AMIDEAST, Inc.
1730 M Street, NW

Suite 1100

Washington DC 20036

T: 202-776-9600

Contract Number: GS10F0258S

Email Address:   jharalson@amideast.org
Please find below a list of AMIDEAST Hourly rates, rates in- country, as well as training course prices and descriptions.
GSA PROPOSED LABOR HOURLY RATES – ON SITE

	On-Site Rates
	GSA Price 

	Headquarters:
	

	Director (Department)
	$164.42

	Director (Program)
	$160.14

	Assistant Director
	$154.85

	Coordinator
	$124.77

	Sr. Program Officer
	$103.54

	Program Officer
	$80.80

	Sr. Program Assistant
	$64.12

	Administrative Support
	$72.73

	Accountant III
	$103.30

	Field Offices
	

	Cyprus
	

	Coordinator
	$128.57

	Program Assistant
	$74.31

	Egypt
	

	Country Director
	$230.66

	Assistant Country Director
	$76.22

	Educational Res Ctr Director
	$46.98

	Project Manager
	$46.98

	Sr. Program Specialist
	$33.80

	Coordinator
	$29.93

	Specialist
	$13.83

	Sr. Specialist
	$16.20

	Program Specialist
	$15.28

	Sr. Accountant
	$29.02

	Jordan
	

	Country Director
	$119.50

	Assistant Country Director
	$41.45

	Coordinator
	$17.79

	Educational Advisor
	$33.51

	Accountant
	$25.12

	Program Assistant
	$10.47

	Lebanon
	

	Country Director
	$157.27

	Project Manager
	$57.32

	Program Officer
	$51.42

	Educational Advisor
	$33.88

	Coordinator
	$35.64

	Accountant
	$19.80

	Morocco
	

	Country Director
	$125.51

	Program Specialist
	$56.04

	Educational Advisor
	$25.54

	Program Officer
	$18.24

	Accountant
	$14.25

	Syria
	

	Country Director
	$125.83

	Assistant Country Director
	$112.77

	Project Manager
	$27.90

	Educational Advisor
	$22.00

	Accountant
	$13.03

	West Bank/Gaza
	

	Country Director
	$104.84

	Assistant Country Director
	$67.55

	Educational Advisor
	$38.35

	Program Officer
	$26.16

	Accountant
	$31.38

	Program Assistant
	$18.97

	Tunisia
	

	Country Director
	$166.21

	Assistant Country Director
	$66.44

	Educational Advisor
	$17.05

	Coordinator
	$17.05

	Accountant
	$15.51

	Program Assistant
	$13.72

	Kuwait
	

	Country Director
	$143.85

	Educational Advisor
	$46.43

	Program Officer
	$40.38

	Yemen
	

	Country Director
	$132.10

	Coordinator
	$28.55

	Educational Advisor
	$28.67

	Program Officer
	$13.55

	United Arab Emirates
	

	Country Director
	$117.43


	Labor Category
	GSA Rate
	Total Price With Allowances

	Jordan
	
	

	Project Director
	$141.37
	$183.35

	Subject Matter Expert I
	$138.94
	$180.92

	Subject Matter Expert III
	$75.25
	$114.46

	
	
	

	Syria
	
	

	Project Director
	$141.37
	$220.74

	Subject Matter Expert I
	$138.94
	$205.81

	Subject Matter Expert III
	$75.25
	$137.91

	
	
	

	Egypt
	
	

	Project Director
	$141.37
	$206.08

	Subject Matter Expert I
	$138.94
	$203.65

	Subject Matter Expert III
	$75.25
	$138.16

	
	
	

	Lebanon
	
	

	Project Director
	$141.37
	$224.04

	Subject Matter Expert I
	$138.94
	$221.61

	Subject Matter Expert III
	$75.25
	$152.36

	
	
	

	Morocco
	
	

	Project Director
	$141.37
	$178.47

	Subject Matter Expert I
	$138.94
	$176.04

	Subject Matter Expert III
	$75.25
	$111.90

	
	
	

	Tunisia
	
	

	Project Director
	$141.37
	$202.04

	Subject Matter Expert I
	$138.94
	$199.61

	Subject Matter Expert III
	$75.25
	$134.72

	
	
	

	
	
	

	West Bank/Gaza
	
	

	Project Director
	$141.37
	$220.12

	Subject Matter Expert I
	$138.94
	$217.69

	Subject Matter Expert III
	$75.25
	$149.49

	
	
	

	Kuwait
	
	

	Project Director
	$141.37
	$245.15

	Subject Matter Expert I
	$138.94
	$242.72

	Subject Matter Expert III
	$75.25
	$169.95

	
	
	

	Yemen
	
	

	Project Director
	$141.37
	$228.05

	Subject Matter Expert I
	$138.94
	$225.62

	Subject Matter Expert III
	$75.25
	$157.12


GSA Proposed Training Courses  - Egypt

SIN 874-4

Effective 10/1/05

	Course Description
	Commercial List Price per Student
	Proposed GSA Discount
	Proposed GSA Price

	Advanced Project Management
	$191.31
	1.25%
	$188.92

	Business Correspondence
	$156.53
	1.25%
	$154.57

	Business Report Writing
	$156.53
	1.25%
	$154.57

	Business Writing
	$258.28
	1.25%
	$255.05

	Conflict Management
	$191.31
	1.25%
	$188.92

	Coordinating and Controlling Financial and Government Accounting
	$191.31
	1.25%
	$188.92

	Cost Reduction Techniques
	$191.31
	1.25%
	$188.92

	Creative Problem Solving
	$191.31
	1.25%
	$188.92

	Design of Total Compensation Systems
	$191.31
	1.25%
	$188.92

	Effective Communication Skills
	$156.53
	1.25%
	$154.57

	Effective Leadership Skills
	$191.31
	1.25%
	$188.92

	Effective Presentation Skills
	$191.31
	1.25%
	$188.92

	Effective Project Management 
	$191.31
	1.25%
	$188.92

	Egyptian Labor Law Fundamentals
	$191.31
	1.25%
	$188.92

	Establishing & Maintaining Performance Standards
	$191.31
	1.25%
	$188.92

	Establishing & Maintaining Quality Control
	$191.31
	1.25%
	$188.92

	Establishing a Management Improvement Strategy - Arabic
	$191.31
	1.25%
	$188.92

	Establishing a Performance Improvement Strategy
	$191.31
	1.25%
	$188.92

	Finance for non-financials
	$191.31
	1.25%
	$188.92

	Human Resources Management
	$382.63
	1.25%
	$377.85

	Human Resources Policies and Systems Procedures
	$191.31
	1.25%
	$188.92

	Interview and Hire the Best People
	$156.53
	1.25%
	$154.57

	Interviewing Skills
	$156.53
	1.25%
	$154.57

	Introduction to Human Resources Information Systems
	$191.31
	1.25%
	$188.92

	Job Analysis and Organizational Development
	$258.28
	1.25%
	$255.05

	Job Entry Skills workshop
	$191.31
	1.25%
	$188.92

	Maintaining a Corporate Image
	$130.44
	1.25%
	$128.81

	Managing by Objectives
	$156.53
	1.25%
	$154.57

	Managing Change
	$156.53
	1.25%
	$154.57

	Managing, Analyzing, and Interpreting Information
	$191.31
	1.25%
	$188.92

	Manpower Planning
	$191.31
	1.25%
	$188.92

	Marketing for Small Businesses
	$156.53
	1.25%
	$154.57

	Monitoring and Measuring Results
	$191.31
	1.25%
	$188.92

	Monitoring Employee Performance
	$191.31
	1.25%
	$188.92

	Motivation and Coaching for Success
	$191.31
	1.25%
	$188.92

	Negotiation Skills
	$156.53
	1.25%
	$154.57

	Preparing a Performance Improvement Program
	$382.63
	1.25%
	$377.85

	Preparing a Performance-Based Budget and Action Plan
	$191.31
	1.25%
	$188.92

	Project Communication Management
	$156.53
	1.25%
	$154.57

	Project Cost Management
	$156.53
	1.25%
	$154.57

	Project Human Resources Management
	$156.53
	1.25%
	$154.57

	Project Integration Management
	$156.53
	1.25%
	$154.57

	Project Procurement Management
	$156.53
	1.25%
	$154.57

	Project Quality Management
	$156.53
	1.25%
	$154.57

	Project Risk Management
	$156.53
	1.25%
	$154.57

	Project Scope Management
	$156.53
	1.25%
	$154.57

	Project Time Management
	$156.53
	1.25%
	$154.57

	Proposal Writing
	$191.31
	1.25%
	$188.92

	Purchasing and Contract Information
	$191.31
	1.25%
	$188.92

	Serve Your Customer with Quality
	$156.53
	1.25%
	$154.57

	Skills for Executive Assistants
	$191.31
	1.25%
	$188.92

	Strategic Planning and Organizational Assessment
	$191.31
	1.25%
	$188.92

	Successfully Managing Teams
	$191.31
	1.25%
	$188.92

	The Role and Function of the Empowered Manager
	$191.31
	1.25%
	$188.92

	Time Management
	$156.53
	1.25%
	$154.57

	Total Quality Management (long)
	$640.91
	1.25%
	$632.90

	Total Quality Management (short)
	$321.76
	1.25%
	$317.74

	Training of Trainers Workshop
	$765.26
	1.25%
	$755.69

	Writing an Effective Business Plan
	$156.53
	1.25%
	$154.57


Training Courses
	Title of Course:
	Advanced Project Management

	Length of Course (# of Hrs/Days): 3 days

	Commercial Price per Participant:
	1100 EGP ($191.31) 

($1 = 5.74968 EGP)
	Minimum Number of Participants
	12

	GSA Price per Participant:
	$188.92
	Maximum Number of Participants
	18

	Language of Instruction: Arabic and/or English

	GSA Quantity or Other Applicable Discounts (Explain):

1 participant free for every four paying participants from the same company.

	Description of Class

Participants in this 3-day workshop will take an in-depth view of project management, based on the Project Management Body of Knowledge (PMBOK) guide of the Project Management Institute (PMI). They will learn effective tools and techniques to better manager multiple projects in different phases. Participants will identify their strengths and weaknesses as project managers; learn to identify and select the relevant management approach for various types of projects; and gain skills in framing, planning, implementing, and evaluating their projects. Participants will also be trained to use the Microsoft Project software to help them manage all project phases.

By the end of this 3-day workshop, participants will be able to:

· Understand in-depth Project Management knowledge based on Project Management Institute (PMI) Project Management Body of Knowledge (PMBOK) 

· Use different tools and techniques to better manage different project phases 

· Study for the PMI Project Management Professional certificate 

· Map this knowledge into their work environments through practical examples, case studies, and job-related exercises

Workshop Outline:  This 3-day workshop will cover the following topics:

· Introduction to Project Management 

· Project Definition 

· Project Characteristics 

· Project Management Process 

· Project Constraints 

· Project Management Knowledge Areas 

· Project Life Cycle 

· Project Organizations 

· Project Manager’s Characteristics 

· Management Styles 

· Avoiding Pitfalls in Projects 

· Project Selection 

· Understanding and Managing the Customer’s Needs 

· Needs Articulation 

· Pitfalls in Defining Needs 

· Uncertainty and Risks 

· Risk Identification Methods 

· Non-Numerical Methods for Project Selection 

· Numerical Methods for Project Selection 

· Planning 

· Schedule Planning 

· Work Breakdown Structure 

· Milestones 

· Working Time vs. Elapsed Time 

· Responsibility Matrix 

· Tools (Gant Chart, Critical Path, PERT Chart) 

· Task Crashing 

· Resources Planning 

· Resource Planning 

· Resource Leveling 

· Resource Types 

· Budget Planning 

· Cost Estimation 

· Problems in Cost Estimating 

· Risk Planning 

· Risk Categories 

· Level 1 Risk Assessment 

· Level 2 Risk Assessment 

· Risk Management Plan 

· Risk Prioritization 

· Variances 

· Cost Variance 

· Schedule Variance 

· Manage by Exception 

· Control 

· Project Control 

· Examining Variances 

· Crashing Tasks 

· Controlling the Critical Path 

· Manpower Control 

· Budget vs. Actual Cost and Schedule 

· The Earned Value 

· Risk Control 

· Project Auditing 

· Execution 

· Project Manager’s Skills 

· Organization Support Services 

· Establish Information System 

· Project Binder Contents 

· Supporting Plans 

· Monitor and Control Project 

· Manage Variances 

· Changes Control Process 

· Manage Technical Progress 

· Manage Suppliers 

· Manage Risks 

· Manage Test and Acceptance 

· Obtain Customer Sign-off 

· Execution 

· Closure and the Project Manager 

· Closure Process


	Title of Course:
	Business Correspondence

	Length of Course (# of Hrs/Days): 2 days

	Commercial Price per Participant:
	900 EGP  ($156.53)

 ($1=5.74968 EGP)   
	Minimum Number of Participants
	12

	GSA Price per participant
	$154.57
	Maximum Number of Participants
	18

	Language of Instruction: Arabic and/or English

	Quantity or Other Applicable Discounts (Explain):

1 participant free for every four paying participants from the same company.

	Description of Class

1.  General Description of the Workshop:

The AMIDEAST/Egypt Professional Resource Center’s Business Correspondence Workshop is designed as a 2-day training activity. Participants will learn to organize data, write outlines, write various types of business-related correspodence, respond to letters, memos, and electronic correspondence, and write short reports. Participants will also learn to recognize clear and concise writing styles for business, and use appropriate technology tools for their work.
2. Workshop Objectives:
By the end of this 2-day workshop, participants will be able to:

· Plan their business correspondence by analyzing its purpose, audience needs, and content;

· Choose the appropriate form of correspondence: letter, fax, memo, or e-mail;

· Understand the purpose and limitations of each form of correspondence;

· Understand and demonstrate the basic principles of acceptable business writing;

· Format a business letter;

· Write several types of business letters, namely letters of: 

· Inquiry,

· Complaint, and

· Refusal;

· Write and format faxes;

· Write and format memos; and
· Demonstrate best business practices in writing and responding to e-mail correspondence.
3.  Workshop Outline:
This 2-day workshop will cover the following topics:

· Planning Business Correspondence;

· Effective Business Writing;

· Business Letters: An Introduction;

· Business Letters:

· Letters of Request,

· Letters of Complaint, and

· Letters of Refusal;

· Faxes and Memos; and

· Electronic Mail.

4.  Target Audience:
This workshop is designed especially for managers, support staff and other professionals who are required to write correspondence and reports in a formal business environment.


	Title of Course:
	Business Report Writing

	Length of Course (# of Hrs/Days): 2 days

	Commercial Price per Participant:
	900 EGP  ($156.53) 

($1=5.74968 EGP)   
	Minimum Number of Participants
	12

	GSA Price per participant
	$154.57
	Maximum Number of Participants
	14

	Language of Instruction: Arabic and/or English

	Quantity or Other Applicable Discounts (Explain):

1 participant free for every four paying participants from the same company.

	Description of Class

In this 2-day workshop, participants learn to write business reports, both formal and informal versions. Targeting their reports to the purpose and the audience, participants will also learn to apply a clear and concise business writing style, and to use appropriate technological tools for their work. 

Workshop Benefits

By the end of this 2-day workshop, participants will be able to:

· Collect necessary data for reporting 

· Organize their data 

· Identify the audience for the report 

· Outline report content according to reporting requirements 

· Develop a clear, well-organized report 

· Write appropriate communications about the report using e-mail 

· Write executive summaries and abstracts 

· Write a cover letter for the report

Workshop Outline

This 2-day workshop will cover the following topics:

· Defining Business Reports 

· Planning the Report 

· Identifying Main Report Component 

· Choosing the Report Structure 

· Outlining the Report 

· Writing the First Draft 

· Editing the Report 

· Formatting the Report 

· Using Visual Aids in Reports 

· Developing a Personal Action Plan


	Title of Course:
	Business Writing

	Length of Course (# of Hrs/Days): 4 days 

	Commercial Price per Participant:
	EGP 1,485 ($258.28)

($1 = 5.74968 EGP)
	Minimum Number of Participants
	12

	GSA Price per Participant:
	$255.05
	Maximum Number of Participants
	18

	Language of Instruction: Arabic and/or English

	Quantity or Other Applicable Discounts (Explain):

1 participant free for every four paying participants from the same company.

	Description of Class

Do you find difficulty when writing official documents for the office? The English Language Unit offers you the opportunity of improving your writing skills within the workplace. Through this business correspondence course participants have the opportunity to acquire the skills that lead to excellence in their written competence. Organization of information, writing outlines, memos, letters and e-mail, and responding professionally to business-related correspondence are just some of the components of the course. Participants will learn how to recognize and strive for clarity and conciseness and become acquainted with internationally accepted styles of business writing. 




	Title of Course:
	Conflict Management

	Length of Course (# of Hrs/Days): 3 days

	Commercial Price per Participant:
	1100 EGP ($191.31) 

($1 = 5.74968 EGP)
	Minimum Number of Participants
	12

	GSA Price per Participant
	$188.92
	Maximum Number of Participants
	18

	Language of Instruction: Arabic and/or English

	Quantity or Other Applicable Discounts (Explain):

1 participant free for every four paying participants from the same company.

	Description of Class

1. General Description of the Workshop:

The AMIDEAST/Egypt PRC’s Conflict Management Workshop is designed as a 3-day training activity. Participants explore the nature of conflict, as well as its causes and driving forces. By gaining a better understanding of the roots of conflicts, the participants will then be able to better 1) identify sources of conflict in their lives, and 2) identify the behavioral forces that drive conflict. They then focus on exploring various styles and strategies to manage conflict constructively. Finally, they will bring an organizational focus to their exploration of conflict, by implementing a conflict management strategy based on the skills acquired during the two previous days.

2.  Workshop Objectives:
By the end of this 3-day workshop, participants will be able to:

· Understand the nature of conflict and its role in organizations;

· Identify sources of conflict;

· Understand and assess the forces that drive interpersonal and organizational conflict;

· Understand the impact of communication styles on conflict;

· Use positive communication strategies;

· Identify the five conflict management styles;

· Adapt their conflict management styles to people and situations;

· Devise and implement an appropriate conflict management strategy; and

· Set personal goals to better manage conflict.

3.  Workshop Outline:
This 3-day workshop will cover the following topics:

· What is Conflict?

· Conflict Defined,

· Myths and Realities,

· Positive vs. Negative Conflict, and

· How Do You Handle Conflict?;

· What Causes Conflict?

· Internal Conflict,

· Interpersonal Conflict, and

· Organizational Conflict;

· What Drives Conflict?

· Equity Theory,

· Personal Conflicts, and

· Group Conflicts;

· Conflict and Communication;

· Conflict Management Styles;

· Matching Style to Strategy; and

· The Four Stages of Conflict Management.


	Title of Course:
	Coordinating and Controlling Financial and Government Accounting

	Length of Course (# of Hrs/Days): 3 days

	Commercial Price per Participant:
	1100 EGP ($191.31) 

($1 = 5.74968 EGP)
	Minimum Number of Participants
	12

	GSA Price per Participant:
	$188.92
	Maximum Number of Participants
	18

	Language of Instruction: Arabic and/or English

	Quantity or Other Applicable Discounts (Explain):

1 participant free for every four paying participants from the same company.

	Description of Class 

1.    General Description of the Workshop:

In this three-day workshop, participants will gain knowledge of the difference between financial and government accounting and how to modify their nationally oriented (AIS) accounting information system in order to be in line with international accounting standards (IAS).

2.     Workshop Objectives:  

By the end of this 3-day workshop, the participants will be able to:

· Define financial accounting;
· Define government accounting;
· Define the special characteristics of these two types;
· Understand the policies of financial and government accounting;
· Understand how to coordinate between financial and government methods;
· Identify the international accounting standards; and
· Identify the standards for accounting in investment projects.
3.   Workshop Outline:      

The following items will be covered in this workshop: 

· Compare between financial and governmental accounting (structures/ processes)

· Documents – Records – Reports 

· Accounting Information Systems

· Details of the auditing and controlling systems

· Disclosure of accounting policies in:

· Balance sheet and budget

· Profit/loss accounts and revenue cost

· Cash flow and income sheet

· Control items through international accounting standards:

· Inventory pricing (current assets)

· Depreciation (fixed assets)

· Fundamental errors

· Research and development costs

· Events after the balance sheet due

· Accounting for government grants

· Coordinate between financial and government accounting through:

· Holding company and subsidiary company using AIS

· Accounting for investment in associates (common stock)

· International accounting in multinational enterprises

4.    Target Audience:  

This workshop is designed especially for mid-and senior-level supervisors and executives as well as finance and accounting staff who want to develop skills in coordinating and controlling financial and government accounting.    


	Title of Course:
	Cost Reduction Techniques

	Length of Course (# of Hrs/Days): 3 days

	Commercial Price per Participant:
	1100 EGP ($191.31) 

($1 = 5.74968 EGP)
	Minimum Number of Participants
	12

	GSA Price per Participant:
	$188.92
	Maximum Number of Participants
	18

	Language of Instruction: Arabic and/or English

	Quantity or Other Applicable Discounts (Explain):

1 participant free for every four paying participants from the same company.

	Description of Class

1. General Description of the Workshop:

Participants in this 3-day workshop will master the various techniques that make up an effective cost reduction program in order to maximize profitability. Participants will discover how to save money and improve the fiscal health of their company with methods that are easy to implement and proven to deliver positive results.  

2. Workshop Objectives:

By the end of this 3-day workshop, participants will be able:

· To identify the nature, objectives and function of cost reduction;

· To understand the relationship between control and reduction;

· To apply various cost reduction techniques; and

· To make the most appropriate decisions for cost reduction in their organization.

3. Workshop Outline:

This 3-day workshop will cover the following topics:

· Overview of Cost Reduction;

· The Nature, Objectives, and Functions of Cost Reduction;

· Relationship between Cost Control and Cost Reduction;

· Operating Budgets and Cost Reduction;

· Standard Costing and Cost Reduction;

· Cost Reduction Techniques:

· Activity-Based Costing  (ABC),

· Activity-Based Management (ABM),

· Activity-Based Budgeting (ABB),

· Target Costing,

· Value Engineering,

· Cost Tables, and

· Value Index Analysis; and

·   Cost Reduction and Operating Decision-Making Processes
4. Target Audience: 
This workshop is designed especially for managers, sales staff, operations staff, and other professional-level staff.


	Title of Course:
	Creative Problem Solving

	Length of Course (# of Hrs/Days): 3 days

	Commercial Price per Participant:
	1100 EGP   ($191.31) 

($1 = 5.74968 EGP)
	Minimum Number of Participants
	12

	GSA Price per Participant:
	$188.92
	Maximum Number of Participants
	18

	Language of Instruction: Arabic and/or English

	Quantity or Other Applicable Discounts (Explain):

1 participant free for every four paying participants from the same company.

	Description of Class

Effective problem solving and decision-making are critical to the success of your organization. In this 3-day workshop, participants will master how to define their problems, to understand their root causes, and how best to implement solutions. Participants will learn to apply various models and techniques to enhance the creativity of their teams in solving problems and implementing decisions. Participants will also have the opportunity to develop a concrete action plan for achieving their goals. 

By the end of this 3-day workshop, participants will be able to:

· Distinguish between decision making and problem solving processes 

· Identify obstacles to problem solving and decision making processes 

· Identify thinking skills and verbal behaviors that promote and hinder decision making and problem solving 

· Identify and apply the tools used in the problem solving and decision making processes 

· Distinguish between the value of team and individual decision making 

· Define the role and key actions of the facilitator 

· Recognize the accountabilities and responsibilities for organizational decision making

Workshop Outline 

This 3-day workshop will cover the following topics:

· Factors that Impact on Problem Solving and Decision Making: 

· Basic Definitions 

· Problem Solving Versus Decision Making 

· Obstacles to Problem Solving and Decision Making 

· Thinking Skills 

· Types of Organizational Decision Making 

· Problem Solving and Decision Making Models 

· Verbal Behaviors that Impact on Decision Making 

· Role and Key Actions of the Facilitator 

· Problem Solving Model 

· Decision Making Model 

· Structured Techniques 

· Tools for Generating Ideas 

· Tools for Organizing Information 

· Tools for Reaching Agreement 

· Tools for Reviewing and Integration


	Title of Course:
	Design of Total Compensation Systems

	Length of Course (# of Hrs/Days): 3 days

	Commercial Price per Participant:
	1100 EGP  ($191.31) 

($1 = 5.74968 EGP)
	Minimum Number of Participants
	12

	GSA Price per Participant:
	$ 188.92
	Maximum Number of Participants
	18

	Language of Instruction: Arabic and/or English

	Quantity or Other Applicable Discounts (Explain):

1 participant free for every four paying participants from the same company.

	Description of Class

1.  General Description of the Workshop:

This three-day workshop will show Human Resource professionals how best to design, implement and administer a reward system that is equitable for both the organization and the employees. The workshop will focus on practical issues.  The systems must be cost-effective and motivating and contribute to the organization’s performance. Pay decisions cannot be managed from a narrow perspective. Internal influences (organizational size, budget, nature of the work force, and corporate culture) must be considered, but external factors affecting pay (government guidelines, legislation, union influences, labor market conditions, the economy, and global competition for workers) are also critical to the success of any program.  

 2.  Workshop Objectives:  

By the end of this three-day workshop, participants will be able to:

· Select an effective, efficient, and appropriate total compensation strategy and develop programs to support that strategy;

· Ensure that direct compensation and benefit programs are compatible and integrated with each other and that the balance between them is appropriate;

· Identify key issues regarding the management of a compensation and benefit system;

· Identify different compensation and benefit programs available to organizations

· Understand and compare different job evaluation methods and processes; and

· Become familiar with a variety of benefit programs and understand how to effectively manage them.

3.  Workshop Outline:  

In this workshop, participants will learn:     
· Overview of Compensation and Benefits

· Tax, Accounting, and Economic Factors Affecting Compensation

· Tax and Accounting Treatment of Compensation and Benefits Programs

· Economic Factors Affecting Compensation

· Compensation Philosophy and Strategy

· Definition of a Total Compensation System

· Objectives of a Total Compensation System

· Looking Externally: How Environment Affects Compensation

· Formulating a Total Compensation Strategy

· Establishing Administrative Controls

· Job Evaluation Methods

· Job evaluation

· Market-based evaluation

· Job Pricing and Pay Structures

· Job pricing and developing a pay structure

· Broad banding

·   Compensation Programs

· Base pay

· Administering base-pay rates

· Differential pay

· Incentive pay

· Pay Plans for selected employees and specific employee groups

· Employee Benefits Programs

· Indirect compensation programs

· Benefits required by statue

· Retirement plans

· Health care

· Income protection

· Flexible benefit plans

· Controlling health care costs

· Tax treatment of benefits

· Managing Benefits Programs

· Administrative issues

· Communication with employees

· Cost Management of Benefits

· Evaluating the Effectiveness of Total Compensation Programs

4. Target Audience:  

This workshop is designed especially for human resources managers with responsibility for undertaking the compensation function. The typical participants will be first- or second-line managers, although non-management employees and directors may also attend. 


	Title of Course:
	Effective Communication Skills

	Length of Course (# of Hrs/Days): 2 days

	Commercial Price per Participant:
	900 EGP   ($156.53) ($1=5.74968 EGP) 
	Minimum Number of Participants
	12

	GSA Price per Participant:


	$154.57
	Maximum Number of Participants
	18

	Language of Instruction: Arabic and/or English

	Quantity or Other Applicable Discounts (Explain):

1 participant free for every four paying participants from the same company.

	Course Description

1. General Description of the Workshop:

You can increase your interpersonal effectiveness by understanding the impact of your communication style.   Through this 2-day workshop, participants will be able to assess their own communication styles, and affirm and understand not only their own personalities and preferences, but also the preferences of others.

2. Workshop Objectives:  

By the end of this 2-day workshop, the participants will be able to:

· Assess communication styles;

· Affirm and understand personalities and preferences;

· Examine and apply a model for effective feedback;

· Distinguish between active and passive listening;

· Identify listening barriers and personal listening styles;

· Examine the key concepts associated with non-verbal communication;

· Examine the concept of problem ownership;

· Apply the skills for communicating effectively; and  

· Identify the skills for managing the group discussion climate.
3. Workshop Outline:  

This 2-day workshop will cover the following topics:

· Myths and Realities of Communication;

· Variables in the Communication Process;

· Encoding and Decoding;

· Principles of Effective Communication;

· Johari Window Model of Feedback;

· Rules of Feedback;

· Active and Passive Listening;

· Listening Barriers;

· Listening Styles; and

· Non-Verbal Communication.

4. Target Audience:  

This workshop is designed especially for professionals in all areas who wish to learn to communicate more effectively.   


	Title of Course:
	Effective Leadership Skills

	Length of Course (# of Hrs/Days): 3 days

	Commercial Price per Participant:
	1100 EGP  ($191.31) 

($1 = 5.74968 EGP)
	Minimum Number of Participants
	12

	GSA Price per Participant:
	$188.92
	Maximum Number of Participants
	18

	Language of Instruction: Arabic and/or English

	Quantity or Other Applicable Discounts (Explain):

1 participant free for every four paying participants from the same company.

	Description of Class

1. General Description of the Workshop:

Participants in this 3-day workshop will develop a greater understanding of what it takes to be a superior leader by examining and applying the theories and practices developed by today’s leading minds in the fields of organizational development and business.  In an interactive environment brimming with ideas, participants will determine how to use leadership trends and tools to optimize their leadership effectiveness in order to better meet the challenges of today's business environment.
2. Workshop Objectives:  

By the end of this 3-day workshop, the participants will be able to:

· Demonstrate greater competence and confidence as a leader;

· Identify personal leadership strengths and areas for development;

· Apply the nine roles that characterize senior strategic leadership;
· Develop results-based leadership skills;

· Deliver improved results for your employees, organization, customers and investors;

· Build better relationships using the six bedrock principles of loyalty;

· Recognize opportunities for successful strategic alliances;
· Leverage Emotional Intelligence competencies for success;
· Understand how coaching can be used as a tool for improved leadership;

· Anticipate, create and encourage change; and
· Work toward establishing, communicating and embedding a vision that guides day-to-day behavior and overall company direction.
3. Workshop Outline:  

This 3-day workshop will cover the following topics:

· Fundamental concepts of executive leadership:

· Leaders versus Managers,

· Leadership skills and competencies,

· Understanding your personal leadership style, and

· The nine roles of senior strategic leadership;

· Results-based leadership:

· Connecting leadership attributes with results,

· Results-based leadership skills, and

· Delivering results;

· The Loyalty Effect:

· The link between loyalty and the bottom line,

· Creating networks of mutually beneficial, trust-inspiring partnerships, and

· The 6 bedrock principles of loyalty;

· Emotional Intelligence:

· Emotional Intelligence (EI) defined,

· The 5 components of EI,

· The negative consequences of unmanaged emotions,

· Increasing your level of social awareness,

· Managing the emotional states of others, and

· Applying the principles and practices of emotional intelligence to key leadership situations and activities;

· Coaching as a Leadership Tool:

· The coaching process,

· Approaches to coaching, and

· The 10 skills of effective coaches;

· Leading successful change:

· Anticipating the need for change, 

· Creating the conditions for change,

· Understanding and overcoming resistance to change, and

· Leading successful change efforts; and

· Sustained success:

· Vision matters,

· The believing-doing gap,

· Building an actionable vision,

· Communicating the vision, and

· Embedding the vision into the organization’s essence.

4. Target Audience:  

This workshop is designed especially for senior managers, executives, and other high-level professionals who wish to lead more effectively.


	Title of Course:
	Effective Presentation Skills

	Length of Course (# of Hrs/Days): 3 days

	Commercial Price per Participant:
	1100 EGP  ($191.31) 

($1 = 5.74968 EGP)
	Minimum Number of Participants
	12

	GSA Price per Participant:
	$188.92
	Maximum Number of Participants
	18

	Language of Instruction: Arabic and/or English

	Quantity or Other Applicable Discounts (Explain):

1 participant free for every four paying participants from the same company.

	Course Description

In this 3-day workshop, participants will master the various techniques that make up effective presentations, including brainstorming and organizing ideas, tailoring content to an audience, designing powerful visual aids, planning for adequate facilities, and stimulating audience interest.  

1. Workshop Objectives:  

By the end of this 3-day workshop, the participants will be able to:

· Plan their presentation by gathering relevant information, determine audience needs, and define presentation purpose;

· Organize the presentation using the concepts of ordering and determining the central, main and supporting ideas;

· Develop the introduction and conclusion of the presentation;

· Identify the benefits and uses of visual aids;

· Apply the various media choices for displaying data and enhancing the presentation;

· Use effective verbal and non-verbal techniques when making a presentation;

· Reduce their stress when making a presentation; 

· Effectively field questions and elicit feedback from the audience; and
· Gain feedback from peers and the trainer that will identify strengths and areas for improvement.

2. Workshop Outline:

This 3-day workshop will cover the following topics:

· Elements of a good presentation;

· Planning your presentation;

· Structuring your presentation;

· Using visual aids;

· Delivering your presentation: Self-assessment;

· Delivering your presentation: Techniques:

· Voice,

· Gesture, and

· Language;

· Reducing stage fright;

· Managing your environment; and

· Handling questions.

3.  Target Audience: 

This workshop is designed especially for professionals with advanced English Language competency, who must deliver presentations at an international level to achieve company goals.


	Title of Course:
	Effective Project Management

	Length of Course (# of Hrs/Days): 3 days

	Commercial Price per Participant:
	1100 EGP ($191.31) 

($1 = 5.74968 EGP)    
	Minimum Number of Participants
	14

	GSA Price per Participant:
	$188.92
	Maximum Number of Participants
	18

	Language of Instruction: Arabic and/or English

	Quantity or Other Applicable Discounts:

1 participant free for every four paying participants from the same company.

	Description of Class

Through this 3-day workshop, participants will learn to manage projects more efficiently, ensuring that quality projects are delivered on time and within budget. Participants will identify their strengths and weaknesses as Project Managers; learn to identify and select the relevant management approach for various types of projects; and gain skills in framing, planning, implementing, and evaluating their projects. Participants will also be trained to use the Microsoft Project software to help them manage all project phases.

Workshop Benefits

By the end of this 3-day workshop, participants will be able to:

· Define the Project Management Cycle 

· Initiate a Project By 

· Identifying Key Players 

· Setting Clear Goals 

· Assessing the Project’s Risks 

· Producing a Statement of Work 

· Plan a Project By 

· Generating a Work Breakdown Structure 

· Identifying Necessary Resources 

· Scheduling the Tasks 

· Building a Project Network 

· Defining the Critical Path 

· Implement a Project By 

· Establishing Processes and Procedures 

· Organizing the Work Team 

· Monitor and Control a Project By 

· Establishing Monitoring Systems 

· Identifying Problems and Planning for Contingencies 

· Close the Project By 

· Dismantling the Elements 

· Analyzing the Project 

· Producing a Final Report 

Workshop Outline

This 3-day workshop will cover the following topics:

· Overview of Project Management 

· Basic Definitions 

· The Role of the Project Manager 

· The Project Management Cycle 

· Initiating the Project 

· Identifying the Key Stakeholders 

· Setting Goals 

· Assessing Risks and Constraints 

· Statement of Work (SOW) 

· Planning the Project 

· Generating the Work Breakdown Structure 

· Networking the Project 

· Estimating the Schedule 

· Identifying Resources 

· Establishing the Critical Path 

· Submitting the Proposal 

· Monitoring and Controlling the Project 

· Setting Monitoring and Controlling Systems 

· Solving Problems 

· Keeping the Team on Track 

· Getting the Information Out 

· Establishing Authority and Responsibility 

· Establishing Processes and Procedures 

· Communicating Decisions 

· Motivating the Team 

· Closing the Project 

· Shutting Down the Project 

· Evaluating the Project 

· Submitting the Final Report 




	Title of Course:
	Egyptian Labor Law: Fundamentals

	Length of Course (# of Hrs/Days): 3 days

	Commercial Price per Participant:
	1100 EGP  ($191.31) 

($1 = 5.74968 EGP)
	Minimum Number of Participants
	12

	GSA Price per Participant
	$188.92
	Maximum Number of Participants
	18

	Language of Instruction: Arabic and/or English

	Quantity or Other Applicable Discounts (Explain):

1 participant free for every four paying participants from the same company.

	Description of Class

1.  General Description of the Workshop:

In this three-day workshop participants will gain knowledge of building the skills of applying the Egyptian Labor Law in administration of human resources in the private sector.  This workshop includes information on the changes and updates in the laws that were made in 2003.

2.  Workshop Objectives:  

At the end of this workshop, participants will be able to:

· Gain and build information and expertise in the rulings, principles, and processes of Egyptian labor law;

· Identify the changes and updates in the labor law that were promulgated in 2003;

· Gain and build the skills in applying and carrying out the Egyptian Labor Law in human resource management; and

· Gain and build modern behavioral methods in dealing with workers in the private sector as reflected in efficiency and effectiveness of the work in this sector.

3.  Workshop Outline:  

In this workshop, participants will learn:     
· The importance of the labor law;

· The concept of the Egyptian labor law;

· Sources of the labor law;

· Specialties of the labor law;

· Scope of the labor law (where it applies);

· Definition of labor contract and its elements;

· Preparatory steps for contracting labor;

· Restrictions that apply to labor contracting;

· Proving a labor contract (making sure it is legally binding);

· Results of the labor contract:

· The responsibilities of the worker, and

· The responsibilities of the owner;

· Ending a contract;

· Reasons for ending a contract; and

· Results of ending a contract.

4.  Target Audience:  

This workshop is designed for human resources professionals who need to understand and apply the Egyptian labor law for their company’s staff.


	Title of Course:
	Establishing and Maintaining Quality Control

	Length of Course (# of Hrs/Days): 3 days

	Price per Participant:
	1100 EGP  ($191.31) 

($1 = 5.74968 EGP)
	Minimum Number of Participants
	12

	GSA Price per Participant:
	$188.92
	Maximum Number of Participants
	18

	Language of Instruction: Arabic and/or English

	Quantity or Other Applicable Discounts (Explain):

1 participant free for every four paying participants from the same company.

	Description of Class
1.    General Description of the Workshop:

AMIDEAST/Egypt’s Establishing and Maintaining Quality Control Workshop is designed as a three-day training activity.  In this workshop, participants will gain knowledge of the key concepts associated with quality control, task analysis, and job analysis including major approaches, appropriate application of the approaches, tools and methods of data collection and monitoring of standards. They will gain skills in completing a job analysis worksheet, and applying the major approaches to the task analysis. 

2.   Workshop Objectives:  

At the end of this workshop, participants will be able to:

· Identify the three approaches to performing a task analysis

· Define the purpose and characteristics of standardization in effectively monitoring and evaluating routine work tasks

· Identify the purpose and steps for implementing performance checklists

3.   Workshop Outline:  

In this workshop, participants will learn:     
· Quality Control and Task Analysis

· Defining quality control

· Job analysis: collecting information

· Three approaches to performing a task analysis

· Task analysis: Procedural approach

· Task analysis: cognitive approach

· Collecting data to verify analysis
· Preparing Standard Operating Procedures (SOP’s)

· What is a standard?

· Characteristics of standards questions to ask when things go wrong

· Process to develop SOP’s

· Using process charts to monitor standards

· Guidelines for developing SOP’s

· The pitfalls and benefits of standardization

· Preparation of Performance Checklists

· Components of checklists

· Purpose of developing checklists

· Skill practice and application

4.     Target Audience:  

This workshop is designed for mid-and senior-level executives and supervisors who need to develop the knowledge, skills and abilities that will help them to improve employee performance.  


	Title of Course:
	Establishing and Maintaining Performance Standards

	Length of Course (# of Hrs/Days): 3 days

	Commercial Price per Participant:
	1100 EGP  ($191.31) 

($1 = 5.74968 EGP)
	Minimum Number of Participants
	12

	GSA Price per Participant:
	$188.92
	Maximum Number of Participants
	18

	Language of Instruction: Arabic and/or English

	Quantity or Other Applicable Discounts (Explain):

1 participant free for every four paying participants from the same company.

	Description of Class

1. General Description of the Workshop:

This 3-day, highly practical, tool-based workshop concentrates on designing performance standards that will increase the quality and effectiveness of the HR function and the employee review process in your organization. Participants will explore the best practices in using Standard Operating Procedures. Preparing and implementing SOP’s around a single best method results in a better product and service for customers, greater ease in training new workers, and improved ability to solve problems and continue to improve processes.

2. Workshop Objectives:

By the end of this 3-day workshop, participants will be able:

· To define quality control and its application in organizations;

· To identify and practice the three approaches to task analysis for effective monitoring and evaluation of performance in routine work tasks;

· To identify the characteristics and processes to develop standards;

· To develop process charts to monitor and evaluate standards;

· To examine the pitfalls and benefits of standardization as method for monitoring and evaluating performance of routine work tasks;

· To identify the purpose and key components of performance checklists; and

· To identify the steps and develop an action plan for performance checklist work application.

3. Workshop Outline:

This 3-day workshop will cover the following topics:
· Defining quality control and task analysis;

· Collecting information;

· Using the job analysis worksheet;

· Identifying the three approaches to task analysis:

· Behavioral approach,

· Procedural approach, and

· Cognitive approach,

· Verifying the information;

· Understanding the purpose and problems with SOP’s;

· Defining a standard;

· Identifying the characteristics of standards;

· Asking the right questions when things go wrong;

· Understanding the process of developing SOP’s;

· Using process charts to monitor standards;

· Setting guidelines for developing process charts;

· Understanding the pitfalls and benefits of SOP’s;

· Understanding the purpose of developing performance checklists;

· Defining the components of checklists; and

· Applying the steps to developing checklists.

4. Target Audience: 

This workshop is designed especially for managers in the HR function who wish to learn more about techniques of performance standardization.


	Title of Course:
	Establishing a Performance Improvement Strategy

	Length of Course (# of Hrs/Days): 3 days

	Commercial Price per Participant:
	1100 EGP ($191.31) 

($1 = 5.74968 EGP)
	Minimum Number of Participants
	12

	GSA Price per Participant:
	$188.92
	Maximum Number of Participants
	18

	Language of Instruction: Arabic and/or English

	Quantity or Other Applicable Discounts (Explain):

1 participant free for every four paying participants from the same company.

	Description of Class

1.
General Description of the Workshop:

AMIDEAST/Egypt’s Establishing a Performance Improvement Strategy Workshop is designed as a three-day training activity. In this workshop, participants will gain knowledge of the strategic planning process. They will enhance their understanding of the current economic environment that necessitates strategic and performance-based change. Participants will understand the difference between strategic planning and performance improvement planning and will be able to identify the planning processes for each, as well as the elements of an effective Performance Improvement Strategy. 
2.    Workshop Objectives:  

At the end of this workshop, participants will be able to:   

· Identify and explain the elements of the strategic planning process;

· Identify and explain recommendations for a strategic plan;

· Identify and explain performance indicators;

· Demonstrate understanding of strategic and performance tracks; and

· Identify synergy between policies, results, indicators and PIP in establishment of      Performance Improvement Strategy.

3.   Workshop Outline:  

In this workshop, participants will learn:     

· Strategic Planning Process

· Strategic planning: purpose and results

· Strategic planning process

· Performance objectives

· Strategic Planning and the Performance Improvement Strategy

· Strategic and performance tracks

· Performance improvement strategy 

 4.   Target Audience:  

This workshop is designed for mid-and senior-level executives and supervisors who need to develop the knowledge, skills and abilities that will help them to improve employee performance.  


	Title of Course:
	Finance for Non-Financials

	Length of Course (# of Hrs/Days): 3 days

	Commercial Price per Participant:
	1100 EGP ($191.31) 

($1 = 5.74968 EGP)
	Minimum Number of Participants
	12

	GSA Price per Participant
	$188.92
	Maximum Number of Participants
	18

	Language of Instruction: Arabic and/or English

	Quantity or Other Applicable Discounts (Explain):

1 participant free for every four paying participants from the same company.

	Description of Class

This 3-day workshop is designed to empower participants with knowledge, skills and attitudes required for developing the financial competence and understanding which are essential for all managers in solving managerial problems. The program will also provide participants with the financial information required to make the most effective managerial decisions.

By the end of this 3-day workshop, participants will be able to:

· Understand and apply the various techniques for analyzing financial security 

· Understand and apply the various accounting analysis techniques 

· Make and implement the financial decisions that are the most effective for their organization 

Workshop Outline

This 3-day workshop will cover the following topics:

· Financial Analysis 

· Types of Financial Statements 

· Short–term Liquidity Analysis 

· Long-term Liquidity 

· Capital Structure Analysis 

· Asset Efficiency Analysis 

· Financial Ratios 

· Comparative Studies 

· Vertical and Trend Analysis 

· Operating Cash Flow Analysis 

· Financing Cash Flow Analysis 

· Cash Flow Models 

· Financial Models 

· Accounting Analysis 

· Cost-Volume-Profit Analysis 

· Break Even Analysis 

· Financial Strategic Planning 

· Investment planning 

· Capital Budgeting Process 

· Investment Evaluation Techniques 

· Financing Decisions 

· Dept Financing 

· Short Term Dept 

· Long Term Dept 

· Equity Financing 

· Types of Stocks 

· Capital Structure Analysis 

· Weighted Average Cost of Capital 

· Valuation Methods 


	Title of Course:
	Human Resources Policies and Systems Procedures

	Length of Course (# of Hrs/Days): 3 days

	Commercial Price per Participant:
	1100 EGP  ($191.31) 

($1 = 5.74968 EGP)
	Minimum Number of Participants
	12

	GSA Price per Participant:
	$188.92
	Maximum Number of Participants
	18

	Language of Instruction: Arabic and/or English

	Quantity or Other Applicable Discounts (Explain):

1 participant free for every four paying participants from the same company.

	Description of Class

1.  General Description of the Workshop:

This workshop is designed to provide participants with a roadmap for designing human resource policies and procedures. Step-by-step, participants are led from team building, to research, to writing, to publication, to communication, and training. Participants are introduced to best practices for the policy and procedure writing format, which is the heart of any system of policies and procedures. Lastly, participants are shown a process for converting printed policies and procedures into network or web formats.

 2.  Workshop Objectives:  

At the end of this workshop, participants will be able to: 

· Understand the strategic role of policies and procedures;
· Give reasons for documenting policies and procedures;
· Understand the importance of research;
· Determine content for manuals;
· Review core business processes;
· Understand the importance of forms control;
· Understand how forms and procedures work together;
· Apply the best practices for procedure writing styles; and
· Make use of the best distribution channels to apply the policies and procedures.
3.  Workshop Outline:  

This workshop will cover the following topics:     
· The Need for Policies and Procedures;

· Research Methods;

· Forms Management;

· Writing Format;

· Draft Coordination and Approval;

· Distribution Methods: Printed, Electronic;

· Revisions;

· Online Manuals; and

· Internet, Intranet, and Extranet.

4.  Target Audience:  

This workshop is designed for human resources professionals who must write and apply policies and procedures.


	Title of Course:
	Human Resources Management 

	Length of Course (# of Hrs/Days): 6 days

	Commercial Price per Participant:
	2200 EGP ($382.63)

($1 = 5.74968 EGP)
	Minimum Number of Participants
	12

	GSA Price per Participant:
	$377.85
	Maximum Number of Participants
	18

	Language of Instruction: Arabic and/or English

	Quantity or Other Applicable Discounts (Explain):

1 participant free for every four paying participants from the same company.

	Description of Class

1.  General Description of the Workshop:

The field of human resource management is entering a new and exciting era. Organizations are now recognizing that long-term success of their operations depends on the management of their human resources. This makes the human resources function an essential part of an organization’s strategic focus and creates the opportunity for the HR executive to become a strategic business partner.  In this six-day workshop, the practices or skills necessary for the effective management of human resources are examined. We discuss the role and responsibilities of the HR professional, particularly as they relate to planning. We also describe how personnel research can help a company use its human resources more effectively.  

2.  Workshop Objectives:  

This program is designed to help participants:

· Manage the HR function as an integral part of top management in the organization;

· Manage assigned resources to accomplish the objectives of the organization;

· Determine skill mix and staffing requirements to create staffing plans that meet the objectives of the organization;

· Consider the long-term and short-term needs of the organization when undertaking human resource planning;

· Analyze human resource needs, expectations, and objectives to enhance the practices of the organization through the application of personnel research;

· Implement strategies for employee involvement;

· Understand international issues of HR;

· Learn important concepts in motivation and leadership;

· Comprehend ethical issues facing organizations; and

· Understand research and design issues for evaluating the effectiveness of HR 

3.  Workshop Outline:  

In this workshop, participants will learn:     
· Role of HR in Organizations;

· Human Resource Planning;

· Organizational Design and Development;

· Budgeting, Controlling, and Measuring;

· Leadership and Motivation;

· Total Quality and Performance Management;

· Employee Involvement Strategies;

· Human Resources Research;

· International Human Resource Management; and

· Human Resource Ethical Issues.   

4.  Target Audience:  

This workshop is designed especially for Human Resources professionals and specialists who have limited generalist experience, as well as other functional specialty professionals who want to learn more about the human resources function.


	Title of Course:
	Interview & Hire the Best People

	Length of Course (# of Hrs/Days): 2 days

	Commercial Price per Participant:
	900 EGP  ($156.53) 

($1=5.74968 EGP)   
	Minimum Number of Participants
	12

	GSA Price per Participant:
	$154.57
	Maximum Number of Participants
	18

	Language of Instruction: Arabic and/or English

	Quantity or Other Applicable Discounts (Explain):

1 participant free for every four paying participants from the same company.

	Description of Class

1.  General Description of the Workshop:

When your organization is very tightly staffed, you cannot afford to hire the wrong person. It is important to hire the best people who can produce the results you need. It is a challenge to hire people who are technically able to do the job and who will be a personal fit. By using methods and techniques taught in this 3-day workshop, participants will develop a guaranteed success rate in selecting the best candidate for the job, their departments, and their organizations.
2.  Workshop Objectives:  

By the end of the workshop the participant should be able to:

· Conduct better interviews;

· Plan interviews and be thoroughly prepared;

· Know which questions will ensure the selection of the best candidates;

· Apply behavioral questioning techniques;

· Apply powerful and practical interview techniques that avoid problems, streamline the process and allow you to hire the best; and

· Determine whether a candidate is a solid technical and behavioral match for the job.

3.  Workshop Outline:  

This workshop will cover the following topics:     
· Interview Model;

· Sharpen Interviewing Skills; 

· Interview Strategies;

· Identify Job Requirements;

· Ask the Right Questions;

· Match Strategic Business; and

· Legal and Illegal Questions.

4.  Target Audience:  

This workshop is designed especially for any staff members, particularly from the Human Resources department, who need to learn how to hire more effectively to meet changing business needs.



	Title of Course:
	Interviewing Skills

	Length of Course (# of Hrs/Days): 2 days

	Commercial Price per Participant:
	900 EGP  ($156.53)

 ($1=5.74968 EGP)   
	Minimum Number of Participants
	12

	GSA Price per Participant:
	$154.57
	Maximum Number of Participants
	18

	Language of Instruction: Arabic and/or English

	Quantity or Other Applicable Discounts:

1 participant free for every four paying participants from the same company.

	Description of Class

Your organization can only be as good as the people you hire. This 2-day workshop will help participants to enhance their interviewing skills by learning to better determine job requirements, set objective selection criteria, and effectively design of the interview process. By assessing and improving their own interviewing style, they will be able to make better hiring decisions.

By the end of this 2-day workshop, participants will be able to:

· Understand the role of the job interview in the overall selection process 

· Assess their strengths and weaknesses as an interviewer 

· Be able to assess job needs, job requirements, and job selection criteria 

· Understand and be able to use the structured interview format 

· Conduct interviews in an efficient and reliable way, drawing out the necessary information from candidate 

· Evaluate and select candidates based on objective, job-related criteria 

· Set personal goals to become a better interviewer

Workshop Outline 

This 2-day workshop will cover the following topics:

· Using The Interview as Selection Tool: 

· Defining the Purpose of the Interview as a Selection Tool 

· Identifying the Properties of a Good Interviewer 

· Understanding the Pre-Interview Process 

· Determining Job Requirements: 

· Setting Selection Criteria 

· Assigning Criteria Priorities 

· Creating the Interview Action Plan 

· Conducting the Structured Interview: 

· Deciding the Right Interview Questions 

· Selling the Company 

· Setting the Stage 

· Following Interview Procedures: 

· Welcoming the Candidate 

· Setting the Context 

· Conducting the Interview 

· Recording Answers 

· Closing the Interview 

· Making Hiring Decisions: 

· Evaluating and Selecting the Candidate 

· Documenting the Decision




	Title of Course:
	Introduction to Human Resources Information Systems

	Length of Course (# of Hrs/Days): 3 days

	Commercial Price per Participant:
	1100 EGP  ($191.31) 

($1 = 5.74968 EGP)
	Minimum Number of Participants
	12

	GSA Price per Participant:
	$188.92
	Maximum Number of Participants
	18

	Language of Instruction: Arabic and/or English

	Quantity or Other Applicable Discounts (Explain):

1 participant free for every four paying participants from the same company.

	Description of Class

1.  General Description of the Workshop:

In recent years, human resource managers have experienced a greater need for broad-based employee information to help them make effective decisions and maintain necessary information, especially for compliance purposes. A human resource information system (HRIS) is a systematic procedure for gathering, storing, maintaining, retrieving, and revising HR data.  This three-day workshop will show participants how the human resource information system can be used to streamline procedures and to keep employee data up to date.

2.  Workshop Objectives:  

This program is designed to help participants:

· Plan, prepare, coordinate and administrate the employee database;

· Manage reporting; and

· Implement the operational and cost modeling tools.

3.  Workshop Outline:  

In this workshop, participants will learn:     
· Operating System-Database Management System -- Application Programs;

· The Database Management Approach;

· Using Database Management Software -- The Data Dictionary (Metadata);

· SQL & QBE;

· Graphical and Natural Queries;
· Database Maintenance;

· Second Session;

· Importance and Types of HP Reports;

· Role Of HR Reports In Enhancing Decisions and Procedures;

· Basic Skills of Reporting;

· Basic HR Report Components;

· Improving Report Precision, Content and Shape;

· Use Of Graphs, Charts and Curves;

· Information Technology and Reporting System;

· Presentation Techniques in Reporting;

· Reporting and Performance;

· Barriers of Communication;

· Budget Concepts (+Application);

· Components of the HR Budget;

· Measuring And Analyzing the Cost Modules;

· Guidelines For Determining Cost Modules; and

· Cost Benefit Analysis and Using Analysis in Making Decisions.

4.    Target Audience:  

This workshop is designed especially for mid-and senior-level human resources executives with responsibility for managing or implementing Human Resources Information Systems, or for human resources managers who work with their line-management clients in planning organizational success.
 


	Title of Course:
	Job Analysis and Organizational Development

	Length of Course (# of Hrs/Days): 4 days

	Commercial Price per Participant:
	1,485 EGP ($258.28)

 ($1 = 5.74968 EGP)
	Minimum Number of Participants
	12

	GSA Price per Participant:
	$255.05
	Maximum Number of Participants
	18

	Language of Instruction: Arabic and/or English

	Quantity or Other Applicable Discounts (Explain):

1 participant free for every four paying participants from the same company.

	Description of Class

1.  General Description of the Workshop:

Consistent, effective, and accurate analysis of the jobs in organizations is the critical first step in developing all human resources systems.  Recruitment, selection, performance appraisal, training, career development, and compensation systems require valid, up-to-date job analysis data. Further, proper documentation of job requirements is critical in a company’s defense of employee lawsuits involving discrimination or wrongful discharge.  This four-day workshop will provide participants with: Systematic procedures for gathering, documenting, and analyzing three aspects of a job: tasks, requirements, and demands; a comprehensive overview of the key role job analysis plays in human resources functions; an understanding of the relationship between job analysis and job evaluation; and an appreciation for management concerns and legal issues affecting job analysis and its use. 
2.  Workshop Objectives:  

By the end of the workshops, participants should have acquired:

· A comprehensive overview of the key role job analysis plays in human resources function;

· An understanding of the relationship between job analysis and job evaluation;

· An appreciation for management concerns and legal issues affecting job analysis and its use; and

· Systematic procedures for gathering, documenting and analyzing job tasks, requirements and demands. 
3.  Workshop Outline:  

In this workshop, participants will learn:     
· Overview of Job Analysis

· What is a valid, practical job analysis?

· Why is a job analysis performed?

· The relationship between job analysis and job evaluation

· Uses of  Job Analysis

· Human Resources planning

· Selection

· Training and development

· Performance management

· Compensation

· Work improvement

· Survey of Job Analysis

· The pros and cons of various methods

· Selecting the method that fits your needs

· Conducting a Job Analysis

· Collecting job information

· Determining the content and context of a job

· Identifying and prioritizing job tasks

· Determining job demands, requirements and specifications

· Job Documentation

· Writing job descriptions

· Ensuring reliable and valid result

· Job evaluation and classification

4.    Target Audience:  

This workshop is designed especially for human resources managers with responsibility for undertaking job analysis and/or writing job descriptions. The typical participants will be a first- or second-line manager, although non-management employees and directors may also attend. 


	Title of Course:
	Job Entry Skills Workshop

	Length of Course (# of Hrs/Days): 3 days

	Commercial Price per Participant:
	1100 EGP   ($191.31) 

($1 = 5.74968 EGP)
	Minimum Number of Participants
	12

	GSA Price per Participant:
	$188.92
	Maximum Number of Participants
	18

	Language of Instruction: Arabic and/or English

	Quantity or Other Applicable Discounts (Explain):

1 participant free for every four paying participants from the same company.

	Description of Class

1. General Description of the Workshop:

AMIDEAST/Egypt PRC’s Job Entry Skills Workshop is designed as a 3-day training activity.  Participants in this workshop will discover valuable skills, techniques and attitudes that are needed in order to find and keep a job in today’s competitive market.  The workshop will cover resume writing, applying for jobs, going through a job interview, and starting out as a professional in a new job.

2. Workshop Objectives:  

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

· Write a resume that clearly states their abilities, experiences and relevant personal information;

· Prepare for a job interview by analyzing the company, knowing typical questions asked in an interview, and knowing how to dress appropriately;

· Give a first impression of being a professional in dress and manner;

· Receive criticism so that it can become a valuable tool for self-improvement;

· Discuss issues and differences with colleagues professionally; and

· Understand the limits between personal and professional life.

3. Workshop Outline:  

This workshop will cover the following topics:

· Writing a resume and applying for a job:

· Resume components,

· Types of resume: Chronological or functional,

· Cover letters, and

· Job application forms;

· Preparing for a job interview:

· Researching the job itself,

· Researching the company, and

· Preparing for questions; and

· Starting a new job:

· Presenting a professional image:

· Dress,

· Attitude towards time, and

· Attitude towards criticism;

· Maintaining a professional relationship with colleagues:

· The line between personal and professional, and

· Resolving disagreements between colleagues.

4. Target Audience:  

This workshop is designed especially for new entrants to the job market who need to know how to maximize their personal effectiveness to find and keep a good job.


	Title of Course:
	Maintaining Corporate Image

	Length of Course (# of Hrs/Days): 2 half-days

	Commercial Price per Participant:
	750 EGP ($130.44)

($1 = 5.74968 EGP)
	Minimum Number of Participants
	12

	GSA Price per Participant:
	$128.81
	Maximum Number of Participants
	18

	Language of Instruction: Arabic and/or English

	Quantity or Other Applicable Discounts (Explain):

1 participant free for every four paying participants from the same company.

	Description of Class

1. General Description of the Workshop
Maintaining a Corporate Image Workshop is designed as a 2-half-day training activity. This workshop will help participants form a professional, savvy and business image. They will be able to project this image for the benefit of their jobs and organizations.

2. Workshop Objectives:  

By the end of this 2-half-day workshop, participants will be able to:

· Look, act, and dress for their current position, as well as for career advancement;

· Read the body language of others;

· Use eye contact, gestures, stance, and voice tone to send the right message;

· Convey poise and confidence; and

· Express themselves in a more articulate, direct, and professional manner.  
3. Workshop Outline:  

This 2-half-day workshop will cover the following topics:

· Non-Verbal Effectiveness:

· First impression,

· Body language and comportment,

· The power of the smile,

· Eye contact, and
· Handshake;

· Verbal Effectiveness:
· Voice,

· Telephone answering techniques, and

· The art of listening;

· Corporate Etiquette:

· Towards superior, peers and subordinates, and

· Towards clients; and

· Female Style and Dress Code:

· Corporate look and successful image,

· Tips on accessories, colors and fragrances, and

· Make-up etiquette; and

· Male Style and Dress Code:

· Corporate look and successful image, and

· Tips on suit buying, accessories, and dressing for different body types.

4. Target Audience: 

 This workshop is designed especially for office support staff, administrative assistants, secretaries, and clerical staff, from medium to large companies and organizations, who want to enhance their personal characteristics in order to improve their professional positions.


	Title of Course:
	Managing, Analyzing, and Interpreting Information Workshop

	Length of Course (# of Hrs/Days): 3 days

	Commercial Price per Participant:
	1100 EGP ($191.31) 

($1 = 5.74968 EGP)
	Minimum Number of Participants
	12

	GSA Price per Participant:
	$188.92
	Maximum Number of Participants
	18

	Language of Instruction: Arabic and/or English

	Quantity or Other Applicable Discounts (Explain):

Public workshops:  1 participant free for every four paying participants from the same company.

Closed workshops:  Negotiated; maximum 5% discount on the total fees.

	Description of Class

1.  General Description of the Workshop:

Effective managers rely on objective data to make good management decisions.  This three-day workshop explains the benefits of instituting management information systems (MIS) in your organization, and will provide participants with several techniques for analyzing information in order to be more effective and strategic in their role.

2.  Workshop Objectives:  

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

· Define the essential elements of a management information system (MIS);

· Understand how to analyze the data in an MIS;

· Identify the information system life cycle; 

· Identify the distribution channels for MIS data and analysis; and 

· Apply the analysis of the data in business decisions.

3.  Workshop Outline:  

This workshop will cover the following topics:

· Information system essentials (basics);

· Inputs and outputs of applications;

· Steps for translating the design into a managing medical activities system;

· Analyzing Management Information Systems (MIS);

· Who wants the data: When, where, and how;

· Elements of management information systems and ways of dealing with different activities;

· The information system life cycle; and

· The five phases of information system life cycle.
4.    Target Audience:  

This workshop is designed for managers who need to analyze data, information professionals who are working with management databases, and other professionals who need to understand how best to profit from management information systems.


	Title of Course:
	Managing by Objectives

	Length of Course (# of Hrs/Days): 2 days

	Commercial Price per Participant:
	900 EGP  ($156.53)

($1=5.74968 EGP)   
	Minimum Number of Participants
	12

	GSA Price per Participant:
	$154.57
	Maximum Number of Participants
	18

	Language of Instruction: Arabic and/or English

	Quantity or Other Applicable Discounts (Explain):

1 participant free for every four paying participants from the same company.

	Description of Class

Management by Objectives (MBO) has been designed as a two-day training activity that will provide participants with an organization-wide approach to performance appraisals, which can help ensure purposeful action towards desired objectives. It links organizational objectives and individual behavior. Because it is a system that links plans with performance, MBO is a powerful implementation technique.
1. 1.  Workshop Objectives:

By the end of this 2-day workshop, participants will be able to:

· Define Management by Objectives (MBO) and explain how it differs from other performance evaluation systems;

· Identify the factors that affect the successful implementation of the MBO approach, and how these relate to their organization;

· Weigh the benefits of the MBO approach against its shortfalls;

· Write personal performance goals that relate to organizational objectives, and that encourage the achievement of observable performance results;

· Create a work plan to guide the achievement of performance goals and monitor progress;

· Identify the factors that can affect (positively or negatively) the achievement of goals, and understand how to adapt performance measures accordingly; and

· Explain the potential impact of policy, organizational structure, and information flow on the implementation of a MBO program.

2. 2.  Workshop Outline:

This 2-day workshop will cover the following topics:

· What is MBO?

· MBO as a Performance Appraisal System

· MBO as a Business Performance System

· Reviewing Business Goals

· Setting Performance Goals

· Creating a Work Plan

· Monitoring Work

· Linking Results to Performance

· Aligning Systems

· Organizational Readiness

3. 3.  Target Audience: 

This workshop is designed especially for managers in the HR function who wish to learn more about maximizing performance through the use of objective and transparent standards for all employees.


	Title of Course:
	Managing Change

	Length of Course (# of Hrs/Days): 2 days

	Commercial Price per Participant:
	900 EGP    ($156.53) ($1=5.74968 EGP) 
	Minimum Number of Participants
	12

	GSAS Price per Participant:
	$154.57
	Maximum Number of Participants
	18

	Language of Instruction: Arabic and/or English

	Quantity or Other Applicable Discounts (Explain):

1 participant free for every four paying participants from the same company.

	Description of Class

1. General Description of the Workshop:

In this two-day training activity, participants will learn how to successfully manage change in their companies.  Determining people’s current behavior and the desired behavior in the future is a strategy for organizational culture change.  Organizational culture is what makes the experience of working at one company different from doing the same work at another company offering similar services or products.  Determining the core values and the vision sets the goals for achievement.  In order to be “role models for change,” managers need to evaluate their own comfort level with change and be aware of the employees’ reactions to change.  The key to getting employee buy-in is communication at all levels and at all stages of the change project.  Finally, managers can learn important lessons about change by looking at other companies’ experiences and using their successes and failures as a planning tool.  For any change to be effective, it must be done with full support and participation from all levels in the organization.

2. Workshop Objectives:  

By the end of this 2-day workshop, participants will be able to:

· Articulate the nature of organizational culture and its relationship to change;

· Distinguish between apparent and below-the-surface elements of organizational culture;

· Identify the elements of organizational culture that are linked to core values and vision;

· Analyze your organization’s strengths, weaknesses, opportunities, and threats (SWOT Analysis);

· Make sure your vision contains the core values your company holds as well as easily understandable but challenging goals for the company’s future direction;

· Determine your own attitudes towards change;

· Apply a model for change to make sure you can communicate change to employees;

· Understand how information on changing organizational culture should be shared with employees, and assess the adequacy of current communication processes at your company; and

· Articulate a shared culture vision for your company, based on corporate models of success.

3. Workshop Outline:  

This 2-day workshop will cover the following topics:

· Defining Organizational Culture;

· Iceberg Model;

· Measuring Organizational Culture;

· SWOT Analysis;

· The Life Cycle of Change;

· Your Company’s Vision;

· Are You a Change-Oriented Leader?;

· Communication:  A Case Situation;

· The ADKAR Model;

· Setting Your Communication Plan; and

· Best Practices in Change Management.

4. Target Audience:  
This workshop is designed especially for senior managers, executives, and other high-level professionals who wish to lead change efforts more effectively.


	Title of Course:
	Manpower Planning 

	Length of Course (# of Hrs/Days): 3 days

	Commercial Price per Participant:
	1100 EGP  ($191.31) 

($1 = 5.74968 EGP)
	Minimum Number of Participants
	12

	GSA Price per Participant:
	$188.92
	Maximum Number of Participants
	18

	Language of Instruction: Arabic and/or English

	Quantity or Other Applicable Discounts (Explain):

1 participant free for every four paying participants from the same company.

	Description of Class

1.  General Description of the Workshop:

In this three-day workshop, participants will concentrate on how to develop a manpower plan and how to use it effectively to increase performance, taking a broad strategic view towards leveraging their human resources to achieve company goals.  Leading organizations use their manpower plan to assure that they will have the “people power” in place to achieve their strategic and business plans. A systematic planning approach is needed to assure that the organization will have the right people, in the right jobs, with the right skills, at the right time. 

2.  Workshop Objectives:  

In this workshop, a human resources leader will learn to:

· Think strategically about human resources issues;

· Implement and manage a manpower planning system;

· Link manpower planning to corporate strategic and business planning;

· Identify the major human resources strategic issues and analyze their impact on the organization; and

· Measure the results of the planning.
3.  Workshop Outline:  

In this workshop, participants will learn:     
· Foundations of Manpower Planning;

· Key Forces Impacting Manpower planning;

· Structure of the Manpower Plan;

· Integrating the Manpower Plan with the Organization’s Strategic Plan;

· Building the Manpower plan;

· External trends: demographics and competition;

· Organization culture profile;

· Internal human resources analysis: workforce composition and utilization;

· Identification of key issues; and

· Developing Manpower Strategies and Action Plans.

4..  Target Audience:  

This workshop is designed especially for mid-and senior-level human resources executives with responsibility for managing or implementing a manpower plan, or for human resources managers who work with their line-management clients in planning for organizational success.


	Title of Course:
	Marketing for Small Business

	Length of Course (# of Hrs/Days): 2 days

	Commercial Price per Participant:
	900 EGP  ($156.53) 

($1=5.74968 EGP)   
	Minimum Number of Participants
	12

	GSA Price per Participant:
	$154.57
	Maximum Number of Participants
	18

	Language of Instruction: Arabic and/or English

	Quantity or Other Applicable Discounts (Explain):

1 participant free for every four paying participants from the same company.

	Description of Class

1. General Description of the Workshop:

In this two-day workshop, participants learn about the nature and definition of marketing as it fits into the Egyptian market. They will understand and develop a cost effective marketing plan and actions for a small business. Participants will learn to develop marketing strategies that will best suit their small businesses and their target customers.
2. Workshop Objectives:  

By the end of this 2-day workshop, participants will be able to:

· Understand the concept of marketing;
· Evaluate the marketing edge of their competition;
· Evaluate their market’s main features to achieve competitive advantage; and
· Develop a marketing mix that best responds to the realities of their situation and the needs of their customers; and
· Develop a marketing plan.
3. Workshop Outline:

This 2-day workshop will cover the following topics:

· Defining marketing;

· Understanding the need for marketing;

· Marketing versus selling;

· Profiling the business: 

· Competition, 
· Segmentation, 
· Positioning, 
· Marketing features vs. benefits, and
· Feedback and follow-up;
· Defining the essentials: 

· Marketing research and information, 
· Defining product or service, 
· Segmenting the market, and
· Analyzing customer behavior; 
· Developing or redefining the marketing mix; and

· Developing the marketing plan,

4. Target Audience:  

This workshop is designed especially for entrepreneurs, operators of small businesses, freelancers, and others interested in the small business sector.


	Title of Course:
	Monitoring and Measuring Results

	Length of Course (# of Hrs/Days): 3 days

	Commercial Price per Participant:
	1100 EGP  ($191.31) 

($1 = 5.74968 EGP)
	Minimum Number of Participants
	12

	GSA Price per Participant:


	$188.92
	Maximum Number of Participants
	18

	Language of Instruction: Arabic and/or English

	Quantity or Other Applicable Discounts (Explain):

1 participant free for every four paying participants from the same company.

	Description of Class

1.  General Description of the Workshop:

The AMIDEAST/Egypt’s Monitoring and Measuring Results Workshop is designed as a three-day training activity, in which participants will gain knowledge of the key concepts associated with action planning, including major steps, key actions for gaining corporate support, and potential pitfalls in the process. Participants will gain skill in all areas of action planning to ensure their ability to apply the concepts covered. Participants will be encouraged to apply best practices and assume a management leadership role in the entire planning process.     

 2.  Workshop Objectives:  

At the end of this 3-day workshop, participants will be able to: 

· Present the action plan and establish support from the Work Unit Action Team;

· Define the role of the manager in implementing, coordinating and monitoring an action plan; and

· Prepare the PIP-Performance progress report.

3.  Workshop Outline:  

In this workshop, participants will learn:     
· Getting Buy-In from the Work Unit Action Team

· Steps in commissioning the action plan

· Skill application: refer to PIP action plan

· How to gain support

· Techniques for gaining support

· Implementing the Action Plan

· Key duties during implementation

· Key duty 1: Controlling work in progress

· Key duty 2: Providing feedback

· Key duty 3: Negotiating for supplies, materials and service

· Key duty 4: Resolving differences

· Preparing PIP-Performance Progress Report

· Relationship between PIP-Progress report and PIP-action plan

· Identify out of control point

· Plan corrective actions for out-of-control performance

· Reinforce team contributions

· Modify action plan and reinforcement plan as necessary

· Review team progress

4.  Target Audience:  

This workshop is designed for mid-and senior-level executives and supervisors who need to develop the knowledge, skills and abilities that will help them to improve employee performance.


	Title of Course:
	Monitoring Employee Performance

	Length of Course (# of Hrs/Days): 3 days

	Commercial Price per Participant:
	1100 EGP  ($191.31) 

($1 = 5.74968 EGP)
	Minimum Number of Participants
	12

	GSA Price per Participant:
	$188.92
	Maximum Number of Participants
	18

	Language of Instruction: Arabic and/or English

	Quantity or Other Applicable Discounts (Explain):

1 participant free for every four paying participants from the same company.

	Description of Class

1.  General Description of the Workshop:

The AMIDEAST/Egypt’s Monitoring Employee Performance Workshop is designed as a three-day training activity in which participants gain the knowledge of the key concepts associated with performance management and performance appraisal systems. They will understand the steps in the monitoring process, sources of input, work standards, documentation requirements, and the key managerial actions necessary to establish a performance based culture. Participants will be encouraged to apply best practices and assume a management leadership role in improving the performance appraisal systems at their organizations. 
 2.  Workshop Objectives:  

At the end of this workshop, participants will be able to:

· Explore concepts of reviewing and improving employee performance;

· Understand the steps in the monitoring process;

· Apply the various performance monitoring techniques and assessment tools; and
· Adopt a more accountable management attitude.
3.  Workshop Outline:  

This workshop will cover the following topics:

· Management and Managers:

· The function and the role of middle managers,
· Types of leaders,

· The primary functions of the middle managers, and 

· Management roles within an organization;

· Successful Managers:

· The principle duties of successful managers,

· Nine building blocks of effective management,

· Anticipating change: model for analysis,

· Situational leadership model, and 

· Systems view of organizations: link to leadership;

· Application of Management Concepts:

· Leader/Manager expectations as defined by Malcolm Baldridge, and

· Role of leader/manager in PIP process. 

4.  Target Audience:  

This workshop is designed for mid-and senior-level executives and supervisors who need to develop the knowledge, skills and abilities that will help them to improve employee performance.  


	Title of Course:
	Motivation and Coaching for Success

	Length of Course (# of Hrs/Days): 3 days

	Commercial Price per Participant:
	1100 EGP  ($191.31) 

($1 = 5.74968 EGP)
	Minimum Number of Participants
	12

	GSA Price per Participant


	$188.92
	Maximum Number of Participants
	18

	Language of Instruction: Arabic and/or English

	Quantity or Other Applicable Discounts (Explain):

1 participant free for every four paying participants from the same company.

	Description of Class

1. General Description of the Workshop:

Creating a workforce that is motivated requires an understanding of what creates job satisfaction for employees. This 3-day workshop will provide that understanding, which, along with attention to building relationships with employees, will position the manager to be highly effective in retaining the most valuable resource in the organization, the employee. Relationship building through effective coaching, counseling, and mentoring dramatically improves workplace performance and attitude for both the employee and the manager alike.
2. Workshop Objectives:
By the end of this 3-day workshop, the participant should be able to:

· Understand theories of motivation;

· Understand how motivation affects performance in the work place;

· Identify elements that contribute to job satisfaction;

· Create motivating work assignments for employees;


· Set clear performance expectations;

· Evaluate performance in a fair and meaningful way;

· Apply rewards in a way that motivates employees;

· Understand the role of coaching in motivation and performance;

· Identify the characteristics of a good coach; and

· Apply the coaching process and coaching skills, including conducting a successful coaching conversation, gaining employee commitment, and giving performance feedback.

3. Workshop Outline:  

This 3-day workshop will cover the following topics:

· What kind of manager are you?;

· Motivation theories;

· Creating job satisfaction;

· Creating meaningful work assignments;

· Motivation and the performance process;

· Setting goals to enhance performance;

· Monitoring work in progress;

· Evaluating performance;

· Rewarding success;

· Defining coaching;

· Characteristics of the good coach;

· The coaching process; and

· Coaching skills.

4. Target Audience: 
This workshop is designed especially for middle to senior managers, whose job involves supervising and managing one or more employees.


	Title of Course:
	Negotiation Skills

	Length of Course (# of Hrs/Days): 2 days

	Commercial Price per Participant:
	900 EGP  ($156.53) 

($1=5.74968 EGP)   
	Minimum Number of Participants
	12

	GSA Price per Participant:
	$154.57
	Maximum Number of Participants
	18

	Language of Instruction: Arabic and/or English

	Quantity or Other Applicable Discounts (Explain):

1 participant free for every four paying participants from the same company.

	Description of Class

All agreements and decisions – with salespeople, buyers or employees – are negotiations. This 2-day workshop presents the strategies, tactics and techniques of negotiation. Skilled negotiators can reach satisfying outcomes for all concerned. Participants will have an opportunity to learn the skills and overcome the fear associated with countering or proposing action. The result is better business development.

By the end of this 2-day workshop, participants will be able to:

· Define "negotiation" and the "win/win" approach 

· Understand and apply the stages of negotiations: 

· Preparation: where interests are defined and options are generated 

· Negotiation: where behaviors of successful negotiators are applied 

· Settlement and Evaluation: where the parties agree on a win/win solution to close the negotiations, and evaluate the success of the negotiation 

· Assess their own negotiation style 

· Adjust their negotiation style across situations and in response to their opponent's style 

· Identify, use and respond to commonly used negotiation tactics

Workshop Outline

This 2-day workshop will cover the following topics:

· Defining Negotiation 

· Stages of the Negotiation Process 

· Planning for Negotiations 

· Defining Interests 

· Identifying Alternatives 

· Conducting Negotiations 

· Behaviors of Successful Negotiators 

· Simulation: Aqua Water/Continental Case 

· Negotiation Styles: 

· Assessing Your Style 

· Five Negotiation Styles 

· Broadening Your Negotiation Style 

· Using and Responding to Tactics: 

· Common Tactics 

· Identifying Tactics 

· Simulation: A Performance Appraisal


	Title of Course:
	Preparing a Performance-Based Budget and Action Plan

	Length of Course (# of Hrs/Days): 3 days

	Commercial Price per Participant:
	1100 EGP  ($191.31) 

($1 = 5.74968 EGP)
	Minimum Number of Participants
	12

	GSA Price per Participant:
	$188.92
	Maximum Number of Participants
	18

	Language of Instruction: Arabic and/or English

	Quantity or Other Applicable Discounts (Explain):

1 participant free for every four paying participants from the same company.

	Description of Class

1.  General Description of the Workshop:

AMIDEAST/Egypt’s Preparing a Performance-Based Budget and Action Plan Workshop is designed as a three-day training activity. This workshop will help participants gain knowledge of the key concepts associated with performance-based budgeting systems. They will understand the concepts of budgeting in a private revenue-generating company and will be able to highlight the comparisons with governmental budgets. Participants will be able to define cost accounting and cost center principles; participants will gain skills in applying these concepts and techniques through the preparation of a performance-based budget, estimation of resources, negotiation of the proposed budget, and the modification process.

2.  Workshop Objectives:  

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

· Understand the importance of budgeting;

· Define the role of budgeting and expenditure analysis in the performance process;

· Distinguish the difference between governmental and private budgeting;   

· Prepare and organize different types of budgeting;  

· Analyze expenditures;

· Know the different kinds of costs;

· Design and apply steps of performance appraisal in the framework of budgeting and expenditure analysis;  

· Relate objectives with performance board budget; and

· Develop action plans.  

 3.  Workshop Outline:  

This workshop will cover the following topics:

· Performance Appraisals: Definition and Purpose;

· Budget Development;

· Budget Implementation;

· Cost Accounting: Definition and Purpose;

· Expenditure Analysis: Definition and Purpose;

· Expenditure Types;

· Governmental and Private Accounting;

· Steps to Prepare Expenditure Budgets; 

· Steps to Prepare Sales Budget;

· Steps to Prepare Capital Budget;

· Objectives Development;

· Performance Standards;

· Action Plan Development;

· Negotiation of Proposed Action Plans;

· Implementation of Action Plans; and 

· Performance Monitoring and Follow-up through Budget and Expenditure.

4.  Target Audience:  

The target training audience will be comprised of professional staff, either from governmental bodies or private companies, who want to develop and improve their skills in budgeting and expenditure analysis.


	Title of Course:
	Preparing a Performance Improvement Program

	Length of Course (# of Hrs/Days): 6 days

	Commercial Price per Participant:
	2200 EGP ($382.63)

($1 = 5.74968 EGP)
	Minimum Number of Participants
	12

	GSA Price per Participant:
	$377.85
	Maximum Number of Participants
	18

	Language of Instruction: Arabic and/or English

	Quantity or Other Applicable Discounts (Explain):

1 participant free for every four paying participants from the same company.

	Description of Class

1.
General Description of the Workshop:

The AMIDEAST/Egypt’s Preparing a Performance Improvement Program (PIP) Workshop is designed as a six-day training activity, in which participants will understand the purpose of a Performance Improvement Program and its importance as an effective management tool. They will be able to identify and describe performance characteristics as they relate to their current work unit and for the future, and will be able to use PIP processes including performance variables, indicators both quantitative and qualitative, benchmarking, and resource allocation.  By the end of the program, participants will have produced a draft of their own Performance Improvement Program plan.
 2.
Workshop Objectives:  

At the end of this 6-day workshop, participants will be able to:

· Define the PIP and articulate its importance as a management tool;

· Define the PIP process and its elements;

· Follow the first four steps in preparing for PIP;

· Identify performance characteristics and indicators;

· Prepare targets using key performance variables;

· Identify and prepare benchmarks; and

· Identify and prepare resources for appropriate allocation.

3.
Workshop Outline:  

This 6-day workshop will cover the following topics:     

· Introduction to Performance Improvement Programs (PIP)

·  The evolution of the quality movement

·  Various approaches to quality improvement

·  Defining Performance Improvement Programs

·  PIP and the management role

·  Dimensions of quality

·  The PIP process: breakthrough Improvement

· Preparing PIP I – A Vision of Excellence

·   A future perspective on daily work

·   Six initiatives:

· Identify the flow of work

· Critical functions and key players

· Core resources

· Best practices and standardization

· Eliminate waste

·     Feedback loops

·  Preparing PIP 1 – Performance Indicators

· Breakthrough improvement versus getting daily work done

· Basics regarding data

· Considerations before measuring

· Eight steps for getting started

· Performance characteristics: key business processes

· Performance characteristics: convergence of data

· Performance characteristics: organization’s current systems and capabilities

· Performance indicators

· Balanced scorecards

·   Preparing PIP II: Targets

· Key performance Improvement variables

· Review of data collection tools and balanced scorecard

· Concept of re-engineering

· Structural/Organizational variables

· Staff variables

· Preparing PIP III – Benchmarks

· What is benchmarking?

· Definition/Purpose of benchmarking

· Four stage implementation model

· Preparing PIP IV – Resources

· What are PIP resources?

· Why consider resources?

· Benefits of developing a resource plan

· Planning for the time resource

· Planning for the cost resource

· Planning for the human resources

· Management commitment and support

4.     Target Audience:  

This workshop is designed for mid-and senior-level executives and supervisors who need to develop the knowledge, skills and abilities that will help them to improve employee performance.    


	Title of Course:
	Project Communication Management

	Length of Course (# of Hrs/Days): 2 days

	Commercial Price per Participant:
	900 EGP  ($156.53) 

($1=5.74968 EGP)   
	Minimum Number of Participants
	12

	GSA Price per Participant:
	$154.57
	Maximum Number of Participants
	18

	Language of Instruction: Arabic and/or English

	Quantity or Other Applicable Discounts (Explain):

1 participant free for every four paying participants from the same company.

	Description of Class

1.  General Description of the Workshop:

How many times have projects gone over budget due to lack of, or inappropriate communication within the project team? A successful project is one that meets its objectives through appropriate methods and means of collecting and distributing project information. Project Communications Management provides the critical link between people, ideas, and information. Everyone involved in a project must be ready to send and receive communications and must understand how their communications affect the project as a whole.

2. Workshop Objectives:

By the end of this 2-day workshop, participants will be able to:
· Recognize the benefits of using communication planning inputs in a project;

· Determine the information for communication requirements;

· Choose the best communications technology;

· Identify project communication constrains;

· Identify project communication planning assumptions; and

· Identify the risks associated with assumptions.

3.  Workshop Outline:

This 2-day workshop will cover the following topics:

· Communications planning:

· Requirements,

· Technology, and

· Communications management plan; 

· Information Distribution:

· Communication skills: 

· Variables and Model encoder decoder,

· Communication Blockers, 
· Body Language, 

· Exercise: Variables in Communication,  
· Active listening, and

· Effective listening – door openers;

· Information distribution methods, and 

· Outputs from information distribution;

· Performance Reporting:

· Elements of a good report: 

· Key Actions for Planning the Report,

· Choosing the Report Structure Outlining the Report, overcoming writers block, 

· Adopting the Right Tone, 

· Illustrating the Report, and 

· Criteria for Visual Aids; and 

· Administrative Closure.
4.  Target Audience:

This workshop is designed especially for Project managers, project team members, functional managers with employees assigned to project teams, project stakeholders, any team manager or member interested in project management, executives committed to their organization growth, managers required to take on new challenges, and top managers with vision.  


	Title of Course:
	Project Cost Management

	Length of Course (# of Hrs/Days): 2 days

	Commercial Price per Participant:
	900 EGP  ($156.53) 

($1=5.74968 EGP)   
	Minimum Number of Participants
	12

	GSA Price per Participant:
	$154.57
	Maximum Number of Participants
	18

	Language of Instruction: Arabic and/or English

	Quantity or Other Applicable Discounts (Explain):

1 participant free for every four paying participants from the same company.

	Description of Class

1.  General Description of the Workshop:

This 2-day workshop will show participants how a proper cost control system can help them manage changes to the project budget. It will bring them through detailed descriptions, business based examples and practice questions about the inputs to project cost control, the tools and techniques used in project cost control, and the outputs from project cost control.  

2.  Workshop Objectives:

By the end of this 2-day workshop participants will be able to:

· Recognize the value of developing high-quality outputs from cost control;

· Identify the reasons why cost estimates would be revised;

· Determine when a budget would be updated;

· Determine which means of corrective actions has to be used;

· Choose the appropriate method of calculating the estimate at completion for a project; and  

· Match lessons learned and project closeout activities to examples.

3.
Workshop Outline:
This 2-day workshop will cover the following topics:

· Resource planning;

· Cost estimating methods;

· Cost Budgeting;

· Cost Control;

· Earned value management using earned value analysis;

· Estimate at completion;

· Revised cost estimates; and

· Budget updates.

4.  Target Audience:

This workshop is designed for Project managers, project team members, functional managers with employees assigned to project teams, project stakeholders, any team manager or member interested in project management, executives committed to their organization growth, managers required to take on new challenges, and top managers with vision.


	Title of Course:
	Project Human Resources Management

	Length of Course (# of Hrs/Days): 2 days

	Price per Participant:
	900 EGP  ($156.53) 

($1=5.74968 EGP)   
	Minimum Number of Participants
	12

	GSA Price per Participant:
	$154.57
	Maximum Number of Participants
	18

	Language of Instruction: Arabic and/or English

	Quantity or Other Applicable Discounts (Explain):

1 participant free for every four paying participants from the same company.

	Description of Class

1.  General Description of the Workshop:

Abraham Lincoln once said, “If I had six hours to chop down a tree, I would spend four hours sharpening the ax.” He knew that advance planning and preparation are essential to successfully completing a project. The project’s team can make or break a project. When everyone involved in a project has clearly assigned roles and responsibilities, productivity follows.

2.  Workshop Objectives:

By the end of this 2-day workshop, participants will be able to:

· Recognize the benefits of using the tools and techniques for organizational planning;

· Choose the best human resource practices for a given scenario;

· Recognize the advantages of using the outputs from organizational planning;

· Identify the components of a staffing management plan; and

· Identify the aspects of supporting details from organizational planning.

3.
Workshop Outline:

This 2-day workshop will cover the following topics:
· Organizational Planning: 

· Organizational theory, 

· Constraints,

· Role and responsibilities, 

· Staffing management plan, and

· Stakeholder analysis; 

· Staff acquisition;

· Team development: 

· General management skills: 

· Types of project manager power, 

· Leadership skills, 

· Managing work relationships through conflict resolution, and 

· Motivational theory;  

· Team-building activities; and 

· Personnel issues.

4. Target Audience:

This workshop is designed for project managers, project team members, functional managers with employees assigned to project teams, project stakeholders, any team manager or member interested in project management, executives committed to their organization growth, managers required to take on new challenges, and top managers with vision. 


	Title of Course:
	Project Integration Management

	Length of Course (# of Hrs/Days): 2 days

	Commercial Price per Participant:
	900 EGP  ($156.53) 

($1=5.74968 EGP)   
	Minimum Number of Participants
	12

	GSA Price per Participant:
	$154.57
	Maximum Number of Participants
	18

	Language of Instruction: Arabic and/or English

	Quantity or Other Applicable Discounts (Explain):

1 participant free for every four paying participants from the same company.

	Description of Class

1. General Description of the Workshop:

Project managers are ultimately responsible for implementing the projects plans and managing all the work of their projects. The end result of the project directly reflects on their success as project managers. To be   successful project managers and to keep their projects on the right track, they must be able to execute a project plan in a complex work environment. In this 2- day workshop participants will learn how to coordinate the various interfaces that exist and fluctuate throughout the life cycle of projects.

2.  Workshop Objectives:

By the end of this 2-day workshop, participants will be able to:

· Recognize the value of using the tools and techniques for project plan execution;

· Identify examples of general management skills that every project manager should have; 

· Use general management skills effectively in a business scenario;

· Identify examples of the resource documents that are needed to determine the necessary product skills and knowledge in a project;

· Identify examples of the purpose of a work authorization system;

· Sequence the steps for conducting a status review meeting; and

· Conduct a status review meeting effectively, in a given business scenario.

3.
Workshop Outline:

This 2-day workshop is about putting the pieces of project management together into a cohesive whole. This includes the following:

· Project integration management:

· Manage the intersections, and

· Integrate with the ongoing operations of the organization,

· Project Plan Development:

· Fundamentals,

· Project management information system, and

· Project plan;

· Project Plan Execution:

· General management skills:

· Problem solving, and 

· Communicating;

· Organizational procedures; and 

· Integrated Change Control:

· Steps for integrating change.

4.  Target Audience:

This workshop is designed for project managers, project team members, functional managers with employees assigned to project teams, project stakeholders, any team manager or member interested in project management, executives committed to their organization growth, managers required to take on new challenges, and top managers with vision.


	Title of Course:
	Project Procurement Management

	Length of Course (# of Hrs/Days): 2 days

	Commercial Price per Participant:
	900 EGP   ($156.53) ($1=5.74968 EGP) 
	Minimum Number of Participants
	12

	GSA Price per Participant:
	$154.57
	Maximum Number of Participants
	18

	Language of Instruction: Arabic and/or English

	Quantity or Other Applicable Discounts (Explain):

1 participant free for every four paying participants from the same company.

	Description of Class

1.  General Description of the Workshop:

Project Managers may feel that once a contract is signed and the specified work has begun, the hard part of project procurement is over. However, for the contract administrator, it has only just begun! Contractor performance must be monitored to ensure that all conditions of the agreement are being met. Any disputes must be resolved to the satisfaction of everyone. This 2-day workshop highlights the importance of making the contractor a valued member of the project team.

2.  Workshop Objectives:
By the end of this 2-day workshop, participants will be able to:

· Identify the benefits of using the tools and techniques for procurement planning;

· Determine whether making or buying is in the best interests of the company;

· Determine whether renting or leasing a product is in the best interest of the company;

· Determine where to extract judgment from potential resources for procurement planning; and

· Choose the most appropriate contract type for the situation.

3. Workshop Outline:

This 2-day workshop will cover the following topics:

· Project procurement management;

· Procurement Planning:

· Fundamentals,

· Make-or-buy analysis, 

· Contract type advantages & disadvantages: 

· Fixed-price,

· Cost-reimbursable, and

· Time and Material;

· Procurement management plan & Statement of Work;

· Solicitation Planning:

· Fundamentals,

· Procurement documents, and 

· Evaluation criteria;  

· Solicitation;

· Source selection:

· Contract negotiation, 

· Weighting, and

· Contracts; 

· Contract administration:

· Change control,

· Performance reporting,  

· Correspondence, and

· Contract changes; and

· Contract Closeout:

· Procurement audits.

4. Target Audience:

This workshop is designed for project managers, project team members, functional managers with employees assigned to project teams, project stakeholders, any team manager or member interested in project management, executives committed to their organization growth, managers required to take on new challenges, and top managers with vision.


	Title of Course:
	Project Quality Management

	Length of Course (# of Hrs/Days): 2 days

	Commercial Price per Participant:
	900 EGP   ($156.53) ($1=5.74968 EGP) 
	Minimum Number of Participants
	12

	GSA Price per Participant:
	$154.57
	Maximum Number of Participants
	18

	Language of Instruction: Arabic and/or English

	Quantity or Other Applicable Discounts (Explain):

1 participant free for every four paying participants from the same company.

	Description of Class

1. General Description of the Workshop:

This 2- day workshop describes how quality control fits within project management and the quality process. It also addresses and applies the statistical methods used in quality control. Since documentation control and handling are essential to the quality process, the module introduces control techniques, procedures and checklists. An understanding of this module will greatly aid project management by reducing wasted time and resources and assisting in the production of superior processes and products.

2.  Workshop Objectives:

By the end of this 2-day workshop, participants will be able to:

· Recognize the importance of methods used in quality control;

· Determine the most appropriate inspection method for a situation;

· Determine appropriate sampling types for a given situation; and

· Recommend corrective action using cause-and-effect analysis.

3.
Workshop Outline:

This 2-day workshop will cover the following topics:
· Project quality management:

· Quality management overview, and

· Quality improvement initiatives;

· Quality Planning:

· Quality planning fundamentals,

· Tools and Techniques:

· Cause-and-effect analysis, and

· Cost of quality;

· Quality management plan,

· Operational definitions;

· Quality Assurance:

· Implement the quality management plan:

· QA management activities, 

· Quality Audits; and

· Quality Control:

· Quality control fundamentals,

· Tools and techniques:

· Inspections, 

· Control charts,

· Pareto diagrams,

· Statistical sampling,

· Cause-and-effect analysis, and 

· Trend analysis.

4.  Target Audience:

This workshop is designed for project managers, project team members, functional managers with employees assigned to project teams, project stakeholders, any team manager or member interested in project management, executives committed to their organization growth, managers required to take on new challenges, and top managers with vision.  


	Title of Course:
	Project Risk Management

	Length of Course (# of Hrs/Days): 2 days

	Commercial Price per Participant:
	900 EGP  ($156.53) 

($1=5.74968 EGP) 
	Minimum Number of Participants
	12

	GSA Price per Participant:
	$154.57
	Maximum Number of Participants
	18

	Language of Instruction: Arabic and/or English

	Quantity or Other Applicable Discounts (Explain):

1 participant free for every four paying participants from the same company.

	1.  General Description of the Workshop:  A project manager’s job is to make sure the project is a success. That means they need to know when a risk threatens some aspects of the project. But projects can be long and complex. How do they identify risks that may arise months from now? This 2-day workshop will teach project managers how to identify the risks that might affect their projects. 
2.  Workshop Objectives:

By the end of this 2-day workshop, participants will be able to:

· Recognize the benefits of understanding risk management planning;

· Identify the inputs used in planning risk management activities;

· Match the key components of a risk management plan to the inputs required for each; 

· Recognize the values of understanding the tools and techniques and the outputs of risk identification;

· Identify the steps to performing documentation reviews; and

· Effectively pull together a risk management plan.
3.
Workshop Outline:

This 2-day workshop will cover the following topics:

· Project risk management;

· Risk management planning:

· Inputs,

· Tools & techniques, and

· Outputs:

· Elements of the risk management plan;

· Risk identification:

· Inputs,

· Tools & techniques:

· SWOT, and 

· Outputs;

· Qualitative risk analysis: 

· Inputs,

· Tools & techniques, and

· Outputs;

· Quantitative risk analysis:

· Inputs,

· Tools & techniques:

· Decision tree analysis, and

· Outputs;

· Risk response planning:

· Inputs,

· Tools & techniques:

· Avoidance,

· Transference,

· Mitigation, and

· Acceptance,

· Outputs; and

· Risk monitoring and control:

· Inputs,

· Tools & techniques, and

· Outputs.

4.  Target Audience:  This workshop is designed for project managers, project team members, functional managers with employees assigned to project teams, project stakeholders, any team manager or member interested in project management, executives committed to their organization growth, managers required to take on new challenges, and top managers with vision. 


	Title of Course:
	Project Scope Management

	Length of Course (# of Hrs/Days): 2 days

	Commercial Price per Participant:
	900 EGP  ($156.53) 

($1=5.74968 EGP) 
	Minimum Number of Participants
	12

	GSA Price per Participant:
	$154.57
	Maximum Number of Participants
	18

	Language of Instruction: Arabic and/or English

	Quantity or Other Applicable Discounts (Explain):

1 participant free for every four paying participants from the same company.

	Description of Class

1. General Description of the Workshop:

Whether a project requires a team of hundreds working together for five years or three colleagues joining forces for two months, defining the project scope at inception is a critically important activity. Scope definition entails breaking down the work required to meet the project’s interim and long-term goals in detail.

2.  Workshop Objectives:

By the end of this 2-day workshop, the participants will be able to:

· Recognize the importance of understanding the inputs to scope definition;

· Identify examples of the component of a scope statement that are used as inputs to scope definition;

· Match constraints and assumptions used as inputs to scope definition;

· Match other planning areas used as inputs to scope definition with example outputs from each area; and

· Determine which work breakdown structure (WBS) template is appropriate for a new project.

3.
Workshop Outline:

This 2-day workshop will cover the following topics:

· Initiate scope management by: 

· Using appropriate project selection techniques:

· Benefit measurement methods, and

· Constrained optimization methods,

· Obtaining expert judgment using the Delphi technique, 

· Identifying constraints and assumptions, and

· Generating the project charter;

· Manage scope planning:

· Understanding the philosophy of MBO,

· Generating the scope statement, and

· Generating the scope management plan;

· Define project scope using the following tools and techniques:

· Decomposition, and

· Work Breakdown Structure;

· Manage scope verification; and

· Manage scope change control:

· Scope change control system, and 

· Scope change request. 

4.  Target Audience:

Designed for Project managers, project team members, functional managers with employees assigned to project teams, project stakeholders, any team manager or member interested in project management, executives committed to their organization growth, managers required to take on new challenges, and top managers with vision.  


	Title of Course:
	Project Time Management

	Length of Course (# of Hrs/Days): 2 days

	Commercial Price per Participant:
	900 EGP  ($156.53) 

($1=5.74968 EGP)   
	Minimum Number of Participants
	12

	GSA Price per Participant:
	$154.57
	Maximum Number of Participants
	18

	Language of Instruction: Arabic and/or English

	Quantity or Other Applicable Discounts (Explain):

1 participant free for every four paying participants from the same company.

	Description of Class

1. General Description of the Workshop:
In today’s highly competitive marketplace, a company’s reputation depends on whether it can deliver on time and within budget. Lost time translates into lost revenue for both company and client! Sound activity planning can minimize the probability of incurring such losses. Clear definition of activities early in a project will preempt the discovery of missed activities. This 2-day workshop explains the differences between the three project time management techniques, and the appropriate circumstances for using each one of them.  
2.  Workshop Objectives:
By the end of this 2-day workshop, participants will be able to:

· Learn strategies to define and sequence activities in a project; and

· Deliver project on time and within budget.

3.
Workshop Outline:

This 2-day workshop will cover the following topics:

· Activity Definition:

· Develop activity list and descriptions;

· Activity Sequencing:

· Activity sequencing fundamentals.

· Precedence diagramming method (PDM):

· Types of dependencies, and

· Network diagrams;

· Activity Duration Estimating:

· Activity Duration fundamentals,

· Expert judgement,

· Factors Influencing Estimates,

· Analogous estimating (top-down), 

· Quantitatively based durations, and

· Reserve time; 

· Schedule Development:

· Schedule Development fundamentals,

· Project evaluation and review technique (PERT), 

· Critical path method (CPM),

· Duration compression: Crashing and Fast Tracking, and

· Schedule management plan; and
· Schedule Control:

· Tools and Techniques,

· Performance measurement,

· Schedule updates, and

· Corrective action.
4. Target Audience:

This workshop is designed for project managers, project team members, functional managers with employees assigned to project teams, project stakeholders, any team manager or member interested in project management, executives committed to their organization growth, managers required to take on new challenges, and top managers with vision.  


	Title of Course:
	Proposal Writing

	Length of Course (# of Hrs/Days): 3 days

	Commercial Price per Participant:
	1100 EGP ($191.31) 

($1 = 5.74968 EGP)
	Minimum Number of Participants
	14

	GSA Price per Participant:
	$188.92
	Maximum Number of Participants
	18

	Language of Instruction: Arabic and/or English

	Quantity or Other Applicable Discounts:

1 participant free for every four paying participants from the same company.

	Description of Class

This 3-day workshop will help participants, as NGOs seeking funding, to write proposals that reflect thoughtful planning and show their organization’s capability to execute projects that will increase or improve their services to their constituency. Participants will learn how to respond to a request for proposals, how to develop the key parts of a grant proposal, how to approach “unsolicited” proposal writing, and how to package the complete proposal in the most professional way.

Workshop Benefits

By the end of this 3-day workshop, participants will be able to:

· Differentiate between types of donors and be aware of the current donor situation in Egypt 

· Evaluate their organization's ability to execute projects requested in RFPs from donors 

· Develop all the key parts of a proposal that will convincingly show the donor their organization's ability to execute the requested type of project 

· Develop a program budget for the project they are proposing 

· Package their proposal attractively to submit to the funding agency 

Workshop Outline

· What is a Proposal? 

· Who is a Donor? 

· Should you respond to that RFP? 

· Types of donor guidelines 

· Proposal components 

· Long proposal forms vs. short 

· Order of Writing Components 

· Stating the Need 

· Writing Goals and Objectives 

· What to Include in the Program Description 

· Proposal Budget 

· Organizational Capacity 

· Supporting Documents 

· Executive Summary 

· Letter of Transmittal 

· Proposal Format Guidelines 




	Title of Course:
	Purchasing & Contract Information 

	Length of Course (# of Hrs/Days): 3 days

	Commercial Price per Participant:
	1100 EGP ($191.31) 

($1 = 5.74968 EGP)
	Minimum Number of Participants
	12

	GSA Price per Participant:
	$188.92
	Maximum Number of Participants
	18

	Language of Instruction: Arabic and/or English

	Quantity or Other Applicable Discounts (Explain):

1 participant free for every four paying participants from the same company.

	Description of Class
1.  General Description of the Workshop:

Procurement is an important function for any organization.  This three-day workshop goes through the process of procurement, from solicitation, to negotiation with vendors, to contracting, giving participants the knowledge, skills and abilities to conduct the most advantageous procurement for their organization.

 2.  Workshop Objectives:  

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

· Understand the importance of the purchasing function;

· Identify purchasing needs;

· Negotiate with vendors;

· Apply the appropriate contracting procedures given different situations;

· Conduct a solicitation process; and

· Troubleshoot contracts.

   3. Workshop Outline:  

This workshop will cover the following topics:

· The importance and objectives of the purchasing job;

· The relation between the purchasing department with other departments;

· Identifying the purchasing needs;

· Defining negotiation and its importance;

· The main steps in negotiation;

· Strategies and techniques of negotiation;

· Eight common mistakes in negotiation;

· Characteristics of the effective negotiator;

· Contracting with vendors;  

· The importance and types of contracts;

· Special and administrative contracts;

· The phases, conditions, and terms of contracts;

· Writing contracts; and

· The common mistakes in contracts;

· Ways of purchasing according to decree 89 for the year 1998;

· Range of contracts according to the law;

· Preparing the request for proposal;

· The general bid;

· The local bid;

· The general tender;

· The closed (limited) tender;

· Direct agreement;

· Contract execution and follow up plan; and

· Penalties in case of resignation in implementing the plan.
4. Target Audience:  

This workshop is designed for professionals who are involved in purchasing and procurement, and want to learn how to be more efficient in their jobs.


	Title of Course:
	The Role and Function of the Empowered Manager

	Length of Course (# of Hrs/Days): 3 days

	Commercial Price per Participant:
	1100 EGP  ($191.31) 

($1 = 5.74968 EGP)
	Minimum Number of Participants
	12

	GSA Price per Participant:
	$188.92
	Maximum Number of Participants
	18

	Language of Instruction: Arabic and/or English

	Quantity or Other Applicable Discounts (Explain):

1 participant free for every four paying participants from the same company.

	Description of Class

1.    General Description of the Workshop:

AMIDEAST/Egypt’s The Role and Function of the Empowered Manager Workshop is designed as a three-day training activity.  In this workshop, participants will gain knowledge of the function and role of middle managers in the current and future organizational structure. They will define the types of leaders in contemporary organizations and the primary functions of middle managers.   In addition, they will gain greater understanding of the principle duties of successful managers as well as the critical importance of the empowered management to a successful results-driven management system.

2.    Workshop Objectives:
At the end of this workshop participants will be able to: 

· Define the primary functions of middle managers;
· Identify the role of middle managers;
· Define the principle duties of managers;
· Identify how managers can anticipate future organizational change;
· Apply the situational leadership model;
· Demonstrate their continued understanding of a systems view of organizations; 
· Apply Deming’s 14 points to management; and
· Explain and apply the PIP process as a management tool.
 3.  Workshop Outline:  

This workshop covers the following topics:    

·  Management and Managers:

· The function and the role of middle managers 

· Types of leaders

· The primary functions of the middle managers

· Management roles within an organization

·  Successful Managers:

· The principle duties of successful managers

· Nine building blocks of effective management

· Anticipating change: model for analysis

· Situational leadership model

· Systems view of organizations: link to leadership

· Application of Management Concepts:

· Leader/manager expectations as defined by Malcolm Baldridge

· Role of leader/manager in PIP process

4.   Target Audience:  

This workshop is designed for mid-and senior-level executives and supervisors who need to develop the knowledge, skills and abilities that will help them to improve employee performance.   


	Title of Course:
	Serve Your Customer with Quality

	Length of Course (# of Hrs/Days): 2 days

	Commercial Price per Participant:
	900 EGP  ($156.53) 

($1=5.74968 EGP)   
	Minimum Number of Participants
	12

	GSA Price per Participant:
	$154.57
	Maximum Number of Participants
	18

	Language of Instruction: Arabic and/or English

	Quantity or Other Applicable Discounts (Explain):

1 participant free for every four paying participants from the same company.

	Description of Class

1. General Description of the Workshop:

The AMIDEAST/Egypt PRC’s Serve your Customer with Quality module is designed as a two-day training activity in which participants learn the basics of quality customer service, how to make the right first impression, how to retain customers through studying international case studies, and learn to serve their clients at a global standard.  
2. Workshop Objectives:  

By the end of this 2-day workshop, participants will be able to:

· Define the importance and benefits of customer service;

· Identify the elements in the service value chain;
· Use the systems approach to customer service;
· Identify the ten best practices of customer service;

· Develop the dimensions of quality as defined by the customer;

· Identify and verify customer requirements;

· Use the bill of customer rights;

· Develop the systems and practices to retain customers;

· Develop and apply the core customer service skills and attitudes;

· Identify and apply verbal and non-verbal communication skills;

· Understand the need to adopt different strategies and techniques for telephone customer service;

· Review the steps in the systematic approach to resolve difficult situations; and

· Develop strategies and interventions to manage different customer behavior styles.

3. Workshop Outline:  

This 2-day workshop will cover the following topics:

· Principles of excellent service:

· Customer service: The key to growth and profitability,

· Dimensions of quality, and

· Customer requirements and retention;

· Strategies and techniques:

· Customer service skills and attitude,

· Words and actions for impact, and

· Relationship skills, and

· Telephone strategies and techniques; and

· Customer problems:

· Systematic approach to problem solving,

· Behavior styles of customers, and

· Skills for defusing problems.

4. Target Audience:  

This workshop is designed especially for front-line staff, their supervisors, and managers responsible for customer service who wish to improve their awareness of best practices in customer service.


	Title of Course:
	Skills for Executive Assistants

	Length of Course (# of Hrs/Days): 3 days

	Commercial Price per Participant:
	1100 EGP ($191.31) 

($1 = 5.74968 EGP)
	Minimum Number of Participants
	12

	GSA Price per Participant:
	$188.92
	Maximum Number of Participants
	18

	Language of Instruction: Arabic and/or English

	Quantity or Other Applicable Discounts (Explain):

1 participant free for every four paying participants from the same company.

	Description of Class

Today’s executive assistant must be much more than a traditional “secretary”. She has to be pro-active, creative and organized. She has to adapt her skills and priorities to a rapidly changing and evolving office environment. And she often is a member of a team more than answering to a single boss. This 3-day workshop concentrates on the key issues of being proactive and creative; managing in today’s office environment; prioritizing and delegating; and communicating with individuals and in teams.

By the end of this 3-day workshop, participants will be able to:

· To establish a 'vision' for increasing work roles from a "secretary" or "assistant" to an Office Manager 

· To review current skills, assess development needs, and future goals 

· To identify the many 'hats' worn by executive assistants, and when to change from one 'hat' to another 

· To determine managers' expectations and develop recording systems and behavior to meet expectations 

· To know the basic factors of communication and to use them to increase effectiveness 

· To practice becoming effective information providers 

· To identify and minimize the challenges faced in supervising office operations and support staff 

· To evaluate the participant's current use of time 

· To identify and eliminate time wasters: self-generated and environmental 

· To regain control of time and life by applying strategies to efficiently deal with scheduling 

· To delegate as a means to regain control of time and provide opportunities for growth 

· To use communication skills for problem-solving 

· To use the "decision-making matrix" to make decisions as a team member 

· To understand how groups work and how to maximize the effectiveness of the group 

· To learn to "challenge assumptions" and differentiate between apparent problems and their root causes

Workshop Outline

This 3-day workshop will cover the following topics: 

· Wearing Many Hats 

· Skills for Success as an Office Manager: 

· Assisting the Manager 

· Supervising Office Operations and Support Staff 

· Providing Information 

· Optimizing your Schedule 

· Avoiding Time Wasters 

· Delegating 

· Communication Skills 

· Problem Solving in the Workplace.


	Title of Course:
	Strategic Planning and Organizational Assessment

	Length of Course (# of Hrs/Days): 3 days

	Commercial Price per Participant:
	1100 EGP  ($191.31) 

($1 = 5.74968 EGP)
	Minimum Number of Participants
	12

	GSA Price per Participant:
	$188.92
	Maximum Number of Participants
	18

	Language of Instruction: Arabic and/or English

	Quantity or Other Applicable Discounts (Explain):

1 participant free for every four paying participants from the same company.

	Description of Class

1. General Description of the Workshop:

All too often, managers are so involved in responding to crises or playing catch-up that they concentrate all their energy on crisis management and short-term tactics. In order to raise the level of organizational effectiveness and become innovative, managers can no longer afford to leap into tactical action in response to every problem. In this 3-day workshop, participants will focus on identifying their values, vision and mission and explore the benefits of developing strategic thinking in responding to a changing environment. They will also learn to assess their internal and external environments, develop goals and tactics to implement their strategic vision, formulate action and communication plans, and monitor progress.

2. Workshop Objectives:

By the end of this 3-day workshop, participants will be able to:

· Define strategic planning;

· Map the strategic planning process;

· Understand the value of strategic planning in organizational success;

· Develop an attitude that supports strategic thinking and visioning;

· Apply strategic planning to their organization by:

· Defining its values, vision and mission,

· Conducting an internal and external assessment,

· Developing goals and tactics aligned with the strategic plan, 

· Developing an action plan, 

· Developing a communication plan, and

· Monitoring progress against the goals. 
3. Workshop Outline:
This 3-day workshop will cover the following topics:

· Defining Strategic Planning;

· Benefits of Strategic Planning;

· An Effective Strategic Plan;

· The Strategic Planning Process;

· Mission, Vision, and Values;

· Organization Readiness;

· Taking Stock: SWOT Analysis:

· Internal Assessment: Strengths and Weaknesses, and

· External Assessment: Opportunities and Threats;

· Emergent Strategic Issues;

· From Strategic Issues to Goals;

· The Action Plan;

· The Communication Plan; and

· Monitoring Progress.

4. Target Audience:  
This workshop is designed especially for middle to senior managers, with very high English Language competency, who are involved in strategic planning to best achieve company goals.


	Title of Course:
	Successfully Managing Teams

	Length of Course (# of Hrs/Days): 3 days

	Commercial Price per Participant:
	1100 EGP ($191.31)

 ($1 = 5.74968 EGP)
	Minimum Number of Participants
	12

	GSA Price per Participant:
	$188.92
	Maximum Number of Participants
	18

	Language of Instruction: Arabic and/or English

	Quantity or Other Applicable Discounts:

1 participant free for every four paying participants from the same company.

	Description of Class

To enhance the performance and commitment of employees, successful managers should have the skills that enable them to build teams, delegate authority to lower levels to have a better quality of decision-making, and facilitate better communication between different managerial levels.

Day 1: Building a Dynamic Team

· Purpose of the team 

· Advantages and disadvantages of teams 

· Group cohesiveness 

· Skill mix 

· Team goals 

· Measures: task and process 

Day 2: Manager as Facilitator

· Goals and principles of a quality customer service organization 

· Managers as facilitative leaders 

· Task and process behaviors in teams 

· Techniques for managing task and process 

· Goals and skills of influencing and negotiating 

Day 3: Delegating to the Team

· Purpose of delegation 

· Symptoms of poor delegation

· Common barriers

· Steps to effective delegation

· Delegation for managing change 

· Evaluation




	Title of Course:
	Time Management

	Length of Course (# of Hrs/Days): 2 days

	Commercial Price per Participant:
	900 EGP   ($156.53) ($1=5.74968 EGP) 
	Minimum Number of Participants
	12

	GSA Price per Participant:
	$154.57
	Maximum Number of Participants
	18

	Language of Instruction: Arabic and/or English

	Quantity or Other Applicable Discounts:

1 participant free for every four paying participants from the same company.

	Description of Class

In the hectic global workplace, every minute counts. Are you organized and effective? In this 2-day workshop, learn to prioritize your tasks, identify immediate needs, arrange your agenda, and manage the influx of information. This workshop can also include e-mail management, with an introduction to the basics of MS-Outlook, as needed.

By the end of this 2-day workshop, participants will be able to regain control of their time by:

· Identifying how they value time 

· Reviewing past key events, accomplishments, and desired future goals as indicators of their priorities 

· Setting long-term priorities and scheduling their activities accordingly 

· Identifying and eliminating obstacles to long-term goals 

· Identifying and eliminating time wasters 

· Choosing a scheduling tool that meets their needs 

· Delegating as a means to regain control of time and provide opportunities for growth

Workshop Outline

This 2-day workshop will cover the following topics:

· Setting Priorities: 

· Evaluating How You Use Time 

· Identifying the Generations of Time Management 

· Using the Time Management Matrix and Quadrants 

· Beginning with the End in Mind 

· Optimizing Your Use of Time 

· Strategies for Managing Time 

· Avoiding Time Wasters 

· Self-Generated Time Wasters 

· Environmental Time Wasters 

· Delegating 

· Identifying Obstacles to Delegation 

· Targeting Areas of Delegation 

· Planning the Delegation 

· Following Through on the Delegation




	Title of Course:
	Total Quality Management (TQM)

	Length of Course (# of Hrs/Days): 5 to 10 days

	Commercial Price per Participant:
	3,685 EGP 10-day workshop – LONG ($640.91)

($1 = 5.74968 EGP)
	Minimum Number of Participants
	12

	
	1,850 EGP 5-day workshop – SHORT ($321.76)

 ($1 = 5.74968 EGP)
	
	

	GSA Price per Participant:
	$632.90 - LONG
	Maximum Number of Participants
	18

	
	$317.74 - SHORT
	
	

	Language of Instruction: Arabic and/or English

	Quantity or Other Applicable Discounts (Explain):

1 participant free for every four paying participants from the same company.



	· Methods for documenting

·   Rating scales

·   Comparative methods

·   Critical incidents

·   Combination methods

· The appraisal interview

·    Problems and solutions

·    Format of the interview

4.    Target Audience:  

This workshop is designed for mid-and senior-level executives and supervisors who need to develop the knowledge, skills and abilities that will help them to improve employee performance.  This workshop is conducted in a highly interactive workshop format, with activities led by the trainer. 


	Title of Course:
	Training of Trainers

	Length of Course (# of Hrs/Days): 12 days

	Commercial Price per Participant:
	4400 EGP ($765.26)

 ($1 = 5.74968 EGP)
	Minimum Number of Participants
	12

	GSA Price per Participant:
	$755.67
	Maximum Number of Participants
	18

	Language of Instruction: Arabic and/or English

	Quantity or Other Applicable Discounts (Explain):

1 participant free for every four paying participants from the same company.

	Description of Class
1.  General Description of the Workshop:

AMIDEAST/Egypt’s Management Training of Trainers Workshop is designed as a twelve-day training activity. In this workshop, participants who have gained the knowledge, skills and abilities to be effective managers will focus on how to build the professional capability of other managers in their companies through direct training.  This course will also help participants to improve the overall quality of training delivery within their organization as it works towards performance improvement and greater effectiveness.

 2.  Workshop Objectives:  

By the end of this 12-day workshop, the participants will be able to:

· Understand the principles of adult learning;
· Understand and use communications techniques in learning environment;
· Manage training sessions and deal with different types of participants;
· Develop and apply lesson plans;
· Select and apply appropriate training methods according to learning situation;
· Design and apply appropriate training aids;
· Evaluate the training process and prepare training reports; and
· Design and prepare training materials.
3.  Workshop Outline:  

This 12-day workshop will cover the following topics:

· Concepts of Learning and Training;

· Job Analysis, Sorts of Groups, Participant Style;

· Communication;

· Aims, Lesson Plan;

· Practices of Presentation Skills (1) and Feedback;

· Training Methods and Training Roles;

· Training Methods and Training Aids;

· Training Aids and Evaluation;

· Preparation of Individual Presentation;

· Presentation;

· Successful Practices and Preparing Training Materials; and

· Guided Reading and Reporting.

4.  Target Audience:  

This workshop is designed especially for mid-and senior-level executives and supervisors, with a high level of management skills, knowledge and abilities, who want to develop their training skills to improve employee performance.    


	Title of Course:
	Writing an Effective Business Plan

	Length of Course (# of Hrs/Days): 2 days

	Commercial Price per Participant:
	900 EGP  ($156.53) 

($1=5.74968 EGP)   
	Minimum Number of Participants
	12

	GSA Price per Participant:
	$154.57
	Maximum Number of Participants
	18

	Language of Instruction: Arabic and/or English

	Quantity or Other Applicable Discounts (Explain):

1 participant free for every four paying participants from the same company.

	Description of Class
1. General Description of the Workshop:

Written business plans have become increasingly important for garnering support both from within and outside companies.  By the end of this 2-day workshop, participants will be able to overcome their worries about writing a business plan through learning an easy-to-follow, straightforward method for approaching business plan writing.   

2. Workshop Benefits:
By the end of this 2-day workshop, participants will be able:

· To distinguish between the business planning process and the business plan;

· To understand the external and internal uses of the business plan;

· To understand the process of writing a business plan;

· To understand the components of the business plan;

· To draft the Executive Summary component;

· To synthesize and outline the Company, Strategy and Management Team component;

· To synthesize and outline the Market component;

· To synthesize and outline the Product Service component;

· To synthesize and outline the Sales and Promotion component;

· To synthesize and outline the Financial Information component;

· To consolidate the plan into a cohesive and coherent plan of action for the organization; and

· To understand what to avoid and what to do to ensure that your business plan is effective.

3. Workshop Outline:
This 3-day workshop will cover the following topics:

· The Business Plan Process;

· Writing the Executive Summary;

· Writing the Components of the Business Plan:

· Company, Strategy, and Management Team,

· The Market,

· Product or Service,

· Sales and Promotion, and

· Financial Information; and

· Completing and Refining the Plan.

4. Target Audience: 

This workshop is designed especially for entrepreneurs, fundraisers, and functional managers in business development.


