of People System And How To Develop 21st Century Leaders In Business Environment


Management Information System relies on those people who are highly qualified in not only understanding MIS, but in actually building it. Therefore, developing leaders with what is called “Emotional Intelligence Skills” is a must as the first step toward mastering MIS. 

People do not follow people. They follow ideas and dreams. People follow those who will help them reach their dreams. So, the corollary is that people who seem to be closer to success (to dreams, ideas, or whatever) are the leaders. Good leaders can see where they and their followers are headed, and how they will get there. It is a ”Vision”. The training is designed to provide the participants with comprehensive knowledge to help them master the skills the good leaders should have. The training will help the participants become effective leaders and be able to develop themselves as well as to develop others.
A leader is a hero, a facilitator, a motivator, a guide, a self developer, a mentor and of course a champion of new ideas who fights for their success and who brings out the best in people and beautifully leading them. People would be amazed at what would happen to their country’s revitalization if more and more organizations were run this way! Therefore, to share this great benefits, this training was designed and developed to make it so easy for our people to understand it first and then to buy in its philosophy.
2. Mastering Information Technology System/ Do We Really Speak The Technical Language Of The 3rd Millennium Business Processes

The Information Age is a time of amazing opportunity and a time of great change. Process re-engineering, downsizing, and PC proliferation were a tea party compared with what’s next. We have to understand that technology is changing business at a lightening-fast pace. In Internet time, everything is just a mouse click away. Therefore in order for the people of this universe to judiciously, peacefully and safely interact with this virtual world they live in, it deems so necessary for them to have a clear understanding of this amazing fast growing information technology. Whether they are fully entrenched or just starting out, the more they understand, the more they can lead. The world is moving so fast these days that the man who says it can’t be done is generally interrupted by someone doing it.

This important and critical topic will help the delegates have excellent understanding of the various elements that make Information Technology. The training will explain in details and in easy language most of the technical terms used in Computer Data Processing applications and their roles, including application systems development cycle. The concept of the Internet (The Web & Database Technology) will be also explained.

3. Quality Assurance System And The World Standard Compliance – Do We Comply To International Standard In Our Already Established People System & Information Technology System?

In order to maintain a state of the art people system and a state of the art information technology system, quality improvement process shall be established and the only way to make it happen is by implementing what is called “Quality Assurance System”. In other means, the ISO standard requires audits to be conducted on various Quality Systems, such as the people system & information technology system, which will help ensure that the Quality of products/ services continue to meet or exceed customers’ requirements. Business Process Analysis and Procedure Development with Flowcharting Techniques will also be covered during this type of training; this will also include the state of the art Microsoft technology product namely “Microsoft Visio” and its application. Delegates will be able to understand their required business processes and have the required skills in developing and writing procedures as part of their continuous improvement process. As they master the skills required, their well developed structured written documentations will be in line with ISO standards, this will help ISO audits to be performed successfully, which will help in the improvement process.

As we can see from the aforementioned explanation, Management Information Systems is really a broad field of study and it requires a good understanding of various elements. This training will provide a great opportunity to the participants, so they can easily understand how all these elements are put together and integrated to provide a great value to everyone.

Management Information Systems In The 3rd Millennium

Agenda / Understanding The Power Of People System And How To Develop 21st Century Leaders In Business Environment
· Introduction & Background

· Skills In Sizing Up The Other Person

· Dimensional Model & Superior Behaviors (Q1, Q2, Q3, Q4) 

· Behavior & Improvement

· The Motives For Undesirable Behaviors 

· Interaction & The Right Atmosphere

· Effective Speech, Effective Memory, And Persuasive Listening

· Motivation & Delegation/ The Concept

· Sizing Up And Managing People’s Behaviors (Q1, Q2, Q3, Q4) 

· Managing Up

· Negotiation, Conflict, Communication, Language, And Knowledge

· Managing Peers

· Time To Practice
Agenda/ Mastering Information Technology System/ Do We Really Speak The Technical Language Of The 3rd Millennium Business Processes

· Data Processing/ Understanding the Elements 
· Centralized & Distributed Processing/ A Look At 
· Transmission Channels, Facilities & Data Signaling  

· Modes of Channel Operation 

· Data Transmission Encoding Methods (Bit & Byte)  

· Asynchronous Vs Synchronous Transmission

· The Modem & Carrier Wave/ An Understanding  

· Ear, Sound & Computer Communication  

· Early Computer Systems  

· The Concept of the LAN, the Web, Intranet, Internet & DB Technology  

· Computer Application System Development Cycle (Automation)

· The Internet & Its Application

· Understanding The 4 Major Steps In Developing & Publishing A Website:


1. Create Your Web Folder

2. Create Your Shared Border

3. Apply Your Theme

4. Add Your Pages With The Needed Link, Hyperlink, Sounds & Movies, e-Learning, The Concept Of Using Camtasia and Various Animation


· Understanding PhotoDraw Application

· Creating Adope Acrobat Files

· Understanding Camtasia & e-Learning /e-Training  


 Agenda/ Quality Assurance System And The World Standard Compliance – Do We Comply To International Standard In Our Already Established People System & Information Technology System?

20. Introduction And Background

21. Total Quality Management And Its Basics

22. The Quality System And Q.S. Documentation

23. Business Process Analysis And Procedure Development With Flowcharting Techniques

24. Using Technology Tool Such As Microsoft Visio

25. Auditing

26. Types And Depths Of Audits

27. Planning And Resourcing The Audits

28. Audit Preparation And Checklists

29. Audit Performance And Techniques

Audit Reporting And Follow-Up 
Risk Management / Comprehensive Training
1. Process Analysis (PA), 

2. Process Safety Management, and 

3. Compliance Audit


QUALITY ASSURANCE SYSTEM AUDIT (ISO) & Process Analysis


	
	


The ISO-9002 standard requires audits to be conducted on various Quality Systems, which help ensure that the Quality of products/ services meet or exceed customers’ requirements. This training seminar will enable delegates to perform the required Quality Assurance Systems Audits and provide them with skills and techniques that can be applied to other audit activities within their organizations.

Business Process Analysis and Procedure Development with Flowcharting Techniques will also be covered during this type of training; this will also include the state of the art Microsoft technology product namely “Microsoft Visio” and its application. Delegates will be able to understand their required business processes and have the required skills in developing and writing procedures as part of their continuous improvement process. As they master the skills required, their well developed structured written documentations will be in line with ISO standards, this will help ISO audits to be performed successfully.

Background Information:

Effective auditing of a Quality System requires trained and experienced personnel.

This one (1) day comprehensive training seminar is designed to provide an understanding of the audit process including the role and responsibilities of an auditor. 

This type of training is registered in the UK by the Governing Board of the National Registration Scheme for Assessors of Quality Systems and in the USA by the Registrar Accreditation Board.

Training Seminar Outcomes:

Delegates will understand the principle of Quality System audits and be able to plan their audits, develop audit schedules, prepare and conduct audit activities, perform the necessary follow-up action to verify the successful implementation of corrective action and action to prevent recurrence.

Agenda

30. Introduction And Background

31. Total Quality Management And Its Basics

32. The Quality System And Q.S. Documentation

33. Business Process Analysis And Procedure Development With Flowcharting Techniques

34. Using Technology Tool Such As Microsoft Visio

35. Auditing

36. Types And Depths Of Audits

37. Planning And Resourcing The Audits

38. Audit Preparation And Checklists

39. Audit Performance And Techniques

40. Audit Reporting And Follow-Up
41. Closing (Questions And Answers)
“Process Safety Management” 

There are 4 critical success factors that can help organizations and their people maintain their success. They are as follows:

1.
A healthy, safe and secure place to work

2.
Preferred supplier

3.
Preferred investment

4.
A work environment that helps employees attain their ultimate potential and empowers them for maximum contribution.

It is quite true that “SAFETY” is No. 1 priority and it is always first. Without safety, productivity can easily be compromised and hence will definitely harm all critical success factors. This can cause a process of “DISORDER” which is contrary to efficiency and effectiveness.

Efficiency & Effectiveness:
Proper utilization of resources through a very well structured system to produce a desired result and to avoid loss or waste of energy. This will give effective power appropriate for producing the desired Output (fulfillment of a goal after the event). Therefore people must learn and understand Safety Management, so they make sure that they themselves and the companies they work for are committed to safety; this of course will help them not to waste their resources (human/ materials), especially in the 21st century where producing the best quality product/ services with the least cost is considered to be a standard and an expectation in this competitive global world.

I am quite astonished with the number of incidents and accidents (Kingdom wide) on a daily basis that continues to climb. These incidents and accidents affect all of us and they are all caused by people and only people can prevent their occurrence in the future. An incident is defined as An unintended or unplanned occurrence which results in: 

•
 Injury or illness to personnel; 

•
 damage to property or equipment; 

•
 interruption or interference with the orderly progress of work; 

•
 or a combination of the above. 

It really hurts me a lot when people continue to ignore the fact that incidents and accidents are preventable. Ignorance and negligence continue to prevail and the only way to deal with this situation is by implementing what is called: “INSTIGATED CHANGE”; a change that was deliberately brought about by the desire, need or plan to achieve a specific result. 

“SAFETY MANAGEMENT” awareness training will provide and promote a safe and healthful work environment and will foster a positive safety and health attitude in all our employees. It is our mission to provide a safe and healthy work environment for all our employees. The training will emphasize strategies that preclude any occurrence that would have an adverse effect on our employees and organizations as well. We aim from this training to prevent injuries, illnesses, and death from work related causes and to minimize losses of material resources and interruptions from accidental occurrences. In other words, it is directed toward the control of all types of hazards possibly. We all share in the responsibility for the health and safety of our employees and thus:

·  Every employee, from CEO to forklift driver, is now seen as responsible for safety

·  Safety and health training awareness contribute to the health of the company

·  Safety is every ones’ job and product

·  The people most likely to spot problems on the job are those who are performing

·  Teamwork is a must for the creation of a safe, secure, and healthy type of work environment

·  In successful teams, each member buys into the team’s and the company’s goals, safety constitutes a solid one. 

In conclusion, it is not enough to only provide a secure and healthful place to our employees, but we shall also provide them with the needed actual training, so they can be self aware and responsible for their actions and therefore their produced products/ services are very well integrated with safety. We all agree that hazards shall be eliminated or at least controlled as quickly as possible and our objective is doing what we are saying, so safety becomes our solid skill. 

Agenda / Process Safety Management

· Understanding The Fundamentals

· Safety And The Process Of Instigated Change

· Safety Is A Critical Competence

· Safety Is In Our Mission 

· General Health And Safety Guidelines

· We Begin With Incidents

·  Fire Safety And The Elimination Of Ignition Sources 

· Flammable Gases

· Fire Extinguishers, Their Use & Classification

· Emergency Egress (Way – Out) Fire Alarms & Evacuation Routes

· Fire Alarms & Evacuation Routes

· Office Related Illness And Injuries

· Stress In The Workplace / How To Deal With

· Falls And The Process Of Prevention

· Struck By Or Striking Objects

· Caught In Or Between Objects

· Material Storage And The Concept Of Good House Keeping

· Computer Workstation Ergonomics

· Office Electrical Safety

· Office Electrical Hazards

· Electrical Cords Across Walkways & Their Improper Placement

· Pulling Of Plugs To Shut Off Power

· Working On Live Equipment

· Back Safety And Lifting/ Injuries Can Be Prevented

·  Hazard Reporting 

· Personal Protective Equipment

· Hearing & Respiratory Protection

· Head And Hand Protection

· Safety And Health Signs And Tags

· Defensive Driving / Accidents Prevention & General awareness
· General Safety Guidelines

______________________________________________________________________

Microsoft Office 2007 & The Power Of 
  Efficiency & Effectiveness On The Job
 

Microsoft has established Office as one of the most commonly used productivity packages in the business world. Therefore, and for this important reason, we as business organizations, have to keep our employees up-to-date, especially with the tools that have to do with productivity (Efficiency & Effectiveness ON The Job).

Efficiency:
Proper utilization of resources through a very well structured system to produce a desired result and to avoid loss or waste of energy. 

Effectiveness:
  This will give effective power appropriate for producing the desired output (fulfillment of a goal after the event).

 

The training will help employees master the skills needed to be efficient and effective on the job. Microsoft Office 2007 has very powerful features that can easily boost the performance of our employees and helps them easily communicate and manage their electronic files & documents, so they become very well organized. In this training, we will make it so easy for them to understand the power of Microsoft Office 2003 and we will make it, just like a piece of cake. This opportunity will not only teach them the subject matter, but also, will provide them with all reasons behind understanding this important subject, in other words, we will help them have what is called "A Life Time Skill" for 
"Efficiency" & "Effectiveness".

[image: image4.emf]•

Introduction & Background

•

The Objectives Of The Training & 

The Drawing Benefits

•

Keeping Up With The Quality 

Improvement Process

•

Understanding The Power Of 

Efficiency & Effectiveness

•

Understanding The Microsoft Tools 

& The Process Of Empowerment

•

Microsoft Outlook & The Spam 

Epidemic In The 3rd Millennium

•

Demonstrating And Explaining 

”The New Powerful Features Of 

Microsoft Office 2003”

1. Quick And Easy Access To All Your 

Email Folders

2. Direct Link To Your Microsoft Hotmail 

Email 

3. The Emails & The Time & The Date

4. Viewing Of Titles & The Desktop 

Message Alert

5. The Process Of Slow Modem Support 

6. Microsoft Cached Exchange Mode 

7. Schedule A Meeting, Multiple 

Calendars & Online

8. Flagging The Items & The Follow Up 

Folders

9. Find & Search Folders & The Criteria

10. Email Message & The Recipient & The 

Online Process 

11. Locking Documents & Providing Access 

(Paragraph Or A Whole)

12. Server & Shared Point Portal 2003/ 

Shared Workspace 

13. Onenote A Microphone And An Audio 

Speaker 

14. The Power Of A Task Pane & The 

Clear Reading (An Open Book)

The Agenda
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•

Using the Task Pane

•

Creating a Presentation

• Create a new presentation using blank 

or design template or existing one.

•

Working with a Presentation

• Editing a slide in Outline view

• Inserting and rearranging slides

•

Slide Layouts and Slide Design 

Templates

• Slides Design - Templates

• Save a presentation as a template

•

Animating Objects and Text

• Apply a standard animation scheme

• Apply a custom animation

• Change a text or object animation

•

Running Presentations

• Setting and rehearsing slide 

show timings

• Require a password to open 

or change a presentation

• Remove or change a 

password

•

Using the Clipboard

• To copy and paste images 

into PowerPoint

• To remove an item from the 

Clipboard

• Change the way your Office 

Clipboard appears

•

PowerPoint 2007

•

Keyboard Shortcuts

The Agenda/ 

continues


Business Administration & Logistics Management 
Training Workshop
The 3rd millennium which is called the Information Age is a time of amazing opportunity and a time of great change. Everyone agrees that the early 20th century skills simply are not adequate for life in the 21st century. The competencies today have proven their great effectiveness in business. The integration of all competencies will guarantee the best quality performance, so it is not enough today to just concentrate on your cognitive and technical skills, but you also need to integrate them into Emotional Intelligence skills, which is considered to be a corner stone in utilizing competencies in every task you do. In other words, this is the process of continuous improvement.

The marketing concept today is defined as meeting our customers’ expectation by adopting quality improvement process, planning for long term profitability, and integrating all our business processes/ departments and their link to the business objectives. So, integrating all business processes/ departments is a must today, if we are looking into continuous success, this requires a great commitment from the management side. In other words, it is called a total solution to any business process. 

So, “LOGITICS MANAGEMENT” is defined as a formal discipline that provides customers and suppliers with the needed knowledge that helps them all integrate their business processes from the inception of a product/ a service to the successful delivery of this product and service to customers, utilizing baselines, controlling changes to these baselines, so continuous improvement process is reassured. In other words, it is the process that integrates, coordinates and controls the movement of materials/ services, finished inventory and related information; from suppliers through a company; to meet customer requirements and expectations.
From Physical Supply (Material Management), which involves;

1. Supply Market

2. Purchase And Supply

3. Manufacture And Production

To Physical Distribution (Distribution Management), which involves;

1. Inventory

2. Transport & Warehousing

3. Demand Market

Logistics Management is related to the acquisition and supply of all good, materials, and services needed to fulfill a mission; from Dispersed Points of Supply to Dispersed Customers. This takes place in both national & international environment and must be very well managed. As you can see, every employee plays an essential role and therefore, the activity of one depends on the activity of the other, so a failure in one activity definitely causes a failure in the other. So, to ensure perfect operation, employees need to be introduced to the overall business process, so they can easily understand the language and ease communication and this is what we aim from this training workshop.  
Our objectives to:
 
1. Minimize the elements of surprise (Why A Need For Integration?)
2. Manage change effectively (reacting  to acting & to pro acting) - Teamwork
3. Afford better understanding of globe economic & technological environment

4. Provide everyone with a common base of information (One Objective)

5. Develop qualified employees who can provide the best services and have initiatives 
6. Be superb in your performance, not in one job but in several jobs & roles 

This Logistics Management training course has been carefully researched, developed and put together to help the participants easily integrate themselves into our business processes and have good understanding of various functions in their organization. Understanding the language can make a big difference in the organization’s performance and this what will objectively guarantee customers’ satisfaction. 

Agenda / Business Administration & Logistics Management
Available In English & In Arabic
   
· Introduction, Background And Objectives

· What Is Logistics Management

· The Marketing Concept in the 3rd Millennium

· From Physical Supply to Physical Distribution 

· From Material Management to Distribution Management

· Logistics and Supply Chain Management

· Logistics / Commitment & Fulfillment

· Logistics/ the Integration of Suppliers & Customers

· Cost Reduction and Accounting Systems
· Computer Systems / From Information To Knowledge  

· Logistics As A Management Discipline And The Process Of Full Integration

1. Procurement

2. Purchasing

3. Production

4. Transport

5. Warehousing

6. Inventory

7. Managing People

8. Finance/ Administration

9. Marketing And Sales

· Decoupling – From Suppliers To Customers

· Logistics – Macro To Micro

· Risk Control, Qualification, and Teamwork
· Logistics And The Process Of Efficiency And Effectiveness (Minimizing Cost) – A Real Case For Demonstration -  Production, Inventory, Warehousing, And Transport.

Creating A Self Learning Organization – A Journey Toward Self Development Culture


Today as we are through the 21st century and the whole world has become a one and only one market where technologies and strong competitions have prevailed and the economical growth of a nation is now based on the quality and capabilities of its internal resources and therefore only quality will survive. Employees today must satisfy and even exceed their customers’ expectations, whether internal customers (employees and management) and/ or external customers (those that we provide them with our products and services). Therefore, the customers’ feedback is essential for continuous improvement process. In other words, real assessment is through customers feedback solicitation process.

So, today, the whole world is moving into this direction, the direction that says:

“The Customers Are Always Right”. Ignoring and neglecting such value, can cost individuals as well as organizations a lot. We actually learn from our past and as a matter of fact, The United States of America, the greatest power on the face of the earth had lost one trillion dollars (1,000,000,000,000) a one thousand billion and this a lot of money. Therefore, The USA in 1979 started working very hard to offset its deficit with the realization that no business or services can no longer survive, except by committing to the quality improvement process. Imagine the greatest USA failing and that is because of its failure in marketing (neglecting customers) and from that time, USA had sponsored a very sophisticated system that is called: “Total Quality Management” which is summarized as follows:

“A process that is designed to focus on agreed up on customers’ expectations, preventing problems, building commitment to quality in the workforce, and promoting open decision making”.

Advantages over our competitions are achieved only by fulfilling our commitment toward our customers. It was of course realized that quality improvement is a process which is continuous, not a program that has a beginning and an end. Individuals as well as organizations are all brought to learn and build on what others have taken many years to learn. It was concluded that it takes involvement by all of us in order for quality improvement process to be successfully implemented.

So quality has been defined as:

“Consistent conformance to the agreed upon customers’ expectations”.

In our great Arabic traditional heritage, quality was explicitly mentioned by our great messenger Mohammed peace be up on him in his great hadeeth:

قال رسول الله صلى الله عليه وسلم: 

إن الله يحب إذا عمل أحدكم عملاً فليتقنه.
أي التلبية  الكاملة لتوقعات العملاء – فلولا العملاء لما كان هناك

تجارة أو صناعة أو خدمات.
Also, quality was several times mentioned in our Holy Qura’an. Therefore, quality will only survive and hence the need toward superior job performance not only in one job but in several jobs and roles; such as: “We want the employee to do well at work and also to do well when he is behind the steering”. Tthis is a must in order to build good quality culture.

For organizations to be superior in their products and services, two important elements must exist:
(1) TQM to take care of organizational development, (2) Competencies to take care of individual development. And both must be implemented, otherwise a dilemma will be created.

It is possible today to implement competencies that help individuals to be superior in their products and services and the 19 world’s recognized competencies guarantee this approach, providing the right learning environment is created for the employees. 

Mastering the 19 competencies requires:

1. Superior up-to-date quality workshops

2. Self Development-Self-Study up-to-date training programs

3. On-The-Job training 

The self study or self development culture when it is mixed with real job experience, constitutes great percentage of the employee development that means: The employee’s supervisor is the one who acts as a mentor and must be very well developed and knowledgeable so the development process can be safely and successfully delivered. 

The supervisor will be the one who can identify weaknesses and strengths, so the right development assignments can take place, whether a workshop training, self study-self-development, or an appropriate on-the-job training. To expedite the learning process, the employee may be requested to do all types of developmental assignments. The most important point here I am trying to convey, is that the supervisor of the employee, through face-to-face interaction with a good atmosphere that is conducive to the work environment, both work together to come up with the employee development plan. Implementing such development plan should be very easy for the supervisor, because he knows his employees and he knows their strengths and weaknesses, so the smart supervisor is the one who can positively utilize all skills in his people and create a short cycle of learning (learn and share learning), that is what we call EFFICIENCY, EFFECTIVENESS, and PRODUCTIVITY. This training course will spell out the needed process to create such culture in the organization.

Now, imagine a supervisor who does not know his employees and never assessed them, or a supervisor who does not know how to listen, speak or write, or a supervisor who is not aware of information technology, the Internet, the web, Microsoft technology, etc. As you can see, it will be extremely difficult to these type of supervisors to assess their employees and be able to develop and implement their employees’ development plans.

Management must be qualified in order to utilize the available resources, especially in the self-development culture, where resources can be utilized in the learning process to move their organization forward. Otherwise, having unqualified management, will definitely cause negligence to the available skills and abilities, which will automatically waste energy and this of course contrary to the concept of efficiency and effectiveness. The training course will qualify those personnel to successfully help building the self development culture in their organization. 

The main reason behind self-development culture today, is that Training Colleges, Institutions, and Training Departments within organizations are not anymore capable of providing up-to-date training, a training that can match the 21st century. So, the type of training offered today is not anymore valid and the skills of their instructors have not been upgraded. Imagine time management training without information technology, it really does not make sense. Therefore, organizations today must lead the self development process, so learning on the job become essential to the employees. 

In speaking of self development culture, where people are learning from each others, highly developed and capable of doing variety of innovative work and posses all needed skills and abilities to deliver high quality products and services and they become good resources to be utilized by their management, this is what will guarantee a great success to any organization.
Energy does not only mean gas and oil, or heat or power. Energy also means, the human energy, the power of human to achieve the best out of the best, helping each others to learn from each others in an environment and culture that promotes the concept of self development. Energy in self development is the motivation that can ease the change and help people adapt to the changing conditions, by understanding their business processes,  expectations and work toward meeting/ exceeding expectations. Self development culture is motivation, incentives, tangible and intangible rewards and it is the main element of survival nowadays. Self development is the strength and the fuels that help us survive peacefully and happily in our personal and professional lives, adapting to all situations and surviving a change. Self development creates a positive energy, which helps and heals. When we have positive energy, innovation is easily created and it becomes contagious so everyone shares and therefore partnership is achieved. Positive energy helps optimism, people perform better with an open mind and they soon feel proud of their products and services and here they reach the stage of reliability.

In looking for superior job performers, first we better prepare the immediate management to:

1. Appropriately and objectively utilize those qualified employees who can provide the best service and have initiatives.









2. Create an on going learning cycle for continuous improvement using objective assessments.

3. Shorten the cycle of learning by letting your employees learn from each others, promoting self development process and to make sure, it is an integral part of your organizational performance. 

Only by doing this, we can say that our organization has far progressed in creating 
“A Self Development Culture” a culture that aims at creating “A Customer Service Environment” that is good for any business.

Creating A Self Learning Organization – A Journey Toward Self Development Culture
Agenda

· Introduction And Background – Why A Need For Self Development Culture
· People And Their Great Role In The 3rd Millennium’s Business Processes

· Understanding The Concept Of Efficiency & Effectiveness

· Measurements & The 20/ 80 Concept / The Emergence Of Superior Performance

· The Great Role Of Change And The Dynamic Motivation
· Superior Performance Through Emotional Intelligence (Case Study – Background, Assessment Sheet, Profile, Data Sheet, Graphic Representations)

· Utilizing Business Models In The 21st Century Through The Process Of Quantum Physics Approach (Turning Our Organization Into A Vehicle Of Productivity Through The Process Of Self-Development)

· Are We Ready To Meet These Challenges And Move  To A Higher Level Of Human Accomplishments

A Real Workshop On

Communicating With Impact (Advance Training)
NLP - Neuro-Linguistic Programming
NLP – البرمجة اللغوية العصبية
تدريب حقيقي وعملي وهناك ورشة عمل للتدريب على مهارات الاتصال  وامكانية تحسينهم في بيئة العمل
Available In Arabic & In English
Our main objective is to understand the definition, principles and benefits of NLP and its use in our day-to-day business.
In summary, NLP is actually the gathering of information (conscious and unconscious) to understand behaviors based on our internal experience and how systematically process this information. The word neuro refers to an understanding of the brain and its functioning. Linguistic relates to the communication aspects of our information processing, such as verbal, non-verbal, written provided or emotionally delivered. Programming is the behavioral and thinking patterns we all go through. There is a relationship between perceptions, thinking and behavior that is neuro-linguistic in nature. The relationship is there and it is inevitable and therefore, it must be studied and understood, so great benefits can be shared. In other words, this is the study of human behaviors systematically and through the knowledge gained, behaviors can for sure be improved as the result of being transparent (open) to each others.

Seminar Outlines:
· A Look At Our Cognitive Skills

· Understanding How The Brain Works 

· Understanding How Human Behavior Is Developed

· Interpersonal Skills And Relationship Development

· NLP Lexicon & The Communication Models 

· The Human Dominant Trait & Style 

· Learning Other Behaviors And Becoming Efficient & Effective In Dealing With  

· Promoting The Right Leadership Style Through Effective And Dynamic Mentoring 

· Accepting & Dealing With The Challenges Becomes An Integral Part Of Our Performance

· Continuing Excellence Personal & Professional Becomes Our Shared Passion 
The NLP Workshop Interactive Exercises

	Group Exercises:
	


Note:
Before the exercise, every participant will have a complete set of handout that contains the following documents:


1. Q1 Employee’s Superior Behavior

2. Q2 Employee’s Superior Behavior

3. Q3 Employee’s Superior Behavior

4. Q4 Employee’s Superior Behavior

5. Guidelines On How To Communicate With Q1 Superior Behavior

6. Guidelines On How To Communicate With Q2 Superior Behavior
7. Guidelines On How To Communicate With Q3 Superior Behavior
8. Guidelines On How To Communicate With Q4 Superior Behavior
9. Guidelines On How To Communicate Upward With Bosses (Dealing With The Power)

10. Guidelines On How To Communicate Horizontally (Power Is Now Equal) 

Exercise 1 Downward Communication/ Q1, Q2, Q3 & Q4 Employee’s Superior Behavior:
1. The class participants will be split into two groups, one will act as “The Boss” and the other will act as “The Employee” whose behavior is a Q1. Every boss will have the chance to communicate with one employee of Q1 superior behavior. The boss should have a good understanding of the behavior and will be able to successfully help the employee to change behavior and move to Q4 superior behavior.


2. Now we will exchange positions giving the employee the chance to become the boss and walk through the exercise.


3. We will repeat the same exercise for Q2, Q3 & Q4.

Exercise 2 Upward Communication/ Allowing employees to communicate with their bosses who possess either behavior of Q1, Q2, Q3 or Q4:
1. The class participants will be split into two groups, one will act as “The Employee” and the other will act as “The Boss” whose behavior is either Q1 or Q2 or Q3 or Q4. Every employee will have the chance to communicate with one boss. The employee should have a good understanding of his boss’s superior behavior and will be able to successfully help the boss to change behavior and move to Q4 superior behavior. It is a difficult and challenging task.

2. Now we will exchange positions giving the boss the chance to become the employee and walk through the exercise.

3. We will repeat the same exercise for Q2, Q3 & Q4.

Exercise 3 Horizontal Communication/ Allowing employees to communicate with their peers who also possess either behavior of Q1, Q2, Q3 or Q4:
1. The class participants will be split into two groups, one will act as “The Q4 Superior Behavior Employees” and the other will act as “The Employees Of Either Q1, Q2, Q3 Or Q4 Superior Behaviors” Every employee will have the chance to communicate with his peer and do his best to change behavior to Q4 superior. The employee should have a good understanding of the horizontal type of communication, so he can succeed in his objective. 








Introduction:

Economy in the 3rd millennium values knowledge as a tangible asset, where customers are considered to be prosumers (active participants in commerce), where organizations are integrated networks as opposed to hierarchical structure, where technology is digital as opposed to analog, where employees are shifted from skilled laborers to knowledge workers, those who have the information have the knowledge and hence have the power in implementing it. Therefore, it is requirement and necessity nowadays that each of us should be able to integrate the power of cognitive, technical, and emotional intelligence skills in order to perform superbly any task assigned. This process of perfecting the performance depends heavily on what is called: “QUALITY ASSURANCE”.

The Industry & The Process of Quality Assurance:
1. Quality is consistent conformance to the agreed-upon customers’ expectations

· What will it take to have employees who are superb in their performance?

· What will it take to convince our employees that being always (consistent) superior in performance is good for everyone; themselves first, suppliers, customers, and management?

· How do we measure consistency and performance?

· Who will be in charge in the measurement process?

· How do we identify customers’ requirements?

· What kind of tools we need, so we can always be superior in our performance?

· Who is doing what, where, when, why and how?

· How do we capture our data and where do we store them?

· Who will use our data for measurement and continuous improvement process?

· Why and how do we capture our commitment in writing?

· Who does comply and who does not and what will be the consequences?

· Do we really as employees understand risks and crisis?

· Do we have a system that enlightens us in clearly understanding our duties, obligations and rights as it comes to the business processes?

And so on ….

All these questions and others can only be answered by establishing a system of processes that everyone understands and commits to. 

A process is defined by transformation of input into output with added value; this means, that every employee should understand, that adding values to their business processes is considered to be part of their performance and it is an expectation. In order for the employee 

to add any value to the business process, the process first should be captured in writing; otherwise, improvement will never take place. Here is the power of quality assurance that comes into action. Quality Assurance means:

(1) Say what you do

(2) Do what you say you do

(3) Write what you do

(4) Improve what you do

Employees in general when they understand that they are working in organizations that are well established in their linear and dynamic systems, their performance will be superb, because they are taking real part in the business processes and they are committed to this great objective. This is what I call “OWNERSHIP”. So, for employees to buy in, we as a management, are required to build the environment and culture, so they can grow in an environment that is conducive to quality performance, in other words, it is called:  “CONTINUOUS IMPROVEMENT”. 
Having a well established system that is understood by everyone and it is clear in its objectives, will for sure help the employees to commit to it and it will be for the interest of everyone, that the measurements and the improvement will for sure return great benefits to them. 

A company nowadays shall take the lead in implementing this linear and dynamic system that helps its sales force clearly understand their duties, obligations and commitment in moving its business forward, so the whole company can be superb in its performance, which will make productivity process part of its culture. This training course is geared toward introducing the system of quality assurance in sales and marketing, so the whole process will be formal and official. The training will concentrate on the formalization process of sales and marketing and help the sales force really understand their upcoming expected roles and safely, securely, judiciously and smoothly buy in. It is our main commitment and objective to help them in this transformation process and we will do our utmost best to provide real dynamic training that will really open their appetites toward superb performance, in other words, qualify them as outstanding performers in the 3rd millennium. And of course, the help and the support of everyone is needed to kick off this campaign, which I pray to Allah Almighty to help us all in this great and peaceful mission.

The Training Course Agenda
Sales & Marketing Within Quality Assurance ISO
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Researched, Written, Developed, and Delivered
By

Abdullah Saa’d Al-Dahlawi
Let us understand this universal language and framework, otherwise, we will all be left with its dust.
Introduction:

The human mind has a natural capacity and a need to make sense of what may seem random or incomprehensible. That is one of the forces that drive civilization onward. We as human can develop our ability to remember what is important to us by just making sense of it. The Balanced Scored Business Concept does make a lot of sense to me and therefore, I am pleased to share this experience with you, so the sense can be shared. 

You call it:

You call it IQ, I call it awareness, they call it alertness, or it is called recognition, vigilance, attention, grasp, learning, senses, knowledge, and so on …

It is all about consciousness and conscience. It is a state of the mind that recognizes the other, whoever, whatever, and whichever this other might be. It is all about the recognition of our complement. Without the other, there would be no human and this is the reality and it is a universal one. Therefore, the belief is strong, powerful and effective. In other words, we actually acknowledge this important fact.  

IQ which stands for “Intelligence Quotient” represents the human awareness of the self. EQ “Emotional Quotient” represents the human awareness of the other. XQ “Executive Quotient” represents the awareness of our business organizations within this global business world. The question is asked today; do we need the knowledge of the three (3) Qs to survive safely, peacefully, and judiciously? The answer of course, is “YES”.     

Increased competition, more demanding customers (internal and external), and of course evolving markets, these are all represent the current characteristics of the business world today. With this amazing developed, changing, grown, progressed, advanced, gone forward markets, ninety percent (90%) of organizations worldwide don’t perform their business processes in according with the international standard.

It is not necessarily the strongest who survive, nor is it necessarily the most intelligent. The survivors are those business men and women who are most responsive to change. In other words, I do not need the world to change to accommodate my requirements. If this is the case, it will be a big chaos everywhere, because the process execution is not feasible at all. But, if everyone starts accepting the process of change, he or she will find it so easy, so we will find ourselves all coming close to each others, so the link and the connection will be established as we are responding to the world. This type of change will be very well planned, so we are always prepared for, it is actually becoming like “A Piece Of Cake”. Isn’t that easier for all of us to perform under one and only one protocol. In other words, it is called: “The Framework of the 3rd Millennium” which binds all world businesses under its umbrella. This is the method of communication, which should be well understood by all of us, so we can vigorously and passionately commit to its success. 

TQM, ISO, Quality Assurance, A Structured and Dynamic System, Emotional Intelligence, whatever naming convention or nomenclature you give it, the method of communication is the same and only one. In our Arabic tradition, we call it: “Al-Joudah” and in English, they call it: “QUALITY” (of an Arabic origin means qua liyلي   قوة)  which means the power of qualification, that means that we have to be perfect in our performance and the perfection must be seen and felt by our customers’ hearts and of course documented and reported. This documentation and reporting process helps in providing real objective evidence that we are performing within a given standard and a measurement process to show our credibility is there and we are open for continuous feedback regardless of its origin for the purpose of continuous improvement. 

All the aforementioned definitions of quality in general, there are still some people who are on the other hemisphere of our globe, they call it:

The Balanced Scorecard

It is a mixed process of business values integrated with information technology system. It is developed by Robert Kaplan and David Norton and it is purely for developing and executing business strategies. An information technology web enabled structured and dynamic system used by qualified professionals to help their business organizations translate their strategies into performance measures that ensure commitment to customers (internal and external). It is a sophisticated system that easily, smoothly and conveniently captures all different kinds of data; customers, internal processes, employees learning, development and growth, and of course capturing data based on financial parameters. This will help in the analysis and decision making process. It is a fully integrated system that complements any business operation regardless of its type.

In conclusion, Balanced Scorecard serves as a “map” of your strategy and allows you to see where are you going, not just where you have been as is often the case with “rearview mirror” financial results. This training awareness session which includes a real case to demonstrate, will help us to take a look at this process and at least help ourselves to make sense of it. A different language that is innovated by somebody else! But the framework is one, so let us cruise in this exciting journey, so we can all understand this universal language and framework, otherwise, we will be left with its dust.

The Balanced Scorecard

The Agenda
· An Introduction And A Background

· The Human Mind And The Need To Make Sense

· The Concept Of The IQ, EQ, And XQ In Business

· The Business World Today And The Challenges Ahead

· The Employees And The Concept Of Multiple Intelligences

· Why, What, And How The Balanced Scorecard

· The Great Benefits Of Business Concept And Its System 

· From Data To Information To Knowledge To Implementation

· A Real Successful Case Study For Demonstration

· Questions & Answers


Abdullah Saa’d Al-Dahlawi



Communication is essential in our life and one can not survive with out it. It is an integral part of our creation. We are a communication species and we are born to communicate and become strong. If only one person alive, there is nobody alive. We depend on ourselves and hence we cooperate. The quality of life depends on the quality of communication. 

We communicate upward, downward, horizontal, formal and informal. We communicate for inquiry, clarification and feedback. Our morale is improved through communication and productivity is achieved. The company’s receptivity is tested and if it is successful; this will encourage employees to submit their ideas accordingly. Only through communication the acceptance of decisions is facilitated and important feedback is always provided. 

Communication helps transmits orders, policy, procedures, job rationale, job instructions and feedback. Coordination, problem solving, conflict resolution, information sharing, developing interpersonal rapport, and social and emotional support are all facilitated by communication. Therefore, it is imperative nowadays to master the skills of a language that is spoken globally and very well recognized among the people of the universe.  It is the English language. 

English is spoken everywhere, it is the business language that easily facilitates the communication process regardless of nationality. It helps people communicate wherever they go; it is the language of tourisms. It helps doctors around the world to share their updated work and research. The most important role of English is its dynamic use in the area of information technology; it is the technical language of the 3rd millennium. Webs and internet, millions of websites that carry huge amount of data, all are written in English. Finally, it is worth mentioning that the main language of WTO (World Trade Organization) is “ENGLISH”, the language of the world’s business. 

Therefore, learning the grammar of this language is essential, so we can use it properly with accuracy, this will help us to be confident. This comprehensive training will help us in our work performance, especially when English is considered to be an essential part of our job description. 

The following agenda topics will be covered in details during the training course and an electronic copy of the training will be made available to the participants:

    Agenda

Communication Through English Grammar/ Comprehensive Training WORKSHOP 

Agenda / 

· English Alphabets 

· Parts Of Speech

· Sentences & Phrases

· Verbs To BE, To Do, To Have

· Nouns & Spelling Rules

· Definite & Indefinite Articles

· Pronouns

· Tenses (Past, Present, Future, & Perfect)

· Imperatives

· Modals

· Comparing Adjectives 

· Adverbs

· Active, Passive, Transitive & Intransitive Verbs

· Prepositions

· Question-tags

· Conditional “If” 

· Reported Speech

· Countries And Nationalities


The Anatomy Of Speed Reading, The Eye & Dynamic Writing

Written, Developed & Delivered By:

Abdullah Saa’d Al-Dahlawi

The power of speed reading and fast understanding is not a gift given magically to a fortunate few. It is an ability that we can all cultivate for ourselves.

There is no doubt nowadays that Information Technology plays an important role in the process of knowledge sharing. It is actually uniting the people of the universe and helping the process of fast globalization. It is one language and therefore, it is one understanding, this means that everyone has to adapt to this global framework; this of course will for sure contribute to the happiness of the all. 

It is our role to maintain a balance between us and the environment, especially since the rate of change is becoming faster and faster and therefore, we must all with no exception, have the skills that help us consistently adapt to all changes ahead. This is the beauty of the 3rd millennium, it is about integration, velocity and a great change, it is actually accepting the change with enthusiasms.

What makes a change exciting, is actually when we transform our great ideas into tangible achievements using whatever means are available to us. It is called “Creativity Through Innovation”, it is strategically the process of turning a vision into reality for the people’s best interests in the short and long run. 

The anatomy of speed reading, the eye & dynamic writing training course is our sponsored vision & mission that helps our employees become highly skillful (efficient and effective) in the process of fast learning and fast sharing of this learning with the others. It is actually taking great initiatives and becoming consistently proactive and supportive and this will be the needed self development culture that helps everyone to be involved in the learning and the actual doing of this learning.

It is quite true that if we have people who are lagging behind in knowledge and understanding, the whole organization slows down. The faster you can get everyone up to speed, the faster the business progresses. So, the mentoring process requires everyone to participate unselfishly, so we quickly become a learning organization, which helps people move forward out of their comfort zone; this will of course move the whole organization forward.   

The anatomy of speed reading, the eye & dynamic writing training course will provide us with great opportunity to understand our great potential. In everyone of us, there is an amazing brain that has twenty (20) billion cells, each one of these cells is connected to as many as twenty (20) thousands other cells. This brain can generate variety of ideas equivalent to number one (1) followed by eight (8) pages of zeros. In every eye, there are 125 million optical receptors and there are 30,000 sound channels in our hearing system. Isn’t that amazing we have all these capabilities, but unfortunately, we are only using very very little of them. In other words, do we understand this language?

The anatomy of speed reading, the eye & dynamic writing training course will for sure help us understand our potentials. It is going to be a great journey that helps everyone explores the amazing potentials and capabilities. This learning process will help us abandon our old habits and move forward to learn new ones that of course will help us in becoming efficient and effective in reading/ writing fast. Understanding quickly what we are reading, will give us the required skills in developing new materials that will be easy for the others to digest and understand quickly. It is  like taking 250 pages book and turns it into 30 minutes dynamic and digestive presentation. The power here is not in the reading by the audience, but actually, it is in the creative and innovative development of the materials that they were developed strategically with the purpose in mind to make it easy for others to implement speed reading. When everyone does it this way superbly, understanding becomes contagious and as easy as a piece of cake, so their ability to read quickly will be improved by 500% if not more.  

We have to understand that the untrained eye takes more time to read as compared to the trained eye. The rhythm and flow of the faster reader will carry him comfortably through the meaning, whereas the slow reader will be far, more likely to become bored and lose the meaning of what he is reading. This process can bring a diminishing return to those slow readers, which will hinder them from taking initiatives and becoming proactive in moving forward. In other words, the organization loses the contribution of the slow readers in the short and long run and therefore, it deems necessarily that we as mentors, to help and support our employees, so all can become faster readers with no exception.

Speeding up a process such as reading and of course writing is a very effective method of enabling people in general to access a larger portion of their mental capacity that they are not using, it is actually new depth of the brain become readily accessible. Let me reiterate what I have said earlier. To acquire the skills of speed reading and dynamic writing requires us to break old habits and form new ones, and this can only be accomplished by training ourselves and learning of course from the experts and this is our vision and mission of this training course, which I hope that our employees will take advantage of it.  

A great concept that I myself learned from this lovely peaceful life, is that in order to turn our vision to a reality, we have to actually lead the process and becoming champions and heroes in spreading the knowledge around. We have to implement and practice what we learn and of course facilitate the process through others, so they become knowledgeable too. We have to be motivators, guides, self developers, mentors and of course champions who take great ideas and fight for their success. Bringing out the best in people is a great mission that involves all of us and I urge everyone to take care of it. 

The Anatomy Of Speed Reading, The Eye & Dynamic Writing

Agenda:
· An Introduction & Background

· Why Speed Reading?

· The Mentoring And The Development Process

· The Speed Reading And The Dimensional Model

· The Language And The Two Brains Approach

· The Anatomy Of Reading / Fixation And Assimilation

· The Anatomy Of Reading And The Eye

· Speeding Up The Process For Great Improvement

· Accessing New Depth Of The Brain

· Fast Reading And Effective Writing – The Dynamic Link

· Understanding The Power Of Pacing Techniques

· Breaking The Old Habit & Forming New Ones

· Bases Of Speeches And Speech Ingredients

· Improving Your Memory

· 10 Points For Delivering Excellent Presentations

· Using Technology Tool Microsoft Office Suite

Understanding KPI – Key Performance Indicators

Within Quality Assurance ISO Standard & IT
The Seminar Objectives:

Is to help the participants become well aware of the 3rd millennium’s business challenges in the Ares of: 

1. Globalization - WTO

2. KPI – Key Performance Indicators Within Quality Assurance ISO Standard 
3. Information Technology (IT). 

In this world of trade globalization, no business or service can long survive except by committing to quality improvement process. The training will provide the participants with a thorough understanding of KPI – Key Performance Indicators within the context of Quality Assurance ISO standard and of course Information Technology. The process will greatly help them understand the value of measurements and how they can be used to meet/ exceed customers’ expectations, whether internal or external, it is actually to assist the participants in getting their improvement process off to a successful start, molding the process to their needs and for a permanent fit within their organization. 

A comprehensive case study will illustrate the process and make it easy for our employees to understand and to buy in its philosophy. 

State of the art information technology system that has been recently implemented will be demonstrated, so the participants will have a good idea regarding measurement data and assessment results and how they are turned into graphic representations. It is worth mentioning that KPI (Key Performance Indicators) are considered as measurement factors and if we master their knowledge, they can easily guide us through the continuous improvement process, in other words, they are called quality records/ compliance. 

Agenda 

· Introduction & Background                                                                                            
· The WTO, Quality & Information Technology – The Link
· Understanding Measurements & Their Application

· Key Performance Indicators – KPI - Data Sheets & Assessment Developing Process

· KPI Implémentation & Graphic Representation – Compliance

· KPI & Sophisticated IT System Comprehensive Case Study & A Success Story To Share

· Questions & Answers Session 

Project Management Methodologies within the Framework of Quality Assurance ISO Standard Workshop

PMI – Exam Preparation For PMI Or CAPM Certification 

Course Objective: You will learn the specific PMI standards for project management, and best practice methods. It is the hear of Project Management Professional

This course will focus on the international standards for Project management created by PMI. These standards provide the training course participants with a solid foundation for performing project management. This specific training will help them to be well prepared for the CAPM (Certified Associate in Project Management) or PMP (Project Management Professional) certification examination. 

The following topics of project management professional international standard will be explained in details during the training workshop:

· Project Integration Management 

· Project Scope Management 

· Project Time Management 

· Project Cost Management 

· Project Quality Management 

· Project Communications 

· Project Human Resources Management 

· Project Risk & Crisis Management 

· Project Procurement Management 

Background Information:

The ISO standard states that without documented and approved project development methodology standards there is an increased risk of inconsistent Project Management practices and a higher risk that systems will not be delivered on time within budget and systems will not be developed in a consistent manner. Therefore, it deems necessary to ensure that Project Management methodology standard and the associated systems development standards are consistently enforced. The standards should implement adequate control over all aspects of a project including:

1. Systems Lifecycle Standards in the areas of  business requirements, feasibility study, analysis and design, construction, testing, implementation, user documentation, user training, and implementation in the production environment, etc..

2. Project Management Standards in the areas of Project Initiation, Project Resourcing, Project Planning, Progress Measurement And Reporting, Managing Financial Aspects Of The Project, Contract Management, Project Governance, Risk And Crisis Management, Quality Assurance, etc.. 

3. Project Support Processes Standards in the areas such as Change Management, Training, Project Documentation etc..

In conclusion, it seems to be crucially important that a quality assurance process should be in place to ensure that the standards are being applied in practice for each project. In order for any business process to comply to this important requirement, it is a must that an educational and awareness campaign represented by this highly proposed workshop take place immediately, this will provide the needed awareness to all participants, so they become well aware of this globally standard process.

To turn our proposal into tangible achievement, I am pleased to submit to you the following details for our proposed project management workshop with the hope that this specific workshop will be presented in the language that will be clear and easy, so everyone will be able to understand one common language, a language that represents the framework of quality assurance and continuous improvement, in other words, it is also called superior customer services and its acronym is KPI (Key Performance Indicators).  

The Workshop Objectives:

One of the most exciting things in life is to transform our ideas into tangible achievements using whatever means are available to us, such as people and state of the art technology. Every time ideas are transformed into facts, an elementary process called project execution has taken place. Projects may be developmental as in the case of a new idea or well known when all parameters involved in its execution have been experienced before.

Technical institutions and colleges do prepare people purely in the technical areas and the academic management colleges and institutions do prepare people in the management and human related areas and this is actually common every where. A great number of projects failed in the past and a lot of resources were wasted, because those who were closely involved, either company employees, contractor workforce, or other customers were not properly trained in both areas (technical & managerial), in other words, they were not trained on Project Management Methodologies which includes Project Life Cycles And Quality Assurance System. Therefore, lacking the needed competencies in this important area of human endeavor, continues to harm the business processes and the only way to overcome this problem, is through the mastering of the competencies that will assure proper qualification. 

Quality Assurance System standard requires audits to be conducted on various Quality Systems within the project from the Initiation, Resourcing, Planning, Execution and through the Close Out of the project, which help ensure that the Quality of products/ services as the project output meet or exceed customers’ requirements. Therefore, it is necessity for the workforce, to understand the technique of Business Process Analysis and Procedure Development with Flowcharting Techniques; this will help them understand the proper way of developing project documentations.  As they master the skills required, their well developed structured written documentations will be in line with Quality Assurance ISO Standard. 

As we can see, Project Analysis & Methodology is one of the most complicated fields of study and this is due to its broad scope, such as Quality Assurance standard, Project Life Cycle standard, and Project Management standard. It is connected to the core business processes as well as the supporting business processes. Therefore those who will be involved projects whether they are suppliers (provide products & services) or customers (provide requirements) are required to develop and sharpen their skills in this area so they can successfully (efficiently & effectively) play their expected roles in their organizations to drive their business processes forward. 

Turning Our Vision Into Reality – A Process Of Change:

What makes a change exciting, is actually when we transform our great ideas into tangible achievements using whatever means are available to us. It is called “Creativity through Innovation”, it is strategically the process of turning a vision into reality for the people’s best interests in the short and long run. This workshop training proposal is our sponsored vision & mission that helps the participants become highly skillful (efficient and effective) in the process of quality assurance (consistent compliance). 

It is quite true that if we have people who are lagging behind in knowledge and understanding, the whole business slows down. The faster we can get everyone up to speed, the faster the business progresses. Yes, we have to be motivators, guides, self developers, mentors and of course champions who take great ideas and fight for their success and this is a real project management and leadership process. 
To develop and sharpen our skills in this important area of human endeavor, the following topics will be covered in details:

Agenda/ 

· Introduction & Background (The Projects, Quality, And The Marketing Of The 3rd Millennium – The Connection)


· Pre Assessment - 100 Questions Comprehensive Exam That Targets PMI Certification preparations. 


· Working through out the comprehensive exam with the objective to understand all the 100 questions and their answers. This process will easily help us to be well prepared for the PMP PMI or CAMP examination.  The following topics will be targeted during the training:   
  

· The Brain, The Change,  The Leader & The Project – The Link To Creativity & Innovation


· Project Initiation And The Process Of Understanding Business Requirements 

· Business Requirement / Problem Definition

· Feasibility Study 

· Individual & Group Exercise On How To Develop And Present Problem Definition & Feasibility Study

· Project Resourcing & the Building Of Team Members 

· Team Assessment Exercise – Individual & Group Participation

· The Challenge Of The Project Leader 

· Project Planning & The Use Of Information Technology - MS Project 2000

· Schedule Project Activities 

· Network Activities And Data Bases

· Definition Of Terms

· Introducing Microsoft Project 2000 &  How It Is Used
· Project Execution

· The Power Of KPI – Key Performance Indicators Through Progress Measurement And Reporting, - Utilizing Up-To-Date Information Technology

· Managing Financial Aspects Of The Project
· Contract Writing & The Process Of Understanding Biddings & Contracting

· Project Governance

· Risk & Crisis Management - (Assessment & Handling) 

· The Project & The Quality Assurance – ISO Standard (The Connection)  
  

· The Quality System And Q. S. Documentation

· Business Process Analysis And Procedure Development/ With Flowcharting Techniques 

· Understanding The Audit Process 

· Types and Depths of Audits

· Audit Reporting and Follow-up 


· The Project, The Change & The Role Of Training Virtual & Dynamic (A Real Case To Show)

· Project Close-Out 

· Becoming A Qualified Leader In The 21st Century & Earning An Ongoing Success - Continuous Excellence

· General Review & Recap To Reinforce Learning


· Post Assessment - 100 Questions & Their Explained Answers – Exam Preparation For PMI Certification 

· Workshop Assessment & Closing 
A Real Interactive Workshop On

The Power of Skills' Matrix & Training Needs Toward 
Top Organizational Performance

منهجية ومعايير قياس الأداء المتقن في بيئة العمل القيادية
وهناك تحديد للاحتياجات التدريبية وتطبيق حقيقي
Written, Developed & Conducted 

By 

Abdullah Saa’d Al-Dahlawi 
www.dahlawi.com

Playing At The Top Of Your Performance Becomes 
The Standard

Today as we are through the 21st century and the whole world has become one and only one market where technologies and strong competitions have prevailed and the economical growth of a nation is now based on the quality and capabilities of its internal resources and therefore only quality will survive. Employees today must satisfy and even exceed their customers’ expectations, whether internal customers (employees and management) and/ or external customers (those that we provide them with our products and services). Therefore, the customers’ feedback is essential for continuous improvement process. In other words, real assessment is through customers’ feedback solicitation process. Based on that and in identifying training needs for any organizations nowadays, the following questions are asked:
1. What will it take to have employees who are superb in their performance?

2. What will it take to convince our employees that being always superior in performance (consistent) is good for everyone; themselves first, suppliers, customers, and management?

3. How do we measure consistency and performance?

4. Who will be in charge in the measurement process?

5. How do we identify customers’ requirements?

6. What kind of tools we need, so we can always be superior in our performance?

7. Who is doing what, where, when, why and how?

8. How do we capture our data and where do we store them?

9. Who will use our data for measurement and continuous improvement process?

10. Why and how do we capture our commitment in writing?

11. Who does comply and who does not and what will be the consequences?

12. Do we really as employees understand risks and crisis?

13. Do we have a system that enlightens us in clearly understanding our duties, obligations and rights as it comes to the business processes?
For organizations to be superior in their products and services, two important elements must exist:
(1) Training needs represented by Worldwide Skills’ Matrix Standard, which will help in identifying future training needs as purely related to strengths, weaknesses, opportunities, and threats in the areas of employees’ performance. (2) Is to implement a dynamic learning process to help offsetting deficiencies so the employees will be well qualified in their performance. Yes, it is possible today to implement competencies that help individuals to be superior in their products and services and the template of the 19 world’s recognized competencies guarantee this approach, providing the right appropriate and accurate performance assessment is systematically performed. 

Management in general, represented by a manager or a supervisor or a group leader, does of course play an important role in the process of identifying the needed training needs as resulted from the employees’ assessment process, either during job performance or during the initial assessment when the employee is hired. Therefore, management needs to be trained in the assessment process and they should be aware of international standard used and applied in this field of human endeavor. This training course has been developed with an objective to help business organizations prepare the right atmosphere, using standard tools, so the assessment process can go smoothly with the objective of developing the needed training needs. 

A smart management can efficiently and effectively utilize all resources in their area and they can create a short cycle of learning (learn and share learning). This training course will also spell out the needed process to create such culture in the organization, a culture of continuously and systematically identifying the training needs and of course implementing the needed training so the employees can be easily developed for better performance.

This is the culture we are looking for, a culture, where employees are continually assessed for their performance and the needed training needs, so they will continue to enhance their performance; this of course will reflect positively on the performance of their organization and will of course help them become highly developed and capable of doing variety of innovative work. 

Energy does not only mean gas and oil, or heat or power. Energy also means, the human energy, the power of human to achieve the best out of the best, helping each others to learn from each others in an environment and culture that promotes the concept of objective assessment and continuous improvement. In such a great culture, employees perform better with an open mind and they soon feel proud of their products and services and here they reach the stage of reliability.

In looking for superior job performers, first we better prepare our workforce to:


4. Appropriately and objectively utilize Skills’ Assessment Global Standard, so training needs can be easily identified and hence our employees become qualified in providing the best products and services.









5. Shorten the cycle of learning by letting employees learn from each others, promoting self development process and to make sure, it is an integral part of their organizational performance. 

Agenda

· Introduction And Background  
· Employees And Their Great Role In The 3rd Millennium’s Business Processes

· Understanding The Concept Of Performance Measurements
· The Power Of Implementing Global Skills’ Matrix And The Use Of Templates In Identifying The Needed Training Needs

· Utilizing Business Models In The 21st Century Through The Process Of Quantum Physics Approach (Turning Our Organization Into A Vehicle Of Productivity)

· Are We Ready To Meet These Challenges And Move  To A Higher Level Of Human Accomplishments – Implementing The Needed Training Needs And Becoming Real Business Leaders
Change Management & Managing A Change 

Designing, Developing & Creating The Needed Culture For Change 

Perhaps one of the most important things to understand is the tremendous speed at which change occurs today, where economic conditions, technological breakthrough, and consumer preferences can unearth new opportunities or causes loss of business almost overnight. We are living in the 21st century, the 3rd millennium; we are in the Information Age, a time of amazing opportunity and a time of great change. The problem is that most business organizations are not set up to respond quickly enough to change.

Universal wisdom simply states the ethical principles and values when they are implemented and practiced by the people of any business organization, the change process can be safely and successfully accommodated. Simply enough, do what is right, treat others, as you would expect to be treated with trust and dignity. It really deals with the essence of down-to-earth values. It is a very powerful concept of how during the process of change, to humanize your whole organization and turn everyone into a winner and a hero.

These ethical principles and heroic behaviors are the kind of logical common sense fundamentals of life that too often get lost in big business. It explains simply what a healthy relationship means at an organizational level. Therefore and in order for our people to participate in creating and implementing such ethical heroic business culture, a good understanding of what will it take to make it “a reality” is a must. Therefore, this comprehensive training course spells out all needed steps to create such dynamic and very active system that embraces everyone in its business process during the time of constant change. 

A great concept that I myself learned from implementing and practicing such beautiful ethical culture and values, that a hero is a leader, a facilitator, a motivator, a guide, a self developer, a mentor and of course a champion of new ideas who fights for their success and who brings out the best in people and beautifully leading them. People would be amazed at what would happen to our country’s revitalization if more and more organizations were run this way! Therefore, to share this great benefits, this training workshop is designed and developed to make it so easy for our people to understand it first and then to buy in its philosophy.

Agenda

12. Introduction & Background

13. The Process of Change and Its Dramatic Role

14. Understanding the Status Quo & Situation of Frustration 

15. The Heroic Business Environment and the Need for Good Communicators

16. Understanding the Needed Principles of the Ethical Environment 

17. Walking Our Talk – What We Allow We Teach

18. How to Respond To Conflicts and Dissident Behavior
19. Managing Stress & Its techniques
20. The Dynamic Equilibrium Of The People Values And Business Values - The Regularity Of Long Term Profitability 
21. The Power Of Implementing & Practicing Globally Sponsored Skills’ Matrix
22. Playing At The Top Of Your Game Becomes The Standard
Abdullah Saa’d Al-Dahlawi,


Program Author, Developer & Implementer (www.dahlawi.com)
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		Using the Task Pane

		Creating a Presentation

		Create a new presentation using blank or design template or existing one.

		Working with a Presentation

		Editing a slide in Outline view

		Inserting and rearranging slides

		Slide Layouts and Slide Design Templates

		Slides Design - Templates

		Save a presentation as a template

		Animating Objects and Text

		Apply a standard animation scheme

		Apply a custom animation

		Change a text or object animation



		Running Presentations

		Setting and rehearsing slide show timings

		Require a password to open or change a presentation

		Remove or change a password

		Using the Clipboard

		To copy and paste images into PowerPoint

		To remove an item from the Clipboard

		Change the way your Office Clipboard appears

		PowerPoint 2007

		Keyboard Shortcuts
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