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HUMAN CAPACITY DEVELOPMENT CONSULTANTS 

INTRODUCTION 

Job seekers need to have soft, people, management, 
organizational, marketing and other skills to deliver 
performance. No matter how good your processes, 
systems or equipment are, the key decisions and 
interactions between your business and the outside 
world are made by people. 

We recognize as you do that the quality and expertise of your people impacts your business outcomes directly. 
Businesses are constantly seeking ways to improve performance, build capacity and ingrain the right skills 
(technical and behavioral) in the workforce to ensure competitive advantage. 

The training and development service of HCDC exists to meet this need. We have partnered with many 
organizations, large and small in all the major industries; Banking, FMCG, Oil & Gas, Professional Services to name 
a few over the years to design and deliver value enhancing learning experiences that translate into demonstrable 
improvements in workplace performance. 

We offer both organization specific training and generalized courses for a variety of job skills, including training for 
Human Resources Management, Soft Skills Management and functional business knowledge in 3 main formats: 

• 
• 
• 

In-house Training 
Open Enrolment Courses 
Development Programs 

The techniques used to deliver our trainings are anchored on accelerated learning, cognitive training methods, 
practical demonstrations, tests and learning evaluation. This combination of techniques is based on our in-depth 
understanding of adult learning techniques. Our focus in developing these programs has been rapid translation of 
knowledge gained into the workplace. 

We have a robust faculty of facilitators experienced in learning facilitation and technical areas. This team is 
comprised of both internal (consultants at HCDC) and external (Subject Matter Experts we work with on a 
regular basis) resource people. 

This directory defines HCDC‟s Training Courses and their accompanying modules. 



HUMAN CAPACITY DEVELOPMENT CONSULTANTS 

OUR APPROACH 

Our approach to training is based on the facilitation of active learning and reinforcement for better retention and 
effectiveness. 

The courses are delivered in workshop format; designed to be highly practical, and facilitated through interactive and 
adaptive learning techniques which differ substantially from traditional instructor-oriented, class room-based teaching. 

We work with an understanding of each learner‟s particular needs to „fit‟ training content more appropriately, even 
in the open courses. 

This combined with our use of active and accelerated learning, as well cognitive learning methods in training delivery & 
design, means that we can, and do offer learning interventions that are more impactful than many alternatives available 
as external training support in Nigeria today. 

In addition, we lay a strong emphasis on commercial reality and „real world‟ training. And in all courses, we ensure that 
participants can „see‟ how skills learnt transfer to the workplace right away. 

Some techniques we apply: 
•Pre-Course Needs Assessments 
•Trainer input 
•Self-analysis questionnaires 
•Pre & Post Tests 
•Individual and syndicate exercises 
•Videos & Role Play 
•Group Work 
•Action planning 
•Post course reinforcements 

OUR PROMISE 

We are committed to delivering training interventions that are based on your specific learning needs, generate 
team motivation, commitment and result in tangible value for your business. 

Our facilitators are as enjoyable as they are experienced. They‟re expert at delivering valuable insights in colorful, 
interactive learning experiences. 



HUMAN CAPACITY DEVELOPMENT CONSULTANTS 

THE HCDC CREATING SUPER- 

    ACHIEVERS! SERIES 

MANAGEMENT & 

LEADERSHIP 

•Responsive Management & Leadership 
•Discovering Management 
•Creating & Building High Performance Teams 
•Moving From Technical Professional to Manager 
•Managing Managers 
•Positive Approaches to Resolving Performance 
Problems 
•Leadership Skills for Supervisors 
•Advanced Leadership Skills 

SELLING FOR 

RESULTS 

•Customer Focused Selling 
•Sales Management 
•Winning with Difficult Customers 
•The Fundamentals of Selling 
•Strategic Account Management 
•Value driven Relationships for Business Success 
•Fundamentals of Marketing 
•Strategic Business Planning 
•Mastering Marketing 
•Getting to Yes – Effective Negotiation Skills 

FINANCIAL 

INTELLIGENCE 

•Finance & Budgeting For Non Finance Managers 
•Excel for Finance Professionals Level 1 
•Excel for Finance Professionals Level 2 
•Financial Management Essentials 
•Finance & Business planning for non-Finance Managers 
•Basic Accounting Principles for Business Decisions 
•Foundations of Credit Risk Analysis & Management 
•Analyzing, Managing & Structuring Credit for Corporate type 
Obligors 
•Analyzing, Managing & Structuring Credit for Commercial 
type Obligors 
•Credit Management & Debt Recovery 
•Effective Budgeting and Cost Control Techniques 

SERVICE EXCELLENCE 

•Service Leadership 
•Customer Service Essentials 
•Managing Customer Service 



HUMAN CAPACITY DEVELOPMENT CONSULTANTS 

TOTAL 

COMMUNICATION 

•Business English 
•Communication Skills for Emerging Leaders 
•Communication Skills for Technical Professionals 
•Interpersonal Communication Skills 
•Presentation Skills 
•Persuasion Skills 
•Effective Communication 
•Total Communication Skills 

HUMAN RESOURCE 

MANAGEMENT 

•HR for Non HR Managers 
•Strategic HR Management 
•Human Resources Essentials 
•HR Compliance 
•Legal Issues in HR Management 
•Hire Right 
•Managing the Training Function 
•Performance Management 
•Keeping your best Talent 
•Future proof: ensuring continuity with planned 
 succession 
•Behavioral Interviewing Techniques 
•Knowledge Management 

PRODUCTIVITY & 

EFFECTIVNESS 

•Professional Self-Management& Productivity 
•Time Management 
•Personal Impact 
•Results Orientation: Getting things done 
•Stress Management 
•Creativity & Innovation 
•Creative Problem Solving 
•Decision Making 



HUMAN CAPACITY DEVELOPMENT CONSULTANTS 

MANAGEMENT & LEADERSHIP 



HUMAN CAPACITY DEVELOPMENT CONSULTANTS 

Responsive Management and Leadership 

3 Days 

This course teaches more effective leadership and management by highlighting the value of enhancing 
current skills through understanding and applying behavioral techniques. 

First, understanding our own patterns of behavior and learning how this impacts leadership/management 
style and how to “flex” this for better effectiveness. Furthermore, comprehending personality traits and 
behavioral tendencies in diverse members of our team and how to manage different personality types. 

Learning Objectives 
 
 
 
 
 
 

Individual leadership styles. 
Personality differences and how they impact our teams. 
On a more individual approach towards communicating with and managing team performance. 
Ways to motivate, coach and manage different personality styles. 
A more interactive style to the leadership and management task. 
Steps to building a personal leadership brand. 

Target Audience 
 Professionals, Business Owners, Managers, Supervisors & Team Leaders 



HUMAN CAPACITY DEVELOPMENT CONSULTANTS 

Discovering Management 

2 Days 

Moving into the role of a new manager can be a particularly daunting task for even the most seasoned 
professional. This comprehensive new manager training provides invaluable knowledge for not only the new 
manager but also for existing managers wishing to refresh their knowledge and skills. 

Learning Objectives 
 
 
 
 
 
 
 
 

Management and The Organization 
Management Functions and Roles 
The Modern Manager – current trends in management 
High Performance Competencies 
Understanding the transformational and transactional divide 
The leader as facilitator 
Motivation Theories applied to leadership 
Coaching and mentoring 

Target Audience 
 Newly hired or promoted Managers, Supervisors & other professionals in grooming for management roles. 



3 Days 

HUMAN CAPACITY DEVELOPMENT CONSULTANTS 

Creating and Building High Performance Teams 

Success as a manager depends on how well your team operates. How are their problem-solving skills? Are 
they enthusiastic and motivated to do their best? Do they work well together? There have been hundreds of 
studies demonstrating that human beings function and learn better in groups. 

If you want to develop your team leadership skills and unleash the talent of your individual team members, this 
three-day workshop will provide you a practical look at current leadership practices that work. 

Learning Objectives 

 
 
 
 
 
 

Identify different types of teams. 
Recognize and tap into the twelve characteristics of an effective team. 
Promote trust and rapport by exploring your team player style. 
Recognize the key elements that move a team from involvement to empowerment. 
Develop strategies for dealing with team conflict and common situations. 
Understand how action planning and analysis tools can help your team perform better. 

Target Audience 
 Supervisors, Managers, Senior Team members, Team Leaders 



HUMAN CAPACITY DEVELOPMENT CONSULTANTS 

Moving From Technical 
Professional to Manager 

1 Day 

This course introduces participants to the basics of moving from technical professional to manager. 

Participants will learn management fundamentals, the role and skills required of the IT manager, and the basics 
of management planning and recruiting. Course activities also cover team building, team leadership and team 
management, conflict management, and communication skills. 

Finally, participants examine network issues, IT infrastructure strategies & E-Commerce. 

Learning Objectives 

 

 

 

 

 

Management and planning 

Staffing an IT team 

IT team leadership 

Managing a team 

Managing the IT department 

Target Audience 
New IT Supervisors and Managers 



HUMAN CAPACITY DEVELOPMENT CONSULTANTS 

Managing Managers 

1 Day 

Why is a program about managing managers necessary? What issues arise in senior management scenarios? This 
course addresses 3 key issues: 

1. Balancing daily tasks with long-term strategic thinking. 
2. Direct reports may manage a wide variety of functions, and its difficult to create a sense of unity and 
   cohesiveness for an entire group. 
3. Most mid-level managers (and of most people!), would just as soon ignore sticky situations such as dealing 
   with difficult people. In fact, many may even back away. 

Managing managers takes courage, and in this course, we give participants a simple, but effective two-pronged 
approach focusing on developing business strategy, while also improving leadership skills. 

Learning Objectives 

Participants learn to: 
Understand middle management‟s role as liaison between executive management and front-line managers. 
Identify the special challenges facing first level managers. 
Help front line managers recognize their dual focus between long-term planning and daily performance. 
Inspire a shared vision. 
Adjust leadership style to meet managers‟ needs. 
Use delegation to empower frontline managers. 

Target Audience 
 For mid to senior level managers with responsibility to manage multiple teams 



HUMAN CAPACITY DEVELOPMENT CONSULTANTS 

Positive Approaches to 

Resolving Performance Problems 

2 Days 

The manager‟s job is to build partnerships and create the environment for employees to succeed as 
individuals and as a group. 

Treating individuals as responsible partners in the success of the organization means that you earn the right 
to expect them to act as responsible partners. 

The positive approach to performance management helps manager s deliver results through building and 
sustaining strong working relationships based on the understanding that everyone is responsible for 
performing their jobs in a way that helps the organization achieve results. 

A proactive but firm approach based on the creation of „ownership‟ for performance is essential to build and 
sustain a work environment that attracts quality talent who appreciate the opportunity to succeed. 

Learning Objectives 

 
 
 
 
 
 
 
 
 
 

Define and identify problem employees or nonperformers. 
Assess and confront problem behaviors before more drastic measures need to be taken. 
Conduct a successful confrontation session. 
Develop and communicate standards that will ensure high quality performance. 
Create a plan for employee “buy-in” and determine what helps motivate employees. 
Carry out disciplinary sessions that work for all parties. 
Identify the four stages of the coaching cycle (Understanding, Assessing, Implementing and 
monitoring). 
Identify natural coaching style. 
See how communication and learning styles can impact on the coaching process. 

Target Audience 
 For Managers, Supervisors & Team Leaders 



HUMAN CAPACITY DEVELOPMENT CONSULTANTS 

Leadership Skills for Supervisors 

1 Day 

Supervisors and Managers have a serious effect on the productivity of the people who report to them. 

They are the crucial interface between the employee on the shop floor or the service desk and the 

leaders of the organization. Although usually technically experienced than the employees they supervise, 

many do not have the leadership and people management experience needed to effectively achieve results 

through people. 

 

This one-day course equips participants with the skills in communication, coaching, and conflict that they 

need to be successful. 

 
 

Learning Objectives 

• Understanding leadership and different leadership styles 

• Self-Management – balancing time for productivity 

• The commitment curve 

• Employee development models 

• Dealing with conflict and difficult issues 

• Strategies for successful leadership 

 

Target Audience 
• For New and Intermediate level Team Leaders &Supervisors 

 

 

 

 



1 Day 

HUMAN CAPACITY DEVELOPMENT CONSULTANTS 

Advanced Leadership Skills 

Advanced Leadership Skills is ideal for those who have had some experience in managing or supervising 
people and want to improve their skills further. The course follows from Leadership Skills and it is 
assumed that delegates are already familiar with the concepts discussed in that course. 

This training program addresses various practical issues that managers encounter every day and provides 
strategies to deal with them. Issues addressed include - decision making, delegation skills, managing people 
and resources, managing brainstorming sessions, crisis management and so on. In addition, delegates get 
to practice giving short talks to their team or clients in order to improve their public speaking skills. 

The training exercises, examples and case studies ensure that delegates are constantly pushed to think and 
re-examine their own attitudes when dealing with people. They learn numerous techniques that will help 
them improve their interactions and to build trust. 

Learning Objectives 
 

 

 

 
 

 

 

Understand a team’s aspirations and set goals in a way to get them more committed and motivated to 
achieve these goals 
Systematically plan using the 5-steps planning technique to improve brainstorming and problem solving 
meetings 
Improve speech and public speaking to express business vision more effectively to internal teams, 
clients and stakeholders 
Analyze risks, draw contingency plans to prepare for a crisis and manage it as it unfolds 
Improve communication skills to provide better feedback, reduce misunderstandings and help people 
grow and become more productive 
Overcome fears and discomfort in forgiving people and learn how to forgive using a proven 
step-by-step technique 
Delegate at the right level to the right people while formulating requests in a way that motivates 
people and get the most from them 

Target Audience 
 For experienced Managers 



HUMAN CAPACITY DEVELOPMENT CONSULTANTS 

FINANCIAL INTELLIGENCE 



HUMAN CAPACITY DEVELOPMENT CONSULTANTS 

Finance and Budgeting for 

Non Finance Managers 

3 Days 

This training is for Managers who don’t have training or a background in finances. It helps participants understand 
the cycle of finance to figure out where they fit in their company’s financial structure. 

This two-day budget and financial management workshop will familiarize participants with the key concepts of 
finance and accounting and will equip them prepare budgets with more confidence. 

Learning Objectives 

 
 
 
 

Assess the financial performance and health of their firm. 
Integrate financial management concepts into their thinking. 
Understand the budgeting process and forecasting techniques. 
Be able to manage budget, inventory, and petty cash. 

Target Audience 
 Managers, Team leaders, Supervisors and professionals from none finance backgrounds with budget or money 

management responsibilities. 



HUMAN CAPACITY DEVELOPMENT CONSULTANTS 

      Excel for Finance 

Professionals – Level 1 

1 Day 

This course is an introduction to financial data analysis and modeling for finance professionals using Microsoft 
Excel. 

Learning Objectives 

 
 
 
 
 

Data manipulation 
Data presentation 
Data entry and validation 
Collaboration 
Efficiency 

Target Audience 

 For Managers and professionals with responsibility for financial data analysis & reporting. 



HUMAN CAPACITY DEVELOPMENT CONSULTANTS 

      Excel for Finance 

Professionals – Level 2 

1 Day 

This course is an advanced financial data analysis and modeling workshop for finance professionals using Microsoft 
Excel. 

Learning Objectives 

 
 
 
 
 
 
 
 
 
 
 
 
 

Building models 
Masking 
Range names and absolute references 
Styles and themes 
Number formatting 
Dates and times 
Array formulae 
Cash flow calculations 
Investment appraisal 
IF and LOOKUP functions 
Advanced lookup functions 
Advanced formulae tricks 
Other functions 

Target Audience 

 For Managers and professionals with responsibility for financial data analysis & reporting. 



HUMAN CAPACITY DEVELOPMENT CONSULTANTS 

Financial Management Essentials 

2 Days 

This course provides a comprehensive introduction to financial management. 

Day 1 covers the fundamentals of financial management. Participants will become familiar with basic accounting 
concepts and terms, track business transactions, use universal accounting tools. Course activities also cover the 
purpose and how to use the four financial statements-the income statement, the balance sheet, the cash flow 
statement, and the statement of stockholders' equity. Finally, participants learn how to create and enforce a 
budget. 

Day 2 builds on the fundamentals taught. Participants learn about reconciliation, cash management & reporting. 
Course activities also cover the various tools available for analyzing financial statements. Participants will also 
learn how to calculate inventory value and depreciation, and why organizations use accounting methods when 
reporting financial information on financial statements. 

Learning Objectives 

 
 
 
 
 
 
 
 
 
 
 

Basics of accounting 
Accounting cycle 
Income Statement 
Balance Sheet 
Other financial statements 
Budgeting 
Cash management 
Analysis of financial statements 
Analysis of Income Statements 
Inventory and depreciation 
Application of accounting methods 

Target Audience 

 Managers, Team leaders, Supervisors and professionals who need to understand and manage the company's 
financial resources. 



HUMAN CAPACITY DEVELOPMENT CONSULTANTS 

Basic Accounting Principles for 

           Business Decisions 

2 Days 

This course looks into the fundamental principles and terminology employed in financial circles, the principles 
used in basic accounting and the systems put in place to ensure financial control is maintained. 

The main financial statements including the profit & loss accounts, the balance sheet and everyday accounting 
adjustments are discussed in a simple yet comprehensive and practical manner so that participants get a good 
understanding of both the concepts and their practical applications. 

The course helps participants deal with accounting terminology and important accounting terms and develop a 
working knowledge of key accounting reports and instruments. 

Learning Objectives 

 
 

Understanding accounting conventions and principles. 
Understanding the accounting equation and its relationship with the Balance Sheet and Profit & loss account 
      Balance sheet 
      Profit & Loss 
      Double Entry Principle 
The Accounting Process 
      Double Entry Accounting 
      Extracting The Trial Balance 
      Preparing The Balance Sheet And Profit & Loss Account 
Understanding Adjustments in Accounting 
      Accounting For Accruals & Prepayments 
      Accounting For Depreciation 
      Accounting For Bad & Doubtful Debts/Accounting For Provisions 
      Accounting For Inventory 
Overview of Company Law requirements and Financial Statements 
Overview of accounts of Financial Institutions. 

 

 

 
 

Target Audience 

 Managers, Team leaders, Supervisors and professionals who need to understand and manage the company's 
financial resources. 



HUMAN CAPACITY DEVELOPMENT CONSULTANTS 

Foundations of Credit Risk 

  Analysis & Management 

3 Days 

This course provides an introductory learning experience designed to assist professional staff in developing 
analysis, examination and management skills applicable to a bank’s credit function. Revised to take into 
consideration the impact of the global trends, this state-of-the-art credit risk course is essential for every risk 
management professional. 

It is a practical guide to the latest developments within credit risk, participants learn with a combination 
structured presentations, practitioners' expertise, practical exercises and market examples. 

Learning Objectives 

 
 
 
 
 
 
 
 
 
 
 
 

Overview of the entire Credit Process 
Understanding the principles of Credit Risk and its management. 
Overview of Macroeconomic and Industry Risk Analysis 
Understanding the Pillars of Lending 
Evaluating types of Borrowers and their characteristics 
Overview of Credit Facility types and their dynamics 
Basic techniques for assessing the Borrowing needs of an Obligor 
Evaluating Loan Purpose 
Incorporating Financial Analysis techniques in the Credit Decision making Process. 
Overview of Company Risk Analysis. 
Basic Loan Structuring & Management techniques. 
Putting it all together in a Credit Approval Memorandum (CAM). 

Target Audience 

 Finance professionals who need to understand and manage credit. 



HUMAN CAPACITY DEVELOPMENT CONSULTANTS 

Analyzing, Managing & Structuring 

Credit for Corporate type Obligors 

3 Days 

As companies are increasingly finding it difficult to access cash in the short-term or access capital for investment 
and growth, today's credit and restructuring specialists are required to have the skills to evaluate the various loan 
workout and restructuring options available. 

This innovative, 3-day course will provide delegates with up-to-date information and refreshed skills in order to 
efficiently and effectively manage corporate loan workouts and financial restructuring to minimize market risk and 
secure strong returns. 

Learning Objectives 

 
 
 

Overview of Macro-economic Analysis and the implications for lending. 
Overview of Industry Risk Analysis and impact for Credit Decision Making. 
Business Risk Analysis 
     Overview Of Financial Statement Analysis 
     Techniques For Cancelling The Effects Of Accrual Accounting In Evaluating A 
     Company’s Cash Dynamics 
     Non-Financial Analysis 
Financial Projects 
     Preparing Projections (Balance Sheet, Income Statement, Cash Flow, Working 
     Capital, Profitability) 
     Reviewing Borrower’s Projections 
     Assessing The Quality Of Financial Statements 
     Loan Structuring Issues 
Loan Management issues and early warning signals. 
     Pre-Disbursement 
     Post-Disbursement 
Case Studies in corporate lending 

 

 

 

Target Audience 

 Finance professionals who need to understand and manage credit. 



HUMAN CAPACITY DEVELOPMENT CONSULTANTS 

 Analyzing, Managing & Structuring 

Credit for Commercial type Obligors 

3 Days 

This provides an overview of all aspects associated with the assessment, type and structure of commercial 
credit management, as well as building relationships with new and existing clients. Participants will learn to use 
a systematic framework for assessing loan suitability, structuring a loan and developing a sound lending 
understanding upon which to build sound commercial and business relationships. 

Learning Objectives 

 
 
 

Overview of Macro-economic analysis and the implications for lending. 
Overview of Industry Risk Analysis and its impact for credit decision making 
Business Risk Analysis 
Overview Of Financial Statement Analysis 
Techniques For Cancelling The Effects Of Accrual Accounting In Evaluating A Company‟s Cash 
           Dynamics 
      Non-Financial Analysis 
      Screening the Loan Proposal and Identifying borrowing causes 
      Estimating the Financial Condition of borrowers with unreliable financial statements. 
      Determining true loan purpose and assessing the financing needs of commercial borrowers. 
Loan Structuring 
      Working Investment Financing (Temporary And Permanent) 
      Seasonal Product Financing 
      Assessing Adequacy Of Transaction Cycle Cash Flow 
      Assessing Asset Conversion Cycle – Length, Value, Mitigants, Profitability 
      Pricing Issues – Assessing Risk/Return Dynamics 
      Matching Borrower’s Business And Financing Need With The Appropriate Type Of Facility 
      Facility/Transaction And Obligor Rating Methodology 
      Repayment Source Analysis 
      Evaluating Suitability Of Product Programmes 
Loan Management Issues and early warning signals 
      re-Disbursement 
      Post-Disbursement 
Case Studies in commercial lending 

 

 

 

Target Audience 

 Finance professionals who need to understand and manage credit 



HUMAN CAPACITY DEVELOPMENT CONSULTANTS 

Credit Management and Debt Recovery 

2 Days 

The granting of credit for many businesses is a fact of life; therefore, control and collection procedures adopted 
must be designed to keep cash-flow positive and to limit the instances of slow receivables and potential bad debt. 
This course focuses on the implementation of simple and proven credit control strategies and techniques to 
streamline your organization‟s processes, improve risk management, and maximize the effectiveness of debt 
collection techniques. Participants also learn how to effectively collect outstanding debt without damaging the 
supplier-customer relationship. 

The course also highlights ethics and personal effectiveness within the debt recovery context, the application of 
the legalities in the liquidation of debt, the management of debtor and credit grantor portfolios and the facilitation 
of oral and written communications for the purposes of effectively administering debt recovery. 

Learning Objectives 

 Overview of Credit assessment and Risk Evaluation 

 Overview of Financial Analysis techniques in Credit Evaluation. 

 Factors influencing credit decisions and the pitfalls involved. 

 Collections Systems and Procedures. 

 Collection tools and techniques. 

 Overview of key success factors in Debt Recovery. 

 Dealing with delay tactics and distressed debtors. 

 Legal perspectives in Debt Collection. 

 Negotiating for settlement. 

 Case Studies in Debt Recovery. 

Target Audience 

Finance/Credit Controllers, Managers & Supervisors 
Accounts Receivable Officers, Supervisors & Clerks 
Anyone with accounts receivable and credit collection responsibility 
Debt Managers 
Accounting Officers 
Financial Administrators 
Office Managers 



HUMAN CAPACITY DEVELOPMENT CONSULTANTS 

Effective Budgeting and Cost 

          Control Techniques 

2 Days 

Learning Objectives 

 
 

Understanding Business Planning and Strategy Formulation 
Understanding the Budget Process 
 Types of budgets 
 Budgetary techniques 
 Preparing and administering budgets 
The Budget as a key financial Statement 
Factors affecting the Budget Process 
Linking, Budgets to Strategic Plans. 
The critical functions of management 
Overview of forecasting methods 
Variance Analysis techniques 
Understanding Cost Control methods 
Indicators of inadequate cost control 
General Control Mechanisms and approaches to Cost Control. 

 
 
 
 
 
 
 
 
 

Target Audience 

 
 
 
 
 
 
 
 
 
 
 

Managers and professionals seeking promotion in the following areas: 
Middle Management and Operations 
Middle and Back Office 
Financial and Product Control 
Finance Business Partners 
Planning and Budgeting 
Management, Statutory and Regulatory Reporting 
Auditors and Internal Control Risk 
and Compliance Regulators 
Accountants and Consultants 
Graduate and Management Trainees 



SELLING FOR RESULTS 



HUMAN CAPACITY DEVELOPMENT CONSULTANTS 

Customer Focused Selling 

2 Days 

This course is designed to hone the technical and people skills of sales professionals and managers for higher 
performance selling. 

It offers participants the opportunity to learn about and practice appropriate customer focused sales and 
negotiation strategies& tactics to achieve more sales and satisfied customers. 

Learning Objectives 

 
 
 
 
 
 

 
 
 

 

Learn and apply a results-oriented, consultative system of selling. 
Understand and meet specific customer needs with your products and services. 
Sharpen communication skills to present concepts, identify sales opportunities, and overcome objections. 
Learn to close the sale effectively with the results you intended. 
Gain a clear understanding of the similarities and differences between selling and negotiating. 
Learn overall guidelines for handling effective sales negotiations with both internal and external clients and 
customers. 
Identify your own and others‟ preferred negotiation style. 
Identify various sales negotiating tactics and how to effectively deal with them. 
Develop the communication skills required to negotiate effectively –e.g. listening, questioning, and 
clarifying. 
Learn to plan and conduct effective negotiations through skill building & role play sessions. 

Target Audience 

 For Sales Professionals, Team Leaders & Managers 



HUMAN CAPACITY DEVELOPMENT CONSULTANTS 

Sales Management 

1 Day 

This course teaches participants the fundamentals of sales team management. 

Participants will learn how to be successful sales managers, select sales professionals, build unity and trust in a 
sales team, develop team members and manage performance. 

Course activities also cover choosing a territory strategy & management, sales forecasting & target setting, goal 
setting and monitoring. 

Participants will also learn team motivation, compensation, incentives, and performance improvement. 

Learning Objectives 

 
 
 
 
 
 

Effective sales teams 
Effective sales performance 
Managing sales territories 
Forecasting sales revenue 
Motivating sales teams 
Improving sales performance 

Target Audience 

 For Sales Team Leaders & Managers 



HUMAN CAPACITY DEVELOPMENT CONSULTANTS 

Winning with Difficult Customers 

1 Day 

This workshop will help participants plan, prepare and execute proposals and presentations that address 
customer concerns, reduce the number of objections encountered and improve sales close rates. 

Learning Objectives 

 
 
 
 
 

Identify the steps needed to build credibility. 
Identify frequently encountered objections. 
Develop appropriate responses and rebuttals. 
Recognize buying signals. 
Close sales more effectively. 

Target Audience 

 For Sales Team Leaders, Managers & Professionals 



HUMAN CAPACITY DEVELOPMENT CONSULTANTS 

The Fundamentals of Selling 

1 Day 

This comprehensive course, introduces traditional (influence-based) and modern (facilitative and consultative 
based) selling techniques and prepares the delegates for a variety of sales environments from retail and customer 
facing selling to sophisticated business-to-business sales involving large projects. 

The course emphasizes the concept of customer loyalty for long term profitability and teaches the sales person 
specific steps to engender develop and retain loyal customers. 

Training techniques applied include instructor led sessions, group exercises focused on specific concepts, and 
more comprehensive sales exercises that help the participants to put a series of smaller skills into practice and 
learn how to approach selling. 

Learning Objectives 

 
 
 
 
 
 
 
 

Sell using a structured framework and have the right mentality to maximize sales conversion 
Take advantage of modern sales techniques by understanding the difference between the 
traditional and modern methods 
Focus on the customer‟s needs and pitch sales from the most efficient angle to get maximum 
results 
Phrase sentences efficiently when selling a product or an idea 
Sell by focusing on the customer using effective modern selling frameworks 
Read and use body language effectively to enhance your communication skills 

Target Audience 

 For Sales Team Leaders, Managers & Professionals 



HUMAN CAPACITY DEVELOPMENT CONSULTANTS 

Strategic Account Management 

2 Days 

Strategic account management has become accepted in international business practice. Based on the principle that 
80% of current or potential revenues come from 20% of customers, the approach of differentiating customer 
relationships by forming strategic partnerships that ensure long term value for all involved is fundamental to success 
in business today. 

Furthermore, increasing competition driven by globalization is leading companies to seek for ways to better 
identify, recruit and retain high value customer relationships using the strategic sales and account management 
approach. 

The primary purpose of this training is to improve participants‟ ability to protect and grow the business with key 
accounts. Skills and concepts in the course can also be used to develop other customers into key accounts for your 
company. 

This course provides a structured, easy-to-apply approach to managing key accounts, emphasizing a practical 
approach to help participants immediately apply skills taught to their sales practice. 

Learning Objectives 

 
 
 
 
 
 
 
 
 
 
 
 
 

Understanding Key Account Management 
Customer Relationship Management for Key Account Managers 
Customer Values Management for Key Account Managers 
Account Evaluation and Portfolio Management 
Selling strategy for key accounts 
Time Management, Planning and Prioritizing for Key Account Managers 
Communications Skills for Key Account Managers 
Networking for Key Account Managers 
Relationship Building for Key Account Managers 
Influencing Skills for Key Account Managers 
Negotiating for Key Account Managers 
Self, Team Management and Motivation for Key Account Managers 
Case Studies in Strategic Account Management 

Target Audience 

 For Sales Team Leaders, Managers & Professionals 



HUMAN CAPACITY DEVELOPMENT CONSULTANTS 

Value Driven Relationships for 

            Business Success 

2 Days 

Productive business to business sales performance is based on solid understanding and trust. Customers do not 
appreciate being treated as a „sale‟ or merely a „number‟. This course equips participants how to identify, 
approach, engage and partner with customers to build lasting, profitable business relationships. 

We teach how to build genuine business relationships. Many sales people allow their eagerness to close a deal 
lead them towards transactional-type sales behaviors which focus on short term results. Relationship selling 
takes a little longer to implement and if done correctly has long term benefits to all concerned. 

Participants are taught powerful consultative, non-manipulative skills and strategies which enable them work 
smarter and improve conversion ratios throughout the sales pipeline by developing professional relationships 
and achieving win-win solutions. 

Learning Objectives 

 
 

 

Understanding basic customer relationship management principles 
Environmental scanning techniques 
    Macro Analysis 
    PEST Analysis 
Techniques for articulating criteria for the selection of customers. 
    Target Market Identification And Segmentation 
    Reviewing Customer Value Proposition 
    SWOT Analysis 
    Customer Prospecting Techniques 
    Developing Leads 
Needs identification and product development strategies. 
    Overview Of Industry Risk Analysis And The Impact On Your Customer‟s Business 
    Understanding The Customer‟s Business 
    Understanding Customer Buying Psychology And Decision Making Process 
Market positioning techniques 
Understanding the value chain concept as a tool in revenue generation 
Understanding the different relationship types 
    Identifying relationship driven and transaction driven customers 
    Converting a transaction customer into a relationship customer 
Identifying and taking advantage of cross selling and up selling opportunities 

For Sales Team Leaders, Managers & Professionals 

 

 
 
 
 

 

Target Audience 



HUMAN CAPACITY DEVELOPMENT CONSULTANTS 

Fundamentals of Marketing 

2 Days 

Marketing is fundamental to the success of every business. The ability to understand and anticipate the wants 
and needs of your customers and then supply them with products and services at a profit is a crucial skill for 
every manager and leader. This course is designed to develop the core marketing management skills and 
competencies of participants. The core competencies include marketing knowledge, planning, control, 
problem-solving and communication. 

Participants learn how to identify and use insights as a source of differentiation, a platform to build competitive 
advantage and a basis for identifying, attracting and engaging the right customers for your business. 

Learning Objectives 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Overview of the macro economy and the impact of government policies on the wealth creation 
process. 
Overview of Marketing Principles and Relationship Marketing 
How to develop a Marketing Plan 
Setting a Marketing Focus 
Market Positioning and Repositioning techniques 
Market Segmentation techniques 
Competitor Analysis and Monitoring Competitor activities 
Techniques for new business prospecting 
Approaches to Customer Planning 
Developing appropriate Marketing Communications techniques 
Planning and preparing a marketing call 
Product Development strategies 
Using the value chain model in the Need Identification and Product Development process 
Identifying and handling Decision Makers and Influencers 
Resolving customer concerns and handling objections 
Building Customer Loyalty 

Target Audience 

 For Business Owners, Managers & Professionals 



HUMAN CAPACITY DEVELOPMENT CONSULTANTS 

Strategic Business Planning 

2 Days 

A practical workshop for professionals and managers who are responsible for, or contribute in a significant way 
to, the business planning process and who must take the strategic decisions which form the basis of the business. 

This course deals with the practical aspects of business planning – those one to three year plans that show what 
the business is actually going to do. Using a range of proven tools and techniques to understand how to put 
together a compelling plan, the workshop examines strategic business positioning, the priorities and SMART 
objectives that turn business vision into reality. Other issues addressed include -Target markets, the external 
environment and appropriate marketing structures, processes and programs. 

Learning Objectives 

 
 
 
 
 
 
 

Determining strategic business direction 
Research and analyze the individual components needed for a business plan 
Apply skills to create a business plan for different audiences, including investors, banks, and 
other stakeholders 
Explain the purpose and future of your business in easy to understand terms 
Use accounting terms to describe the future for your business 
Describe t marketing, sales, and planning strategies 

Target Audience 

 For Business Owners, Managers & Professionals 



HUMAN CAPACITY DEVELOPMENT CONSULTANTS 

Mastering Marketing 

1 Day 

Everyone has heard of marketing – but what actually is it? This course will help participants understand the real 
function and nature of marketing. We examine the principles of modern- day marketing, covering key topics as 
the marketing mix, marketing research and communication, pricing, marketing business services, designing a 
marketing plan, mass advertising, sales promotion techniques and public relations, international marketing, and 
current marketing issues. 

Participants undertake an internal and an external analysis of their business and carry out practical application 
exercises. 

Learning Objectives 

 
 

 
 
 
 
 
 
 
 
 
 
 

The Marketing Mix 
Marketing Plan 
Marketing Objectives 
Communication Objectives 
Communication Strategy 
Branding 
Direct Marketing 
Public Relations 
Price Issues and Strategies 
Sales Promotions 
Selling effectively in a competitive environment 
Responding to Client Objections 
Attitude 
Understanding Personality Types 
Customer Relationship Management 

Target Audience 

 For Business Owners, Managers & Professionals 



HUMAN CAPACITY DEVELOPMENT CONSULTANTS 

Getting to Yes – Effective 

        Negotiation Skills 

1 Day 

Negotiation is key to everyday business and the ability to negotiate effectively in a wide range of business contexts 
is crucial. It involves securing the best outcome for both parties and protecting valued relationships. 

Many customers get more practice in negotiations skills than the sales person; some customers tend to use 
„win-lose‟ negotiation tactics. This means an even higher level of skill is required by the sales person to ensure a 
win-win outcome. The difference between profit and loss on a deal often lies in the detail. Minor clauses 
negotiated have given rise to suppliers having major problems with delivery and/or profitability. 

This is a practical and intensive course where participants are given the key techniques and skills required to 
enable and facilitate decisions that achieve WIN - WIN outcomes. Participants learn to conduct negotiations 
face-to-face, as well as on the telephone, with internal clients and team members, brokers, prospects and 
customers. 

Learning Objectives 

 
 

 
 
 
 
 
 
 

Gain a clear understanding of the similarities and differences between selling and negotiating. 
Learn overall guidelines for handling effective sales negotiations with both internal and external clients and 
customers. 
Preparation – A key for success 
Identify your own and others’‟ preferred negotiation styles 
Identify various sales negotiating tactics and how to effectively deal with them 
Develop the communication skills required to negotiate effectively – e.g. listening, questioning, and 
clarifying 
Negotiating on the Phone 
Learn to plan and conduct effective negotiations through skill building exercises and role play 
Negotiation action plan 

Target Audience 

 This course is aimed at individuals who are looking to improve their negotiation skills. 



HUMAN CAPACITY DEVELOPMENT CONSULTANTS 

SERVICE EXCELLENCE 



HUMAN CAPACITY DEVELOPMENT CONSULTANTS 

Service Leadership 

1 Day 

In an increasingly competitive business environment, organizations need to work even harder to retain customers 
and win new ones. 
This course trains front-line staff to deliver a great customer experience, giving participants the skills and 
knowledge to deliver excellent customer service that build your business reputation and increase repeat 
patronage. 

Through this interactive program, participants will learn to understand and appreciate why their role has such an 
impact on your customers‟ experience, and learn vital communication and listening skills that will equip them up 
for success. 

Learning Objectives 

Successful completion of this course will increase participant’s knowledge and ability to: 
   the concepts and benefits of extraordinary customer service 
   extraordinary customer service standards for your area 
   ways of building customer rapport 
   your listening skills 
   control of every call 
   “no” in a positive way 
   calm when the customer is upset 
   down a hot customer 
   strategies to avoid burnout 

Target Audience 

 Professionals and Managers with client facing functions 



HUMAN CAPACITY DEVELOPMENT CONSULTANTS 

Customer Service Essentials 

2 Days 

Everyone serving internal or external customers’ needs fundamental customer service skills. Re-energize your staff 
with the required skills for excellent customer service. This course covers the skills and awareness necessary to 
delight internal and external customers. 

Learning Objectives 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Understanding Service 
Developing a customer focused attitude 
Vision and Mission alignment 
The Service Slogan 
Customer expectation turnaround time 
Factors affecting turnaround time 
The ambience supportive of service level delivery 
Basics of business service and process flow 
Moments of truth 
Understanding the three tier framework of customer profiling (self, internal, external) 
Managing one-on-one contacts 
Proactive customer services – understanding the service delivery chain 
Techniques for handling customer needs and complaints 
Ways to improve customer service – developing customer value proposition 
Implementing a customer relations program 
Planning the service strategy – Understanding the selling process 
Measuring customer satisfaction 
Building a feedback strategy for measuring customer satisfaction 
Effects of technology on excellent service delivery 

Target Audience 

 Professionals and Managers in client facing functions 



HUMAN CAPACITY DEVELOPMENT CONSULTANTS 

Managing Customer Service 

1 Day 

The need to lead, model, and promote the organizational values within a customer service environment is 
essential for business success. A customer-service team is only as good as its manager. When leadership at the 
top fails, the team usually follows. 

This program is designed to give service leaders the tools they need to effectively manage a service team. It shows 
participants how to develop an effective customer service strategy and lead the team to focus on meeting 
customer needs. 

Learning Objectives 

 
 
 
 
 
 
 
 

Identify ways to establish links between excellence in customer service and your business 
practices and policies. 
Develop the skills and practices that are essential elements of a customer service-focused 
manager. 
Recognize what employees are looking for to be truly engaged. 
Recognize who the customers are and what they are looking for. 
Develop strategies for creating engaged employees and satisfied customers in whatever 
business units you manage. 

Target Audience 

 Managers in client facing functions. 



 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 

                  

TOTAL COMMUNICATION 



HUMAN CAPACITY DEVELOPMENT CONSULTANTS 

Business English 

1 Day 

Professionals need a good grasp of the English language to effectively interact with colleagues, prospects, 
customers and partners. Good language skills enhance our ability to influence decisions and conduct business 
negotiations. By speaking better English, professionals more effectively attract and build trust with local and 
international customers. 

This full day course offers a comprehensive revision of English grammar, with a focus on the use of English for 
business. It examines spelling, grammar and punctuation including commas, colons, adverbs and prepositions. 

Learning 

 
 
 
 
 
 
 
 
 

Objectives 

The importance of grammar 
Pronouns, adjectives and adverbs 
Prepositions, conjunctions, and interjections 
Effective sentences 
Agreement rules 
Improving sentence structure 
Word choice 
Punctuation and mechanics 
Synonyms, antonyms, and homonyms 

Target Audience 

 This course is ideal for anyone looking to improve their written and spoken English 



HUMAN CAPACITY DEVELOPMENT CONSULTANTS 

Communication Skills for 

    Emerging Leaders 

2 Days 

Today's leaders need to be able to establish good lines of communication quickly and effectively. This course 
allows participants to assess their communication style. They will use this knowledge to identify their audience, 
decide the most appropriate communication approach and practice communication skills needed for powerful and 
effective leadership. 

Learning Objectives 

 
 
 
 
 
 
 
 
 

Identify strengths and shortcomings of your communication skills. 
Determine various levels of meaning and identify the subtleties of communication. 
Assess the impact of various communication filters. 
Monitor interpersonal interactions based on personality preferences. 
Successfully build rapport with a wide variety of individuals. 
Communicate effectively with coworkers, customers, teams, and managers. 
Prepare effective and appropriate business documents. 
Establish protocol for electronic communication. 
Prevent unnecessary conflict and rectify conflict that does occur. 

Target Audience 

 Professionals, Business Owners, Managers, Supervisors & Team Leaders 



Communication Skills for 

 Technical Professionals 

2 Days 

Today's leaders need to be able to establish good lines of communication quickly and effectively. This course 
allows participants to assess their communication style. They will use this knowledge to identify their audience, 
decide the most appropriate communication approach and practice communication skills needed for powerful and 
effective leadership. 

Learning Objectives 

 
 
 
 
 
 
 
 
 

Identify strengths and shortcomings of your communication skills. 
Determine various levels of meaning and identify the subtleties of communication. 
Assess the impact of various communication filters. 
Monitor interpersonal interactions based on personality preferences. 
Successfully build rapport with a wide variety of individuals. 
Communicate effectively with coworkers, customers, teams, and managers. 
Prepare effective and appropriate business documents. 
Establish protocol for electronic communication. 
Prevent unnecessary conflict and rectify conflict that does occur. 

Target Audience 

 Technical Professionals and Managers 



HUMAN CAPACITY DEVELOPMENT CONSULTANTS 

Interpersonal Communication Skills 

1 Day 

This workshop will help participants work towards being that unforgettable person by providing communication 
skills, negotiation techniques, tips on making an impact, and advice on networking and starting conversations. 

Learning 

 
 
 
 
 
 
 

Objectives 

Effective communication 
Important Words in Communication 
Understanding relationships 
Personality awareness 
Emotional Intelligence 
Conflict Management 
Trust Collaboration 

Target Audience 

 Anyone looking to improve their interpersonal skills. 



HUMAN CAPACITY DEVELOPMENT CONSULTANTS 

Presentation Skills 

1 Day 

We all want to give interesting, effective and memorable presentations. Your main objective as a presenter is to 
deliver a message. Your presentation is your pitch. To deliver that pitch perfectly, you need to borrow from a 
variety of fields; psychology, art & design, IT, politics and of course yourown domain which is the subject of 
the presentation. 

A great presenter must master audience psychology, aesthetics, self-confidence, delivering messages with passion 
and creating positive connections. This course helps these participants to master the skill through many hands-on 
exercises so they can leverage their current experience to polish their presentations and deliver as good as they 
are capable of. 

 
 
 
 
 

Learning Objectives 
Parameters of a good presentation 
Engaging the audience 
Importance of Preparation 
Designing high-impact slides 
Excellent Presentation Delivery 

Target Audience 

 Anyone who gives presentations 



HUMAN CAPACITY DEVELOPMENT CONSULTANTS 

Persuasion Skills 

1 Day 

The ability to persuade successfully seems to be a fundamental quality of successful people. Most professionals 
have got where they are by being able to convince people of their abilities, vision, knowhow and mastery of what 
they do. Persuasion is not about hard selling something to someone at any cost, even at the cost of significantly 
annoying them. Good persuasion happens when you are totally convinced and happily accept the view of the 
persuader. 

It is about having the right attitude as well as knowing a number of useful techniques that can be employed when 
interacting with others. This course covers many areas related to persuasion such as understanding human 
psychology, how people make decisions, telling good stories, boosting confidence, emotional persuasion and so 
on. A variety of areas are explored such as one-to-one conversations, writing a pitch, giving a speech and writing 
and delivering a persuasive story – all in a practical, real life oriented format. 

Learning Objectives 

 
 
 
 

 
 

Take advantage of a number of persuasion strategies to guide people towards a direction of your choice 
Deliver an engaging and persuasive story to inspire and convince your audience of your cause 
Use a number of psychological techniques to increase your success when influencing others 
Use emotional persuasion and verbal techniques to help the other person see something differently, be 
inspired and easily change their opinion 
Use a step-by-step approach to prepare your case when you want to persuade others 
Use best practice guidelines to improve your persuasion performance and pitch delivery 

Target Audience 

 Professionals, Business Owners, Managers, Supervisors & Team Leaders 



HUMAN CAPACITY DEVELOPMENT CONSULTANTS 

Effective Communication 

2 Days 

Good communication skills are essential for every employee at every level. The ability to convey ideas, give and 
receive feedback, resolve differences and persuade others is as important as technical competence in a job. 

This course shares the basic communication model, helps employees identify common barriers to effective 
communication, and tailor different communication styles to various personalities. 

Learning 

 
 
 
 
 
 
 
 
 

Objectives: 

Recognize how assumptions contribute to miscommunication 
Implement a three-step process for communicating effectively 
Support your message with appropriate body language 
Speak assertively without being aggressive 
Build, rapport and encourage open communication 
Give positive and negative feedback effectively 
De-escalate emotions when communicating in a conflict 
Uncover hidden messages that may be interfering with clear communication 
Deal with another person‟s anger 

Target Audience: 

 All members of the Workforce 



 

HUMAN CAPACITY DEVELOPMENT CONSULTANTS 

Total Communication Skills 

This practical workshop focuses on core concepts vital to successful communication such as styles of 
Communication, Effective Listening and Questioning Skills, Assertiveness, Empathy and more. 

The training explores many sources of miscommunication, providing easy-to-use soft skills techniques that can be 
Employed in establishing rapport with others and strengthen. In particular, the course covers areas such as probing 
and understanding other people’s perceptions, understanding intentions and their impact, taking responsibility 
and avoiding blame. 

Learning Objectives 

 
 
 
 
 
 
 
 

Use different communication styles when needed based on circumstances 
Express ideas assertively, confidently and precisely 
Avoid misunderstandings and overcome communication barriers 
Empathize to establish trust and communicate effectively 
Deliver potentially negative message and get a good response 
Read and interpret body language and gestures while communicating with others 
Prevent misunderstandings by clarifying intentions and avoid common mistakes 
Understand and manage feelings 

Target Audience: 

 Anyone looking to improve their communication skills and improve the effectiveness of their 
communication. 

1 Day 



       

HUMAN RESOURCES MANAGEMENT 



HUMAN CAPACITY DEVELOPMENT CONSULTANTS 

HR for Non HR Managers 

2 Days 

This two-day workshop provides an overview of human resource issues facing today's business owners, managers, 
and human resource support staff. 

Participants will explore dealing with the many employee relationship issues faced in today's dynamic workforce 
with an emphasis being placed on making HR decisions that are both effective and legal. 

Learning Objectives 

 
 
 
 
 
 
 
 

The latest trends in the human resource field. 
How HR planning and the organization‟s strategic plan work together. 
How to write job specifications and identify core competencies. 
Methods of finding, selecting and keeping the best people. 
How to get employees off to a good start. 
How to deal with compensation and benefits. 
How to maintain healthy employee relations. 
How to make performance appraisals a cooperative process. 

Target Audience 

 Managers, Supervisors and Team Leaders who do not have an HR background. 



HUMAN CAPACITY DEVELOPMENT CONSULTANTS 

Strategic HR Management 

2 Days 

This comprehensive human resource management training provides participants with a thorough grounding of 
current approaches to the key aspects of human resource management. It emphasizes real world application, 
building skills and knowledge in competency-based management. Learn workable competency-based solutions; and 
the skills to critically analyze specific issues, and design high-impact strategies for immediate impact. 

The course teaches an integrated, strategic and systematic approach to managing an organization’s human capital 
based on well-defined competences for better outcomes in alignment to organization business goals and strategy. 

Learning Objectives 

 
 
 
 
 
 

Building Competency-based HR Management System 
Competency Model 
Interview Method 
Career Planning 
Training & Development 
Performance Management 

Target Audience 
 Professionals and Managers in HR and other functions responsible for finding and hiring talent 



HUMAN CAPACITY DEVELOPMENT CONSULTANTS 

Human Resources Essentials 

2 Days 

This comprehensive human resource management training provides participants with a thorough grounding of 
current approaches to the key aspects of human resource management. 
Based on input for leading International HR professional Bodies (including SHRM and CIPD), participants will get a 
practical, locally relevant training in the management of Human Resources. 

Learning Objectives 

 
 
 
 
 
 
 
 

Understanding Human Resource Management and The Organization 
Key Human Resource Functions 
Human Resource Planning 
Recruitment and Selection 
Compensation and Benefits 
Performance Management 
Training and Development 
Legal & Statutory Issues 

Target Audience 

 HR Practitioners and Line Managers seeking to either get a good introduction to or a refresher of HR 
Management Best Practices. 



HUMAN CAPACITY DEVELOPMENT CONSULTANTS 

HR Compliance: Legal Issues 

        in HR Management 

2 Days 

This course gives participants an introduction to key aspects of employment law and guidance on handling 
employment issues whilst keeping within the current legal framework. 

It covers some of the most confusing human resources situations and help you deal with them within the confines 
of the law. Participants learn to cut the organization's liability risk, create a framework for every manager to 
follow and sidestep the legal hotspots that can trip up many HR professionals. 

Learning Objectives 

 
 
 
 
 
 
 
 
 

Demonstrate a broad understanding of employment law and navigate its complexities 
Demonstrate an understanding of how to apply specific legislation to specific 
employee issues in order to remain within the law 
Plan a structured approach when dealing with employee issues 
Explain the value of avoiding costly mistakes 
Reduce your organization's risk of being held liable in employee management 
situations 
Avoid danger zones that can trip up even the most seasoned HR professional 
Create a workplace environment that treats employees both fairly and legally 

Target Audience 

 HR Practitioners and Line Managers 



HUMAN CAPACITY DEVELOPMENT CONSULTANTS 

Hire Right 

2 Days 

This course is designed to develop recruitment and selection skills to support your business and ensure that 
selection decisions are fair and evidence based. 

Learning Objectives 

 
 
 
 
 
 
 
 
 

Recruitment and the Organization. 
The Selection Decision. 
Biases in Selection. 
The Recruitment Process 
The Recruitment Interview. 
Six Critical Types of Interview Questions. 
Psychometric Testing. 
Reference Checking. 
How To Measure Recruitment Effectively. 

Target Audience 

 This workshop is intended for anyone in business that has involvement in or conducts interviews of 
prospective employees; from HR, Line and Management. 



HUMAN CAPACITY DEVELOPMENT CONSULTANTS 

Managing the Training Function 

2 Days 

It is easy for a training function to be ignored. This happens when other functions see it as not contributing 
enough to the business. Training professionals need to demonstrate the value of training by closely aligning 
training activities to business needs, measuring and communicating its impact in a way that makes it easy for 
leadership (and the organization) to see its value addition to meeting business objectives. 

With the right practices, training can accelerate performance while delivering economic benefits and as a focused 
practical training managers, participants can lead the change within the own organization. In this, participants focus 
on in-depth on effective methods to manage the entire scope of the organization’s training effort. Examining 
practical ways, sound 
techniques, and proven ideas to manage training and yield tangible, bottom-line results. 

Learning Objectives 

 
 
 
 
 
 
 
 
 
 
 

Understanding key business drivers 
Understanding the purpose and focus of training 
Aligning training with business objectives 
Developing a training policy 
Developing checklists for training administration 
Conducting a training needs and competency analysis 
10 steps to structuring learning plans 
Developing an effective training budget 
Criteria for selecting external consultants 
Training evaluation techniques – The Kirkpatrick Model 
Ethical issues in Training Management 

Target Audience 

 Training managers, training coordinators, and “departments-of-one” who run a training function for an 
organization or business unit, or those interested in joining their ranks. 



HUMAN CAPACITY DEVELOPMENT CONSULTANTS 

Performance Management 

1 Day 

This course teaches participants the basics of creating a performance plan and the appraisal process. 

Participants will learn how to conduct the a appraisal process including performance-planning meeting, 
documentation, positive and constructive feedback, coaching, evaluation & appraisal discussions. Course activities 
also cover managing performance problems, making performance improvements, monitoring & ongoing 
communication. 

Other possible areas of difficulty; with appraisals including defensive employees, conflict resolution and managing 
legal risks. 

Learning Objectives 

 
 
 
 
 

Understanding performance management 
Performance-planning meetings 
Appraising employees' performance 
Legal Compliance 
Performance improvements 

Target Audience 

 Supervisors, Team Leaders, HR & Non HR Managers any one with the responsibility to manage people. 



HUMAN CAPACITY DEVELOPMENT CONSULTANTS 

Keeping Your Best Talent 

1 Day 

Key employee retention is critical to the long term health and success of your business. Managers readily agree 
that retaining your best employees ensures customer satisfaction, product sales, satisfied co-workers and 
reporting staff, effective succession planning and deeply imbedded organizational knowledge and learning. 

This program offers you methods and procedures that will attract and keep the best employees and allow you to 
measure and communicate the benefits and costs of a retention strategy for your organization results. 

Learning Objectives 

 
 
 
 
 
 
 
 
 
 
 
 
 

Understand why turnover is a serious problem 
Identify myths associated with high turnover 
Recognize the reasons employees remain in an organization 
Learn how to diagnose effectively the causes of turnover in an organization 
Realize the importance of a hiring process when recruiting new employees 
Identify and match prospective candidates competencies with an open position 
Understand and learn how to create a positive and productive environment for your employees 
Appreciate the need for a diverse culture 
Learn the best strategies to empower employees 
Practice performance management techniques 
Learn the basics of return on investment for your retention solutions 
Communicate your retention results effectively 
Create a retention action plan to help you maintain a low attrition rate 

Target Audience 
 HR & Non HR Managers, organizational leadership. 



HUMAN CAPACITY DEVELOPMENT CONSULTANTS 

Future proof: ensuring continuity 

        with planned succession 

1 Day 

Change is a hallmark of today‟s business world. In particular, our workforce is constantly changing – people come 
and go, and move into new roles within the company. Succession planning can help you make the most of that 
change by ensuring that when someone leaves, there is someone new to take their place. This course will help 
succession plan. 

Learning Objectives 

 
 
 
 
 
 
 

Identify high-potential employees 
Conduct a gap analysis to identify current and future needs 
Develop a cadre of successors at several levels 
Use employee development plans (EDPs) as a tool for leadership development 
Consider individual results and adherence to values in your assessment of high-potential employees 
Identify pitfalls of poor planning or no planning 
Measure, evaluate and refine your succession management program 

Target Audience 

 HR & Non HR Managers, organizational leadership. 



HUMAN CAPACITY DEVELOPMENT CONSULTANTS 

Behavioral Interviewing Techniques 

2 Days 

This course focuses on training participants in methods to use past behavior as an indicator of future behavior 
during the selection process. It teaches participants behavioral interview preparation, developing behavioral 
interview questions, and applying them effectively to make the best hiring decisions. 

Taught by seasoned recruiters and filled with hands on practical sessions in a workshop format, this course will 
deliver improved interviewing and recruitment performance in participants. 

Learning Objectives 

 
 
 
 
 
 

Have a process for creating competency requirements for any given position 
Understand why behavioral interviews are more accurate than traditional interviews. 
Identify and apply the principles of behavior interviews. 
Recognize the pattern of behavioral questions. 
Role play and practice using behavioral interview skills 
Develop a defensible scoring and evaluation process 

Target Audience 
 Professionals in HR and other functions responsible for finding and hiring talent 



HUMAN CAPACITY DEVELOPMENT CONSULTANTS 

Knowledge Management 

1 Day 

This course teaches participants about ensuring continued learning within organizations. Participants will learn to 
introduce an effective training needs analysis system within any organization as a basis for ensuring effective & 
relevant learning, build a knowledge assessment team, perform effective knowledge assessments, and select a 
knowledge management system. 
Course activities also cover using management tools, identifying challenges of using technology, encouraging 
knowledge transfer, and deploying and monitoring knowledge management systems. 

Participants will also learn how to develop and conduct pilot projects, and identify the 
qualifications and characteristics of a knowledge management leader. 

Learning Objectives 

 
 
 
 
 
 
 

Introduction to organizational learning 
Understanding Knowledge assessments 
Ensuring Knowledge transfer 
Knowledge management systems 
System deployment 
Pilot projects 
Knowledge management leadership process 

Target Audience 
 Managers and professionals responsible for Learning & Development 



HUMAN CAPACITY DEVELOPMENT CONSULTANTS 

PRODUCTIVITY & EFFECTIVENESS 



HUMAN CAPACITY DEVELOPMENT CONSULTANTS 

       Professional Self 

Management & Productivity 

2 Days 

This course is designed to equip delegates with the skills to present, manage and develop themselves into 
productive professionals. 

Delegates will also learn communication skills, negotiation techniques, tips on making an impact, and 
advice on networking. 

This workshop has been developed to go beyond the surface and take participants deeper into 
what it means to be a professional from the inside out; focusing participants on their own choices 
and the impact on those around them. 

Learning Objectives: 

 
 
 
 
 
 
 
 
 

How to communicate Professionalism with Appearance 
How to Master Business Etiquette 
What it means to be professional from the inside out 
Projecting a professional attitude 
Effective Communication 
Team Leadership Skills. 
Influencing Skills 
Understanding Strategic Alignment 
Understanding the management role 

Target Audience: 

 Customer-facing Employees, Managers and professionals aspiring to managerial/leadership positions 



HUMAN CAPACITY DEVELOPMENT CONSULTANTS 

Time Management 

1 Day 

This course explores Core Principles and Techniques behind Time Management and ways to adapt them for best 
effect. Personality preferences have an impact on how individuals successfully manage their time. Participants learn 
how to increase personal effectiveness by using management techniques that fit each personality. They apply time 
saving techniques, learn ways to overcome procrastination and find out a variety of methods to living a balanced 
life. 

Based on these principles and examples of such systems, participants form their own system based on their 
personalities and life style. 

Learning 

 
 
 
 
 
 
 

Objectives 

A Personalized Approach to Time Management 
Time Management Styles 
The Traditional Approach to Time Management 
Eliminating Procrastination 
Managing People/Managing Self 
Managing Paper 
Balancing Act – planning and organizing 

Target Audience: 

 Employees, Managers and other professionals. 



HUMAN CAPACITY DEVELOPMENT CONSULTANTS 

Personal Impact 

1 Day 

Standing out requires a strong personality, uniqueness 
and a level of impact above and beyond anything 
ordinary. Having a strong and positive presence can 
open up doors, get people to listen, pay attention, to 
buy, to commit and to support you which in turn can 
boosts confidence, increases chances of success and 

prepare one to face new challenges. 

Having presence is all about being very good at two 
major areas; your internal view or attitude, also known 
as inner presence, and your external behaviour, how 
you present yourself, or outer impact. In this training, 

we focus on these two areas. 

This course teaches participants how to enhance presence and master communication. It addresses stopping 
shyness and breaking through the various fears acquire through different stages of life. Numerous exercises and 
group activities provided in this course systematically approach various communication skills which allow delegates 
to examine their behaviour in different contexts and learn new skills. 

Learning 

 
 
 
 

 
 
 

Objectives 

Define personal brand and how you want others to see you 
Increase confidence and deal with shyness when confronted with new situations 
Apply techniques to improve inner presence and increase personal impact 
Adopt a desired outward personality that best represents image while impressing others with 
presence and charisma 
Make small talk and present self with short formal and informal pitches to others 
Use a high-impact language, attitude and mentality to project a strong presence 
Make and deliver engaging stories that increase impact on others and be memorable 

Target Audience: 

• Anyone looking to enhance their professionalism and effectiveness. 



 

HUMAN CAPACITY DEVELOPMENT CONSULTANTS 

 Result Orientation: 

Getting Things Done 

1 Day 

Successful implementation of a project or initiative is founded not only on careful planning but on the knowledge 
of what it will really take to "make things happen". This course, designed for members of project teams, 
organization change agents, special task force members, and high level contributors within the organization, 
demonstrates the best strategies for effective implementation of critical work goals. 

Participants learn the keys to implement project, team, and individual tasks for maximum efficiency even before 
the project begins. Understand the direction the team needs to take, establish priorities to drive success, and 
build plans to produce actionable outcomes. Discover how the motivation of self and others to become engaged 
and accountable for the processes and the execution of tasks which lead to clear, measurable results. 

Learning Objectives 

 
 
 
 
 
 
 
 

Managing Change 
Ensuring Clear Direction – envisioning the future 
Determining Priorities 
Successful Planning 
Engagement 
Delivering professional Execution 
Accountability 
Focusing on outcomes 

Target Audience 
 Business owners, Employees, Managers and professionals aspiring to managerial/leadership positions. 



HUMAN CAPACITY DEVELOPMENT CONSULTANTS 

Course participants will learn how to integrate creativity with analytic thinking for effective problem solving, and 

to develop critical thinking skills. Creative problem solving is a valuable skill for today's fast-changing world. The 

concept of "innovation" and how it relates to the bottom line will also be emphasized. An innovative mindset not 

only identifies and evaluates great ideas for the marketplace; it also focuses on solving customer problems. 

 

Learning Objectives 

 
• Creative Problem Solving 

• Developing Rough Ideas 

• Strengthening Your Problem-Solving Skills 

• Making Creative Ideas Practical 

• Identifying Potential Solutions 

 

Target Audience 

 
• Business owners, Employees, Managers and professionals aspiring to managerial/leadership positions 

 

Stress Management 

 

1 Day 
 



HUMAN CAPACITY DEVELOPMENT CONSULTANTS 

Creativity & Innovation 

1 Day 

Innovation is crucial to winning in today’s market. Professionals who innovate and use creativity in their roles in just 
about any job stand to succeed while those who don’t use all the resources at their disposal may be overrun by 
others. Innovative organizations don’t rely on geniuses to create the next best product or service. Instead, they 
work hard to create an innovation-friendly environment that energizes the staff and helps to bring the best out of everyone. 

Creativity is not something people are born with; it is a skill. Like any other skill it can be mastered and channeled 
towards specific goals with incredible results. This course addresses the issue of how to master the art of problem 
solving, decision making & creative thinking. It attempts to teach participants how to be creative using specific 
set of tools and techniques in decision making. 

Learning Objectives 

 
 
 
 

 
 

 

Identify principles of creativity, innovation and serendipity to increase your productivity and imagination 
Mind Map to increase your creativity, memory and knowledge capturing productivity 
Approach creativity in a step-by step process and use proven practices to increase your inventiveness 
Use several techniques to quickly create a large number of options and alternative solutions to our 
problem using a systematic approach 
Use lateral thinking techniques and indirect approaches to increase your creativity 
Find the root cause of problems efficiently using a systematic approach 

Use the Six Thinking Hats technique to increase the efficiency of brainstorming sessions of any kind 

Target Audience 

 Business owners, Employees, Managers and professionals aspiring to managerial/leadership positions 



1 Day 

HUMAN CAPACITY DEVELOPMENT CONSULTANTS 

Creative Problem Solving 

In today’s world, we experience a lot of demand for our time, inputs and contributions to the organization we 
work for and the society at large. Such demands are increasing as world is getting more complex and real-time 
due to all the technological progresses and this can inevitably leads to more stress. As a result, managing stress is 
a critical skill that professionals must master and pay more attention to. Stress management is about increasing 
productivity and operating at peak performance. 

This program explore strategies for managing stress and minimizing its effects. It provides a look at the stress 
cycle and discusses how to intervene at each step in the cycle. It looks at how to achieve balance and gain 
renewed energy and enthusiasm. 

Learning Objectives 

 
 
 
 
 

Identify major life stressors 
Establish your optimal stress level 
Recognize the elements of the stress cycle 
Avoid “catastrophizing” and other unproductive self-talk 
Discuss the effects of mood on stress and learn to cope when in a bad mood 

Target Audience 

 Business owners, Employees, Managers and professionals aspiring to managerial/leadership positions 



HUMAN CAPACITY DEVELOPMENT CONSULTANTS 

Decision Making 

1 Day 

The recent increase in the complexity of our lives, both personal and professional, has made decision making even 
more critical and time consuming. There has been significant progress in developing decision making tools and 
we now have a comprehensive toolbox, established philosophies and guidelines to use which can make decision 
making process and problem solving easier. 

This course teaches a series of proven techniques that simply help decision making. Broadly the course can be 
divided into three sections: 

 
1. What actions can you take and how to choose the best one? 
2. Is the action you are about to take going to improve the situation? 
3. How to make optimal decisions as a group? 

For each part, a series of techniques are provided, each suitable for a different problem; these are combined 

with individual and practical exercises to reinforce learning and provide practical skill application experience. 

Learning 
 
 
 
 
 
 

 

Objectives 
Have greater insight into your own decision-making processes and those of others; 
Be able to use that insight to make more effective decisions; 
Possess a range of different perspectives on what counts as an “effective‟ decision; 
Align decisions with strategy and minimize uncertainty and risk 
Enhance commitment to decisions across groups 
Be better equipped to understand and influence the decision-making processes of other individuals and 
groups 

Understand better how people perceive and decide about risk. 

Target Audience 

 Business owners, employees, managers and other professionals 



HUMAN CAPACITY DEVELOPMENT CONSULTANTS 

About Us 

We firmly believe that the development of your people is your key to success. 
Human Capacity Development Consultants (HCDC) Limited is a vibrant and innovative company committed to 
the goal of developing your human capital for exceptional business results. 

Our company operates on the customer-centric philosophy that assignments are never complete until proper 
documentation is provided to confirm that your set objectives have been met. 

HCDC‟s vision is to be the HR consultant of first choice to all our clients by delivering professional quality work 
with passion, becoming „beyond close to our customers‟. We aim at developing your people to achieve peak 
performance, as individuals and as an organization, based on a targeted and active learning approach. With HCDC, 
training is not a cost, it is an investment! 

Our Promise 
We ensure that your objectives are achieved on conclusion of 
every project. We promise you unrivalled service excellence 
and guarantee total quality, thus empowering your people to 
achieve exceptional results in a competitive market. 



 

HUMAN CAPACITY DEVELOPMENT CONSULTANTS 

Contact Us 

THE DEVELOPMENT CENTRE (HCDC) 
Plot 17A, Adebayo Doherty (Road 14) Off Admiralty Way, 
Lekki Phase 1, 
Lekki Pennisula, 
Lagos. 

Telephone: 017675000 or 08105500550 

Email: info@hcdclimited.com 
marketing@hcdclimited.com 

Website: 
www.hcdclimited.com 
www.managementtrainingcourses.com.ng 


