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Academy Company For Information Communication Technology

Professional Certificate in
Business Development
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Academy Company For Information Communication Technology

Program Overview

Business Development is a practice for setting business strategy, defining
market segments, develop offerings with real value proposition, marketing
and positioning, along with the essentials of the basic business delivery
techniques such as business analysis, project management, finance and
budgeting and some basic essential business skills.

This diploma provides a framework for building the knowledge and
practice for future leaders and middle level managers to ensure having
sustainable growth and remain competitive to enable organizations to
effectively response to clients, competitors and market dynamics and meet
client's expectations and outperform competitors.

This diploma provides intensive, hands-on workshops covering all major
aspects for the planning, implementing and controlling an effective
Business Development Plans for business, government and not-for-profit
organizations, covering the following subjects:

Main topics
1. Module 1: Introduction to Business Development (Management and Leadership

Essentials.

Module 2: Strategic Planning.

Module 3: Business Model Generation (Creativity and Innovation).
Module 4: Development of product Distribution and Marketing.
Module 5: Finance and Budgeting.

Module 6: Project Management Essentials.

Module 7: Business Analysis Essentials.

©® N oo U~ W N

Module 8: Human Resources and Talent Management.
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Academy Company For Information Communication Technology

Learning Objectives

Our highest-level diploma in business development was designed for
anyone looking to climb the career ladder to the highest possible levels in
a business setting. We focus on the kind of practical and valuable content
that can be immediately transferred to a professional working environment.

Upon successful completion of this course, the participant will be able
to:

. Confidently work in a leadership position in any business
environment.

« Understand a variety of business types and management positions.

« Perform a wide variety of development management functions and
duties.

. Carry out the most important business development tasks.

« Have a solid understanding of the overall Business Development
lifecycle.

. Have the tools and knowledge required to conduct market,
competitors and clients’ analysis.

« Know how to identify and select cost-effective solutions that meet
client’s expectations.

« Know how to develop offerings to meet client's expectations and
outperform competitors.

« Know how to establish the organizational framework to enable
Business Development.

. Have the tools and knowledge required to plan and coordinate
effective business development activities.

Target Audience

Business Leaders, Business Managers, marketing and sales practitioners,
marketing and sales planners and business unit staff who are involved in
or manage business development functions

Pre-requisites
There are no pre-requisites.

Total Duration

(132) Hrs. — (33) Days.
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Academy Company For Information Communication Technology

Module 1: Introduction to Business Development
(Management and Leadership Essentials)

In today’s business environment there are a lot of constraints, the
manager(s) role is to maximize the productivity within these constraints.
To compete we should understand the basics, best practices and the
principles behind this practice to have a productive business environment.

The term management refers to the process of using organizational
resources to achieve organizational objectives through the functions of
planning, organizing and staffing, leading, and controlling.

Upon competition of this course the attendees will have excellent
understanding of:

e The mind-set shifting from pure technical to managerial work
e Introducing the management basics and concepts
e What is required from the manager to be an effective manager?

Introduction

- What is management?

- What s leadership?

- Types and Levels of Management
- What Managers Do

- Management Role

- Key Managerial Skills

- Managerial Competencies

Functional Aspects of Management

- Management Functions/Process

- Goals and Plans

- Planning Levels and Process

- The One-Page Plan.

- Developing Your Business Structure
- Monitoring and Control

- Concept Development and Testing
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Operational Aspects of Management

- Group dynamics and team functions
- Change management
o Process

o Key Factors in Successful Change.

o Building support.
Leadership

- Leadership Styles
- New Realities of Leadership
- The 5 levels of leadership

Basic Interpersonal Skills

- Communication Management
- Time Management

- Delegation & Empowerment
- Emotional Intelligence

- Conflict resolution

- Motivation

Duration

(16) Hrs.
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Academy Company For Information Communication Technology

Module 2: Strategic Planning
Strategic planning is an organization's process of defining its strategy, or

direction, and making decisions on allocating its resources to pursue this
strategy. It may also extend to control mechanisms for guiding the
implementation and control of the strategy.

This course targets the mind-set shifting to balance between the day to day
operational activities and putting strategy into action, and how to develop,
implement and control strategies. Also, addresses the tips that lead to
developing, implementing and controlling effective strategies, challenges
and traps that hinder having good strategy and ensure effective
implementation.

This course introduces the concepts of drawing the vision and strategy,
ensure excellent understanding of what is the strategic management? How
to develop a strategy? What is required from managers to put strategy into
action? How to link the strategic objectives with individuals’ objectives?
Measuring strategy effectiveness?

Strategy Formulation

- Preparing for the strategic planning process

- The Phases of the Strategic Planning Process
- Stakeholder Management
- Establish a Strategic Planning Committee

- Initiating the Strategic Planning Process

- Vision &Mission Statement and Core Competencies
- Assess Internal/External Environments
- Perform SWOT Analysis

- Developing the Strategic Plan

- Set SMART Goals and Hierarchy of Objectives
- Develop Strategy for Achieving Goals
- Draft the Strategic Plan
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Strategy Implementation

- Assign Responsibility and Authority
- Establish a Monitoring System

Strategy Evaluation

- Performance Management (Balanced Scorecard)
- Cascade the SMART Goals and Hierarchy of Objectives

Progress Review and Corrective Actions

- Continuous Feedback through the Balanced Scorecard
- Link Budgets to Strategic Plan
- Feedback upstream — revise plans

Duration

(20) Hrs.
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Academy Company For Information Communication Technology

Module 3: Business Model Generation (Creativity and Innovation)
Business Model Canvas, a tool to visualize, challenge and (re-) invent

business models, is used by leading organizations around the world, like
GE, P&G, Ericsson, and 3M.

Anyone looking for hands on tools to apply to their business model could
be a Senior, Executive, Strategist, Innovation Manager, Entrepreneur,
Consultant, or Business Coach.

Business Model Thinking as a Strategy Tool

- Understanding what business models are and why they are important today

- Exploring the Business Model Canvas — a systematic approach to working with
business models

- Situating the business model concept in the enterprise

- Generation Ideas

Business Model Mechanics - Beyond Product Innovation and New
Customer Segments

- Introduction to Business Model Mechanics
- Competing on Business Models
- Differentiation / Blue Oceans

The Business Model (Innovation) Process - Applied Design Thinking

- Prototyping business models
- Starting points for business model innovation and techniques
- How to present business models and evaluating

The Value Proposition Canvas

- Customer (Segment) Profiles: jobs to be done, pains, gains
- Value (Proposition) Map: products & services, pain relievers, gain creators
- Problem-Solution Fit / Product-Market Fit
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Facilitating Business Model Innovation Projects

- How to Managing a 3-day business model innovation workshop
- The Business Model Design Environment
- Challenges of business model innovation in (large) companies

Testing Business Models

- The Sanity Test: testing the prototype numbers
- Introduction to market testing: Customer Development
- Extracting Hypotheses from BM Canvas & VP Canvas

Duration

(16) Hrs.
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Module 4: Development of product Distribution and Marketing

Academy Company For Information Communication Technology

Participants in this Marketing Essentials training class will learn
techniques to define a company's goals, guide the company's actions
toward achieving those goals, and provide guidelines for evaluating the
company's progress toward those goals. The role of a marketing plan as a
part of the strategic plan of a company is discussed, as well as an overview

of marketing fundamentals.

Marketing Planning: New Pace, New Possibilities

- Marketing Planning Today
- Developing a Marketing Plan
- Preparing for Marketing Planning

Understanding the Marketing Environment

- Analyzing the Internal Environment
- Analyzing the External Environment

Segmenting, Targeting, and Positioning

- Assessing and Targeting Segments
- Positioning for Competitive Advantage
- Functions of Channels of Distribution

Planning Direction, Objectives, and Marketing Support

- Setting Marketing Plan Objectives
- Planning Marketing Support

Developing Pricing Strategy

- Understanding Value and Pricing Today
- Planning Pricing Decisions

Developing Marketing Communications and Influence Strategy

- Social Media and Selling Your Product
- Planning to Communicate with and Influence Audiences
- Using Communication Tools to Engage Audiences
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Planning Metrics and Implementation Control

- Measuring What Matters and Planning Metrics
- Planning Forecasts, Budgets, and Schedules
- Controlling Marketing Plan Implementation

Duration

(20) Hrs.
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Module 5: Finance and Budgeting

Academy Company For Information Communication Technology

Every manager needs to understand finance if they are to play an active
role in helping their organization achieve its objectives. To succeed as a
nonfinancial manager, knowledge of basic accounting and financial

principles and the budgeting process is critical.

This course transforms financial and accounting concepts into decision-
making tools you can use successfully every day. You learn to apply the
fundamentals of finance to improve budget management, increase potential

profits and assess the financial viability of projects.

Upon completion of this course, the participant will gain competencies

In:

e Integrate financial concepts and policies into the management decision and

budgeting process

e Evaluate the financial viability and activities through income statements and balance

sheets
e Employ cash flow to analyze business status
e (Calculate the cost of business activities

e Control business operations through effective budget management

e Communicate effectively with financial executives and staff
Basic finance and accounting language

- Basics of Accounting
- Basics of Financials

Understand and evaluate financial statements

- Analyzing the income statement
- Analyzing the balance sheet

Cash Flow (The Lifeblood of Organizations)
- Connecting business activity with cash flow

Effective budget management techniques

- Basics for budgeting process

€ _ . .
= Budgeting as a planning and control tool
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Academy Company For Information Communication Technology

See your initiative through the eyes of the CFO

- Time value of money

- Assess investment opportunities

- ROl vs. TCO and when to use each as justification
- Fixed vs. variable costs

Duration

(16) Hrs.
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Academy Company For Information Communication Technology

Module 6: Project Management Essentials
Almost all available project Management training courses target project

managers and project management certification. What about the project
team members, line managers, senior management who deal with project
managers?

This course is designed to provide the Project Management fundamentals,
concepts, processes and techniques in a simple non-technical approach. It
Is recommended for everyone engaged in a project to ensure effective role
In achieving project objectives.

Participants benefit from an optimal mix of learning methods to acquire
project management concepts, and learn how to apply these concepts in
real life through multiple hands on exercises and assignments.

Upon completion of this course, the participant will have a
comprehensive understanding of:

e How projects have been selected, initiated and chartered?

e Managing the stakeholders, requirement, time, cost, quality, risks and estimation

e Managing the balance between competing constraints scope, time, cost, quality, risk
and resources

e Leading effective project team (roles and responsibilities, performance and
accountability, motivation, communication, conflict resolution, etc.)

Introduction

- Management, Project and Project Management framework
- Start up and initiating a Project

Project Planning

- Stakeholder Engagement

- Requirements and Scope Management (collect requirements, defining scope,
product based planning)

- Quality Management (define which quality standard to be applied, how are you
going to achieve the required standard, plan for inspection and quality controls).
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- Time Management (estimate durations, product roadmap / sequence activities,
develop schedule)

- Resource Management (estimate the required resources, and develop resource
plan)

- Cost Management (estimate project cost, determine budget)

- Risk Management (identify risks, analyze risks, plan for risk treatment)

- Get the required approval and kick off the project

Project Execution

- Acquire and develop a project team
- Coordinate project work
- Manage delivery and acceptance

Project Control

- Control schedule, quality, risks, costs and stakeholder's engagement
- Control the information flow in the project
- Develop project status / progress report

Project Closing

- Handover to operation
- Lessons learned
- Close out the project

Duration

(16) Hrs.
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Module 7: Business Analysis Essentials
This course trains participants to help clients articulate their needs and

wants, and to document them clearly, concisely, and completely. By
grasping this core Business Analyst (BA) skill, BAs can contribute
significantly to successful projects (such as business automation,
Improvement and transformation) and the products they create.

This enable business owner to understand their current system “As Is”,
address stakeholders needs and requirements, then enable the business
analyst to design the new system “To Be”, get the stakeholders buy in to
fix the current system issues and pain areas to be aligned with business
objectives.

You'll learn how to define the scope of work and master requirements
elicitation techniques that will work for a variety of projects and audiences.
You'll consider the unique needs of customers, stakeholders, and
departments as you work toward building, documenting, communicating,
and managing requirements.

Upon completion of this course, the participant will be able to:

e Adopt a business analysis process model approach to change initiatives

e How to identify and document business issues

e Consider the perspectives of different stakeholders in the change project and
document their views

e Qverview of techniques to model business systems

e Recognize the skills and competencies required of the business analyst

Overview of Business Analysis

- The solutions lifecycle
- What is business analysis and terminology?

Enterprise Analysis

- The business architecture
- Feasibility studies, Project scope and Business case
- Risk assessment, selecting and prioritizing projects
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Requirements Planning and Management

- Requirements scope

Academy Company For Information Communication Technology

- Requirements activities (selection and estimation - Measurement and reporting)

Requirements Analysis and Documentation

- Elicit requirements
- Analyze stakeholder's requirements

- Analyze system requirements (functional and non-functional)

- Analyze quality of service requirements
- Requirement Priority and Dependencies
- Modeling techniques

Requirements Communication

- Requirement documentation

- Requirement approval

- Requirement change control

- Requirement configuration management

Duration

(16) Hrs.
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Module 8: Human Resources and
Talent Management

Academy Company For Information Communication Technology

This course introduces the functions of personnel/human resource
management within an organization. Topics include equal opportunity and
the legal environment, recruitment and selection, performance appraisal,
employee development, compensation planning, and employee relations

Upon completion, students should be able to anticipate and resolve

human resource concerns.

e Orient personnel to organizational goals, policies, rules, and procedures

e Supervise employees

e Evaluate employees

e Reward/discipline employees

e Talent Development within an Organization.

Development of human resources management

- The role of human resources management
- Stages of development

Talent management

- Talent and Performance Management.
- Creating a Talent Management Plan.
- Talent Development within an Organization

Selection

- Sources of information about job candidates
- The employment interview and employment tests
- Reaching a selection decision

Duration

(12) Hrs.
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Academy Company For Information Communication Technology

Professional Certificate in
Customer Relationship Management
(CRM)
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Academy Company For Information Communication Technology

Program Overview

Customer relationship management refers to the set of practices, methods,
strategies, and technologies used by businesses to manage customer’s
relations. This is important since customers are important for the success
of the business.

Good customer Service can be considered as the big differentiator between
firms. While competing products are often similar and can anyway be
easily duplicated, good customer service is a holistic system, requiring a
sustained organization-wide effort, driven by the top and permeating all
aspects of the organization culture. The resulting customer-centric
organization becomes a formidable competitor whose model cannot be
easily copied.

Customer Relationship Management helps businesses successfully
implement strategies, practices and technologies aimed at winning and
retaining customers profitably.

In this course, we look at what it takes to build a customer-centric
organization. Case studies, self-evaluation exercises, application of service
quality tools, video clips with debriefs, and oral and written questions
resulting in debates and more are all used in this course in addition to brief
instructor and participant presentations.

Main topics

1. Module 1: Defining and Appreciating the Customer.
Module 2: The internal customer and vital communication tools.
Module 3: Building and Enabling Customer Relationships.
Module 4: Customer Service as a Strategic Imperative.
Module 5: Developing the Relationship.
Module 6: Customer satisfaction surveys and other vital tools.
Module 7: Excellence in Service.
Module 8: The Role of CR in Building Customer Loyalty.
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Academy Company For Information Communication Technology

Learning Objectives

You will apply methods and models to understand customer value, grow
this value, and target customers individually, with the goal of optimizing
customer loyalty. Here’s what you will have the opportunity to accomplish.

Upon successful completion of this course, the participant will be able
to:

e Learn what CRM is and why it is so important to focus on your customers.
e Develop his/her interpersonal skills.
e Known facts about relationships, loyalty and how these two go hand-in-hand.

e |dentify why customer relationship management is so important to the success of
the company.

e Learn how to look for customers and what customers expect from the company in
terms of service and support.

e Utilize customer information to segment and develop customer targeted marketing
programs.

e Define Customer Service Concept and techniques.

e Interact with customers to help them feel more comfortable and satisfied.
e Deal successfully with difficult customers.

e Ask questions to discover and meet customer needs.

e Describe customer service/relationship approaches and models such as RFM, CLV,
etc..

e Handle Customer complaints, resistance and objections effectively.

e Recognize why companies use CRM and how CRM touches all aspects of an
organization and impacts sales and marketing strategies.

e Evaluate various CRM systems and select one that fits the needs of an organization.

e Build and maintain customer loyalty.

e Get an understanding on how to measure customer relationship management from
the characteristics to problems that may faced to the standards that wanted to
achieve.

e Know how to develop a relationship effectively.
e Explore issues regarding privacy, ethics and the future of CRM.
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Target Audience

e Sales/Business Development Leaders
e General Managers

e Marketing Consultants

e Strategy Consultants

e Customer Experience Managers

e customer service managers

e Growth Hackers

Pre-requisites
There are no pre-requisites.

Total Duration

(45) Hrs. — (9) Days.
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Academy Company For Information Communication Technology

Module 1: Defining and Appreciating the Customer

Learn to identify which customers to target for the greatest value by
analyzing a business from a customer-centric viewpoint, examining steps
to developing a customer strategy, and determining the lifetime value of
your customers individually and collectively.

This module covers the following key topics:

e Definition of customer.

e Definition of customer service.

e The internal and external customer.

e What is Customer Service?

e Why Care for customers?

e Customer Service in Globalized Market.

e Customers Types.

e Who are your customers?

e Interpersonal skills needed for customer service.

Duration

(5) Hrs.
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Module 2: The Internal Customer and Vital Communication Tools

Internal communication tools are vital for every business across any
industry, especially with so many employees working remotely. Having
efficient communication is the difference between providing an
exceptional customer experience or a mediocre one. So how do the best
companies address their internal communication strategy? They utilize a
combination of strategy, employee adoption, and of course, an internal
communication tool to house all the discussion.

This module covers the following key topics:

e The need for motivated employees.
e The need for qualified employees.

e Silo mentality.

e Destroying the silos.

e Communicating with your customer.
e Building Customer Rapport.

e (Call Centers.

o Telephone skills and Etiquette.

e The professional use of E-mail.

Duration

(5) Hrs.
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Academy Company For Information Communication Technology

Module 3: Building and Enabling Customer Relationships
Develop a strategic framework for growing customer loyalty by examining
strategies to identify, track, and predict customer relationships and secure
customer value across the customer life cycle.

This module covers the following key topics:

e Definition of CR.

e WhyCR.

e CRin Globalized Market.

e Tools of building CR.

e Skills needed for professional CR agent.

e  Why to build relationships with customers?
e How to build relationships with customers?

Duration

(5) Hrs.
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Academy Company For Information Communication Technology

Module 4: Customer Service as a Strategic Imperative
Customers that feel positively about their experience of interacting with

your brand, product or service is paramount to success in a heavily
connected digital age.

This module covers the following key topics:

e From ‘suspect’ to ‘partner’.

e Going up the ladder.

e The 'KANO' model. ‘Basic’ attributes. ‘Performance’ attributes. ‘Delight’ attributes.
e The customer-centric organization.

e Customer service as a strategic imperative.

e The 7 practices of Customer-centric organization.

Duration

(5) Hrs.
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Module 5: Developing the Relationship

By building positive relationships with others, we will be happier and more
fulfilled and feel more supported and connected and staying aware of the
purpose of the relationship helps to keep it on track.

This module covers the following key topics:

e Promotional Items to Enhance Customer Relations.

e [tisn't enough to build relationships if you don't maintain them.

e |t doesn't have to take much time.

e Friendship is a choice, not a response. Business-relationship-development.
o Employees rarely treat customers better than their employer treats them.
e Nice isn't enough if you're not competent.

e Relationships aren't built in a day.

Duration

(5) Hrs.
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Module 6: Customer satisfaction surveys and other vital tools

Customer satisfaction and measurement issues have vital roles for
businesses in providing and maintaining a competitive advantage. It is
recognized that the businesses forming components of marketing mix by
acknowledging the customers’ expectations, receive customer loyalty and
profit in return.

This module covers the following key topics:

e The Art of Customer Follow-up.

e Importance of segmentation in understanding customers.
® Principles of customer segmentation.

e Focus groups.

e Major survey methods.

e (Questionnaire examples.

e Customer survey guidelines.

e Types of satisfaction surveys.

e Basics of sampling.

e Attributes to measure.

e Customer satisfaction index.

e “RATER” in depth (Reliability, Assurance, Tangibles, Empathy, Responsiveness).
e Service quality gaps model.

Duration

(10) Hrs.
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Module 7: Excellence in Service

Service excellence is not just about delivering luxury-level service. By
definition, service excellence refers to the ability of service providers to
consistently meet and occasionally even exceed customers’ expectations.
This implies that the true meaning of excellent service is relative to the
service itself and customers’ expectations of it.

This module covers the following key topics:

e Satisfy Customer Needs.

e Fundamentals for managers.

e Fundamentals for employees.

e Establishing Service Standards.

e Providing Superior Customer Service.

Duration

(5) Hrs.
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Module 8: The Role of CR in Building Customer Loyalty

Customer loyalty is the measurement of a customer’s willingness to
continue engaging in and purchasing your product or service. Building
customer loyalty is important for improving the lifetime value of current
customers, which can make up most of your consistent revenue. It even
helps bring in new customers, since happy customers are more likely to
recommend your product or service to others.

This module covers the following key topics:

e CR Representatives.

e Handling Customer Complaints.

e Handling Angry Customers.

e Turning Complaints into Delight.

e Creating Customer Loyalty.

e The power of Wow Customer Service.

e Action Plan - to apply CS techniques on participant’s organization.
e Loyalty Programs.

Duration

(5) Hrs.
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Academy Company For Information Communication Technology

Professional Certificate in
Leadership
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Academy Company For Information Communication Technology

Program Overview

Leadership is the ability to influence a group to lead it to achieve its goals.
The success of a company is based on the conjunction of three factors:
teams with diverse skills, a common vision and solvent leadership. In many
cases, good ideas couldn’t be applied due to the lack of ability to manage
the human team. It is for this reason that this program is necessary to
achieve success.

This program will equip who are, or intend to become, supervisors,
managers, professionals or executives, with the knowledge to provide
effective leadership and to effectively build and manage teams. The ability
to work as part of a team, and demonstrate leadership skills is vital for
business and career success.

This program covers these important aspects of organizational life, as well
as motivation, team behavior, team roles, development and culture, and the
use and influence of power in organizations and as the difference between
Management and Leadership, Types of Leadership, Leadership Ethics.
Through this program, especial attention is paid to translating the academic
theory into practical action. The program will help current and future
managers and leaders to understand the changes in their leadership role as
they rise in seniority and to understand both practical and theoretical
leadership.

Main topics

Module 1: Management and Human Resource.

Module 2: Leadership and its Styles.

Module 3: The role of Leadership in Workgroups and Team Building.

Module 4: Leadership through Motivation.

Module 5: Leadership through Delegation.

Module 6: Leadership and Communication in the Workplace.

Module 7: The Role of Leadership Coaching, Training and Development of Team
Members.

8. Module 8: Leadership and Successful Change Management.
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Academy Company For Information Communication Technology

Learning Objectives

Over the past 20 years the general interest in leadership has grown
exponentially. Our highest-level program in leadership was designed for
anyone looking for understanding and applying theories of effective
leadership and to reflect critically on their own leadership style in order to
enhance their own effectiveness as leaders.

Upon successful completion of this program, the participant will be able
to:

e Apply theories of effective leadership.
e Analyze the effectiveness of different leadership styles in different contexts.

e Reflect critically his own leadership style in order to enhance his/her effectiveness as
a leader.

e Communicate ideas in a clear manner both in the role of leader as well as follower
across a wide range of situations.

e Provide effective feedback to team members.

e Adjust his/her leadership and followership styles to the requirements of the team
and the situation.

e Work collaboratively to complete a task.

e Lead areview process through which a team can reflect on, and learn from, its
performance on a particular task.

e Evaluate the links between leadership techniques and the use of power in
organizations.

e Analyze the effectiveness of different leadership styles in different contexts from an
instrumental, political and ethical perspective.

e Adjust his/her leadership and communication style to suit the cultural expectations
of the people with whom he/she is working.

e Understand the role and importance of leadership in building a safety culture and in
creating an organizational environment that is psychologically safe.
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Academy Company For Information Communication Technology

Target Audience

The program is targeted to leaders in the public, private and non-profit
sectors. This includes, but is not limited to all Business Leaders, Business
Managers, marketing and sales practitioners, marketing and sales planners
and business unit staff who are in need to broaden their leadership and
team-management skills.

Pre-requisites
There are no pre-requisites.

Total Duration

(45) Hrs. — (9) Days.
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Module 1: Management and Human Resource
This program, designed for new or up-and-coming organizational leaders,

provides an overview of the management and leadership skills all managers
need for success. This Module will introduce participants to the
responsibilities of a manager, giving positive and corrective feedback,

coaching for performance problems, and much more.

This module covers the following key topics:

e The term ‘human resource’.

e Management as an activity.

e What management involves?

e Levels of management.

e Employment benefits.

e Working conditions.

® Planning and Organizing Work

e Encouraging employees to work well.

e Training of employees.

e Organizing work environment.

e Health and safety of work environment.

e The work team or workgroup.

e Team goals.

e Supervisors, managers and leadership.

e Planning, setting group objectives and coordination.
Duration

Human, financial and material resources.

(5) Hrs.
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Academy Company For Information Communication Technology

Module 2: Leadership and its Styles

The Module providing you with all the knowledge and resources required
to identify the style which is most suitable for yourself as a leader. And
will discuss the various definitions of leadership, different leadership roles,
tips and techniques. Furthermore, the differences between managerial roles
and leadership as a concept will be discussed in depth.

This module covers the following key topics:

e Task-Oriented (TO) and Relationship-Oriented (RO) leadership, the right balance,
technical and people skills.

e Conflict, causes and conflict resolution techniques.

e Leadership styles (situational leadership, leadership style and focus on team
development).

e Dr. Tuckman’s model of the team life-cycle (implications, consequences and
practical application).

Duration

(5) Hrs.
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Module 3: The role of Leadership in Workgroups and Team Building

This Module seeks to develop and strengthen interpersonal leadership and
teamwork skills. This will allow Participants to think more flexibly when
solving unexpected problems and to help them reach results on personal
and professional levels. In addition, they will learn how to perform well
during teamwork and how to understand the specific role of leadership in
these tasks.

This module covers the following key topics:

e Development of workgroups, sections and departments.

e Differences between workgroups and teams.

e Meaning of teamwork and team leadership.

e Stages in group or team formation.

e Ensuring group or team cohesiveness

e Group and team norms, values, integrity, respect, empathy, codes of conduct and
attitudes.

e Team-Role Theories.

e Specialization of roles and functions, team, operational and strategic leadership.

e Empowering workforces.

e The Belbin Team Roles theory, action oriented, people oriented and thought
oriented roles, the best mix

e Action-centered leadership (achieving the goal, building the team, developing the
individuals).

e Different Types of Teams (Project teams, functional teams, matrix teams, contract
teams, operational teams, self-managed teams)

e Roles in teams (technical and functional, allocating roles to team members, positive
and negative behaviors).

e Decision-making within teams and group decision-making models.

e Trust in teams and strategies for building trust.

e Virtual teams (time and spatial boundaries, virtual team sociology, virtual team
management and leadership).

Duration

(10) Hrs.

£
S Module 4: Leadership through Motivation
© This Module offers a comprehensive introduction to leadership and the
~  steps one must take to become an effective leader. In addition, the learner
= will receive a solid grounding in leadership approaches, theories and
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motivation concepts. The course also discusses the importance of rewards
& recognition and grievances & discipline procedures.

This module covers the following key topics:

e Motivation; its importance and goals.

e Job satisfaction, employee loyalty and developing commitment.
e Leaders and motivating individuals and the group.

e Building good work relationships.

e Handling subordinates’ mistakes.

e Responsibility and rewards.

e Leader responsibilities towards the employing organization, customer-satisfaction,
security, protection of assets.

e Leader responsibilities towards subordinates, fair treatment and community.

e Theories About Motivation (Need-based theories of motivation, Maslow’s Hierarchy
of Human Needs, McCelland’s Acquired-Needs Theory, Herzberg’s Motivation-
Hygiene Theory).

® Process-based theories of motivation (Equity Theory, Expectancy Theory and effort
and rewards, Reinforcement Theory)

Duration

(5) Hrs.
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Module 5: Leadership through Delegation
Leaders that are able to delegate are in high demand. In fact, these skills

are essential to achieving measurable results.

This Module will teach participants about leadership, the benefits of
delegation, and will introduce a practical delegation process that can be
easily applied.

This module covers the following key topics:

e The meaning of delegation and authority.

e The need for delegation and its benefits.

e Stages in delegation.

e Delegating correctly, training, allocating work and responsibility.

e Delegation mistakes to avoid.

e Monitoring performance

e Decision-making by managers, by supervisors and by subordinates.
e Leaders and implementing decisions.

Duration

(5) Hrs.
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Module 6: Leadership and Communication in the Workplace
While hiring a manager good communication skills are considered to be
the most imperative skills a manager must have. A manager is capable to
accomplish all this by effective leading, sound planning, monitoring and
communicating. It is a manager’s communication skills which motivate
and inspire teammates to work hard and achieve team targets and
organizational goals as well. Effective communication act as an advantage
of a leader to lead effectively.

This module covers the following key topics:

e Communication Skills.
e The need for communication in the workplace.
e Spoken, written and visual, signals and body language
e The purpose of communication.
e Encouraging two-way communication.
e Effective communication by team leaders.
e Vertical and horizontal communication.
e Improving communication skills.
e QOvercoming barriers to communication.
e Verbal Communication Skills
e Non-Verbal Communication Skills
e Barriers to communication and how to overcome them.
e Communication across cultures.
Duration

(5) Hrs.
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Module 7: The Role of Leadership Coaching, Training and Development of Team Members
In this Module, participants will learn how to identify training needs and
design training programs that will meet the needs of their employees. The
module will discuss conducting needs assessments, the role of training in
overall employee development, and the use of technology in employee
training.

This module covers the following key topics:

. Coaching, Training and Development of Team Members.

. Planning a good induction program (introductions to
existing members, probationary periods, and job induction).

. Coaching and its forms.

. Training and its methods.

. Employee development.

. Disciplinary action and their steps.

 Reducing incidences and joint problem solving.

. Preventing bullying and harassment, workplace stress, job
design, redesign, rotation and enlargement.

Duration

(5) Hrs.
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Module 8: Leadership and Successful Change Management
This Module will provide Leaders with the tools and knowledge needed to

lead their teams through changes that affect their organization. During this
session, participants will discuss the importance of clear communication
from managers and supervisors throughout the change process, the
different ways employees respond to workplace change, common emotions
associated with workplace change, stages in change acceptance, and tips
for managing resistance to change.

This module covers the following key topics:

. Creativity and Innovation in Business.

. Encouraging Creativity in a Team.

. Building and sustaining an innovative work environment.
. Change management Process.

. Key Factors in Successful Change.

. Building support for the change.

. The individual motivators for change.

. Leaders and successful change implementation.

Duration
(5) Hrs.
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Professional Certificate in
Project Management Professional
(PMP)

S
o
o
-
o
o
o
=
=
=
Alex
Cairo Smart Village Alex .
1 Almushir Ahmed Ismail St. AASTMT Smart Village Campus, Abu Qir Campus,AAST 133635' Sshhaar"‘('dWG:t';LE'E?ﬁ:":ky
Masakin Sheraton, Egypt Office #114 Alexandria, Egypt. ’ va,

Alexandria, Egypt.
@@ +20222696190
fins s @3 +20112 3033332 & +2035621615 @3 &= +203 429 76 65



Academy Company For Information Communication Technology

Program Overview

Many industries are realizing the importance of project management and
its role in the organization. They are also seeing that simply proclaiming a
head technician to be a “project manager” does not make it so. Project
management, just like engineering, information technology, and a host of
other trades, has its own specific qualifications and skills. This course
certificate tells potential employers that you have the skills, experience,
and knowledge to drive successful projects and ultimately improve the
company's bottom line. A Course certificate will always make you stand
out above the competition.

PMP course certification displays your willingness to pursue growth in
your professional career and shows that you are not afraid of a little hard
work to get what you want. Potential employers will interpret your pursuit
of this course certification as a high-energy, success-driven, can-do attitude
on your part. They will see that you are likely to display these same
characteristics on the job, which will help make the company successful.
Your certification displays a success-oriented, motivated attitude that will
open up opportunities for future career advancements in your current field
as well as in new areas you might want to explore.

Main topics

Module 1: Building the foundation for Project Management
Module 2: Assess Needs

Module 3: Business Value

Module 4: Delivering and Project Scope

Module 5: Creating the Schedule

Module 6: Project Budget Management

Module 7: Project Risk Management

Module 8: Human Resources Management

. Module 9: Developing Project Team

10. Module 10: Procurement and Contracts Management

11. Module 11: Information and Quality Management in Project Management
12. Module 12: Monitoring and Controlling Projects
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Target Audience

Project Managers, Project coordinators, Program Managers, Agile
practitioners, Business Leaders, Business Managers, marketing and sales
practitioners, marketing and sales planners and business unit staff who are
involved in or manage Project Management functions

Pre-requisites
There are no pre-requisites.

Certification

You will get a PMP preparation course attendance certificate with
signature from Accredited Trainer from the project management institute
PMI.

Total Duration

(50) Hrs.-(10) Days
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Module 1: Building the foundation for Project Management

The PMP content from the people domain covered
e leadateam
o Set aclear vision and mission
e Collaborate with stakeholders

o Optimize alighment between stakeholder needs, expectations,
and project objectives

The PMP content from the process domain Covered
e Manage communications
o Communicate project information and updates effectively
e Determine appropriate project methodology/methods and practices

o Recommend a project methodology/approach
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Module 2: Assess Needs

The PMP content from the people domain covered the following:
e leadateam
o Set aclear vision and mission
e Empower team members and stakeholders
o Evaluate demonstration of task accountability
o Determine and bestow levels of decision-making authority
e Collaborate with stakeholders
o Evaluate engagement needs for stakeholders

o Build trust and influence stakeholders to accomplish project
objectives

The PMP content from the process domain covered the following:
e Integrate project planning activities
o Analyze the data collected
e Manage project artifacts
e Determine appropriate project management methodology

The PMP content from the business environment domain covered the
following:

e Plan and manage project compliance

o Confirm project compliance requirements
e Evaluate and deliver project benefits and value

o Investigate that benefits are identified

o Document agreement on ownership for ongoing benefit
realization
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Module 3: Business Value

The PMP content from the people domain covered the following:
e leadateam
o Analyze team members’ and stakeholders' influence
e Empower team members and stakeholders
e Build a team
o Appraise stakeholder skills
e Collaborate with stakeholders
e Build shared understanding
o Survey all necessary parties to reach consensus
e Mentor relevant stakeholders
o Allocate the time to mentoring

o Recognize and act on mentoring opportunities

The PMP content from the process domain covered the following:
e Execute the project with the urgency required to deliver business value
e Manage communications
e Engage stakeholders

e Determine appropriate project management methodology/methods and
practices

The PMP content from the business environment domain covered the
following:

e Plan and manage project compliance
e Evaluate and deliver project benefits and value

e Evaluate and address external business environment changes for impact on
scope

e Support organizational change
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Module 4: Delivering and Project Scope

The PMP content from the people domain covered the following:
e leadateam
o Set aclear vision and mission
e Empower team members and stakeholders
o Support team task accountability
o Determine and bestow level(s) of decision-making authority
e Build ateam
o Appraise stakeholder skills
o Deduce project resource requirements
e Collaborate with stakeholders
e Build shared understanding
o Survey all necessary parties to reach consensus
The PMP content from the process domain covered the following:
e Execute project with urgency required to deliver business value
e Plan and manage scope
o Determine and prioritize requirements
o Break down scope (e.g., WBS, backlog)
o Monitor and validate scope
e Determine appropriate project methodology/methods and practices
o Recommend project execution strategy (e.g., contracting, finance)

o Recommend a project methodology/approach

The PMP content from the business environment domain covered the
following:

e Plan and manage project compliance
e Evaluate and deliver project benefits and value

e Support organizational change
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Module 5: Creating the Schedule

The PMP content from the people domain covered in the following:
e Leadateam
o Set a clear vision and mission
e Build a team
o Deduce project resource requirements
The PMP content from the process domain covered in the following:
e Execute project with urgency required to deliver business value

o Support the team to subdivide project tasks as necessary to find
the minimum viable product

e Plan and manage schedule
o Estimate project tasks (milestones, dependencies, story points)
o Utilize benchmarks and historical data
o Prepare schedule based on methodology
o Modify schedule, as needed, based on methodology
e Manage project artifacts

o Validate that the project information is kept up to date and
accessible to all stakeholders

e Determine appropriate project methodology/methods and practices
o Assess project needs, complexity, and magnitude
o Recommend project execution strategy

o Recommend a project methodology/approach

The PMP content from the business environment domain covered the
following:

e Support organizational change

o Evaluate impact of the project to the organization and determine
required actions
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Module 6: Project Budget Management

The PMP content from the people domain covered the following:
e LeadaTeam
o Analyze team members' and stakeholders' influence

o Distinguish various options to lead various team members and
stakeholders

e Build a Team
e Collaborate with stakeholders
e Build shared understanding

o Break down situation to identify the root cause of a
misunderstanding

o Survey all necessary parties to reach consensus
o Investigate potential misunderstandings

e Mentor relevant stakeholders
o Allocate the time to mentoring

o Recognize and act on mentoring opportunities

The PMP content from the process domain covered the following:
e Execute project with urgency required to deliver business value
e Manage communications
e Engage stakeholders

o Develop, execute, and validate a strategy for stakeholder
engagement

e Plan and manage budget and resources
e Manage project artifacts

e Determine appropriate project methodology/methods and practices

The PMP content from the business environment domain covered the
following:

e Evaluate and deliver project benefits and value

o Appraise stakeholders of value gain progress
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Module 7: Project Risk Management

The PMP content from the process domain covered the following:
e Assess and manage risks
o Determine risk management options
o lteratively assess and prioritize risks
e Manage project artifacts
e Determine the requirements
e Validate that the project information is kept up to date
e Determine appropriate project methodology/methods and practices
o Assess project needs, complexity, and magnitude
o Recommend project execution strategy

o Use iterative, incremental practices throughout the project life
cycle

e Manage project issues

o Recognize when a risk becomes an issue

The PMP content from the business environment domain covered the
following:

e Plan and manage project compliance

o Confirm project compliance requirements—security, health and
safety, regulatory compliance

o Classify compliance categories

o Determine potential threats to compliance

o Use methods to support compliance

o Analyze the consequences of noncompliance

o Determine necessary approach and action to address compliance
needs
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Module 8: Human Resources Management

The PMP content from the people domain covered the following:
e Empower team members and stakeholders
o Organize around team strengths
e Negotiate project agreements
o Analyze the bounds of the negotiations for agreement
o Assess priorities and determine ultimate objective(s)
o Participate in agreement negotiations
o Determine a negotiation strategy
e Build shared understanding

o Survey all necessary parties to reach consensus

The PMP content from the process domain covered the following:
e Execute project with urgency required to deliver business value
o Examine the business value throughout the project
e Plan and manage budget and resources
o Plan and manage resources
e Plan and manage quality of products/deliverables
o Determine quality standard required for project deliverables
o Recommend options for improvement based on quality gaps
e Integrate project-planning activities
e Plan and manage procurement

e Determine appropriate project methodology/methods and practices

The PMP content from the business environment domain the
following:

e Evaluate and deliver project benefits and value

e Support organizational change
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Module 9: Developing Project Team

The PMP content from the people domain covered in the following:
e leadateam
o Set aclear vision and mission
o Support diversity and inclusion
o Value servant leadership
o Determine an appropriate leadership style
o Inspire, motivate, and influence team members/stakeholders
o Analyze team members and stakeholders' influence
e Support team performance

o Appraise team member performance against key performance
indicators

o Support and recognize team member growth and development
o Verify performance improvements
e Empower team members and stakeholders
e Ensure team members/stakeholders are adequately trained
e Build a team
o Appraise stakeholder skills
o Deduce project resource requirements
o Maintain team and knowledge transfer
e Address and remove impediments, obstacles, and blockers for the team
e Engage and support virtual teams
e Promote team performance through the application of emotional intelligence
The PMP content from the process domain covered the following:
e Execute project with urgency required to deliver business value

e Determine appropriate project methodology/methods and practices

g Module 10: Procurement and Contracts Management
.}_f The PMP content from the people domain covered includes the
: following:
= e  Empower team members and stakeholders
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o Organize around team strengths
Negotiate project agreements
Build shared understanding

o Survey all necessary parties to reach consensus

The PMP content from the process domain covered includes the
following:

Execute project with urgency required to deliver business value
o Examine the business value throughout the project
Plan and manage budget and resources
o Plan and manage resources
Plan and manage quality of products/deliverables
o Determine quality standard required for project deliverables
o Recommend options for improvement based on quality gaps
Integrate project planning activities

o Assess consolidated project plans for dependencies, gaps, and
continued business value

o Determine critical information requirements
Plan and manage procurement

Determine appropriate project methodology/methods and practices

The PMP content from the business environment domain covered
the following:

Evaluate and deliver project benefits and value

Support organizational change
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Module 11: Information and Quality Management in Project Management
The PMP content from the people domain covered includes the
following:
e Manage conflict
o Interpret the source and stage of the conflict
o Analyze the context for the conflict

o Evaluate/recommend/reconcile the appropriate conflict resolution
solution

e Leadateam
o Set a clear mission and vision
e Address and remove impediments, obstacles, and blockers for the team
o Negotiate project agreements
e Collaborate with stakeholders

e Define team ground rules

The PMP content from the process domain covered in this chapter
includes the following:

e Manage communications

e Assess and manage risks

e Engage stakeholders

e Plan and manage quality of products/deliverables
e Plan and manage procurement

e Manage project artifacts

e Determine appropriate project methodology/methods and practices
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Module 12: Monitoring and Controlling Projects
The PMP content from the people domain covered includes the
following:

e Empower team members and stakeholders

e Negotiate project agreements

e Collaborate with stakeholders

The PMP content from the process domain covered includes the
following:

e Manage communications

e Assess and manage risks

e Engage stakeholders

e Plan and manage quality of products/deliverables
e Integrate project planning activities

e Manage project changes

e Plan and manage procurement

e Manage project artifacts

e Manage project issues

The PMP content from the business environment domain covered in
the following:

e Plan and manage project compliance
e Evaluate and deliver project benefits and value

e Evaluate and address external business environment changes for impact on
scope

e Support organizational change
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Professional Certificate in
Marketing
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Program Overview
The Diploma in Professional Marketing is for individuals who wish to

develop their strategic marketing knowledge and management capabilities.
This qualification will enable you to build the skills in order to progress as

a Marketing Manager or wider mid-level marketing position.

Main topics
1. Module 1: Essentials of Marketing.

Module 2: Consumer Behavior & Merchandising.

Module 3: Marketing Research.

2
3
4. Module 4: Integrated Marketing Communication.
5. Module 5: Branding & Brand Strategies.

6

Module 6: Digital Strategies.
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Module 1: Essentials of Marketing.
e Introduction to marketing.

e Marketing planning: situational analysis objective setting and developing marketing
strategies.

e Marketing mix

e Pricing and distribution strategies.

e Promotional strategies: Advertising, personal selling, sales promotion, public relation.

e Duration
(10) Hrs.

Module 2: Consumer Behavior & Merchandising.
e What is consumer behavior?

e Decision making process

e External factors affecting consumer behavior culture and subculture.

¢ Internal factors affecting consumer behavior.

e Merchandising: how to display your products in such a way that it stimulates interest

and encourage customers to make a purchase.

e Duration
(10) Hrs.

Module 3: Marketing Research.
e Analysis of markets & consumers.

e Primary and secondary data.
e Usage and attitude study.
¢ Quantitative & qualitative research using both questionnaire and focus group.

¢ Online research using different digital tools.

e Duration
(10) Hrs.

Module 4: Integrated Marketing Communication.
e Advertising objectives.

£
o
AL e Advertising execution strategies.
o
S e Rational & emotional messages.
o
S .
3 e 360 Campaigns.
= N ..
e Online advertising.
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Sales promotion.

Personal selling.

e Duration
(10) Hrs.

Module 5: Branding & Brand Strategies.

Local & regional brand management
Brand essence.

Brand mantra.

Brand positioning.

Brand logo& slogan.

Brand domain.

e Duration
(10) Hrs.

Module 6: Digital Strategies.

Introducing Digital Marketing.

Digital Marketing Mix.

CRM (Customer Relation Management).
Online CX (Customer Experience).
Digital Marketing Channels.
Advertising.

e Duration
(10) Hrs.

Total Duration

(60) Hrs. — (12) Days.
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