CBM Consult 2024 Quarterly Training Programmes

First (1) Quarter Training Programmes

Third (3") Quarter Training Programmes

Personal Assistants

Open Course July 2024 | Fee (GH¢) Venue
COU rse Date HouseFee Venue Effective Communication and Interpersonal 1 -39 3,150.00 MJ Grand Hotel
(GH¢) Skills for Managers and Supervisors July
Office Management and Effective 120 140 Team Building Skills for Managers and g 3,150.00 Tomreik Hotel
Administration Skills for Administration 3,150.00 | Miklin Hotel Supervisors July
- d 6 st atlo Shaills o Adiminsini February ’ Effective Supervisory Skills 22°7_24™ | 3,150.00  |MJ Grand Hotel
T0 eSSl?na S i - - July
Professional Telephone and Reception 157-16 o August 2024
Skills - How to enhance the face of your February 2’ 100.00 Millin Hotel Advanced Management Skills for Modern 13" _16™ 3,450.00 MJ Grand
Company . . Managers August Hotel
Effective Organization, Planning and Time | 22" -23" 5100.00 | Miklin Hotel Effective Procurement and Supply Chain 19" 217 3,150.00 | MJ Grand
M t Feb 9 - Management August Hotel
anagemen - - ethruar?}]] Delivering World Class Customer Service - 26" 28T 3,150.00 MJ Grand
Effective Appraisal Skills for Managers 26 27 21.00.00 MJ Grand Hotel How to Win and Keep Customers Forever August Hotel
and Supervisors February T se%egbe’
. . . . . th st
Defensive Driving anq Attltudmal Change | 28" Feb.—1 2.850.00 Miklin Hotel _ Sl 4t 315000 | Mikiin Hotel
for Improved Product1v1ty March Effective Stores and Inventory Management Se%tember > .
Defensive Driving and Attitudinal Change 4" _ 6™ s
March 2024 & and / g 2.850.00 Miklin Hotel
— for Improved Productivity September > :
Records Management — Organizing and 1" — 3" Office Management and Effective th gt o
1 mni 13 Administration Skills for Administration llo™ — I 3,150.00 Miklin Hotel
Maintaining Company Records and Filing March 3,150.00 | Miklin Hotel Professionals September
System Effectively Manpower Succession and Planning - The 25M _27M 3.150.00 MJ Grand Hotel
Effective Communication and Report 13— 15" MJ Grand Hotel Challenges of Leadership Transition Sl :
. . . th .-
Writing Skills for Supervisors and March 3,150.00 Fourth (4t") Quarter Training Pro
Managers Course October 2024| Fee(GHg) Venue
Effective Management Skills for 25™ 28" MI Grand Hotel Effoetive Oraanization. Planming and Ti [t ond 210000 | Miktin Hotel
. . ective Organization, Planning and Time ,100. iklin Hote
Supervisors and Newly Appointed March 3,450.00 Managememg £ October
Managers Effective Management Skills for 14™ 7™
il . Supervisors and Newly Appointed October 3,550.00 MJ Grand Hotel
Second(2") Quarter Training Programmes Managers
Records Management - Organizing and 16™ —18™
Course Date Fee (GH¢) Venue Maintaining Company Records and Filing October 3,150.00 Miklin Hotel
Apr|| 2024 System Effectively
T p November
Successful Negotiation, Lobbying and 3d_5m 3,150.00 | Central Hotel 2024
Influencing Skills April Inspirational Leadership and Team 4" _ 6™ 3,150.00 MJ Grand
Inspirational Leadership and Team 8"~ 10" MJ Grand Hotel Building Skills ____ November Hotel
Buildine Skill April 3.150.00 Effective Communication and Report 11"—-13 3,150.00 MJ Grand Hotel
ullding SKilis pr1 > : Writing Skills for Supervisors and Managers November
o 131h7151h
June 2024 Facilities Management November 3,150.00 MJ Grand Hotel
The Administrative Professional and Managing 10" —12™ 3,150.00 Miklin Hotel Leadership and Innovation Management 18™ — 207 3,150.00 MJ Grand
Senior Executives June Skills for Women Leaders November Hotel
p - : : : - i T
Effective L rship an isory Skill th  ~nth 450. MJ Grand Hotel Office Skills Development for Executive 20M —-22 o
ective Leaders pa d Superv sory Skills 17Jun%>0 3’ 50.00 J Grand Hote Assistants, Administration Assistants and November 3,150.00 Miklin Hotel

* Fee covers meals, tuition, all written materials and certificates. It excludes NHIL

* Tentative Venues




