Training Strategies for Nonacademic Staff

Identification of Required Training Areas for Next Five Years

Training Areas

The relationship between management concepts and associated skills is integral to
understanding how training frameworks and curricula are designed to develop employees'
abilities and competencies. For instance, Critical thinking is the ability to analyze,
evaluate, and synthesize information to make reasoned decisions or solve problems. The
anticipated skills are to be such training are Breaking down complex information into
components, assessing the credibility and relevance of information, combining different
pieces of information to form a new whole and so on. These management concepts and
their associated skills form the foundation of modern management practices, aiming to
equip employees with the tools they need to succeed in rapidly changing and
interconnected modern working trends. Relating these management concepts and
associated skills to management training modules involves tailoring each skill to the
specific needs and contexts of management.

These training areas were designed by getting information from three main sources.
Firstly, it was collected employees training needs through theirdemands, and then getting
views of their supervising authorities based on their observations and finally,
management decisions based on reskilling and upskilling strategies for analyzed and
assessed of employees’ current and future training needs.

Modul | Module Name Description Anticipated Skill Mode/Methodolog
e# development/Intende |y
d Learning Outcome
1 Critical Thinking Decision 1)Analysis- Breaking 1) Participants
Making and down complex analyze different
Problem Solving | information into business
components. challenges,

breaking down the
problems to identify
root causes.

Case study analysis
sessions where
teams dissect
2)Evaluation- Assessing | complex business
the credibility and | scenarios.

relevance of

information. 2) Trainees evaluate
different business
strategies,

assessing their




3)Synthesis -
Combining different

pieces of information to

form a new whole.

potential impacts
and feasibility.
SWOT analysis
(Strengths,
Weaknesses,
Opportunities,
Threats) workshops.

3) Combining
insights from
different areas
(conceptual
ideology, product
development,
marketing, finance,
operations) to
formulate
comprehensive
business plans.
Group projects
where teams
develop integrated
business strategies.

Communication

Effective
Business
Communicatio
n

1)Writing: Developing

clear and concise
business reports and
emails.

2)Speaking: Public
speaking and
presentation skills.

3) Listening: Enhancing
active listening skills in

meetings and
negotiations.

4)Non-verbal
communication

involving role-playing

scenarios.

T1)Writing exercises
focused on crafting
executive
summaries and
professional emails.
2)Presentation skills
workshops with
peer and instructor
feedback.
3)Role-playing
exercises to
practice active
listening in team
meetings.
4)Non-verbal
communication
workshops involving
role-playing
scenarios.

Collaboration

Team Building
and Leadership

1)Teamwork:

Developing strategies

for effective team
collaboration.

1)Team-building
exercises such as
group challenges or




2)Conflict resolution:
Being used techniques
for managing and
resolving workplace
conflicts.
3)Responsibility
sharing: Implementing
effective delegation and
responsibility-sharing
practices.

trust-building
activities.
2)Conflict
resolution role-
plays and mediation
practice sessions.
3)Simulated project
management
exercises where
participants assign
and track tasks.

Creativity

Innovation and
Creative
Problem Solving

1)Innovation: Fostering
a culture of innovation
within the team.

2)Artistic expression:
Using creative thinking
to develop marketing
campaigns or product

designs
3)Problem-solving:
Applying creative

solutions to business
problems.

1)Brainstorming
sessions and idea

generation
workshops using
techniques like

mind mapping.
2)Creative exercises
like designing mock
advertisements or
product prototypes.
3)Problem-solving
workshops using
real-world business
scenarios.

Digital Literacy Digital 1)Information literacy: 1)Research projects
Transformation | Enhancing the abilityto | usingonline
and Technology | find and evaluate digital | business databases
Management information relevant to and analytical tools.
business. 2)Hands-on
2)Technical proficiency: | workshops on CRM
Training on specific (Customer
digital tools and Relationship
software used in Management)
business management. | software, data
analytics tools, etc.
3)Online 3)Training on virtual
communication: Using meeting platforms,
digital platforms for email etiquette, and
effective remote online collaboration
management and tools.
communication.
Self-Management | Time 1)Time management: 1)Time
Management Learning techniques for | management

effective time

workshops using




and Personal
Productivity

management and
prioritization.

2)Goal setting: Setting

SMART (Specific,
Measurable,
Achievable, Relevant,

Time-bound) goals.

3)Self-discipline:
Developing habits for
maintaining focus and
productivity.

tools like the
Eisenhower Matrix
or Pomodoro
Technique.

2)Goal-setting
exercises where
participants create
and share their
professional
development plans.
3)Workshops on
building productive
routines and
overcoming
procrastination.

Global Awareness | International 1)Cultural competence: | 1)Cultural
Business and Understanding and competence
Cultural respecting cultural training sessions
Competence differences in global with role-plays and
business. case studies of
international
2)Sustainability business
awareness: Learning interactions.
about sustainable 2)Workshops on
business practices and | sustainability
corporate social strategies and
responsibility. environmental
3)Global citizenship: impact
Engaging with global assessments.
business issues and 3)Participation in
contributing to global business
international projects. simulations or
virtual exchange
programs with
international
partners.
Emotional Emotional 1)Self-awareness: 1)Reflection
Intelligence Intelligence and | Recognizing and exercises and self-
Leadership understanding one's assessment tests
emotions and their (e.g., Emotional
impact on others. Intelligence
Quotient (EQ)
2)Self-regulation: assessments).

Managing one’s




emotions and adapting
to changing
circumstances.
3)Empathy:
Understanding and
sharing the feelings of
others.

4)Social skills: Building
and maintaining healthy
relationships.

2)Stress
management
workshops and
mindfulness
training.
3)Empathy-building
activities such as
role-playing to see
situations from
others'
perspectives.
4)Networking events
and team-building
activities to
enhance
interpersonal skills.

9 Strategic Thinking | Strategic 1)Long-term planning: 1)Strategic planning
Planning and Developing and workshops and
Vision implementing long-term | scenario planning
business strategies. exercises.
2)Environmental
scanning: Analyzing 2)PESTEL (Political,
external factors that Economic, Social,
impact the organization. | Technological,
Environmental,
3)Vision setting: Legal) analysis
Creating and exercises.
communicating a 3)Vision crafting
compelling vision for sessions where
the future. participants
develop and
present their
strategic vision for a
mock company.
10 Financial Acumen | Financial 1)Budgeting: Planning 1)Budget creation
Management and controlling the and management

and Analysis

financial resources of a
business.

2)Financial analysis:
Interpreting financial
statements and making
data-driven decisions.
3)Cost management:
Identifying and

exercises using
spreadsheets and
financial software.
2)Financial analysis
case studies and
ratio analysis
workshops.

3)Cost control
simulations and
exercises on




controlling business
costs.

identifying cost-
saving
opportunities.

11 Negotiation Negotiation and | 1)Preparation: 1)Pre-negotiation
Conflict Gathering information planning exercises
Resolution and setting objectives and role-plays.
for negotiations. 2)Negotiation
2)Tactics: Applying simulations with
negotiation tactics to varied scenarios
achieve desired (e.g., salary
outcomes. negotiations, vendor
contracts).
3)Post-negotiation
3)Closure: Reaching debriefs and
agreements and exercises on
ensuring commitments. | drafting
agreements.
12 Change Leading 1)Change planning: | 1)Change
Management Organizational Developing plans to | management plan
Change manage organizational | creation exercises
change. using frameworks
like ADKAR
(Awareness, Desire,
Knowledge, Ability,
2)Communication: Reinforcement).
Effectively 2)Workshops on
communicating change | crafting and
initiatives. delivering  change
3)Implementation: messages.
Leading and managing | 3)Simulated change
the change process. initiatives where
participants lead
mock change efforts
within a company.
13 Project Project 1)Project planning: 1)Project planning
Management Management Defining project scope, | exercises using
Fundamentals objectives, and Gantt charts and

milestones.

2)Resource allocation:
Assigning and managing
resources effectively.

project
management
software.
2)Resource
management
simulations and
exercises.




3)Risk management:
Identifying and
mitigating project risks.

3)Risk assessment
and mitigation
workshops using
risk management
tools.

14 Customer Enhancing 1)Customer 1)Customer
Relationships Customer engagement: Building interaction
Relationships and maintaining strong | simulations and

customer relationships. | role-plays.

2)CRM tools: Using

CRM software to 2)Hands-on training

manage customer data | sessions with

and interactions. popular CRM

3)Service excellence: platforms like

Delivering outstanding Salesforce.

customer service. 3)Customer service
workshops focusing
on communication
and problem-
solving skills.

15 Ethics and Business Ethics | 1)Ethical decision- 1)Case studies on
Corporate and Corporate making: Making ethical dilemmas in
Governance Responsibility decisions that align with | business.

ethical principles.

2)Corporate 2)Governance
governance: workshops and
Understanding the board meeting
frameworks and simulations.
practices of good

governance. 3)CSR project
3)Corporate social planning and
responsibility (CSR): execution
Implementing CSR exercises.
initiatives and

practices.

16 Marketing Strategic 1)Market analysis: 1)Market research
Management Marketing and Analyzing market trends | projects and data

Brand
Management

and consumer
behavior.

2)Brand management:
Developing and
maintaining a strong
brand identity.

analysis exercises.
2)Brand strategy
workshops and
case studies on
successful brands.
3)Digital marketing
campaigns and
social media




3)Digital marketing:
Leveraging digital
channels to reach

management
exercises.

customers.
17 Leadership Leadership 1)Leadership styles: | 1)Self-assessment
Development Styles and Understanding different | quizzes to identify
Development leadership styles and | personal leadership
their impact. style and
discussions on how
2)Influence and | to adapt styles to
motivation: Inspiring | different situations.
and motivating teams to | 2)Workshops on
achieve goals. motivational
theories and
techniques,
including practical
3)Coaching and | exercises to apply
mentoring: Developing | these in workplace
skills to coach and | scenarios.
mentor team members. | 3)Role-playing
exercises where
participants
practice coaching
and provide
constructive
feedback.
18 Innovation Managing 1)ldea generation: 1)Brainstorming
Management Innovation and | Techniques for sessions and design
Change generating innovative thinking workshops

ideas.

2)Innovation processes:
Implementing
processes to manage
innovation.

3)Managing change:
Leading and managing
innovation-related
change in the
organization.

to foster creativity.
2)Workshops on
innovation
frameworks like the
Stage-Gate process
and Lean Startup
methodology.
3)Simulation
exercises where
participants
manage a change
initiative from
inception to
implementation.




19 Performance Performance 1)Setting objectives: | 1)SMART goal-
Management Appraisal and Establishing clear, | setting workshops
Management measurable where participants
performance create and review
objectives. performance
objectives.
2)Feedback: Providing | 2)Feedback role-
constructive feedback | playing  exercises
to employees. and workshops on
effective
communication
3)Appraisals: techniques.
Conducting effective 3)Simulation of
performance performance
appraisals. appraisal meetings,
including
preparation,
execution, and
follow-up.
20 Supply Chain Supply Chain 1)Supply chain | 1)Supply chain
Management and Logistics planning: Developing | simulation games
Management efficient supply chain | that challenge
strategies. participants to
optimize  logistics
2)Procurement: and inventory.
Understanding 2)Case studies and
procurement processes | role-playing
and strategies. exercises focused
on activities in
procurement
3)Logistics decisions.
management: Managing
logistics to ensure 3)Workshops on
timely delivery of logistics planning
products. and management
using real-world
scenarios.
21 Talent Talent 1)Recruitment: Effective | 1)Role-playing
Management Acquisition and | techniques for hiring the | recruitment
Retention right talent. interviews and

2)Onboarding:
Strategies for
successful onboarding
of new hires.

exercises on writing
job descriptions.
2)Workshops on
creating  effective
onboarding




3)Retention: Developing
programs to retain top
talent.

programs and mock
onboarding
sessions.

3)Case studies on
retention strategies
and discussions on

employee
engagement
initiatives.
22 Risk Management | Risk 1)Risk identification: 1)Risk assessment
Assessment Identifying potential exercises using
and risks in business tools like risk
Management operations. matrices.
2)Risk analysis: 2)Workshops on
Evaluating the impact qualitative and
and likelihood of risks. quantitative risk
analysis
3)Risk mitigation: techniques.
Developing strategies to | 3)Case studies and
mitigate identified risks. | scenario planning
exercises focusing
on risk mitigation
strategies.
23 Customer Service | Delivering 1)Service quality: 1)Role-playing
Excellence Exceptional Understanding the customer service
Customer elements of high-quality | scenarios and
Service customer service. workshops on
2)Customer feedback: service quality
Using customer standards.
feedback to improve 2)Exercises
service. gathering and
analyzing customer
feedback and
3)Complaint resolution: | implementing
Handling customer improvements.
complaints effectively. 3)Simulation
exercises on
managing difficult
customer
interactions and
resolving
complaints.
24 Sustainability Sustainable 1)Sustainable 1)Workshops on

Business
Practices

practices:
Implementing

sustainability
initiatives and case
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sustainable practices in
business operations.

2)Corporate social
responsibility:
Understanding and
implementing CSR
strategies.
3)Environmental
impact: Reducing the
environmental impact
of business activities.

studies on
companies leading
in sustainability.
2)CSR project
planning and
execution
exercises.

3)Environmental
impact
assessments and
sustainability

audits.
25 Crisis Crisis 1)Crisis planning: 1)Crisis
Management Management Developing plans to management plan
and Response handle potential crises. | creation and review
2)Crisis sessions.
communication: 2)Crisis
Communicating communication
effectively during a role-plays and
crisis. workshops on
3)Crisis response: crafting crisis
Implementing effective | messages.
crisis response 3)Simulation
strategies. exercises where
participants
manage a crisis
scenario from onset
to resolution.
26 Time Effective Time 1)Prioritization: 1)Time
management Management Identifying and focusing | management

on high-priority tasks.
2)Scheduling: Creating
and maintaining
effective schedules.

3)Delegation: Learning
to delegate tasks
effectively.

exercises using
tools like the
Eisenhower Matrix.
2)Workshops on
planning and using
scheduling tools like
calendars and
project
management
software.
3)Delegation role-
plays and exercises
to practice
assigning tasks to
team members.




27

Data-Driven

Using Data for

1)Data analysis:

1)Hands-on

Decision Making Business Collecting and workshops using
Decisions analyzing data to inform | data analysis tools
decisions. and techniques.
2)Case studies and
2)Interpreting data: exercises on
Understanding and reading and
interpreting statistical interpreting data
and business data. charts and graphs.
3)Data-driven 3)Group projects
strategies: Developing where participants
strategies based on analyze data and
datainsights. present data-driven
business strategies.
28 Networking Building 1)Networking 1)Networking
Professional strategies: Developing events and
Networks effective networking workshops on using
strategies. Linkedln and other
networking tools.
2)Relationship building: | 2)Role-playing
Building and networking
maintaining scenarios and
professional exercises on
relationships. following up with
contacts.
3)Leveraging networks: | 3)Case studies and
Using networks to discussions on how
achieve business goals. | successful
managers have
used their networks
effectively.
29 Presentation Mastering 1)Creating 1)Workshops on

Skills

Presentation
Skills

presentations:
Designing engaging and
informative
presentations.
2)Delivering
presentations:
Practicing public
speaking and
presentation delivery.
3)Engaging the
audience: Techniques

using presentation
software like
PowerPoint and
creating visual aids.
2)Presentation
practice sessions
with peer and
instructor feedback.
3)Interactive
presentation
exercises focusing
on audience




to engage and interact engagement
with the audience. strategies.
30 Innovation and Fostering 1)Entrepreneurial 1)Workshops on
Entrepreneureshi | Innovation and | mindset: Cultivatingan | entrepreneurial
p Entrepreneurial | entrepreneurial thinking and case
Thinking approach to business studies on
challenges. successful
2)Opportunity startups.
identification: 2)Exercises on
Identifying and seizing market research
business opportunities. | and opportunity
3)Business model analysis.
development: Creating | 3)Group projects
innovative business where participants
models. develop and pitch
new business ideas.
31 Compliance and Navigating 1)Understanding 1)Seminars on
Regulatory Compliance regulations: Learning | regulatory
Management and Regulations | about  key industry | frameworks and
regulations and | compliance case
compliance studies.
requirements. 2)Workshops on
2)implementing creating
compliance: Developing | compliance
and implementing checklists and
compliance strategies. protocols.
3)Auditing and 3)Simulation
reporting: Conducting exercises on
compliance audits and performing internal
reporting. audits and
preparing
compliance reports.
32 Diversity and Promoting 1)Understanding 1)Workshops on
Inclusion Diversity and diversity: Recognizing diversity awareness
Inclusion the value of a diverse and cultural

workforce.

2)Inclusive practices:
Implementing practices
that promote inclusion.

3)Addressing bias:
Identifying and

competence.
2)Case studies and
role-plays on
managing diverse
teams and inclusive
leadership.

3)Bias awareness
training and
exercises to
recognize and
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addressing
unconscious bias.

mitigate bias in the
workplace.

33 Conflict Managing and 1)ldentifying conflicts: 1)Case studies and
Management Resolving Recognizing the signs discussions on
Conflicts and sources of conflict. | common workplace
2)Conflict resolution conflicts.
strategies: Applying 2)Role-playing
effective conflict conflict resolution
resolution techniques. scenarios and
mediation
3)Maintaining a positive | exercises.
work environment: 3)Workshops on
Promoting a culture of team dynamics and
open communication exercises to foster a
and collaboration. positive work
environment.
34 Emotional Building 1)Stress management: 1)Stress
Resilience Emotional Techniques to manage management
Resilience stress and maintain workshops and
mental health. mindfulness
2)Adaptability: training sessions.
Developing the ability to | 2)Exercises on
adapt to changing adapting to change
circumstances. and discussions on
overcoming
3)Work-life balance: challenges.
Strategies to balance 3)Workshops on
professional and time management
personal life. and setting
boundaries to
achieve work-life
balance.
35 Strategic Advanced 1)Advanced tactics: 1)Simulated high-
Negotiation Negotiation Utilizing sophisticated stakes negotiations
Techniques negotiation tactics and | and strategy

strategies.
2)Cross-cultural
negotiation:
Understanding and
navigating cultural
differences in
negotiations.
3)Multi-party
negotiation: Managing

workshops.
2)Role-playing
international
negotiation
scenarios and
cultural
competence
training.
3)Complex
negotiation




negotiations involving
multiple stakeholders.

simulations
involving multiple
parties with
different interests.

36 Knowledge Leveraging 1)Knowledge sharing: T1)Workshops on
Management Organizational Promoting a culture of creating knowledge
Knowledge knowledge sharing repositories and
within the organization. | using knowledge
management tools.
2)Knowledge retention: | 2)Case studies on
Techniques for retaining | knowledge
critical knowledge, retention strategies
especially during and exercises on
transitions. creating knowledge
transfer plans.
3)Innovation through 3)Brainstorming
knowledge: Using sessions and
organizational projects to leverage
knowledge to drive internal knowledge
innovation. for new initiatives.
37 Cybersecurity Cybersecurity 1)Cyber threat 1)Cybersecurity
Awareness and Risk identification: awareness
Management Recognizing common workshops and
cyber threats and threat simulation
vulherabilities. exercises.
2)Protective measures: | 2)Training on
Implementing best cybersecurity
practices for protocols and
cybersecurity. hands-on exercises
with cybersecurity
tools.
3)Incident response: 3)Cybersecurity
Developing and incident response
executing incident simulations and
response plans. tabletop exercises.
38 Crisis Effective Crisis | 1)Message crafting: 1)Workshops on

Communication

Communicatio | Developing clear and
n effective crisis
communication
messages.
2)Stakeholder
communication:
Communicating with

crafting crisis
statements and
press releases.

2)Role-playing
exercises on
managing
communication

15




stakeholders during a
crisis.

3)Maintaining trust:
Techniques for
maintaining trust and
credibility during crises.

with employees,
customers, and
media.

3)Case studies on
successful crisis
communication and
trust-building

activities.
39 Corporate Corporate 1)Strategic analysis: 1)Workshops on
Strategy Strategy Conducting tools like SWOT,
Formulation comprehensive PESTEL, and
and strategic analysis using | Porter’s Five Forces.
Implementation | various frameworks. 2)Group projects
2)Strategy where participants
development: Creating | develop and
long-term corporate present strategic
strategies. plans for fictional
companies
3)Exercises on
3)Strategic execution: strategy execution
Implementing and and performance
monitoring strategic monitoring using
initiatives. balanced
scorecards.

40 Advanced Advanced 1)Capital budgeting: 1)Case studies on
Financial Financial Evaluating investment capital budgeting
Management Strategies opportunities and decisions and

making capital exercises on NPV
allocation decisions. and IRR
2)Financial forecasting: | calculations.
Developing and 2)Workshops on
analyzing financial financial modeling
forecasts and and scenario
projections. analysis.
3)Risk management: 3)Simulations on
Techniques for financial risk
managing financial management and
risks. exercises on using
derivatives for
hedging.

41 Corporate Principles of 1)Governance 1)Workshops on

Governance Corporate structures: board structures
Governance Understanding different | and governance

governance structures
and their implications.

models.
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2)Regulatory
compliance: Ensuring
compliance with
governance regulations.
3)Ethical governance:
Promoting ethical
behavior and decision-

2)Case studies on
regulatory
compliance and
exercises on
governance audits.
3)Role-playing
scenarios on ethical

making in governance. dilemmasin
corporate
governance.
42 Business Leveraging 1)Data-driven decision 1)Workshops on
Analytics Business making: Using analytics | data analysis
Analytics to inform business techniques and
decisions. tools like Excel,
Tableau, or Power
2)Predictive analytics: BI.
Applying predictive 2)Hands-on
analytics to forecast projects using
trends and behaviors. predictive analytics
software to develop
3)Big data: business forecasts.
Understanding and 3)Case studies on
leveraging big data in big data
business contexts. applications and
exercises on big
data analytics.
43 Operational Achieving 1)Lean management: 1)Workshops on
Excellence Operational Implementing lean lean tools and
Excellence principles to improve techniques like

efficiency.

2)Six Sigma: Using Six
Sigma methodologies to
reduce defects and
improve quality.

3)Continuous
improvement: Creating
a culture of continuous
improvement.

value stream
mapping and
Kaizen.

2)Six Sigma training
exercises, including
DMAIC (Define,
Measure, Analyze,
Improve, Control)
projects.
3)Continuous
improvement
simulations and
case studies on
successful
implementation.

17




44 Ethical Leadership | Leading with 1)Ethical frameworks: 1)Workshops on
Integrity Understanding and ethical theories and
applying ethical case studies on
decision-making ethicaldilemmasin
frameworks. leadership.
2)Corporate ethics 2)Exercises on
programs: Developing creating codes of
and implementing conduct and ethics
corporate ethics training programs.
programs 3)Role-playing
3)Role modeling: scenarios where
Leading by example to leaders
foster an ethical demonstrate ethical
culture. behaviorin
challenging
situations.
45 Advanced Project | Mastering 1)Advanced project 1)Workshops on
Management Project planning: Techniques advanced project
Management for planning complex planning tools like
projects. Microsoft Project or
2)Agile methodologies: Primavera.
Implementing Agile 2)Training on Agile
project management frameworks like
techniques. Scrum and Kanban,
3)Program and portfolio | including simulation
management: Managing | exercises.
multiple projects and 3)Exercises on
programs. portfolio
management and
prioritization using
tools like the
MoSCoW method.
46 Digital Embracing 1)Digital strategy: 1)Workshops on
Transformation Digital Developing and creating digital
Transformation | implementing digital roadmaps and
transformation integrating  digital

strategies.

2)Technology adoption:
Understanding and
leveraging emerging
technologies like Al, loT,
and blockchain.

3)Change management:
Managing the

technologies into
business
operations.
2)Hands-on training
sessions with
emerging tech tools
and platforms.

3)Change
management




organizational change
associated with digital
transformation.

simulations and
exercises on leading
digital initiatives.

47 Remote Work and | Managing 1)Remote work tools: | 1)Training on tools
Virtual Teams Remote Teams Utilizing tools for remote | like Slack, Zoom,
Effectively work and collaboration. | and Microsoft
Teams, including
best practices for
2)Virtual team | virtual
management: Building | communication.
and managing high- | 2)Role-playing
performing virtual | exercises on
teams. managing remote
3)Performance tracking: | team dynamics and
Monitoring and virtual team-
assessing the building activities.
performance of remote | 3)Workshops on
employees. setting KPIs and
using performance
tracking software.
48 Artificial Leveraging Al 1)Al basics: 1)Introductory
Intelligence and and Machine Understanding the courses on Al/ML
Machine Learning | Learning fundamentals of Aland | concepts and
machine learning. applications in
2)Al implementation: business.
Applying Al solutionsto | 2)Case studies and
business problems. projects on Al
implementation in
3)Ethicsin Al: various business
Addressing ethical functions.
considerations and 3)Workshops on Al
biases in Al. ethics and exercises
on identifying and
mitigating biases.
49 Cybersecurity and | Ensuring 1)Data protection: 1)Seminars on data
Data Privacy Cybersecurity Understanding data privacy regulations
and Data privacy laws and and workshops on
Privacy regulations (e.g., GDPR, | compliance

CCPA).

2)Cybersecurity
measures:
Implementing effective
cybersecurity practices.

strategies.
2)Cybersecurity
drills and hands-on
training with
security software.




3)Incident
management:
Responding to and

3)Simulation
exercises on
incident response

recovering from cyber and crisis
incidents. management.

50 Sustainability and | Sustainable 1)Sustainable 1)Workshops on
Environment Business development goals integrating SDGs
Management Practices (SDGs): Aligning into business

business strategies with | operations and
the UN SDGs. strategy.
2) Initiatives: 2)Case studies on
Implementing eco- successful green
friendly practices and initiatives and
reducing carbon exercises on
footprint. sustainability
planning.
3)Corporate social 3)Projects on
responsibility (CSR): developing and
Enhancing CSR executing CSR
programs and activities.
initiatives.

51 Diversity, Equity Promoting DEI 1)Inclusive leadership: 1)Workshops on

and Inclusion in the Developing skills to lead | inclusive leadership
Workplace diverse teams and cultural
effectively. competence
training.
2)DEI strategies: 2)Case studies and
Creating and exercises on
implementing DEI developing DEI
strategies. policies and
initiatives.
3)Addressing 3)Bias training
unconscious bias: workshops and role-
Recognizing and playing scenarios to
mitigating biases inthe | practice bias
workplace. mitigation.
52 Agile and Lean Agile and Lean 1)Agile principles: 1)Training on Agile

Methodologies

Management

Understanding and
applying Agile principles
and frameworks.
2)Lean management:
Implementing Lean
techniques to enhance
efficiency.

methodologies such
as Scrum, Kanban,
and XP.
2)Workshops on
Lean tools like
Kaizen, 55, and
value stream

mapping.
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3)Hybrid models:
Combining Agile and
Lean for optimal
results.

3)Case studies on
organizations
successfully
integrating Agile and
Lean.

53 Design Thinking Driving 1)Design thinking 1)Design thinking
and Innovation Innovation process: Learning the workshops with

through Design | stages of design hands-on projects

Thinking thinking (empathize, to solve real
define, ideate, business problems.
prototype, test). 2)Brainstorming
2)Creative problem sessions and
solving: Enhancing innovation
creativity and challenges.
innovation in problem-
solving. 3)Exercises on user
3)User-centric design: research and
Focusing on user needs | developing user
and experiences. personas.

54 Emotional Fostering 1)Emotional regulation: | 1)Mindfulness and
Intelligence and Emotional Techniques for emotional
Well-being Intelligence and | managing and regulation

Well-being regulating emotions. workshops.
2)Empathy and social 2)Role-playing and
skills: Building empathy | empathy-building
and enhancing exercises.
interpersonal skills.
3)Well-being strategies: | 3)Wellness
Promoting mental and programs and
physical well-being in stress management
the workplace. activities.

55 Ethical and Navigating the 1)Al ethics: 1)Seminars on Al

Responsible Al

Ethical
Implications of
Al

Understanding the
ethical challenges and
implications of Al.

2)Bias in Al: Identifying
and mitigating biases in
Al systems.
3)Responsible Al:
Developing policies for
responsible Al usage.

ethics and case
studies on ethical
dilemmas in Al.
2) Workshops on
fairness and bias
detection in Al
algorithms.
3)Projects on
creating ethical
guidelines for Al
implementation.




56

Advanced Data

Mastering Data

1)Data visualization:

1)Training in data

Analytics Analytics Creating compelling visualization tools
data visualizations to like Tableau and
communicate insights. Power BI.
2)Advanced analytics:

Applying advanced 2) Hands-on

analytics techniques projects using

like machine learning advanced analytics

and predictive tools.

modeling.

3)Data storytelling:

Using datatotella 3)Workshops on

compelling story. crafting narratives

using data insights

57 Customer Enhancing 1)CX strategies: 1)Workshops on

Experience (CX) Customer Developing strategies to | customer journey

Management Experience improve customer mapping and CX
experience. improvement

techniques.
2)Customer feedback: 2)Exercises on
Leveraging customer collecting and
feedback to drive analyzing customer
improvements. feedback.
3)Personalization: 3)Case studies on
Implementing successful
personalized customer | personalization
interactions. strategies and
hands-on projects.
58 Digital Marketing Mastering 1)SEO and SEM: 1)Workshops on
Digital Understanding search SEO best practices
Marketing engine optimization and | and SEM campaign
marketing. management.
2)Training in social
2)Social media media marketing
marketing: Leveraging strategies and tools.
social media platforms | 3)Exercises on
for marketing. content creation
3)Content marketing: and case studies on
Creating and managing | successful
effective content campaigns.
marketing campaigns.
59 Quantum Understanding | 1)Quantum basics: 1)Introductory
Computing Quantum Learning the principles seminars on
Awareness Computing of quantum computing. | quantum
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2)Business
applications: Exploring
potential applications
of quantum computing
in business.

3)Future trends: Staying
updated on
developmentsin
quantum computing.

mechanics and
quantum computing
concepts.

2)Case studies on
early adopters of
quantum
technology and its
business impacts.
3)Workshops and
discussions on the
latest trends and

researchin
quantum
computing.
60 Autonomous Leveraging 1)Robotic process 1)Training on RPA
Systems Autonomous automation (RPA): tools and creating
Systems Implementing RPA to automation scripts.
improve efficiency.
2)Autonomous 2)Case studies on
technologies: the deployment of
Understanding the autonomous
impact of autonomous | technologies like
systems in various drones and self-
industries. driving vehicles.
3)Innovation in 3)Workshops on the
robotics: Staying ahead | latest
of trends in robotics and | advancements in
Al integration. robotics and
practical
applications.
61 Augmented Utilizing ARand | 1)AR/VR basics: 1)Introductory
Reality (AR) and VR in Business Understanding the courses and hands-
Virtual Reality (VR) fundamentals of on demonstrations

augmented and virtual
reality.

2)Business
applications: Applying
AR and VR in training,
marketing, and
operations.

3)Future potential:
Exploring the evolving
role of AR and VR in the
workplace.

of AR and VR
technology.
2)Case studies and
projects developing
AR/VR applications
for specific
business needs.
3)Workshops on
emerging AR/VR
trends and their
implications for
business.
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62 Human-Centered | Embracing 1)Design principles: 1)Workshops on
Design Human- Learning the empathy mapping,
Centered fundamentals of user research, and
Design human-centered iterative design
design. processes.
2)Prototyping and 2)Hands-on
testing: Creating and projects developing
testing prototypes with and refining
users. prototypes based
on user feedback.
3)Design thinking: 3)Design sprints
Integrating design and innovation
thinking into challenges focused
organizational culture. onreal business
problems.
63 Behavioral Applying 1)Behavioral insights: 1)Seminars on
Economics Behavioral Understanding key cognitive biases,
Economics concepts in behavioral nudges, and
economics. decision-making
processes.
2)Practical 2)Case studies on
applications: Applying successful
behavioral economics applications of
to marketing, policy, behavioral
and management. economics
3)Behavioral strategies: | principles.
Designing strategies to 3)Workshops on
influence behaviorin creating behavioral
positive ways. interventions and
nudges.
64 Geopolitical Risk Navigating 1)Geopolitical analysis: | 1)Case studies on
Management Geopolitical Understanding the geopolitical risks
Risks impact of geopolitical and their business

events on business.

2) Risk mitigation:
Developing strategies to
mitigate geopolitical
risks.

3)Global strategy:
Creating strategies that
are resilient to
geopolitical changes.

implications.
2)Scenario planning
and simulation
exercises on crisis
management.
3)Workshops on
global market
analysis and
strategy
development.
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65 Lifelong Learning Fostering a 1)Learning agility: 1)Workshops on
and Personal Culture of Developing the ability to | learning strategies
Development Lifelong learn and adapt quickly. | and personal

Learning development

2)Personal growth: planning.

Focusing on continuous | 2)Seminars on

personal and personal

professional growth. development

3)Mentorship and techniques and

coaching: Utilizing setting growth

mentorship and goals.

coaching for 3)Creating

development. mentorship
programs and
training on effective
coaching practices.

66 Advanced Mastering 1)Persuasive 1)Workshops on
Communication Advanced communication: persuasive

Communicatio | Enhancing skills in techniques and

n persuasion and role-playing
influence. exercises.
2)Storytelling: Using 2)Training on
storytelling to convey crafting and
messages effectively. delivering
3)Cross-cultural compelling stories.
communication: 3)Role-playing
Navigating exercises on cross-
communication in cultural scenarios
diverse environments. and communication

strategies.
67 Advanced Conflict | Expert Conflict | 1)Advanced mediation: | 1) Mediation

Resolution

Resolution

Mastering mediation
techniques for complex
conflicts.

2)Negotiation mastery:
Enhancing skills in high-
stakes negotiation.
3)Building consensus:
Techniques for
achieving consensus in
diverse groups.

simulations and
workshops on
advanced conflict
resolution.
2)Intensive
negotiation
exercises and case
studies.
3)Consensus-
building workshops
and collaborative
decision-making
exercises.
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68

Digital Ethics and
Compliance

Navigating
Digital Ethics

1)Digital ethics:
Understanding the
ethical implications of
digital technologies.
2)Compliance in the
digital age: Ensuring
compliance with digital
regulations.

3)Ethical leadership:
Leading ethicallyin a
digital world.

1)Seminars on
digital ethics and
discussions on real-
world ethical
dilemmas.
2)Workshops on
data protection
laws and
compliance
strategies.
3)Case studies on
ethical leadership
and role-playing

scenarios.

69 Sustainable Sustainable 1)Green finance: 1)Seminars on
Finance and Finance Understanding green bonds, ESG
Investment Strategies sustainable finance investing, and

principles and sustainable finance
practices. frameworks.
2)Impact investing: 2)Case studies on
Exploring investment successfulimpact
strategies that generate | investments and
social and workshops on
environmental impact. creating impact
3)ESG criteria: investment
Incorporating portfolios.
environmental, social, 3)Exercises on
and governance criteria | evaluating
into financial decisions. | investments using
ESG criteria and
sustainability
metrics.

70 Adaptive Developing 1)Resilience and 1)Workshops on
Leadership Skills Adaptive adaptability: Enhancing | building resilience

Leadership the ability to lead and adaptability in
Skills through change. leadership.

2)Complex problem-
solving: Tackling
complex and
ambiguous challenges.

3)Leading in
uncertainty: Strategies
for leading in volatile,
uncertain, complex, and

2)Scenario-based
exercises on solving
complex problems
and making
strategic decisions.
3)Case studies and
simulations on
leading in VUCA
contexts.




ambiguous
environments.

(VUCA)

71 Cultural Enhancing 1)CQ fundamentals: 1)Workshops on
Intelligence (CQ) Cultural Understanding the cultural intelligence
Intelligence components of cultural | and self-
intelligence. assessment
exercises.
2)Intercultural 2)Role-playing
competence: scenarios and
Developing skills to intercultural
work effectively in communication
diverse cultural exercises.
settings. 3)Case studies on
3)Global leadership: global leadership
Leading effectively in a and cross-cultural
globalized world. team management.
72 Cross-Functional | Enhancing 1)Inter-departmental 1)Workshops on
Collaboration Cross- communication: effective
Functional Improving communication
Collaboration communication across | techniques and
different departments. inter-departmental
2)Breaking silos: projects.
Strategies for fostering 2)Cross-functional
collaboration and team-building
teamwork across exercises and
functions. collaborative
3)Integrated planning: projects.
Coordinating plans and | 3)Exercises on
goals across integrated strategic
departments. planning and goal
alignment.
73 Remote Leading Remote | 1)Virtual team 1)Role-playing
Leadership and Distributed | dynamics: scenarios and

Teams

Understanding and
managing the dynamics
of virtual teams.
2)Technology tools:
Utilizing tools for
effective remote team
management.

virtual team
simulations.

2)Training in remote
collaboration tools
like Trello, Asana,
and video
conferencing
software.
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3)Maintaining
engagement: Strategies
for keeping remote

3)Workshops on
virtual team-
building activities

teams engaged and and remote
motivated. engagement
techniques.
74 Digital Literacy Improving 1)Digital tools 1)Hands-on training
Digital Literacy | proficiency: Gaining sessions with
proficiency in essential | popular digital tools
digital tools and and software.
platforms. 2)Workshops on
2)Cyber hygiene: cybersecurity best
Promoting safe and practices and digital
secure use of digital safety protocols.
technologies. 3)Case studies on
3)Digital successful digital
transformation: transformation
Understanding the role | initiatives.
of digital transformation
in business.
75 Interpersonal Enhancing 1)Empathy: Developing | 1)Role-playing
Skills Interpersonal empathy to better exercises and
Skills understand and support | empathy-building
team members. workshops.
2)Active listening:
Improving listening 2)Active listening
skills to enhance exercises and
communication. feedback sessions.
3)Building rapport: 3)Networking
Techniques for activities and team-
establishing and building exercises.
maintaining positive
relationships.
76 Innovation Managing 1)Fostering creativity: 1)Creativity
Management Innovation Creating an workshops and

environment that
encourages innovation.
2)Innovation processes:
Implementing
structured processes
for managing
innovation.

3)ldea evaluation:
Assessing and selecting

brainstorming
sessions.

2)Training on
innovation
frameworks like
Design Thinking and
Lean Startup.
3)Exercises on idea
screening and
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the best ideas for
implementation.

evaluation
techniques.

77 Emotional Building 1)Stress management: 1)Stress reduction
Resilience Emotional Techniques for workshops and
Resilience managing stress mindfulness
effectively. training.
2)Adaptability: 2)Resilience-
Developing the ability to | building exercises
adapt to change and and adaptive
bounce back from thinking scenarios.
setbacks. 3)Emotional
3)Emotional intelligence
intelligence: Enhancing | assessments and
self-awareness and development
emotional regulation. activities.
78 Customer-Centric | Leading with a 1)Customer insights: 1)Workshops on
Leadership Customer- Understanding and customer research
Centric leveraging customer and feedback
Approach insights. analysis.
2)Customer experience | 2)Exercises on
design: Designing customer journey
exceptional customer mapping and
experiences. experience
3)Customer-focused improvement.
culture: Fostering a 3)Case studies on
culture that prioritizes customer-centric
customer satisfaction. companies and
culture-building
activities.
79 Cross-Cultural Leadingina 1)Cultural awareness: 1)Cultural
Leadership Multicultural Understanding different | awareness
Environment cultural norms and workshops and self-
values. assessment
exercises.
2)Inclusive leadership: 2)Training in

Developing skills to lead
diverse teams
effectively.

3)Global perspectives:
Incorporating global
perspectives into
decision-making.

inclusive leadership
practices and role-
playing scenarios.
3)Case studies on
global business
strategies and
cross-cultural
management.




80

Decision Making
Under Uncertainty

Making
Decisionsin
Uncertain
Environments

1)Risk assessment:
Evaluating and
managing risks in
decision-making.
2)Analytical thinking:
Enhancing analytical
skills to make informed
decisions.
3)Contingency
planning: Developing
plans for various

1)Risk assessment
workshops and
scenario planning
exercises.

2)Data analysis
training and critical
thinking exercises.

3)Contingency
planning workshops
and crisis

contingencies. simulation
exercises.
81 Social Media Managing 1)Platform knowledge: 1)Training on
Management Social Media Understanding various platform-specific
Effectively social media platforms | strategies and best
and their uses. practices.
2)Content strategy:
Developing and 2)Workshops on
executing social media | content creation
content strategies. and calendar
3)Engagement metrics: | planning.
Measuring and
analyzing social media 3)Exercises on using
engagement. social media
analytics tools and
interpreting data.
82 Business Model Innovating 1)Business model 1)Workshops on
Innovation Business canvas: Using the creating and
Models business model canvas | analyzing business
to design innovative model canvases.
models. 2)Exercises on
2)Value proposition identifying
design: Crafting customer needs
compelling value and designing value
propositions. propositions.
3)Case studies and
3)Testing and exercises on
validation: Testing and business model
validating new business | experimentation
models. and validation.
83 Talent Managing 1)Talent acquisition: 1)Workshops on
Management Talent Strategies for attracting | recruitment
Effectively and recruiting top techniques and

talent.

employer branding.
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2)Talent development:
Developing and
retaining high-potential
employees.

3)Performance
management:
Implementing effective
performance
management systems.

2)Training on talent
development
programs and
succession
planning.
3)Exercises setting
performance goals
and conducting
evaluations.

84 Advanced Risk Mastering Risk 1)Risk identification: 1)Risk identification
Management Management Identifying potential workshops and
risks in various brainstorming
business contexts. sessions.
2)Risk mitigation: 2)Exercises on
Developing strategies to | creating risk
mitigate identified risks. | management plans
and mitigation
3)Crisis management: strategies.
Preparing for and 3)Crisis simulation
managing business exercises and
crises. training on crisis
communication.
85 Future Trends and | Anticipating 1)Trend analysis: 1)Workshops on
Foresight and Preparing Identifying and trend analysis tools
for Future analyzing emerging and techniques.
Trends trends. 2)Scenario planning
2)Scenario planning: exercises and
Developing scenarios to | foresight
anticipate future workshops.
changes. 3)Case studies on
3)Strategic foresight: successful foresight
Integrating foresight integration and
into strategic planning. | strategy
development.
86 Ethics and Upholding 1)Ethical frameworks: 1)Workshops on
Corporate Ethics and Understanding and ethical theories and
Governance Governance applying ethical case studies on

decision-making
frameworks.
2)Corporate
governance:
Implementing effective

ethical dilemmas.
2)Training on
governance models
and best practices.




governance structures
and practices.
3)Compliance: Ensuring

3)Exercises on
compliance risk
assessments and

compliance with laws creating
and regulations. compliance
programs.

87 Digital Leading Digital | 1)Digital strategy 1)Strategy
Transformation Transformation | formulation: Developing | development
Leadership digital transformation workshops and

strategies. digital

2)Change management: | transformation case

Leading change studies.

initiatives in digital 2)Change

transformation. management
simulations and

3)Technology adoption: | exercises on leading

Facilitating the adoption | digital initiatives.

of new technologies. 3)Training on
technology
adoption
frameworks and
hands-on
technology
demonstrations.

88 Intellectual Managing 1)IP basics: 1)Seminars on IP
Property Intellectual Understanding types fundamentals and
Management Property and importance of types of IP rights.

intellectual property. 2)Workshops on IP
2)IP strategy: strategy
Developing strategies development and
for managing and case studies on IP
protecting IP. management.

3)Exercises on IP
3)IP enforcement: enforcement
Strategies for enforcing | scenarios and legal
IP rights and handling considerations.
infringements.

89 Sustainable Aligning 1)SDG awareness: 1)Seminars on

Development
Goals (SDGs)

Business with
SDGs

Understanding the
United Nations
Sustainable
Development Goals.
2)SDG integration:
Aligning business
practices with SDGs.

SDGs and their
relevance to
business.

2)Workshops on
integrating SDGs
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3)Impact measurement:
Measuring the impact of
business activities on
SDGs.

into corporate
strategy.
3)Exercises on
impact assessment
and reporting.

90 Advanced Data Mastering 1)Data science 1)Seminars on data
Analytics Advanced Data | principles: science concepts
Analytics Understanding the and methodologies.
fundamentals of data
science and analytics. 2)Hands-on
exercises with
2)Predictive analytics: predictive analytics
Using data to predict tools and
future trends and techniques.
behaviors. 3)Workshops on big
data technologies
3)Big data and case studies on
management: Managing | big data
and leveraging bigdata | applications.
for decision-making.

91 Global Supply Managing 1)Supply chain 1)Workshops on
Chain Global Supply optimization: Strategies | supply chain
Management Chains for optimizing global analysis and

supply chains. optimization
techniques.
2)Risk management: 2)Risk assessment
Identifying and exercises and
mitigating supply chain | scenario planning
risks. for supply chain
disruptions.
3)Sustainable supply 3)Case studies on
chains: Implementing sustainable supply
sustainable practices in | chain initiatives and
supply chain best practices.
management.
92 Cybersecurity Ensuring 1)Cyber threat 1)Seminars on the
Cybersecurity landscape: latest cybersecurity

Understanding the
current cybersecurity
threats and challenges.
2)Security best
practices:
Implementing best
practices for
cybersecurity.

threats and trends.
2)Workshops on
cybersecurity
protocols and
hands-on security
exercises.
3)Cybersecurity
incident




3)Incident response:

simulations and
response planning

Preparing for and exercises.
responding to
cybersecurity incidents.
93 Quality Quality 1)Understanding ISO 1)Workshops:
Management Management standards and other Hands-on exercises
Systems (QMS) | QMS frameworks with ISO standards
2)Implementing and and QMS
maintaining a QMS frameworks.
2)Case Studies:
Practical
application of QMS
3)Establishing QA implementation.
processes and
procedures 3)Lectures: Insights
from industry
experts on QA
processes.
Case Analysis:
Examination of QA
best practices and
case studies.
94 Corporate Strategic 1)Understanding 1)Lectures: To
Strategy Management fundamental concepts introduce basic

of strategic
management
Recognizing the
importance and impact
of strategic
managementin
organizations
2)Conducting SWOT
and PESTEL analyses
Developing vision,
mission, and value
statements

Setting strategic
objectives and goals
3) Strategic
Implementation-
Translating strategy
into actionable plans
Allocating resources
and designing

concepts and
importance.
Interactive
Discussions: To
explore real-life
implications.

2) Workshops:
Hands-on exercises
with SWOT, PESTEL,
Porter's Five Forces.
Case Studies:
Practical
application of
analysis tools.

3) Interactive
Workshops:
Translating strategy
into operational
plans.
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organizational
structures

Role-Playing:
Resource allocation
and structural
design exercises.

95 Data-Driven Business 1)Business Analytics: 1)Training on data
Decision Making Analytics and Analyzing data to inform | analysis tools and
Data strategic decisions. techniques.
Visualization Interpreting data and Practical exercises
making evidence-based | in using tools like
decisions. Excel, SQL, and
Python for data
analysis.
2)Data Visualization:
Presenting data in
graphical formats for 2) Training on Data
better understanding. Visualization with
Creating insightful Tableau - Training
visual representations on using Tableau to
of data. create impactful
visualizations.
Learning to create
dashboards and
visual reports with
tools like Power Bl
and Tableau.
96 Financial Financial 1)Understanding 1)Financial Analysis
Management Analysis and financial statements Workshop - Teaches
Reporting, and performance how to interpret

Budgeting and
Forecasting,
Cost
Management

metrics.

Analyzing balance
sheets, income
statements, and cash
flow statements.
2)Creating and
managing budgets and
financial projections.
Developing and
maintaining accurate
budgets.

3)Identifying and
controlling costs to
improve profitability.
Implementing cost
control measures.

financial
statements and
perform ratio
analysis.
2)Budgeting and
Forecasting Training
- Practical exercises
in creating and
managing financial
budgets.

3)Cost Management
Training -
Techniques for cost
reduction and
control.




97 Asset Managing 1) Managing assets 1) Asset Lifecycle

Management Assets from acquisition to Management

Efficiently disposal. Training - Covers

Optimizing the use and | planning,
performance of assets acquisition,
throughout their maintenance, and
lifecycle. disposal of assets.
2) Evaluating the 2) Investment
financial viability of Analysis Workshop -
asset investments. Techniques for
Conducting ROI assessing and
analysis and risk comparing
assessment for asset investment
investments. opportunities.
3) Ensuring assets are 3) Maintenance
maintained and Management
operational. Training - Strategies
Developing and for effective
implementing maintenance
maintenance schedules | planning and
and procedures. execution.

98 Efficient Efficient 1) Building and 1)Supplier
Procurement Approach to maintaining effective Relationship
Management Procurement relationships with Management

Management suppliers. Training - Best

Negotiating and
managing contracts
with suppliers.

2) ldentifying and
selecting suppliers to
meet strategic
objectives.

Conducting market
analysis and developing
sourcing strategies.

3) Streamlining
procurement processes
to enhance efficiency.
Improving procurement
workflows and reducing
lead times.

practices for
engaging and
collaborating with
suppliers.
2)Strategic Sourcing
Workshop -
Techniques for
sourcing and
supplier selection.

3) Procurement
Process
Improvement
Training - Methods
for optimizing
procurement
operations.
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Procurement
Management

Managing
Procurement

Plan Procurements- The
process of
documenting
purchasing decisions,
specifying the
approach, and
identifying potential
sellers.

Conduct
Procurements- The
process of obtaining
seller responses,
selecting a seller, and
awarding a contract.
Administer
Procurements- The
process of managing
procurement
relationships,
monitoring contract
performance, and
making changes and
correction as needed.
Close Procurements-
The process of
completing each
procurement.

P 345
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Action Plan -2024

Training
Area

Training
Module

Employment
category

No of
Participants

Duration

Venue

Resource
Persons

Budget
estimates
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Useful Templates

Template 1- Learning Objectives, Training Curriculum and Workshop Agenda
Template 2- Training Plan, Program, and Curriculum

Template 3- Training Schedule

Template 4- Training Attendance Record

Template 5- Feedback form

Template 6- End of Workshop Evaluation Questionnaire

Template 7- Follow Up Survey - Impact assessment Questionnaire.
Template 8- Career Development Plan

Template 9- Career Development Plan-Over the next five years (2024-2028)
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Template 1-Learning Objectives, Training Curriculum and Workshop Agenda

Workshop Objectives

2023 -......... 2023)

-To introduce participants to the Quality Manual

-To identify existing instruments covered in the Manual

-To get familiarize the Manual for the Staff

No

N

(o)}

Overview of 3-day workshop

Topics
¢ Welcome & Opening
e Structure of the Admin Quality
Manual

¢ Quality Manual- General Overview
¢ Needs and Expectations

¢ |Introduction to Admin Quality
Manual

¢ Environmental Analysis and
Setting Goals, Objectives &
Strategies

¢ Formulating a Strategy on
Enhancing Administrative Quality -
UoR

¢ Introduction to Implementation
Guide

* Developing Action Plans at
Divisional Level

¢ Budgeting

* Formulating KPIs

Contents
Welcoming the participants and officially
opening the workshop.
Introduce the objectives and the methodology of
the workshop.
Explain the importance of the Manual
General overview and purpose
Formulating policy, and scope
Strategic Focus on Quality Dimensions

Present the Quality Manual
Understanding the concept and contents

SWOT analysis at Institutional level and
Divisional level

Formulating the strategic Plan for five years

Get familiar with the implementation guide
Based on the Strategy, developing individual
action plans

Preparation of budget estimates
Formulating Key Performance Indicators at
output, outcome, and impact levels
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Training Session-Detailed Plan

Learning Objectives, Training Curriculum and Workshop Agenda

(Program: Introduction to ENQUA Manual, Structure, and Implementation Guide)

......... 2023-.........2023
Training Topics Detailed Purpose for Learning Materials Responsibl
Session Contents the Experience Facilitator
session/ Training (Backgroun
Objectives Methods )
Day 1
Morning *Welcome & Welcomingthe To give an Welcome Presentati | Internal
Opening participants overview of = and Opening | on-1 subject
e Structure of and officially the general Agenda, experts
the Admin | openingthe contents of | Breakingthe ' hand out,
Quality workshop. the manual | Ice Docket
Manual Introduce the
objectives and
the
methodology
of the
workshop.
Explain the
importance of
the Manual.
Evening e Quality General To get Brainstormi  Presentati Internal
Manual- overview and participants ng session on 2, subject
General purpose explore the Copy of experts
Overview Formulating manual the
*Needs and policy, and Manual,
Expectation scope Flip
S Strategic Focus charts,
on Quality Markers,
Dimensions
Day 2
Morning ¢ Introductio Presentthe To get Lecture- Presentati Internal
ntoAdmin Quality Manual participants demonstrati on -3 subject
Quality Understanding familiarize ons experts
Manual the concept the manual

and contents
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Training Topics
Session

Evening

Day 3

Morning

Evening

e Environme
ntal
Analysis
and Setting
Goals,
Objectives
& Strategies

¢ Discussion

for the

Strategy on

Enhancing

Administrativ

e Quality -

UoR

e Introductio
nto
Implement
ation
Guide

¢ Developing
Action
Plans at
Divisional
Level

e Budgeting

e Formulatin
g KPIS

* Q&A
session

e Evaluation
and Closure

Detailed
Contents

SWOT analysis
at divisional
level

Get aware of
the Strategic
Plan for five
years

Make aware of
the
implementatio
n guide,

Based on the
Strategy,
developing
individual
action plans,

Preparation of
budget
estimates
Formulating
Key
Performance
Indicators at
output,
outcome, and
impact levels

Summarizing
and training
evaluation

Purpose for
the
session/
Objectives
To
understand
the
environment
to develop
the contents
of the
Manual.

To provide
thorough
knowledge
on the
strategy

To develop
divisional
action
plans,
preparation
of budget
estimates,
track
progress &
make aware
of periodical
reviews
done using
KPls.

Memorize
key

concepts,
Feedback
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Learning Materials

Experience

Training

Methods

Lecture- Presentati

demonstrati  on-4

ons

Lecture- Presentati

demonstrati | on-5

ons

Group Interactive

discussions, presentati
on,

Peer

learning, Templates

Action

planning

Closing Feedback

remarks, forms

reviews

Responsibl
Facilitator
(Backgroun
)

Internal
subject
experts

Internal
subject
experts

Internal
subject
experts

Resource
person,
Facilitator



Training Plan, Program, and Curriculum-Template 2

Core Training Requirment-2024 for Nonacademic staff

Training subject Personnel When required Delivery method Resource

person

Training Year.
Approved by:

University of Ruhuna.
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Template 3- Training Schedule

Training Date/Month | Time Personnel No. of Venue

subject Participants

Training Year.

Approved by:

University of Ruhuna
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Template 4- Training Attendance Record
Name of the Program:

Date.

Sr. No. Participants’ name Employee no. Faculty/Dept/Division Signature

Name and Signature:

(Responsible Authority)

University of Ruhuna

45




Template 5- Feedback form
Training Program:

Date:

1.Your rating of the course

Excellent Very good Good Average

Program content

Program coverage

Program duration

Benefit expected.

Relevance to your work

Presentation by the resource
person

]| DO e
I
O OO OjEa|t
O OO O L

2. The session | liked the most (Give reasons)

3. Please summarize what you learnt from the program:

4. How do you propose to utilize the training inputs in your present work situation (Set specific
goals as for as possible)
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5. Post training support required:
From whom:

Description:

6. Any other feedback do you like to share about the program:

......................................................................................................................................................
------------------------------------------------------------------------------------------------------------------------------------------------------
......................................................................................................................................................

----------------------------------------------------------------------------------

Name of Employee.

Employee no.

University of Ruhuna

Matara
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END OF WORKSHOP EVALUATION QUESTIONNAIRE -Template 6

Training Workshop evaluation questionnaire.

Evaluation questionnaire

Instructions:

Please complete the questionnaire below. This will help us to improve the workshop. Please be
totally frank, as we are interested in your opinion, whether it is positive or negative, and we shall take
it into account in planning future workshops.

This questionnaire is anonymous. To help us analyze the evaluation results, we have added a space
for you to indicate your gender and the type of organization you work for. If you prefer not to provide
such details, simply leave the space blank.

Please give each aspect of the course set out below a mark from 1 to 5, with 1 being the minimum
and 5 the maximum. On this scale, the average mark is 3.

If you think that a question does not apply to you, or that you do not have the information needed to
answer it, check the "no opinion" option.

You can give only one answer to each question.

Poor
Weak
Averag
High
Strong

1 |2 |3 |4 |5 |NoOpinion

I - INFORMATION RECEIVED BEFORE THE ACTIVITY

1. Before participating in this activity, were you clear about its
objectives, contents and methods? I:I I:I |:| |:| |:| I:I

Il - THE WAY THE ACTIVITY WAS DELIVERED

Objectives

2. Having participated, are you now clear about the objectives
of the activity?

(] L]
Hjjn
[ ][]

3. To what extent were the activity’s objectives achieved?

Contents

4. Given the course's objectives, how appropriate were the I:I |:| |:| |:| |:| |:|

activity’s contents?
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5. Given your level of prior learning and knowledge, how
appropriate were the activity's contents?

6. Have gender issues been adequately integrated in the
training?

Methods

7. Were the learning methods used generally appropriate?

Resource persons / Tutors

8. How would you judge the resource persons' overall
contribution? Group of participants

9. Did the group of participants with whom you attended the
activity contribute to your learning?

Materials/Media

10. Were the materials/media used during the activity
appropriate?

Organization

11. Would you say that the activity was well organized?

12. Would you call the Secretariat efficient?

11l - USEFULNESS OF THE ACTIVITY

13. Are you satisfied with the quality of the activity?

14. How likely is it that you will apply some of what you have
learned?

15. How likely is it that your institution/employer will benefit
from your participation in the activity?

16. How would you suggest the resource persons improve the
overall quality of their contribution? (You may name

someone in particular if you wish.)

N O O N e O e IR o [ R
O don oo (O Oy o U O
O O Oo Gy Oy Oc) Gy (A O
L O oy ey (o oo ey dyp C
1 | e AR N O I L N

O |0 Og go (g (goap 2 b U

Please use the grid below if you wish to comment on a particular question.

Number of the Comments

question
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SPECIFIC questions:
1. What is your feedback on the usefulness of the workshop?
2. Specific expectations for additional support in the follow-up phase:

Thank you for filling in this questionnaire!

University of Ruhuna

Matara
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FOLLOW-UP SURVEY - Impact assessment Questionnaire- Template 7

This questionnaire has been designed to collect information about the impact of the Workshop and
to monitor your efforts in using the concept learned in your institution. The questionnaire looks at the
ways in which you have applied what you learned to your job, the action you and/or your institution
have taken to apply what was learned, and the constraints and the opportunities you faced in doing
so. To provide responses, you will need to reflect on the workshop activity and think about specific
ways in which you have applied what you learned from it. In order to do that properly, it may be
helpful for you to review the workshop program and materials provided during the activity, together
with any action plan that you drew up. Please be as honest as possible in your answers. Thank you
very much in advance for taking the time to complete this questionnaire!

RESPONDENT’S INFORMATION

Please give the following information:

SEX:

APPLICATION OF LEARNING

To what extent did your competencies improve as a result of your participation in the training
activity? No improvement

Slight improvement
Moderate improvement

Large improvement

OO0 O

Very large improvement

Please select the competencies that you have improved the most as a result of your participation in
the training activity:

Analysing |:| Establishing interpersonal |:|
relationships

Synthesizing data and concepts |:| Networking |:|
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Making decisions |:| Management |:|

Identifying problems and providing |:| Persuading and leading |:|

solutions

Researching |:| Negotiating |:|

Counselling Planning and organizing projects |:|
and /or people

Training others |:| Observing, assessing and evaluating
things and/or people Other (please
SPECITY) teririiiiiiiiiiir e,

Communicating |:| |:|

6. To what extent did your job performance improve as a result of your participation in the training
activity?

No improvement
Slightly improvement
Moderate improvement

Large improvement

OO0 d

Very large improvement

Please provide concrete examples, such as attitudes, tasks, activities, products and services:

7. Since the training activity, have you made use of: The training materials and documents distributed
during the activity? 1 Never....5 always

The networking opportunities you had during the activity?

8. Which activities have you engaged in as a result of your participation in the training activity? Please

9. What are the main factors, if any, that have contributed to the concrete use of the competencies you
acquired?

The general situation in my workplace
The priorities within my Institution
Availability of financial resources
Availability of human resources

Support from my supervisors

OO0 n

52



Support from my colleagues
I had enough authority to influence consideration of ideas and their
application

No particular factor

OO O4d

Other (Please specify): c..oeevverveiieiiiininnienennns

10. What are the main constraints, if any, that you have faced in using the competencies acquired during
the training activity?

| have NOT faced any constraints

The general situation in my workplace
The priorities within my Institution
Lack of financial resources

Lack of human resources

Lack of support from my supervisors

Lack of support from my colleagues

OoOoOooodnd

| had enough authority to influence the application of new ideas

The course content proved irrelevant Other (Please specify):

ORGANIZATIONAL IMPACT

11. To what extent has the performance of your institution improved as a result of your participation in
the training activity?

No improvement
Slight improvement
Moderate improvement

Large improvement

OO0 n

Very large improvement

List up to three changes that have occurred within your institution as a result of your participation in

12. How large was the impact outside your organization due to the training?
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Very small |:|
Medium |:|
Very large |:|

13. In which of the following areas did you detect a significant impact of the training? Establishment of
new and more relevant initiatives, projects and programs

Networking
Training
Capacity building

Human resources
management
Economic management

Organization and processes

Overall performance

OOoOoO0 oood

I have not detected a significant
impact of the training Other

(Please specify):

14. With hindsight, to what extent was your participation in the workshop activity a good investment?

Not at all |:|
Partly |:|
Moderate |:|
Mostly |:|
Completely |:|

15. What recommendations would you make for improving the workshop activity? . ..................
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Thank you for filling in this questionnaire.

University of Ruhuna

Matara
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Career Development Plan- Template 8.

Today’s date

Employee

Current job title

Individual goals

Institutional requirement

Intended training,
competence, and
experience.

Completion date

Supervisor note

University of Ruhuna
Matara

Date
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Template -9

Career Development Plan-Over the next five years (2024-2028)

Career Activity

Jan. | Feb. | March | April May June July Aug. Sept. Oct Nov. De

Area of Career
D8elopment

Skill Development

Personal Management

2025

2026 Learning Management

Career Management

2027
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