- SYNBOL OF EXCELLENGE

s Training s Recruitment = Consultancy s Research

OPEN COURSES SCHEDULE 2020

We offer quality, effective and superior Training Programmes and Human Resource o
Management Consultancy for progressive organizations which unlock the door to full human potential

PROPOSED PROPOSED PROPOSED PROPOSED
PROPOSED COURSE DATE(S) VENUES MONTH COURSE DATE(S) VENUES MONTH COURSE DATE(S) VENUES MONTH COURSE DATE(S) VENUES
15T 1. Essentials of Project Management 28th-31stJan, 2020 |NAIROBI 1. Essentials of Project Management 30th Mar.- 3rd Apr. 2020 | NAIROBI 1. Essentials of Project Management 29th June-3rd July, 2020 | NAIROBI 1. Essentials of Project Management 5th-9thOct,2020 | NAIROBI
QU2AI;TER 2. Records, Registry and Information Management  |29th-31stJan, 2020 |NAIROBI 2. Records, Registry and Information Management | 1st-3rd April, 2020 | NAIROBI 2. Records, Registry and Information Management 1st-3rdJuly,2020 | NAIROBI 2. Records, Registry and Information Management  |7th-9thOct,2020 | NAIROBI
e 3. Organizational Culture Change - Management Skills | 29th-31stJan, 2020 |MACHAKOS 3. °f93“izatiﬁ"a' Culture Chanqe-M?"agement Skills |1st -3rd Apri, 2020 | MACHAKOS 3. Organizational Culture Change - Management Skills | 1st-3rd Apri, 2020 | MACHAKOS 4™ 3. Eﬁeqi\{e Cu'stomerService/Care. ' 7th-9th Oct, 2020 | NAKURU
January 2020 [, Report Writing and Presentation SKils 29th-315t Jan, 2020 |MACHAKOS oND 4, RepoﬂYVrntnng and Presentation Skills ' 1st-3rd Apn!, 2020 | MACHAKOS 3RD 4,Report Writing and Presentation Skills 1st-3rdJuly, 2020 | MACHAKOS QUZ%I;BER 4, Admlm.stratlve Development Skills for {\dmm. Staff |7th-9thOct,2020 | NAKURU
' - QUARTER 5. Managing Yourself and Personal Effectiveness 6th-7th April, 2020 | KISUMU QUARTER | 5. Managing Yourself and Personal Effectiveness 9th- 10th July,2020 | NAIROBI 5. Managing Yourself and Personal Effectiveness 15th- 16th Oct, 2020 | KISUMU
>-Managing Yourself and Personal Effectiveness | 3rd-4thFeb 2020 |NAIROBI 6. Minute Taking, Documentation, Report Writing & | 6th—8th Apr, 2020 | KISUMU 6. Minute Taking, Documentation, Report Writing & | 14th- 16th Oct, 2020 | KISUMU
. : : — 2020 0- Minute [aking; Locumentation, keport Writing molilipilh 2020 | 6. Minute Taking, Documentation, Report Writing & 8th - 10th July, 2020 | NAIROBI s hRESLE ey doatimz iz Bablits potiinlng - '
6. Minute Taking, Documentation, Report Writing& | 3rd - 5th Feb, 2020 | NAIROBI Presentation Skills Presentation Skills Presentation Skills
Presentation Skills . . . . .
7. Effective Customer Service/Care 6th - 8th April, 2020 | NAKURU : : 7. Fundamentals of Project Planning and Management | 14th - 16th Oct, 2020 | NAIVASHA
7. Project Appralsak laentification, Policy Analysis& | 5th-7th Feb, 2020 NAIVASHA 8. Administrative Development Skills for Admin. Staff ~ |6th - 8th Azril 2020 | NAKURU T Ehiecive Qstorper Serdce{care Bth-10th Juy, 2020 | NAKURU October 8. Organizational CuItque Change -gManagemegr’lt Skills |21st-23rd Oct, 2020 | MACHAKOS
Selection 5 Fundarerfals of Frotect Pame i and Manacement 165t horiL2in | SARIGER 8. Administrative Development Skills for Admin. Staff |8t~ 10th July, 2020 | NAKURU 2020 5 Reoort Writine and Presentation Siil 73O 2020 | MACHAKOS
8. Effective Customer Service/ Care 5th-7thFeb, 2020 | NAKURU Aol 2020 55 ‘S“famf'“ aD s otTroject Flanning and Wanagemen - mhp" o NI 9. Fundamentals of Project Planning and Management | 14th—17th July, 2020| KISUMU a ;p;’ el '39 and Tresentation XS s o:h e
9. Administrative Development Skills for Admin. Staff | 5th-7th Feb, 2020 |NAKURU s ensw? nvmg. . ‘ . - Apr!, 10. Defensive Driving 14th - 17th July, 2020 | KISUMU -Letensive Unving ~ o
10. Human Resource Management Skills for Non 10th - 14th Feb, 2020 | MACHAKOS M. Conducting Effeg:twe Meetings, Minute Taking T5th-17th Aprd, 280 | “AVSHHA 11. Conducting Effective Meetings, Minute Takin 14th - 17th July, 2020 | NAIROBI 1. Performance Management AR |
and Documentation g gs, g ly, . . — .
- Human Resource Management Professionals 3 12, CO“dUCtlng Effective Meetlngs, Minute Taklng 4th - 6th Nov, 2020 ELDORET
9 12. Project Appraisal: Identification, Policy Analysis | 20th - 24th April,2020| NAIROBI and Documentation i
inanci -Fi i 10th - 14th Feb, 2020 | MACHAKOS '&5 lecti ' ' ' 12. Project Appraisal: Identification, Policy Analysis 13th - 17th July, 2020 | NAIROBI and Documentation
RN acen ettt At Riorsond : election ' . o i ' ! 13. Project Appraisal: dentification, Policy Analysis | 2nd— 6thNov, 2020 | ELDORET
12. Fundamentals of Project Planning and Management | 11th - 14th Feb, 2020 | NAIVASHA 13. Human Resource Management Skills forNon- | 20th- 24th April, 2020| MACHAKOS July 2020 ceaiom_ & Selection
13. Defensive Driving 11th- 14th Feb, 2020 | NAIVASHA _ :uman Rle;ource ManagFem;nt P;ofessnonals . L. 13. Training of Trainers 13th- 17th July, 2020 | NAIROBI 14, Training of Trainers 2nd-6thNov,2020 | ELDORET
g 5 g 7 z i . Financial Management For Non-Finance - 24th April, . N _
TP 14’53::;?:351@% Meetings, Minute Takingand - 12th - 14th Feb, 2020 | NAIVASHA Professionals 14, Human Resource Management Skills for Non-Human | 20th - 24th July, 2020 | MACHAKOS 5. ::::: g:zg::‘é: m:::gz:z:: Is,l::lf::iro'::; LR 8 0
15. Result-Based Monitoring & Evaluation for Projects  |17th - 21st Feb, 2020 | NAIROBI 15: Resuit-Based Monitoring & Evaluation for Projects’ | S/t Gl 28R R?sourc.:e tianagembrit Professnon? 2 - 16. Financial Management For Non-Finance 2nd - 6th Nov,2020 | MACHAKOS
o e e e 5 e e I 16. Project Risk Management for Project Professionals | 25th - 27th April,2020| NAIROBI 15. Financial Management For Non-Finance Professionals |20th - 24th July, 2020 | MACHAKOS Professionals
17' Effc:ct' ” : o J . < 17. Effective Procurement Management 25th - 27th April, 2020| MACHAKOS 16. Result-Based Monitoring & Evaluation for Projects | 20th- 24th July, 2020 | NAIROBI 17. Result-Based Monitoring & Evaluation for Projects  |9th-13thNov,2020 | NAIROBI
: Ive Frocuremen anagem?n' . 15th-215tFeb, 2020 |MACHAKOS 18. Front Office Management & Administration 25th - 27th April, 2020| MACHAKOS 17. Project Risk Management for Project Professionals | 22nd - 24th July, 2020| NAIROBI 18. Project Risk Management for Project Professionals | 11th - 13th Nov, 2020 | NAIROBI
18.Front Office Management & Administration 19th-21st Feb, 2020 | MACHAKOS 19, Training of Trainers 25th-27th Apri, 2020| MACHAKOS 18, Effective Procurement Management 29th-31st July, 2020 | MACHAKOS 19, Effective Procurement Management 11th—-13th Nov, 2020 | NAIVASHA
19. Mastering Project Management 24th - 28th Feb 2020 | NAKURU 20. Mastering Project Management Skills 4th - 8th May, 2020 | NAKURU 19. Front Office Management & Administration 29th-31stJuly, 2020 | MACHAKOS | November | 20-Front Office Management & Administration 11th-13th Nov, 2020 | MACHAKOS
20. Emotional Intelligence 24th - 28th Feb, 2020 |NAKURU 21. Emotional Intelligence 4th - 8thMay, 2020 | NAKURU 20. Mastering Project Management Skills 27th - 31st July, 2020 | NAKURU 2020 21. Mastering Project Management Skills 16th - 20th Nov, 2020 | NAKURU
21. Effective Project Coordination & Management 24th - 28th Feb, 2020 |NAIVASHA 22. Effective Project Coordination & Management 4th-8th May, 2020 | NAIVASHA 21. Emotional Intelligence 27th-31st July, 2020 | NAKURU 22. Emotional Intelligence 16th - 20th Nov, 2020 | NAKURU
22. Managing Stress & Work-Life Balance 24th - 28th Feb, 2020 | NAIVASHA 23. Managing Stress & Work-Life Balance 4th - 8thMay, 2020 | NAIVASHA 22. Effective Project Coordination & Management 3rd-7thAug,2020 | NAIVASHA 23. Effective Project Coordination & Management 16th - 20th Nov, 2020 | NAIVASHA
23, Achieving Leadership Excellence 24th - 28th Feb, 2020 | MOMBASA 24, Achieving Leadership Excellence 11th - 15th May, 2020 | MOMBASA 23. Managing Stress & Work-Life Balance 3rd-7thAug, 2020 | NAIVASHA 24, Managing Stress & Work-Life Balance 16th - 20thNov, 2020 | NAIVASHA
25, Project Development and Management 2nd - 6th March, 2020 | NAIROBI ig ;ontra'cts agr::APr?;ec't M:nagerr:e:: i ::::’:i:: :ay, igig NANA:HA 25. Corporate Risk & Crisis Management 3rd-7thAug,2020 | MOMBASA i: g:crporaFeII:;Isk&Cnsm MaPnagement zz'z:: :W’ 22(;)22(;) MO?BASSS
26. Contracts and Project Management 2nd-6th March, 2020 | NAIVASHA May 2020 |- Wanaging &Motivating Towards Excellence ~ 15th May, 2020 | NAVASHA 26, Corporate & Employee Best Practices 17th-21stAug, 2020 | MACHAKOS -Sectetaria] Management Programme LAY |
) y %
- —— 28, Secretarial Management Programme 11th - 15th May, 2020 | NAIVASHA 28, Corporate & Employee Best Practices 23rd - 27th Nov, 2020 | MACHAKOS
27. Managing & Mofivating Towards Excellence AV B A [ 29. Project Cycle Management 18th-22nd May, 2020| NAIROBI 27. Customer Focused Management ol AELATA || LG 29. Customer Focused Management 230d-27thNov, 2020 | MACHAKOS
ig :ral'nmgcof;rr:/l'ners ;:: -163tl;‘hlc1arc:, igig :2:\;&53 II'IA 30. Contract & Project Risk Management & Compliance | 18th - 22nd May, 2020 | NAIROBI §§ :Aecreta'rlaI:Aan?gament Prograr;r:e Leadershi :;t:-ilstzug, igig LSS 30. Mastering People Management & Team Leadership | 3rd Nov-4th Dec, 2020 | NAIVASHA
30' Cz::r:tct);c:ro'::ta:i:r;:tna ement & Compliance |9th 13:h M::zhl 2020 | NAIROBI 31, Corporate & Employee Best Practces 160 22nd May, 2120| MACHAKOS 30. B a’:ct:nng H:eOI:)Pe rfanageme;tt) rdeam —— 17:h : 21§A“9' 2020 :ﬁmz:z 31, Bulding a High Perfornance Board 3rdNov- 4t Dec, 2024 NAIVASHA
31.C — Ej e Pg = P SR h' Pl RGIRNGS 32. Customer Focused Management 18th - 22nd May, 2020 | MACHAKOS August - Buliding a Fiigh Ferformance boa ~ 19 32. Mastering Contracts Management 3rd Nov - 4th Dec, 2020 NAKURU
32. Corpora eF ng)l(:e ractices - - . March, o MGG 33 Training the Trainer 18th-22nd May, 2020 | MACHAKOS 2020 31. Perfom'1ance Management 25th - 28th Aug, 2020 | NAKURU 33. Leading With Emotional Intelligence 3rd Nov - 4th Dec, 2020 NAIROBI
: Muston?er Pocusl v anagemen;(T e h 2t . NTr:d; 020 NAVASIHA 34, Mastering People Management & Team Leadership | 25th - 29th May, 2020 | KISUMU 32. Mastering Contracts Management 24th-28th Aug, 2020 | NAKURU 34, Result-Based Management for Projects 3rd Nov - 4th Dec, 2020 NAIROBI
March 2020 133 a'st?nng ?op e Management & Team Leadership | 16th - 20th March, 2020 35. Building a High Performance Board of Directors | 25th - 29th May, 2020 | KISUMU 33. Leading With Emotional Intelligence 24th - 28th Aug, 2020 | NAIROBI 35. Contracts and Project Management 7th-11thDec, 2020 | NAIVASHA
Sl Ll L e S AU ARD b 36. Performance Management 26th - 29th May, 2020 | NAKURU 34. Result-Based Management for Projects 24th - 28th Aug, 2020 | NAIROBI 36. Managing & Motivating Towards Excellence 7th-11thDe, 2020 | NAIVASHA
: ::"°“T‘a“ée Ma“"gz“e"t ::‘:m mag' igﬁg ::xgﬁ 37. Mastering Contracts Management 25th- 29th May, 2020 | NAKURU 35. Contracts and Project Management 31stAug - 4th Sept, 2020 | NAIVASHA 37.Team Building 7th-11thDec, 2020 | NAIVASHA
37' - as;enng mc::tractt's a:rllafe“rpent 23:d -27ﬂ1 March' Sl 38. Leading With Emotional Intelligence 8th-12th June, 2020 | NAIROBI 36. Managing & Motivating Towards Excellence 31st Aug - 4th Sept, 2020 | NAIVASHA 38. Project Cycle Management 7th-11thDec,2020 | NAIROBI
- R::u::ga": . M':r‘l’a'°:r:e:t:0:9:r’;f:as = rd-27th M:rch' e i 39, Result-Based Management for Projects 8th—12th June, 2020 | NAIROBI 37. Project Cycle Management 315t Aug-4th Sept, 2020 | NAIROBI December | 39- Contract & Project Risk Management & Compliance | 7th- 11th De, 2020 | NAIROBI
39' Team Buildi 2 J IO rch’ oloren 40. Team Building 18th - 22nd May, 2020 | NAIROBI 38. Contract & Project Risk Management & Compliance  |31stAug-4th Sept, 2020 | NAIROBI 2020 40. Project Development and Management 14th - 18th Dec, 2020 | NAIROBI
- Team Bdiiding - - L June 2020 |41 Project Development and Management 15th - 19th June, 2020 | NAIROBI 39. Team Building 7th-11th Sept, 2020 | NAIVASHA 41. Corporate Governance - 14th - 18th Dec, 2020 | MOMBASA
40. Corporate Governance - Effective Board of Directors |23rd - 27th March, 2020 | MOMBASA . , Effective Board of Directors
41, Secretarial M = T T T 42, Corporate Governance - Effective Board 22nd - 26th June, 2020 | MOMBASA 40. Project Development and Management 21st-25th Sept, 2020 | NAIROBI
. Secretarial Management Programme arch, of Directors October | 41. Corporate Governance - Effective Board of Directors | 28th Sept-2nd Oct, 2020 MOMBASA 43. Management Devglopment Programme for 14th - 18th Dec, 2020 | MOMBASA
41. Management Development Programme for 23rd - 27th March, 2020 | MOMBASA 43, Management Development Programme for 22nd - 26th June, 2020 | MOMBASA 2020 42. Management Development Programme for 28th Sept-2nd 0ct, 2020 | MOMBASA Executive Secretaries and Personal Assistants

Executive Secretaries and Personal Assistants

Executive Secretaries and Personal Assistants

Executive Secretaries and Personal Assistants

NOTE: Participants are encouraged to hook early and
Global Training Institute is approved by NITA as a Training Provider — NITA/TRN/1045

CREATING A NEW VISION IN HUMAN CAPITAL DEVELOPMENT (H.C.D)

Some of our training packages include
but not limited to:
= Leadership and Management Skills for Supervisors

= Organizational Culture Change Management Skills

= Performance Management Skills

= Conflict Management and Negotiation Skills Risk Man-
agement Skills

= Project Management Skills

= Records, Registry and Information Management

= Management Development Programme for Executive
Secretaries and Personal Assistants

= Emotional Intelligence and Stress Management

= Human Resource Management Skills for
Non-Human Resource Management Professionals

= Training the Trainer

= Effective Customer Service/Care

= Administrative Development Skills for Admin. Staff

= Sales and Marketing Management

= Finance for Non-Finance Professional

= Debt Recovery — Mastering the Credit Management
Process

= Report Writing and Presentation Skills
(Effective Business Communication Skills)

= Defensive Driving

= Leading and Developing High Performance Teams

CONTACTS
Head of Training or Head of HR Consultancy

Global Training Institute

Transnational Plaza,Sth Flr, Mama Ngina
P.0.Box 6223-00200,

Tel: +254-20-2211574/+254-20-2230766,
Fax:+254-20-2230766, Nairobi, Kenya
Email: info@gti.co.ke

confirm a week to the training



