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Building a collaborative, cohesive 
workforce for greater autonomy 
in our digital economy
As companies work hard to retain top talent in a technology-driven 
digital world, skills development is an integral part of this strategy.  
Skills development therefore goes beyond immediate work roles 
and ensures that programs are targeted to create a holistic impact on 
employees and businesses alike.  Business Optimization Training Institute 
(BOTI) is geared towards providing training solutions that seek to address 
the skills gaps present in an ever-evolving workplace landscape that 
requires our constant attention as we, ourselves shift and evolve.  

Established in 2013, BOTI is a Johannesburg based, Level 1 BBBEE 
company with a national footprint.  We offer traditional face-to-face 
training and online/virtual/E-learning that can be done in-house 
or at one of our training centres across the country.

BOTI is a Services, MICT and ETDP SETA accredited company.  
We offer training for 1 person up to 100 people and have trained 
thousands of individuals from over 750 companies.  Our extensive 
course offering consists of accredited, non-accredited courses 
and learnerships.  

We also offer training programs that can be customised to suit your 
specific needs.  Our methodologies centre around knowledge and 
skills transfer and we provide training at a reasonable price anytime, 
anywhere across South Africa.

LEARNING APPROACHES
 
BOTI uses three different learning approaches: 

In-Class Training
Our in-class face-to-face training is classroom-based that is conducted 
at a dedicated BOTI training venue or at the client’s own premises.

Virtual Training
BOTI’s instructor-led virtual training is conducted either via 
Zoom or Microsoft Teams.

E-learning
Our E-learning training is accessed via BOTI’s Learning Management 
System (LMS) platform. Delegates are provided with a unique login 
and progress is tracked and monitored.
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Business Optimization Training Institute has 
trained thousands of delegates from over 
750 companies across Africa and South Africa.

A TRAINING COMPANY 
OF GREAT DISTINCTION

 FULL SETA ACCREDITATION
We are accredited with the following SETAs:
 MICT SETA    

SERVICES SETA
ETDP SETA
An International Authorised Training Partner (ATP) for VMEdu







REACH YOUR SKILLS DEVELOPMENT GOALS 
AND ACHIEVE YOUR  BBBEE TARGETS. 
GET IN TOUCH WITH US NOW!
Over the years, skills development has become increasingly 
important and therefore we are committed to helping our clients 
achieve the highest rating possible in terms of the BBBEE Scorecard.

We work hand in hand with our clients to ensure that they receive 
the best training solutions and learnership programs to enable 
individuals to acquire the necessary skills, while at the same time 
achieving the maximum points for their BBBEE Scorecard. We help 
you to claim your SETA Mandatory and Discretionary Grants and 
assist you in obtaining a substantial tax rebate from SARS.

Recognition of Prior Learning (RPL) Learnerships enable individuals 
to obtain credit for knowledge, experience and skills that they 
already have. This allows them to obtain an accredited qualification 
over a 12 month period, with less time spent away from the 
workplace.

While we believe that all training one receives is an important step 
towards achieving growth, we place a great deal of focus on 
accredited courses.

Business Optimization Training Institute caters for a 
number of Learnership courses that include:

Business Administration NQF 2 – 130 credits
Business Administration NQF 3 – 121 credits
Business Administration NQF 4 – 140 credits
Occupationally Directed Education Training 
and Development Practices – 120 credits

CONTACT US TODAY TO
GET IN TOUCH WITH A SKILLS 
DEVELOPMENT CONSULTANT

Our Skills Development Consultants are not 
only specialists in their field, but BBBEE 
experts too. They have the expertise to 
arrange for employed as well as unemployed 
learnerships (minimum of 4 people) and are 
experts at structuring programmes that 
provide the best solutions in terms of BBBEE 
and Skills Development.

Call us now on (011) 882 8853 to earn the 
maximum BBBEE points per training spend.

If you run Business Optimization Training 
Institute Learnerships for PDIs you can earn 
15 out of the 25 points available. However, 
the extra 10 points will be awarded if these 
are combined with disabled, female and 
unemployed individuals.

HAYLEY LUIS
Chief Executive Officer (CEO) Chief Operating Officer (COO)

HELEN FENTON
Head of Research

LILIAN CHIRWA
Office Assistant

JOAN KAY
Finance Support

AMANDA MUYAMBO
Training Manager

LEANETTE LEGODI
Training Consultant

MELINDA LECHTMAN
Administrator

PATRICIA KWENDA
Sales Consultant/Client Liaison
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BOTI has trained thousands of delegates 
from over 700 organizations over 9 years, 
including Government, major corporations, 
small entities and individuals.

Join BOTI’s Family

By taking advantage of economies of scale.  The bigger the group the more 
economical the investment in training.  Benefit from the flexibility of bespoke 
courses for 1 - 20 people per group or take advantage of our competitively 
priced Public Courses.  Our website allows you to instantly obtain quotes to 
make comparisons.

BOTI services both local and foreign delegates 
across South Africa (e.g. Johannesburg, 
Pretoria, Cape Town, Bloemfontein, Durban, 
Gqeberha and East London).  We have more 
than 40 trainers on our database and are driven 
by a passion for lifelong learning.

BOTI is a 100% black women owned, Level 1 Broad Based
Black Economic Empowerment (BBBEE) empowered entity.

Transform yourself and/or your staff. 
 Our courses encourage active participation using:
Break-away sessions: Relevant business excercises
Role-plays/simulations: Questionnaires/checklists/discussions
Training material: All training material is inclusive

BOTI is accredited with the Services SETA, MICT Seta and EDTP 
SETA for 12 qualifications and over 200 unit standards. To obtain 
and keep this accreditation requires us to meet various standards 
(e.g. QMS System with policies and procedures).

High quality standards 
and customer service excellence

Organizations
750

Choose from over 400 non-accredited courses and over 
500 accredited public course dates.  We offer courses 
at various levels, from Adult Basic Training (ABET) to 
specialized courses such as Management and Leadership, 
Microsoft Suite, Lean Six Sigma, Key Negotiation Skills, 
Business Communication Skills and Project Management.

12 
Qualifications 

200+
Unit Standards

A few of many testimonials include

"I benefited from the knowledge of the qualities 
of a good leader...... At the end of the course I 
felt more confident in leading people.  Getting 
the knowledge of working with people.  Before, I 
thought being a manager was enough....but I 
discovered a manager is supposed to act as a 
leader as well...."

"I learnt much more than I knew!  The course has 
made me understand how to become more 
confident and professional..... Managing diary and 
arranging bookings.  The course has improved my 
confidence and assertiveness and I feel that I can 
handle whatever comes my way!  I plan to put my 
new skills to work in diary management - especially 
arranging itineraries and flight bookings etc..."

1-20 people per group

Maximize return on training investment

Courses that make a difference

Attend training anywhere

Raise your BBBEE Scorecard

Your course.  Your choice

40 Trainers 

Recognition of Prior Learning (RPL) Qualifications/Learnerships
Take advantage of BOTI's 5 different Recognition 
of Prior Learning (RPL) Qualifications/Learnerships 
and accredited courses to further improve your BBBEE 
Score. Our Learnerships also offer various tax benefits.

Soft Skills and PC training services is what we do best. 
Let us do it for you.
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Our customers are experts
in many different industries
- we're experts in one.



 

COMPSUCCESS: 
A RESEARCH DIVISION OF BOTI
Let's welcome the next stage of our evolution - 

The 5th Industrial Revolution!
The 5th Industrial Revolution is upon us. Computers are an integral and 
necessary part of our lives.  Even if you consider yourself to be a complete 
novice, with no understanding whatsoever of how computers work, the 
wealth of information on www.compsuccess.com will introduce you to 
the basics so that you won’t ever shy away from a computer again.

In the past 150 years, technology has grown exponentially and now that 
we are literally catching up with ourselves so that we can effectively 
operate in a world where we have become increasingly reliant on 
machines (not only for comfort, but for survival), it is time to stand still and 
contemplate what that means for us where computer technology is 
concerned.

AI IS NEXT BIG BUSINESS.
 
Currently, many companies are using one or more forms of Artificial 
Intelligence. Its proponents are creating systems that help streamline 
operations and customize the lives of those who use them.
 
Artificial Intelligence applications run in homes, offices, vehicles, comput-
ers, farms, etc. Many people are using these systems without even 
knowing that they are using them. For instance, iPhone users have access 
to Siri, an AI system that lets them interact with their phones easily and 
quickly. All digital devices are attached to AI, and the momentum behind 
these systems is growing each day.
 

HOW ARTIFICIAL INTELLIGENCE WILL 
CHANGE THE FUTURE
Companies are increasingly using Artificial Intelligence to streamline their 
work. Automated and intelligent machine systems can do what humans 
can, and they offer a higher degree of efficiency and precision. This is 
what makes AI so appealing.
 
The development of technology and tools that augment and enhance 
natural human capabilities determine human progress. Many experts are 
delving deeper into the AI field, and they believe that the use of Artificial 
Intelligence will better the lives of many people. However, there are some 
concerns, too, as it might affect the means to be human.

WILL THE MACHINES RULE?
AI cannot replace or compete with humans as it challenges human 
cognition. Humans use and integrate AI into their awareness. 
So, evolution is shifting from biological to technological. It is humans who 
create intelligent systems and in the process, they become super-intelli-
gent. The future needs both AI and humanity. The challenge is for every 
human to keep pace with technology.  Who wants to feel out of 
place when you operate in a super-intelligent world when you are not 
super intelligent.

THE BRIGHTER SIDE OF AI
It’s true; AI is a disruptive technology. Everyone needs to be on the 
lookout as to how this technology works. From chatbots to smart-
phones, AI is commonplace in human life, but some people do not 
know that they are using it. Yet, the good thing is that the momentum 
behind Artificial Intelligence is building up fast, thanks to the massive 
interest in building structures that support it.  The brighter side of AI 
therefore brings us:

• Precision medicine – combines the environment, genetics, 
 and lifestyle to prevent and treat diseases. 
 Users get custom-designed drugs, better diagnoses, 
 and digital therapeutics

• Driverless cars – use machine learning technology to learn  
 patterns for perception, prediction, and planning

• Virtual assistants – e.g., Siri and Alexa that use natural   
 language processing to accomplish tasks

• Implantable – brain-machine interfaces to solve problems  
 including paralysis, anxiety, addiction, etc.

BOTi offers enlightening training courses on the impact of both 
Artificial Intelligence and the 5th Industrial Revolution. Call us to 
reserve your seat on these highly important and hugely impactful 
courses.
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Charts and graphs elevate the data in an Excel 
spreadsheet by providing a visual presentation of 
numeric values. Charts are a little more complex as 
they enable you to compare pieces of a data set 
relative to the other data in that set. 

1 Day -  R4,485 (incl VAT)  p/person 

UNIT STD: 
CREDITS:

116943   
3  (Level 4)

COURSE OUTLINE

● Create and edit a graph/chart

● Load data from an external data source to produce a given 
    spreadsheet result

● Insert and edit objects in a spreadsheet

● Create different types of column charts

● Create bar charts

● Create pie charts that show the percentages of a whole

● Create line charts that show trends over time

● Create area charts that show changes in values over time.

CHART THE WAY FORWARD WHEN YOU LEARN HOW TO:

CREATING SPECTACULAR CHARTS & GRAPHS USING EXCEL

COURSE INTRODUCTION

WHO IS THIS COURSE SUITABLE FOR?

2023 PUBLIC COURSE DATES

Those individuals who are seeking to improve their basic 
knowledge of computers.

This course is aligned to Unit Standard 116932: 
Operate a personal computer system.

UNIT STD: 
CREDITS:

116932
3  (Level 1)

COURSE OUTLINECOURSE INTRODUCTION

WHO IS THIS COURSE SUITABLE FOR?

● How to operate a printer

● How computer data storage works

● How to manage computer files

● The basics of personal computer software

● How to perform personal computer operating system 
    operations

● The basics of the hardware components of a personal 
    computer

● The essentials of how to maintain the hardware components 
    of a personal computer

● The basics of how to operate the hardware components of a 
    personal computer.

GET DIGITAL TECHNOLOGIES WORKING 
FOR YOU WHEN YOU LEARN HOW TO:

INTRODUCTION TO COMPUTERS

Welcome to the digital world, where you will find that 
in today’s business environment almost everything 
that you do that has anything to do with information 
relies on computer technology. The material covered 
in this course serves as an introduction to the world 
of digital processing.

JHB   Mar 10  May 25  Jul 6  Sep 7  Oct 13  Dec 1

CPT   Mar 10  May 25  Jul 6  Sep 7  Oct 13  Dec 1

DBN  Mar 10  May 25  Jul 6  Sep 7  Oct 13  Dec 1

2023 PUBLIC COURSE DATES

Those individuals who are seeking to improve their word 
processing skills.

This course is aligned to Unit Standard 116938:      
Use a Graphical User Interface (GUI) - based word 
processor to create and edit documents.

WHO IS THIS COURSE SUITABLE FOR?

2023 PUBLIC COURSE DATES

UNIT STD: 
CREDITS:

116938
4  (Level 1)

COURSE OUTLINECOURSE INTRODUCTION

● Use the advanced features of a word processing  
    package on a personal computer including the use 
    of spell check and grammar checking tools

● Create and use bulleted and numbered lists and tables
    
● Import and position pictures, images and objects into a  
    word processing document

● Use the mail merge feature

● Save the document in a file format so that it can be used 
    in other applications

● Use GIFs (Graphic Information Files), PNGs, (Portable 
    Network Graphics), PDFs (Portable Document Folders) 
    and Jpegs (Joint Photographic Experts Group)

● Understand the compatibility of file formats

● Create a professional layout.

MOST BUSINESS AND ACADEMIC REPORTS ARE 
ACTIONED USING MS WORD - LEARN HOW TO:

MS WORD FOR BEGINNERS

Anyone who needs to write and compile documents 
for business purposes needs to effectively be able to 
use and get themselves acquainted with word 
processing and its must-have features. 

What you will learn from this essential course will enable 
you to effectively manage your documents..

JHB  Mar 13  May 26  Jul 7  Sep 8  Oct 16  Dec 4  

CPT  Mar 13  May 26  Jul 7  Sep 8  Oct 16  Dec 4 

DBN  Mar 13  May 26  Jul 7  Sep 8  Oct 16  Dec 4

Those individuals who are seeking to improve their Excel 
skills.

This course is aligned to Unit Standard 116943: 
Using a Graphical User Interface (GUI) - based 
spreadsheet application, enhance the functionality 
and apply graphs/charts to a spreadsheet.

JHB  Mar 17  Jun 1  Jul 13  Sep 14  Oct 20  Dec 8

CPT  Mar 17  Jun 1  Jul 13  Sep 14  Oct 20  Dec 8

DBN  Mar 17  Jun 1  Jul 13  Sep 14  Oct 20  Dec 8

1 Day R8,873 1/person  | R6,910 2/person  
R5,989 5/person  | R4,742 10/person  

1 Day R8,873 1/person  | R6,910 2/person  
R5,989 5/person  | R4,742 10/person  

1 Day R8,873 1/person  | R6,910 2/person  
R5,989 5/person  | R4,742 10/person  

ACCREDITED COMPUTER COURSES - All courses include assessment, moderation and POE submission. Prices are VAT inclusive.ACCREDITED COMPUTER COURSES - All courses include assessment, moderation and POE submission. Prices are VAT inclusive.

The more delegates you send the more you save 
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Welcome to  the digital world, where you will find that in 
today’s business environment almost everything that 
you do that has anything to do with information relies 
on computer technology.
DAY 1: An introduction to the world of digital processing
DAY 2: Introduction to Word 
DAY 3: Introduction to Excel 
DAY 4: Introduction to PowerPoint 
DAY 5: Introduction to Outlook

UNIT STD: 
CREDITS:

116932 
3  (Level 1)

116937 
4  (Level 2)

UNIT STD: 
CREDITS:

UNIT STD: 
CREDITS:
UNIT STD: 
CREDITS:

116938
4  (Level 1)

UNIT STD: 
CREDITS:

7571
3  (Level 2)

117923
5  (Level 2) 

COURSE OUTLINE

●  Operate a personal computer
●  Use the advanced features of a word processing 

package on a personal computer, including the use of 
spell check and grammar checking tools

●  Create and use bulleted and numbered lists and tables
●  Apply the principles of creating spreadsheets
●  How to create, open and save spreadsheets
●  Prepare and produce a presentation according to a 

specified brief
●  Adjust settings to customise the view and preferences   

of the presentation application
●  Log on to the Internet and use electronic mail (email) 

software to send and receive messages
● Attach documents or files to an electronic mail (email) 

message.

POWER UP WITH MS OFFICE WHEN YOU LEARN HOW TO:

MS OFFICE POWER COURSE (WORD, EXCEL + POWERPOINT)
COURSE INTRODUCTION

WHO IS THIS COURSE SUITABLE FOR?

2023 PUBLIC COURSE DATES This course is suitable for those individuals who are 
seeking to improve their basic Excel skills.

This course is aligned to Unit Standard 116937: Use a 
Graphical User Interface (GUI)-based spreadsheet 
application to create and edit spreadsheets.

UNIT STD: 
CREDITS:

116937 
4  (Level 2)

COURSE OUTLINECOURSE INTRODUCTION

WHO IS THIS COURSE SUITABLE FOR?

●  The principles of creating spreadsheets
●  Create, open and save spreadsheets
●  Produce a spreadsheet from a given specification
●  Edit a spreadsheet
●  Format a spreadsheet
●  Check spelling in a spreadsheet
●  Print a spreadsheet using features specific to 

spreadsheets
●  The differences between data cells, label cells and 

formula cells
●  The benefits of saving a file in different formats
●  Use the functions of addition, subtraction, multiplica-

tion, division and sum.

CREATE WINNING FORMULA SPREADSHEETS 
IN EXCEL WHEN YOU LEARN HOW TO:

MS EXCEL FOR BEGINNERS 

Microsoft Excel is perhaps the single most important 
software program used in business today. Particularly in 
the field of information systems, Excel is an essential 
end-user computing tool. 

This course will enable you to create a spreadsheet from a 
given specification, manipulate data using cells, label and 
format cells and perform basic sums such as addition, 
subtraction, multiplication, division and sum.

JHB   Mar 14  May 29  Jul 10  Sep 11  Oct 17  Dec 5

CPT   Mar 14  May 29  Jul 10  Sep 11  Oct 17  Dec 5  

DBN  Mar 14  May 29  Jul 10  Sep 11  Oct 17  Dec 5

This course is aimed at those individuals who are seeking 
to improve their knowledge of MS Outlook.

This course is aligned to Unit Standard 7571: 
Demonstrate the ability to use electronic mail software 
to send and receive messages.

WHO IS THIS COURSE SUITABLE FOR?

2023 PUBLIC COURSE DATES

UNIT STD: 
CREDITS:

7571  
3  (Level 2)

COURSE OUTLINECOURSE INTRODUCTION

●  Log on to the Internet and use electronic mail (email) 
software to send and receive messages

●  Attach documents or files to an electronic mail (email) 
message

●  Organise and manage message folders or directories   
within electronic mail (email) software

●  Use address functions
●  Adjust basic settings
●  Troubleshoot
●  Set up a mailbox.

GET ONLINE AND LEARN HOW TO:

MS OUTLOOK FOR BEGINNERS

Get organised and use MS Outlook to manage emails, 
contacts and your calendar. Reduce waiting time by 
requesting a future meeting using MS Outlook or 
planning your schedule.

JHB  Mar 16  May 31  Jul 12  Sep 13  Oct 19  Dec 7

CPT  Mar 16  May 31  Jul 12  Sep 13  Oct 19  Dec 7

DBN  Mar 16  May 31  Jul 12  Sep 13  Oct 19  Dec 7

Those who are seeking to improve their Microsoft Office skills.

This course is aligned to Unit Standard 116932:   
Operate a personal computer system
Unit Standard 116938: Use a Graphical User Interface (GUI)-based 
word processor to create and edit documents
Unit Standard 116937: Use a Graphical User Interface (GUI)-based 
spreadsheet application to create and edit spreadsheets
Unit Standard 117923: Use a Graphical User Interface (GUI)-based 
presentation application to produce a presentation. 

Unit Standard 7571: Demonstrate the ability to use electronic 
mail software to send and receive messages.

JHB  Feb 6-10  Apr 3-7  Jun 19-23  Jul 17-21  Sep 20-24

CPT  Feb 6-10  Apr 3-7  Jun 19-23  Jul 17-21  Sep 20-24  

DBN  Feb 6-10  Apr 3-7  Jun 19-23  Jul 17-21  Sep 20-24

5 Day R37,922 1/person  | R30,116 2/person  
R25,514 5/person  | R19,276 10/person  

1 Day R8,873 1/person  | R6,910 2/person  
R5,989 5/person  | R4,742 10/person  

1 Day R8,873 1/person  | R6,910 2/person  
R5,989 5/person  | R4,742 10/person  

ACCREDITED COMPUTER COURSES - All courses include assessment, moderation and POE submission. Prices are VAT inclusive.ACCREDITED COMPUTER COURSES - All courses include assessment, moderation and POE submission. Prices are VAT inclusive.
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Microsoft PowerPoint is the presentation software 
application of the Microsoft Office suite. PowerPoint is 
often a vital component of business meetings and 
classroom lectures alike with its sophisticated, easy to 
use graphic and animation capabilities.

This course will enable you to create winning formula 
presentations.

UNIT STD: 
CREDITS:

117923
5  (Level 2)

COURSE OUTLINE

● Prepare and produce a presentation according to a 
    specified brief

● Adjust settings to customise the view and preferences 
    of the presentation application

● Work with multiple presentations

● Format a presentation

● Use special presentation effects

● Apply special formatting to a presentation

● Customise a presentation for a specified purpose

● Evaluate a presentation produced for a specific purpose.

CREATE POWERFUL PRESENTATIONS 
WHEN YOU LEARN HOW TO:

MS POWERPOINT FOR BEGINNERS

COURSE INTRODUCTION

WHO IS THIS COURSE SUITABLE FOR?

2023 PUBLIC COURSE DATES
Those individuals who are seeking to improve their 
knowledge of Excel.

This course is aligned to Unit Standard 116940:
Use a Graphical User Interface (GUI)-based 
spreadsheet application to solve a given problem.

UNIT STD: 
CREDITS:

116940
6  (Level 3)

COURSE OUTLINECOURSE INTRODUCTION

WHO IS THIS COURSE SUITABLE FOR?

● Prepare and produce a spreadsheet to provide a solution to a 
    given problem
   
● Adjust settings to customise the view and preferences of the 
    spreadsheet application

● Work with multiple worksheets

● Apply formulae to worksheets to provide alternative solutions 
    to a problem

● Apply simple built-in functions of the spreadsheet application to 
    the given problem

● Apply formatting to a spreadsheet applicable to the given 
    problem

● Use special effects to improve the presentation of the 
    spreadsheet

● Evaluate a spreadsheet.

MASTER PROBLEM SOLVING WITH EXCEL WHEN YOU
LEARN HOW TO:

SOLVING PROBLEMS WITH EXCEL

It is a common misconception that many people view 
Excel as a tool that is used solely for business 
applications. Yet, all types of problems can be solved 
using Excel.

This course will see you well on your way to mastering the 
functions of Excel in that you will learn how to develop a 
solution to a specified problem using formulas and built-in 
functions.

JHB   Mar 20  Jun 2  Jul 14  Sep 15  Oct 23  Dec 11

CPT   Mar 20  Jun 2  Jul 14  Sep 15  Oct 23  Dec 11        

DBN  Mar 20  Jun 2  Jul 14  Sep 15  Oct 23  Dec 11

2023 PUBLIC COURSE DATES

UNIT STD:    116937
CREDITS:     4  (Level 2)
UNIT STD:    116940
CREDITS:     6  (Level 3)

UNIT STD:     116943
CREDITS:     3  (Level 4)

COURSE OUTLINECOURSE INTRODUCTION

WHO IS THIS COURSE SUITABLE FOR?

EXCEL TO THE POWER OF 3: BEGINNERS + PROBLEM SOLVING 
+ GRAPHS/CHARTS = WINNING FORMULA

Many business professionals today use Excel to perform 
everyday functional tasks and an increasing number of 
people rely on Excel as a decision support tool. 
Day 1: Create a spreadsheet from a given specification
Day 2: Develop a solution to a specified problem 
Day 3: Create and edit graphs and charts

JHB  Mar 1-3  May 3-5  Jul 3-5  Sep 11-13  Oct 11-13  Nov 15-17

CPT  Mar 1-3  May 3-5  Jul 3-5  Sep 11-13  Oct 11-13  Nov 15-17

DBN  Mar 1-3  May 3-5  Jul 3-5  Sep 11-13  Oct 11-13  Nov 15-17

2023 PUBLIC COURSE DATES

JHB  Mar 15  May 30  Jul 11  Sep 12  Oct 18  Dec 6

CPT  Mar 15  May 30  Jul 11  Sep 12  Oct 18  Dec 6

DBN  Mar 15  May 30  Jul 11  Sep 12  Oct 18  Dec 6

Those who are seeking to elevate their presentation skills 
using PowerPoint.

This course is aligned to Unit Standard 117923: 
Use a Graphical User Interface (GUI)-based 
presentation application to prepare and produce a 
presentation according to a given brief.

● Apply the principles of creating spreadsheets

● Create, open and save spreadsheets

● Produce a spreadsheet from a given specification

● Prepare and produce a spreadsheet to provide a solution                      
    to a problem

● Adjust settings to customise the view and preferences 
    of the spreadsheet application

● Work with multiple worksheets

● Create and edit a graph/chart

● Load data from an external data source to produce 
    a given spreadsheet result

● Insert and edit objects in a spreadsheet.

Those individuals who are seeking to improve their 
knowledge of Excel.
This course is aligned to Unit Standard 116937: Use a 
Graphical User Interface (GUI)-based spreadsheet 
application to create and edit spreadsheets.
Unit Standard 116943: Using a Graphical User Interface 
(GUI)-based spreadsheet application, enhance the 
functionality and apply graphs/charts to a spreadsheet.
Unit Standard 116940: Use a Graphical User Interface 
(GUI)-based spreadsheet application to solve a given 
problem.

IN OUR POWER PACKED EXCEL COURSE YOU WILL 
LEARN HOW TO:

1 Day R8,873 1/person  | R6,910 2/person  
R5,989 5/person  | R4,742 10/person  

1 Day R8,873 1/person  | R6,910 2/person  
R5,989 5/person  | R4,742 10/person  

3 Day R22,310 1/person  | R17,350 2/person  
R14,589 5/person  | R10,846 10/person    

ACCREDITED COMPUTER COURSES - All courses include assessment, moderation and POE submission. Prices are VAT inclusive.ACCREDITED COMPUTER COURSES - All courses include assessment, moderation and POE submission. Prices are VAT inclusive.

The more delegates you send the more you save 
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BOTi’s specialised courses - eg. Lean Six Sigma, Ecosystems Thinking And Action Learning Program

2023 PUBLIC COURSE DATES

Those who are seeking to improve their business 
communication skills.

This course is aligned to Unit Standard 9960: 
Communicate verbally and non-verbally in the 
workplace.

UNIT STD: 
CREDITS:

9960
8  (Level 3)

COURSE OUTLINECOURSE INTRODUCTION

WHO IS THIS COURSE SUITABLE FOR?

● Communicate with superiors and subordinates

● Communicate with clients/customers

● Select appropriate methods of communication in given 
    circumstances

● Understand the basics of business communication

● Understand the importance of good oral communication

● Understand the importance of good written communication

● Understand personal impact on the organisation

● Understand personal impact on clients/customers.

GET YOUR POINT ACROSS WHEN YOU LEARN HOW TO:

BUSINESS COMMUNICATION STRATEGIES VERBAL/NON-VERBAL AND WRITTEN

This useful and informative course will help you to 
develop the required skills and techniques that will 
enable you to effectively communicate with 
stakeholders across the board - including superiors, 
subordinates and clients/customers.

JHB  Feb 8-10  Apr 24-26  Jul 19-21  Sep 13-15  Oct 18-20  Dec 6-8

CPT  Feb 8-10  Apr 24-26  Jul 19-21  Sep 13-15  Oct 18-20  Dec 6-8

DBN  Feb 8-10  Apr 24-26  Jul 19-21  Sep 13-15  Oct 18-20  Dec 6-8

Supervisors, team leaders and junior managers who 
manage a team.

This course is aligned to Unit Standard 252043: 
Manage a diverse work force to add value.

WHO IS THIS COURSE SUITABLE FOR?

2023 PUBLIC COURSE DATES

UNIT STD: 
CREDITS:

252043 
2  (Level 5)

COURSE OUTLINECOURSE INTRODUCTION

●  Demonstrating an understanding of the reality of 
     diversity and its value in a unit

●  Dealing with disagreements and conflicts arising from 
     diversity in a unit

● Demonstrating knowledge and understanding of 
    diversity in the workplace

● Managing team members while taking into account their 
    similarities and their differences

● Aligning similarities and differences to the benefit of
    common objectives

● Understanding what is meant by diversity

● Understanding different cultures

● Understanding different values.

GAIN AN IN-DEPTH UNDERSTANDING OF THE TRUE 
VALUE OF DIVERSITY AND OBTAIN PRACTICAL STEPS 
TOWARDS:

ADDING VALUE IN MANAGING A DIVERSE WORKFORCE

This interesting and illuminating course covers the 
important aspects of what you would typically come 
across in dealing with people who not only have 
many differences, but many similarities too, and how 
these can be leveraged to maximise efficiencies in 
the workplace.

JHB   Feb 6-7  Apr 21-22  Jul 4-5  Sep 8-9

CPT   Feb 6-7  Apr 21-22  Jul 4-5  Sep 8-9

DBN  Feb 6-7  Apr 21-22  Jul 4-5  Sep 8-9

Supervisors, team leaders and junior managers who 
manage a team.

This course is aligned to Unit Standard 12153: 
Use the writing process to compose text required in 
the business environment.

WHO IS THIS COURSE SUITABLE FOR?

2023 PUBLIC COURSE DATES

UNIT STD: 
CREDITS:

12153
5  (Level 4)

COURSE INTRODUCTION COURSE OUTLINE

● Organise and structure a text appropriately for a 
    business function

● Idenfify and collect information needed to write a text   
    specific to a particular function

● Use textual features and conventions specific to 
    business texts for effective writing

● Present a written text for a particular function in a 
    business environment

● Compose a text using plain language for a specific function

● Identify the target audience

● Write with the target audience in mind

● Draft and edit a technical text.

MAKE YOURSELF CLEAR WHEN YOU LEARN HOW TO:

BUSINESS WRITING SKILLS FOR FUNCTION & PURPOSE

Achieving excellence in business writing means that 
using appropriate grammatical conventions, you 
will, among other things, learn how to check for 
accuracy and recognise errors, identify the target 
audience, and draft and edit a technical text, and 
present it in different ways using plain language.

JHB  Jan 23-24  Mar 15-16  May 22-23  Jul 14-15  Sep 7-8  Nov 1-2

CPT  Jan 23-24  Mar 15-16  May 22-23  Jul 14-15  Sep 7-8  Nov 1-2

DBN Jan 23-24  Mar 15-16  May 22-23  Jul 14-15  Sep 7-8  Nov 1-2

PE    Jan 23-24  Mar 15-16  May 22-23  Jul 14-15  Sep 7-8  Nov 1-2

2 Day R15,410 1/person  | R11,936 2/person  
R10,095 5/person  | R7,600 10/person  

2 Day R15,410 1/person  | R11,936 2/person  
R10,095 5/person  | R7,600 10/person  

3 Day R22,310 1/person  | R17,350 2/person  
R14,589 5/person  | R10,846 10/person  

ACCREDITED SOFT SKILLS TRAINING - All courses include assessment, moderation and POE submission. Prices are VAT inclusive.
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2023 PUBLIC COURSE DATES

Managers who are required to lead through effective 
communication and who are seeking to improve their 
business communication skills.

This course is aligned to Unit Standard 12433: 
Use communication techniques effectively.

UNIT STD: 
CREDITS:

12433
8  (Level 5)

COURSE OUTLINECOURSE INTRODUCTION

WHO IS THIS COURSE SUITABLE FOR?

● Develop an in-depth understanding of written and oral 
    communication techniques used in the workplace

● Deliver effective presentations

● Lead discussions and chair meetings

● Generate a variety of workplace reports using various 
    data gathering techniques

● Understand and apply communication theories

● Understand use of body language

● Understand use of voice

● Understand use of dress code.

LEAD WITH COMMUNICATION EXCELLENCE WHEN YOU
LEARN HOW TO:

MASTER EFFECTIVE BUSINESS COMMUNICATION & PRESENTATION SKILLS

This powerful course will help you to master the 
techniques of business communication in that you 
will have the confidence and know-how to boldly 
chair meetings or lead discussion panels, deliver 
presentations of a high standard and effectively use 
information gathering techniques to create a wide 
range of reports.

JHB  Jan 18-20  Mar 27-29  Jul 12-14  Sep 18-20  Nov 13-15  Dec  11-13

CPT  Jan 18-20  Mar 27-29  Jul 12-14  Sep 18-20  Nov 13-15  Dec  11-13  

DBN  Jan 18-20  Mar 27-29  Jul 12-14  Sep 18-20  Nov 13-15  Dec  11-13

Supervisors, team leaders and junior managers who 
manage a team.

This course is aligned to Unit Standard 117853: 
Conduct negotiations to deal with conflict 
situations.

WHO IS THIS COURSE SUITABLE FOR?

2023 PUBLIC COURSE DATES

UNIT STD: 
CREDITS:

117853
8  (Level 5)

COURSE OUTLINECOURSE INTRODUCTION

● Prepare for negotiations

● Understand the negotiation process

● Incorporate elements of the negotiation process

● Conduct negotiations

● Work through the stages of the negotiation process

● Conduct different types of negotiations

● Conclude negotiations

● Evaluate negotiations.

DON’T FLY OFF THE HANDLE. HANDLE CONFLICT 
THROUGH NEGOTIATION WHEN YOU LEARN HOW TO:

KEY NEGOTIATION SKILLS

The aim of this course is to help you apply 
negotiation techniques in resolving conflict 
situations in the workplace between individuals 
within a team or business unit.

JHB  Feb 23-24  Mar 22-23  May 9-10  Jul 11-12  Aug 28-29  Oct 17-18 

CPT  Feb 23-24  Mar 22-23  May 9-10  Jul 11-12  Aug 28-29  Oct 17-18

DBN  Feb 23-24  Mar 22-23  May 9-10  Jul 11-12  Aug 28-29  Oct 17-18

Those who are required to deliver and attend business 
presentations and wish to improve their presentation 
skills.

This course is aligned to Unit Standard 8974: 
Engage in sustained oral communication and 
evaluate spoken texts.

WHO IS THIS COURSE SUITABLE FOR?

2023 PUBLIC COURSE DATES

UNIT STD: 
CREDITS:

8974
5  (Level 5)

COURSE OUTLINECOURSE INTRODUCTION

● Develop strategies that will enable you to become an 
    effective speaker during sustained oral interactions

● As a listener, respond critically yet sensitively

● Evaluate your own responses to spoken interactions 
    and adjust where necessary

● Analyse and accurately assess and evaluate spoken
    discourse

● Sensitively manage conflicts in such a way as to support 
    the goal of the group or interaction on a one-on-one
    basis

● Understand and appropriately use non-verbal cues and 
    body language

● Handle personality clashes, resolve deadlocks, manage 
    conflict and positively summarise conclusions

● Understand the characteristics of a speaker’s style and 
    tone that either attract or alienate an audience.

HARNESS THE POWER OF THE SPOKEN WORD WHEN 
YOU LEARN HOW TO:

PROFESSIONAL PRESENTATIONS COURSE

This course is about powerful presentations and 
effectively using the power of interaction to keep 
the conversation going. You will learn how to 
become an effective speaker and a good listener 
who not only knows what to listen out for, but also 
how to successfully develop strategies to engage 
and maintain consistent dialogue.

JHB  Feb 10-11  Mar 29-30  May 25-26  Jul 12-13  Aug 29-30  Oct 13-14

CPT  Feb 10-11  Mar 29-30  May 25-26  Jul 12-13  Aug 29-30  Oct 13-14

DBN  Feb 10-11  Mar 29-30  May 25-26  Jul 12-13  Aug 29-30  Oct 13-14

2 Day R15,410 1/person  | R11,936 2/person  
R10,095 5/person  | R7,600 10/person  

2 Day R15,410 1/person  | R11,936 2/person  
R10,095 5/person  | R7,600 10/person  

2 Day R15,410 1/person  | R11,936 2/person  
R10,095 5/person  | R7,600 10/person  

ACCREDITED SOFT SKILLS TRAINING - All courses include assessment, moderation and POE submission. Prices are VAT inclusive.

The more delegates you send the more you save  | Receive further savings for In-House training
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ACCREDITED SOFT SKILLS TRAINING - All courses include assessment, moderation and POE submission. Prices are VAT inclusive.

“One of the best leadership 
interventions have ever 

participated in.”
“It’s been a year of self-
discovery and growth.”

“I have uncovered 
my blindspots.” 

3 - Days 
Of Leadership

Directed Topics
(6x1/2 day Group Workshops)

Enneagram
Assessment
(Online-360˚  

MY FEEDBACK GURU)

6 x 1hr 
Coaching

And Mentoring
Sessions (1on1)

LEADER

“One of the best leadership 
interventions have ever 

participated in.”
“It’s been a year of self-
discovery and growth.”

“I have uncovered 
my blindspots.” 

BOTi’s specialised courses - eg. Lean Six Sigma, Ecosystems Thinking And Action Learning Program

   Topics

• Strategic Planning
• Critical Thinking & Problem Solving
• Accountability In The Workplace
• Collaboration And Team Work
• Emotional Intelligence
• Listening Skills & Effective 
   Communication
• Leadership & Influence
• Coaching And Mentoring

TRI-PARTITE APPROACH TO LEADERSHIP EXCELLENCE

CONTACT US FOR A QUOTE ON THIS POWERFUL 
AND HOLISTIC LEADERSHIP INTERVENTION

TESTIMONIALS 2021
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ACCREDITED SOFT SKILLS TRAINING - All courses include assessment, moderation and POE submission. Prices are VAT inclusive.

Supervisors, team leaders and managers who are 
seeking to improve their financial management skills.

This course is aligned to Unit Standard 252040: 
Manage the finances of a unit
Unit Standard 117156: Interpret basic financial 
statements.

WHO IS THIS COURSE SUITABLE FOR?
2023 PUBLIC COURSE DATES

UNIT STD: 
CREDITS:

252040
8  (Level 5)

UNIT STD: 
CREDITS:

117156
4  (Level 4)

COURSE OUTLINECOURSE INTRODUCTION

● Demonstrate an understanding of the key concepts of 
    managerial finance

● Draft budgets according to the operational plan of the 
    unit

● Describe and prepare financial forecasts

● Interpret financial statements

● Supervise the financial management of a unit against 
    given requirements

● Complie a personal assets and liabilities statement

● Analyse the basic elements of a balance sheet

● Use the evidence in financial statements to make a 
   financial decision
   
● Analyse the basic elements of an income and 
   expenditure statement.

CRUNCH THOSE NUMBERS AND LEARN HOW TO:

FINANCE FOR NON-FINANCIAL MANAGERS

The methods and techniques covered throughout 
this course will help you to understand the key 
concepts involved with managing your personal 
finances as well as managing the finances of a unit. 
You will learn how to draft budgets in line with 
operational plans assigned to your unit, and 
prepare financial forecasts. You will also acquire 
the necessary skills to enable you to oversee the 
finances of your unit in line with business 
requirements. With this you will be well on your way 
towards mastering the art and science of 
interpreting financial statements.

JHB   Jan 25-27  Apr 3-5  Jul 10-12  Sep 6-8  Oct 16-18  Dec 13-15

CPT   Jan 25-27  Apr 3-5  Jul 10-12  Sep 6-8  Oct 16-18  Dec 13-15

DBN  Jan 25-27  Apr 3-5  Jul 10-12  Sep 6-8  Oct 16-18  Dec 13-15  

Supervisors, team leaders and managers who manage 
a team of people and who wish to improve their human 
resources management skills.

This course is aligned to Unit Standard 116394: 
Implement and manage human resources and 
labour relations policies and acts.

WHO IS THIS COURSE SUITABLE FOR?

2023 PUBLIC COURSE DATES

UNIT STD: 
CREDITS:

116394
9  (Level 5)

COURSE OUTLINECOURSE INTRODUCTION

● Develop and maintain effective human resource policies 
    and procedures

● Participate in the implementation of applicable labour 
    legislation

● Develop, facilitate and monitor disciplinary policy, 
    process and procedures

● Institute performance evaluation committees and 
    manage the performance evaluation process

● Institute facilitation of disciplinary policies, actions 
    and hearings

● Draft job descriptions

● Handle recruitment

● Set up selection panels

● Draft employment contracts.

GET UP TO SPEED ON THE WORKINGS OF LABOUR 
LAW AND LEARN HOW TO:

EFFECTIVELY MANAGE HUMAN RESOURCES & LABOUR RELATIONS

This comprehensive course covers a number of 
important aspects involved with labour relations, 
including participating in the implementation of 
applicable labour legislation, drafting job 
descriptions, recruiting staff, setting up selection 
panels and drafting employment contracts.

JHB   Apr 10-12  Jul 17-19  Sep 27-29  Nov 22-24

CPT   Apr 10-12  Jul 17-19  Sep 27-29  Nov 22-24

DBN  Apr 10-12  Jul 17-19  Sep 27-29  Nov 22-24

3 Day R22,310 1/person  | R17,350 2/person  
R14,589 5/person  | R10,846 10/person  

3 Day R22,310 1/person  | R17,350 2/person  
R14,589 5/person  | R10,846 10/person  

         

Only 15% of Job Success comes from technical skills and knowledge. 

of Job Success comes 
from having well-developed 
Soft-Skills and People Skills.

85%  
 15%

 Hard Skills

85%
Soft Skills

Research conducted by Harvard University has concluded that

CAREER SUCCESS INSIGHT

The more delegates you send the more you save  | Receive further savings for In-House training
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ACCREDITED SOFT SKILLS TRAINING - All courses include assessment, moderation and POE submission. Prices are VAT inclusive.

Supervisors, team leaders and junior managers who 
manage a team.

This course is aligned to Unit Standard 252034: 
Monitor and evaluate team members against 
performance standards.

COURSE OUTLINECOURSE INTRODUCTION

WHO IS THIS COURSE SUITABLE FOR?

● Formulate performance standards for team members in a unit

● Establish systems for monitoring performance of team 
    members

● Prepare for a performance review with a team member

● Conduct a performance review interview

● Identify performance gaps and propose corrective solutions 
    where necessary

● Identify and recommend relevant training programmes where 
    necessary

● Monitor team structure.

THE ‘WHOLE’ IS ONLY AS STRONG AS IT’S ‘PARTS’ - 
CREATE PERFORMING TEAMS WHEN YOU LEARN HOW TO:

MONITORING INDIVIDUAL PERFORMANCE TO CREATE 
HIGH FUNCTIONING TEAMS

This practical course outlines the systems that you 
will need to formulate and put in place to effectively 
deal with maintaining the required performance 
standards of your team in line with organisational 
requirements.

2023 PUBLIC COURSE DATES

UNIT STD: 
CREDITS:

252034
8  (Level 5)

JHB  Jan 20-21  Mar 30-31  May 19-20  Jul 13-14  Sep 6-7  Oct 30-31

CPT  Jan 20-21  Mar 30-31  May 19-20  Jul 13-14  Sep 6-7  Oct 30-31

DBN  Jan 20-21  Mar 30-31  May 19-20  Jul 13-14  Sep 6-7  Oct 30-31

All levels of staff - including supervisors, team leaders 
and managers who manage a team and are interested 
in learning about how to deal with conflict in the 
workplace.

This course is aligned to Unit Standard 252027: 
Devise and apply strategies to establish and 
maintain workplace relationships.

WHO IS THIS COURSE SUITABLE FOR?

2023 PUBLIC COURSE DATES

UNIT STD: 
CREDITS:

252027
6  (Level 5)

COURSE OUTLINECOURSE INTRODUCTION

● Identify and minimise personal conflict within a unit

● Devise and apply a suitable strategy that will enable you 
    to establish constructive relationships with your 
    superiors

● Devise and apply a suitable strategy that will enable you 
    to establish constructive relationships with team 
    members within a unit

● Effectively liaise and network with internal as well as 
    external stakeholders

● Understand conflict with respect to personal differences

● Understand conflict with respect to professional 
    differences

● Differentiate between personal feelings and the actual 
    problem.

STEP UP YOUR GAME WHEN YOU GET DOWN TO THE 
ART OF CONQUERING CONFLICT. LEARN HOW TO:

EMPOWER YOURSELF WITH ESSENTIAL CONFLICT MANAGEMENT SKILLS

This course aims to equip you with the skills and 
techniques that are necessary to enable you to 
effectively identify and minimise conflict situations.

JHB  Feb 8-9  Apr 24-25  Jul 6-7  Sep 11-12

CPT  Feb 8-9  Apr 24-25  Jul 6-7  Sep 11-12

DBN  Feb 8-9  Apr 24-25  Jul 6-7  Sep 11-12

2 Day R15,410 1/person  | R11,936 2/person  
R10,095 5/person  | R7,600 10/person  

2 Day R15,410 1/person  | R11,936 2/person  
R10,095 5/person  | R7,600 10/person  

PTA  Jan 11-13  Mar 20-22  Jun 21-23  Sep 4-6  Oct 23-25  Dec 4-6

CPT  Jan 11-13  Mar 20-22  Jun 21-23  Sep 4-6  Oct 23-25  Dec 4-6

DBN  Jan 11-13  Mar 20-22  Jun 21-23  Sep 4-6  Oct 23-25  Dec 4-6 

2023 PUBLIC COURSE DATES

UNIT STD: 
CREDITS:

14667  
10 (Level 4) Supervisors, team leaders and junior managers who 

manage a team.

This course is aligned to Unit Standard 11473: 
Manage individual and team performance.

WHO IS THIS COURSE SUITABLE FOR?

COURSE OUTLINECOURSE INTRODUCTION

● Formulate development plans

● Set realistic and achievable goals and measures

● Monitor and evaluate performance against assigned 
    objectives

● Leverage your individual leadership style

● Leverage your communication skills

● Apply the management functions of Planning,       
   Organising, Leading and Controlling

● Motivating a team

● Recognise the importance of trust.

ALL TEAMS GO THROUGH FOUR STAGES: FORMING, 
STORMING, NORMING AND PERFORMING. GET YOUR 
TEAM PERFORMING AND LEARN HOW TO:

CREATING HIGH PERFORMING TEAMS THROUGH 
PERFORMANCE MANAGEMENT

How do you establish whether you and your team 
are performing to the required standards? The 
material covered in this course might be just what 
you were looking for. From the outset you will learn 
how to effectively formulate a development plan 
and set realistic performance goals and measures 
that will help to keep everything and everyone on 
track. 

3 Day R22,310 1/person  | R17,350 2/person  
R14,589 5/person  | R10,846 10/person  
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ACCREDITED SOFT SKILLS TRAINING - All courses include assessment, moderation and POE submission. Prices are VAT inclusive.

2023 PUBLIC COURSE DATES

Supervisors, team leaders and junior managers who 
manage a team.

This course is aligned to Unit Standard 242824: 
Apply leadership concepts in a work context

UNIT STD: 
CREDITS:

242824
12  (Level 4)

COURSE OUTLINECOURSE INTRODUCTION

WHO IS THIS COURSE SUITABLE FOR?

● Differentiate between the concepts of leadership and 
    management

● Explain the concept of leadership

● Evaluate the impact of the leadership techniques applied

● Apply leadership techniques to individuals and teams within 
    the work context

● Identify the roles and qualities of a leader

● Understand leadership theories

● Understand the circumstances within which a team leader 
   manages and leads

● Formulate a team leadership approach according to individual 
    needs and organisational requirements.

TAKE THE LEAP AND LEARN TO LEAD. A POSITIVE STEP 
TOWARDS LEARNING HOW TO:

TAKING CHARGE AS A LEADER & CLOSING THE GAP 
BETWEEN SPECIALIST & MANAGER

This course is an opportunity to help you grow in 
mastering leadership techniques in that you will 
effectively be able to explain the concept of 
leadership, differentiate between the concepts of 
management and leadership, evaluate the impact of 
the leadership techniques put in place and apply 
those techniques to individuals and teams.

JHB  Jan 16-18  Mar 22-24  Jun 26-28  Aug 21-23  Oct 25-27  Nov 20-22

CPT  Jan 16-18  Mar 22-24  Jun 26-28  Aug 21-23  Oct 25-27  Nov 20-22

DBN Jan 16-18  Mar 22-24  Jun 26-28  Aug 21-23  Oct 25-27  Nov 20-22

PE    Jan 16-18  Mar 22-24  Jun 26-28  Aug 21-23  Oct 25-27  Nov 20-22

All levels of staff - including supervisors, team leaders 
and managers who manage a team and are interested 
in learning about how to deal with conflict in the 
workplace.

This course is aligned to Unit Standard 9533:      
Use communication skills to handle and resolve 
conflict in the workplace.

WHO IS THIS COURSE SUITABLE FOR?

2023 PUBLIC COURSE DATES

UNIT STD: 
CREDITS:

9533
3  (Level 3)

COURSE OUTLINECOURSE INTRODUCTION

● Recognise the difference between feelings and actual 
    problems (contents)

● Handle and resolve conflicts in the workplace

● Demonstrate an understanding of different conflict 
    situations in the workplace

● Demonstrate an understanding of the reasons why 
    conflict occurs

● Demonstrate an understanding of the different 
    techniques used in resolving conflict

● Understand different behaviours of people in a conflict 
    situation

● Understand one’s own behaviour in a conflict situation

● Understand the different types of conflicts.

ESSENTIAL INTERPERSONAL SKILLS MEANS A 
HAPPIER AND MORE PRODUCTIVE WORKFORCE:

DEVELOPING YOUR INTERPERSONAL SKILLS TO EFFECTIVELY 
RESOLVE CONFLICT 

This enlightening course will help you to 
understand the different types of conflict situations 
that happen in the workplace, why conflict occurs 
and the difference between feelings and the 
problem itself. You will also learn appropriate 
communication techniques used in conflict 
resolution and methods of dealing with conflict 
situations.

JHB  Feb 17-18  Mar 14-15  May 15-16  Jun 27-28  Aug 22-23  Oct 12-13
CPT  Feb 17-18  Mar 14-15  May 15-16  Jun 27-28  Aug 22-23  Oct 12-13
DBN  Feb 17-18  Mar 14-15  May 15-16  Jun 27-28  Aug 22-23  Oct 12-13
PE     Feb 17-18  Mar 14-15  May 15-16  Jun 27-28  Aug 22-23  Oct 12-13

Supervisors, team leaders and junior managers who 
manage a team.

This course is aligned to Unit Standard 242821: 
Identify responsibilities of a team leader in 
ensuring that organisational standards are met.

2023 PUBLIC COURSE DATES

UNIT STD: 
CREDITS:

242821
6  (Level 4)

COURSE OUTLINECOURSE INTRODUCTION

● Identify and solve problems as well as make decisions 
    in contracting with team members and monitoring 
    performance against objectives

● Organise and manage yourself with respect to the 
    implementation of agreed performance plans

● Collect, organise and critically evaluate information by 
    monitoring achievement against objectives

● Communicate effectively in consulting and allocating 
    tasks, as a result gaining commitment for performance 
    objectives

● See the world as a set of related systems when relating 
    your team’s purpose and performance to organisational 
    requirements

● Understand the management functions of planning, 
    leading, organising, co-ordinating and controlling

● Network and building relationships

● Understand conflict management and the need for 
    corrective strategies.

HARNESS YOUR TEAM’S POTENTIAL WHEN YOU LEARN HOW TO:

TAKING CHARGE AS A TEAM LEADER IN ACHIEVING COMPANY GOALS

JHB  Feb 15-16  Mar 10-11  Apr 6-7  Jun 23-24  Aug 18-19  Oct  9-10

PTA  Feb 15-16  Mar 10-11  Apr 6-7  Jun 23-24  Aug 18-19  Oct  9-10

CPT  Feb 15-16  Mar 10-11  Apr 6-7  Jun 23-24  Aug 18-19  Oct  9-10

DBN  Feb 15-16  Mar 10-11  Apr 6-7  Jun 23-24  Aug 18-19  Oct  9-10

PE     Feb 15-16  Mar 10-11  Apr 6-7  Jun 23-24  Aug 18-19  Oct  9-10

In taking up this course, you will learn many skills 
that will enable you to take charge and better manage 
yourself and your team. This course involves 
identifying and solving problems and making 
decisions, managing and organising yourself and 
your team with respect to the implementation of 
agreed performance objectives, collecting, 
organising and critically evaluating information and 
delegating and communicating effectively.

WHO IS THIS COURSE SUITABLE FOR?

2 Day R15,410 1/person  | R11,936 2/person  
R10,095 5/person  | R7,600 10/person  

2 Day R15,410 1/person  | R11,936 2/person  
R10,095 5/person  | R7,600 10/person  

3 Day R22,310 1/person  | R17,350 2/person  
R14,589 5/person  | R10,846 10/person  

The more delegates you send the more you save  | Receive further savings for In-House training
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ACCREDITED SOFT SKILLS TRAINING - All courses include assessment, moderation and POE submission. Prices are VAT inclusive.

2023 PUBLIC COURSE DATES

Those managers who are seeking to improve their 
general management skills.

This course is aligned to Unit Standard 252025: 
Monitor, assess and manage risk.

UNIT STD: 
CREDITS:

252025
8  (Level 5)

COURSE OUTLINECOURSE INTRODUCTION

WHO IS THIS COURSE SUITABLE FOR?

● Understand the impact of risk on business processes and 
    potential risks to staff

● Identify potential risks and assess potential business unit 
   impact

● Develop contingency plans for managing risk

● Test and revise contingency plans where necessary

● Identify financial risk

● Identify environmental risk

● Understand the Occupational Health and Safety Act as it 
    applies to risk

● Understand risk avoidance tactics.

BECOME PROACTIVE, MITIGATE RISK AND LEARN HOW TO:

CONQUERING RISK MANAGEMENT COURSE 

This highly informative course will help you 
understand risk related matters whereby you will 
learn how to identify potential risks and assess 
their impact on a business unit and develop 
appropriate contingency plans for managing
and mitigating risk.

JHB     Feb 1-3  May 10-12  Aug 16-18  Nov 6-8

CPT  Feb 1-3  May 10-12  Aug 16-18  Nov 6-8

DBN    Feb 1-3  May 10-12  Aug 16-18  Nov 6-8

Managers who are seeking to improve their general 
management and business communication skills.

This course is aligned to Unit Standard 242816: 
Conduct a structured meeting.

WHO IS THIS COURSE SUITABLE FOR?

2023 PUBLIC COURSE DATES

UNIT STD: 
CREDITS:

242816
5  (Level 4)

COURSE OUTLINECOURSE INTRODUCTION

● Conduct a structured meeting

● Prepare for a meeting

● Prepare an agenda

● Take minutes

● Book a meeting venue

● Arrange catering requirements

● Distribute required documentation for a meeting

● Deal with differing views in a meeting.

RUN MEETINGS WITH EFFICIENCY AND LEARN HOW TO:

CHAIRING A MEETING WITH CONFIDENCE

This practical course will enable you to learn the 
techniques and processes involved in conducting a 
meeting, how to prepare and make the necessary 
arrangements, and manage the provision and 
distribution of any required documentation. You 
will also learn how to deal with differing individual 
viewpoints in a courteous and professional 
manner.

JHB  Mar 7-8  May 26-27  Aug 2-3  Oct 3-4

CPT  Mar 7-8  May 26-27  Aug 2-3  Oct 3-4

DBN  Mar 7-8  May 26-27  Aug 2-3  Oct 3-4 

Supervisors, team leaders and managers who are 
interested in learning about business problem solving 
techniques and  seeking to broaden their management 
skills.

This  course is aligned to Unit Standard 242817: 
Solve problems, make decisions and implement 
solutions.

WHO IS THIS COURSE SUITABLE FOR?

2023 PUBLIC COURSE DATES

UNIT STD: 
CREDITS:

242817
8  (Level 4)

COURSE OUTLINECOURSE INTRODUCTION

● Thoroughly investigate the problem

● Define the problem

● Generate problem solutions

● Implement solutions

● Evaluate the effectiveness of solutions

● Involve various stakeholders in the problem solving 
   process

● Effectively use problem solving techniques

● Involve stakeholders prior to implementing solutions in 
    order to obtain commitment.

BECOME SOLUTIONS DRIVEN AND DISCOVER HOW TO:

CREATIVE PROBLEM SOLVING & CRITICAL THINKING COURSE

The purpose of this course is to help you to become 
an expert interrogator and investigator of problems, 
and to get you into the right space that enables you 
to excel at applying creative thinking to problem 
solving. You will first learn how to suitably 
investigate and accurately define the problem, and 
from there how to generate appropriate solutions.

JHB  Mar 3-4  May 17-18  Jul 24-25  Sep 18-19

CPT  Mar 3-4  May 17-18  Jul 24-25  Sep 18-19

DBN  Mar 3-4  May 17-18  Jul 24-25  Sep 18-19

BOTi’s specialised courses - eg. Lean Six Sigma, Ecosystems Thinking And Action Learning Program

2 Day R15,410 1/person  | R11,936 2/person  
R10,095 5/person  | R7,600 10/person  

2 Day R15,410 1/person  | R11,936 2/person  
R10,095 5/person  | R7,600 10/person  

3 Day R22,310 1/person  | R17,350 2/person  
R14,589 5/person  | R10,846 10/person  
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ACCREDITED E-LEARNING TRAINING - All courses include assessment, moderation and POE submission. Prices are VAT inclusive.

The more delegates you send the more you save 
15



ACCREDITED SOFT SKILLS TRAINING - All courses include assessment, moderation and POE submission. Prices are VAT inclusive.

BOTi’s specialised courses - eg. Lean Six Sigma, Ecosystems Thinking And Action Learning Program

2023 PUBLIC COURSE DATES

Supervisors, team leaders and managers who are 
seeking to improve their general management skills.

This course is aligned to Unit Standard 15234: 
Apply efficient time management to the work of a 
department/division/section.

UNIT STD: 
CREDITS:

15234
4  (Level 5)

COURSE OUTLINECOURSE INTRODUCTION

WHO IS THIS COURSE SUITABLE FOR?

● The principles of time management

● How to identify time management profiles

● How to implement time efficient work plans

● Techniques to assist you in drawing up time efficient work 
    plans to carry out department/ division/section work functions

● How to create a work/life balance

● How to identify the top time wasters that impact an 
    organisation’s productivity levels with a view to minimising 
    their negative influence

● How to identify external forces that affect time utilisation

● How to delegate effectively in maximizing time utilisation.

TAKE TIME OUT TO LEARN:

ESSENTIAL TIME MANAGEMENT SKILLS

The material presented in this course will get you 
fast on your heels to enable you to efficiently 
manage teams and processes, with a focus on 
translating strategic intent into effective daily 
action in line with the principles of time 
management.

JHB  Feb 21-22  Mar 16-17  Jun 1-2  Jul 10-11  Aug 24-25  Oct 19-20

CPT  Feb 21-22  Mar 16-17  Jun 1-2  Jul 10-11  Aug 24-25  Oct 19-20

DBN  Feb 21-22  Mar 16-17  Jun 1-2  Jul 10-11  Aug 24-25  Oct 19-20

PE     Feb 21-22  Mar 16-17  Jun 1-2  Jul 10-11  Aug 24-25  Oct 19-20

Managers who are seeking to improve their general 
management and business communication skills.

This course is aligned to Unit Standard 242829: 
Monitor the level of service to a range of 
customers.

WHO IS THIS COURSE SUITABLE FOR?

2023 PUBLIC COURSE DATES

UNIT STD: 
CREDITS:

242829
5  (Level 4)

COURSE OUTLINECOURSE INTRODUCTION

● Identify internal and external customers

● Measure customer satisfaction on an ongoing basis

● Recommend corrective action where necessary

● Understand and describe the levels of customer service
    expected by the organisation

● Understand and describe the importance of the 
    customer/client to the organisation

● Know your customer

● Build a customer service centre of excellence

● Monitor customer service levels between the 
    organisation and its customers/clients.

'THE CUSTOMER IS KING' - MAKE YOUR BUSINESS HIS 
KINGDOM WHEN YOU LEARN HOW TO:

CUSTOMER SERVICE EXCELLENCE

The material outlined in this course will help you 
develop the skills you need to effectively improve 
your understanding the importance of the 
customer/client to the sustainable success of any 
business. You will learn how to monitor customer 
service levels between an organisation and its 
customers, both internal and external and take 
remedial steps towards improving customer 
service levels where necessary.

JHB  Feb 16-17  Mar 13-14  Apr 10-11  Jun 26-27  Jul 26-27  Oct 10-11

CPT  Feb 16-17  Mar 13-14  Apr 10-11  Jun 26-27  Jul 26-27  Oct 10-11

DBN  Feb 16-17  Mar 13-14  Apr 10-11  Jun 26-27  Jul 26-27  Oct 10-11

PE     Feb 16-17  Mar 13-14  Apr 10-11  Jun 26-27  Jul 26-27  Oct 10-11

Supervisors, team leaders and managers who are 
seeking to improve their general management skills.

This course is aligned to Unit Standard 13945: 
Describe and apply the management of stock and 
fixed assets in a business unit.

WHO IS THIS COURSE SUITABLE FOR?

2023 PUBLIC COURSE DATES

UNIT STD: 
CREDITS:

 13945
 2  (Level 4)

COURSE OUTLINECOURSE INTRODUCTION

● Explain the management of fixed assets in a business 
    unit

● Explain the influence that stock management can have 
    on the profitability of a business

● Apply the basic principles of stock and fixed asset 
    management to a business unit

● Differentiate between fixed assets and stock in a 
    business unit

● Understand what is meant by the term fixed assets

● Understand what is meant by the term stock

● Understand how technology affects profitability in terms 
    of fixed assets.

GET FIXATED ON LEARNING ABOUT FIXED ASSETS, 
STOCK UP ON YOUR SKILLS AND LEARN HOW TO:

MASTERING ASSET & INVENTORY MANAGEMENT

At first glance stock management may seem like a 
simple exercise. However, having too little or too 
much stock on hand may have an impact on the 
company’s overall profitability in ways that are not 
immediately obvious. 

The material covered in this course will help you to 
understand the difference between fixed assets and 
stock in a business unit and how they can be managed 
to maximise profitability.

JHB  Feb 1-2  Mar 24-25  May 18-19  Jul 7-8  Aug 23-24  Oct 11-12
CPT  Feb 1-2  Mar 24-25  May 18-19  Jul 7-8  Aug 23-24  Oct 11-12
DBN  Feb 1-2  Mar 24-25  May 18-19  Jul 7-8  Aug 23-24  Oct 11-12

2 Day R15,410 1/person  | R11,936 2/person  
R10,095 5/person  | R7,600 10/person  

2 Day R15,410 1/person  | R11,936 2/person  
R10,095 5/person  | R7,600 10/person  

2 Day R15,410 1/person  | R11,936 2/person  
R10,095 5/person  | R7,600 10/person  
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ACCREDITED SOFT SKILLS TRAINING - All courses include assessment, moderation and POE submission. Prices are VAT inclusive.

The more delegates you send the more you save 

2023 PUBLIC COURSE DATES

Supervisors, team leaders and managers who are 
seeking to improve their general management skills.

This course is aligned to Unit Standard 14552: 
Contract service providers.

UNIT STD: 
CREDITS:

14552
3  (Level 4)

COURSE OUTLINECOURSE INTRODUCTION

WHO IS THIS COURSE SUITABLE FOR?

● Select service providers for identified projects or programs

● Contract service providers

● Identify and verify the nature of service provision required

● Draft basic terms of reference to outline the nature of the 
    service provision

● Utilise the most appropriate tool to source applications from 
    prospective service providers

● Involve relevant stakeholders

● Understand the tender process

● Understand the Service Level Agreement (SLA).

MANAGE SERVICE PROVIDERS WITH CONTRACTS 
AND SLA’S IN PLACE WHEN YOU LEARN HOW TO:

MASTERING SERVICE LEVEL AGREEMENTS & CONTRACTS

The material covered in the Mastering Service Level 
Agreements and Contracts course will help you to 
identify the most appropriate service provision 
required, and to source and select appropriate 
service providers for your needs as well as verify 
their ability to make good on their promises.

Those individuals who wish to improve their office 
administration skills.

This course is aligned to Unit Standard 110009: 
Manage administration records.

WHO IS THIS COURSE SUITABLE FOR?

2023 PUBLIC COURSE DATES

UNIT STD: 
CREDITS:

110009
4  (Level 4)

COURSE OUTLINECOURSE INTRODUCTION

● Control and deal with confidential information and 
    documents

● Control and evaluate ordering and distribution of office 
    stationery

● Implement control measures with individuals

● Identify and solve problems related to co-ordination and 
    maintenance of effective office procedures and 
    processes

● Effectively work with others when controlling confidential 
    information

● Effectively work with others when maintaining stationery
    stock

● Collect, analyse, organise and critically evaluate 
    information pertaining to the smooth running of an office

● Effectively communicate with individuals while co-ordinating 
    and maintaining effective procedures and processes.

GET YOUR RECORDS UP TO DATE AND LEARN HOW TO:

MASTERING DATA & RECORDS MANAGEMENT 

The material covered in this course will help you to 
maintain systems that will enable you to control 
and manage all types of confidential information 
and administrative records. You will also learn how 
to install and maintain an efficient and effective 
system for the ordering and distribution of office 
stationery.

JHB  Jan 24-25  Mar 23-24  May 24-25  Jun 28-29  Jul 27-28  Oct 4-5
CPT  Jan 24-25  Mar 23-24  May 24-25  Jun 28-29  Jul 27-28  Oct 4-5
DBN  Jan 24-25  Mar 23-24  May 24-25  Jun 28-29  Jul 27-28  Oct 4-5

Those individuals who are seeking to improve their 
general management skills.

This course is aligned to Unit Standard 10022: 
Comply with organisational ethics.

WHO IS THIS COURSE SUITABLE FOR?

2023 PUBLIC COURSE DATES

UNIT STD: 
CREDITS:

10022
4  (Level 4)

COURSE OUTLINECOURSE INTRODUCTION

● The aspects involved with the corporate code of conduct

● How to identify and understand ethical issues within the 
   organisation

● The importance of adhering to the corporate code of 
    conduct

● The meaning of the term ‘ethics’

● What is meant by the term “inappropriate conduct”

● What is meant by the term “personal integrity”

● The consequences of inappropriate conduct

● The importance of maintaining organisational values.

GET CLUED UP ON THE CORPORATE CODE OF 
CONDUCT WHEN YOU LEARN:

ORGANISATIONAL ETHICS & CONDUCT TRAINING

This intense course will help you to understand and 
apply the necessary approach towards dealing with 
matters involving corporate ethics in maintaining 
organisational health, help you to understand the 
organisational code of conduct and the importance 
of following and adhering to its policies and 
principles.

JHB    Feb 3-4  Apr 11-12  Jul 3-4  Sep 5-6

CPT    Feb 3-4  Apr 11-12  Jul 3-4  Sep 5-6

DBN   Feb 3-4  Apr 11-12  Jul 3-4  Sep 5-6

2 Day R15,410 1/person  | R11,936 2/person  
R10,095 5/person  | R7,600 10/person  

2 Day R15,410 1/person  | R11,936 2/person  
R10,095 5/person  | R7,600 10/person  

3 Day R22,310 1/person  | R17,350 2/person  
R14,589 5/person  | R10,846 10/person  

JHB   Feb 6-8  May 15-17  Aug 23-25  Nov 8-10
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ACCREDITED SOFT SKILLS TRAINING - All courses include assessment, moderation and POE submission. Prices are VAT inclusive.

This course is a self-enrichment course for anyone 
interested in emotional intelligence.

This course is aligned to Unit Standard 252031:  
Apply the principles and concepts of emotional 
intelligence to the management of self and others.

WHO IS THIS COURSE SUITABLE FOR?252031
4  (Level 5)

COURSE INTRODUCTION COURSE OUTLINE
● How to use emotional intelligence in business
● The cornerstones of emotional intelligence:  Self-Management,  
 Self-Awareness, Self-Regulation, Self-Motivation and Empathy
● How to accurately perceive emotions, how to use emotions to  
 think and how to management emotions
● Verbal skills and non-verbal skills from an emotional intelligence  
 point of view, including focused listening and body language
● The benefits of emotional intelligence
● The role of emotional intelligence in the workplace and how to  
 recognise and manage emotions in the workplace 
● Disagreeing constructively and the differences that optimism  
 and pessimism bring to the workplace
● Making an impact and creating a powerful first impression using  
 emotional intelligence
● How to assess a situation using emotional intelligence
● The balance between self-awareness and self-management –  
 how to be eager without being offensive

WIN WITH EMOTIONAL INTELLIGENCE

This critical Soft Skills Training Course will help you 
to better understand how to use emotional 
intelligence in business.  You will learn how to 
become more self-aware and how to apply the 
principles of emotional intelligence to any aspect of 
life.  You will also learn the key cornerstones of 
emotional intelligence and how to accurately 
perceive emotions, how to use emotions to think 
and how to manage emotions.

UNIT STD: 
CREDITS:

BOTi’s specialised courses - eg. Lean Six Sigma, Ecosystems Thinking And Action Learning Program

Those who work as a project team member with a 
view to managing a project and who wish to improve 
their project management skills.

This course is aligned to Unit Standard 120372: 
Explain fundamentals of project management  
Unit Standard 120379: Work as a project team
member.

WHO IS THIS COURSE SUITABLE FOR?

2023 PUBLIC COURSE DATES

UNIT STD: 
CREDITS:

120372
5  (Level 4)

UNIT STD: 
CREDITS:

120379
8  (Level 4)

COURSE OUTLINECOURSE INTRODUCTION

● The nature of a project
● The nature and application of project management

● What types of structures are found in a project 
    environment

● The major processes and activities required to manage 
    a project

● The application of organisation structures in a project 
    environment
● To work as an effective team member

● To collaborate with other project team members to 
    improve performance

● To build relations between project team members and 
    other stakeholders

● A variety of strategies to deal with potential or actual 
    conflict in a project team.

BECOME AN ASSET TO YOUR PROJECT TEAM WHEN 
YOU LEARN:

POWERFUL PROJECT MANAGEMENT (AS A PROJECT TEAM MEMBER)

The purpose of this course is to get you up to speed 
with the fundamentals of the project management 
process and upskill you to become an effective 
project team member. You will gain an in-depth 
understanding of the nature of a project and learn 
about the types of structures that are found in a 
typical project environment and what processes 
and activities are required to manage a project. 

JHB  Jan 9-11  Mar 15-17  Jun 19-21  Oct 4-6  Nov 1-3

PTA  Jan 9-11  Mar 15-17  Jun 19-21  Oct 4-6  Nov 1-3

CPT  Jan 9-11  Mar 15-17  Jun 19-21  Oct 4-6  Nov 1-3

DBN  Jan 9-11  Mar 15-17  Jun 19-21  Oct 4-6  Nov 1-3

 3 Day R22,310 1/person  | R17,350 2/person  
R14,589 5/person  | R10,846 10/person  

2023 PUBLIC COURSE DATES

UNIT STD: 
CREDITS:

7790
3  (Level 3)

COURSE OUTLINECOURSE INTRODUCTION

● Take and transfer incoming calls and messages in line 
    with organisational requirements

● Make a decision whether to disclose information or not 
    based on organisational requirements

● Use and describe methods for dealing with abusive 
    callers and emergency situations in line with 
    organisational requirements

● Answer calls with professionalism

● Handle customer queries

● Take messages and relay them to appropriate parties

● Master telephone techniques appropriate to the  
    workplace

● Handle difficult callers.

ANSWER YOUR CALLING AND YOU WILL LEARN HOW TO:

SLICK AND CONFIDENT TELEPHONE MANAGEMENT TECHNIQUES - 
SECRETARIAL AND OFFICE ADMINISTRATION PART 1

Imagine for just a moment that you are the person 
who answers the telephone when a difficult 
customer calls. You are the one who solves the 
customer’s query with an attitude of such cool, 
calm collectedness that by the end of the call you 
can almost feel the tension subside and tempers 
cool on the other end of the line as your customer 
thanks you for making their problem seem like 
water off a duck’s back. The techniques covered in 
this course will give you the confidence you need 
to be in control every time the phone rings.

JHB  Feb 14-15  Mar 9-10  Apr 4-5  Jun 22-23  Aug 17-18  Oct 6-7

PTA  Feb 14-15  Mar 9-10  Apr 4-5  Jun 22-23  Aug 17-18  Oct 6-7

CPT  Feb 14-15  Mar 9-10  Apr 4-5  Jun 22-23  Aug 17-18  Oct 6-7

DBN  Feb 14-15  Mar 9-10  Apr 4-5  Jun 22-23  Aug 17-18  Oct 6-7

Anyone who is interested in improving their telephone 
skills and in particular, switchboard operators, call 
centre agents, receptionists, secretarial and 
administrative staff.

This course is aligned to Unit Standard 7790: 
Process incoming and outgoing telephone calls.

WHO IS THIS COURSE SUITABLE FOR?

2 Day R15,410 1/person  | R11,936 2/person  
R10,095 5/person  | R7,600 10/person  

2 Day

2023 PUBLIC COURSE DATES

JHB  Mar 3-4  May 17-18  Jul 24-25  Sep 18-19

CPT  Mar 3-4  May 17-18  Jul 24-25  Sep 18-19

DBN  Mar 3-4  May 17-18  Jul 24-25  Sep 18-19

R15,410 1/person  | R11,936 2/person  
R10,095 5/person  | R7,600 10/person  

18



ACCREDITED SOFT SKILLS TRAINING - All courses include assessment, moderation and POE submission. Prices are VAT inclusive.

The more delegates you send the more you save 

2023 PUBLIC COURSE DATES
Those who are involved in a secretarial, administrative 
or marketing function and who are responsible for 
co-ordinating small events.

This course is aligned to Unit Standard 13929: 
Co-ordinate meetings, minor events and travel 
arrangements.

UNIT STD: 
CREDITS:

13929
3  (Level 3)

COURSE OUTLINECOURSE INTRODUCTION

WHO IS THIS COURSE SUITABLE FOR?

● Make travel, car hire and accommodation arrangements

● Identify a date, venue and time for the meeting or event

● Process and distribute all documentation required for the 
    meeting or event

● Liaise and/or negotiate with meeting or event attendees 
    regarding availability

● Book venues and catering

● Finalise meeting room arrangements

● Notify and confirm arrangements with attendees, delegates or 
    stakeholders

● Confirm final arrangements with attendees, delegates or 
    stakeholders.

MASTER THE ART OF COORDINATING EVENTS 
WHEN YOU LEARN HOW TO:

EVENTS MANAGEMENT EXPERTISE -
SECRETARIAL AND OFFICE ADMINISTRATION PART 2

This practical course will introduce you to the art of 
events co-ordination. You will learn how to 
effectively liaise with meeting or event stakeholders 
regarding availability and finalising arrangements, 
whilst observing specific individual needs such as 
special dietary requirements; accommodation and 
car hire arrangements; identify a suitable date, time 
and place; book catering and the venue, as well as 
process and distribute any documentation that may 
be required for the event.

JHB   Jan 27-28  Mar 27-28  May 16-17  Jul 5-6  Oct 5-6

CPT   Jan 27-28  Mar 27-28  May 16-17  Jul 5-6  Oct 5-6

DBN  Jan 27-28  Mar 27-28  May 16-17  Jul 5-6  Oct 5-6

  

 

2 Day R15,410 1/person  | R11,936 2/person  
R10,095 5/person  | R7,600 10/person  

Those involved in secretarial or administrative 
functions who are required to maintain a dedicated 
reception area.

This course is aligned to Unit Standard 13928: 
Monitor and control reception area.

WHO IS THIS COURSE SUITABLE FOR?

2023 PUBLIC COURSE DATES

UNIT STD: 
CREDITS:

13928
4  (Level 3)

COURSE OUTLINECOURSE INTRODUCTION

● Monitor the presentation of the reception area

● Monitor the implementation of security procedures in the 
   reception area

● Monitor the maintenance of a clean and safe reception 
    area as per organisational requirements

● Answer the telephone in a professional manner

● Deal with visitors in a professional manner

● Manage mail deliveries

● Manage hospitality

● Take messages and relay to appropriate individuals in a 
    professional manner.

CREATE A MEMORABLE FIRST IMPRESSION                    
WHEN YOU LEARN HOW TO:

PROFESSIONAL RECEPTIONIST TRAINING - 
SECRETARIAL AND OFFICE ADMINISTRATION PART 3 

The purpose of this course is to help you manage 
your reception area so as to ensure that it is clean 
and safe as per organisational standards as well as 
to see that the general presentation of the reception 
area is in line with corporate policies and branding. 
You will also learn how to monitor and control 
stationery requirements.

JHB  Mar 8-9  May 23-24  Aug 1-2  Oct 16-17

CPT  Mar 8-9  May 23-24  Aug 1-2  Oct 16-17

DBN  Mar 8-9  May 23-24  Aug 1-2  Oct 16-17

2 Day R15,410 1/person  | R11,936 2/person  
R10,095 5/person  | R7,600 10/person  

2023 PUBLIC COURSE DATES

Supervisors, team leaders and junior managers who 
manage a team.

This course is aligned to Unit Standard 252037: 
Build teams to achieve goals and objectives.

UNIT STD: 
CREDITS:

252037
6  (Level 5)

COURSE OUTLINECOURSE INTRODUCTION

WHO IS THIS COURSE SUITABLE FOR?
● Learn about the theory of teams and the importance of   
    teamwork in workplace activities

● Evaluate the effectiveness of a team and propose ways to 
    improve team effectiveness

● Acquire an understanding of the process of building teams

● Apply the theory of teams to team dynamics

● Analyse the role of a team leader in promoting team 
    effectiveness

● Develop an understanding of the different types of teams

● Understand the reasons for disagreements and conflicts that  
    could disrupt the functioning of the team

● Understand what is meant by cross-functional and virtual teams.

LAY THE FOUNDATIONS FOR BUILDING A WINNING TEAM 
WHEN YOU:

BUILD WINNING TEAMS TO ACHIEVE COMPANY OBJECTIVES

This enlightening course will help you to develop a 
formula for building winning teams. 

JHB  Mar 6-7  May 29-30  Aug 3-4  Oct 18-19

CPT  Mar 6-7  May 29-30  Aug 3-4  Oct 18-19

DBN  Mar 6-7  May 29-30  Aug 3-4  Oct 18-19

2 Day R15,410 1/person  | R11,936 2/person  
R10,095 5/person  | R7,600 10/person  

19



  

LEARNERSHIP
QUALIFICATIONS

Why Should 
Learnerships 

Be Considered?

Overview of what Learnerships entail
Essentially, Learnerships encompass two main elements of study:

•   Training involving theory aspects of the Learnership
•   Relevant practical work experience

A Learnership is conducted over a specified time period which is usually 12 months.  
There is a requirement for an agreement to be put in place between all parties to the 
Learnership which is referred to as a four-party agreement and is drawn up between 
the learner, the learner’s employer, the training services provider and the SETA.  
Once a learner has successfully completed the Learnership and deemed to be 
competent, they will be awarded with a National Qualification. If a learner has 
reached competence in part of a National Qualification then those credits towards 
the National Qualification will be awarded to the learner.

-

-

Benefits
ROI and Tax

Optimized
Productivity

Customer
Excellence

What is the context in which a Learnership 
can be pursued? A Learnership towards a 
full National Qualification can be achieved 
in the following ways:

BOTi is fully certified by 
MICT SETA, Services SETA, 

VMEdu and ETDP SETA

Full Training Learnership

A Full Training Learnership is pursued when the learner 
receives the full extent of the training required to complete 
the National Qualification and where the learner possesses 
little if any work experience or former training relevant to 
the National Qualification in question.

Recognition of Prior Learning (RPL)

The approach to a Recognition of Prior Learning (RPL) 
Learnership is carried out on the assumption that learning is
in place based on former training and/or previous work 
experience.  The RPL Learnership is suitable for learners who 
are working in a certain capacity yet, do not possess a 
qualification in the required field. In the case where a learner 
has a certain degree of work experience and has already 
received training in various appropriate short courses the 
learner will not be required to undergo the full extent of 
the theoretical training component of the Learnership. In 
this case a blended approach is applied using a combinat-
tion of recognition of prior learning and the appropriate 
theoretical training in order to obtain the qualification.

20



Should there be a case whereby no funding for Learnerships 
is available from the SETA concerned an employer may opt 
for an unfunded Learnership.  In this case all costs of the 
Learnership will be borne by the employer.  Nevertheless, 
when a company enters into a Learnership agreement with 
one or more learners for a tax rebate upon the learners 
completing the qualification which can be offset against 
training and assessment costs.

Learnership Tax Implications

When employees undertake to complete a Learnership, an 
employer will qualify for a tax allowance based on an amount 
determined by SARS that is deducted from the company’s 
outstanding funds due to SARS.  An employer will qualify for 
this tax rebate regardless of whether the Learnership was 
funded by the relevant SETA.

Learnerships for Existing Employees

The employer is entitled to apply for a tax rebate when an 
existing employee undertakes a Learnership under the 
following circumstances:

• At the commencement of the Learnership an allowance 
 of R40 000 may be applied for.

• Upon completion of the Learnership a further 
 R40 000 can be applied for.

Hence, the amount claimed :  R80 000 x 28% (28% being the 
normal tax rate) = R22 400 which is deducted from the 
company’s amount owing to SARS per person completing the 
Learnership.  Competence in the said Learnership does not 
need to be achieved to qualify for this rebate.

These allowances are increased to R60 000 for learners with 
disabilities. In the case of Learnerships that are less than 12 
months, a pro rata portion of the allowance will be awarded 
irrespective of the reason for the Learnership not being 
completed during the 12 month period.

Should an employee leave the company prior to completing 
the Learnership the company is no longer required to reverse 
the amount of the allowance claimed upon commencement 
of the Learnership.

Funded Learnerships

With funded Learnerships, a learner’s employer will submit an 
application for bursary funding to the relevant SETA which 
funds will be allocated towards a full learnership qualification.  
However, in this case there are two types of bursaries that 
can be applied for:

Unemployed Learnership

For unemployed Learnerships the employer would employ 
new staff on a temporary, permanent or contract basis.  In 
this regard the SETA will award funds which go towards 
supplementing the learner’s salary during the period of the 
Learnership and covering the training costs of the learner to 
complete the qualification.

Employed Learnership

An employed Learnership is appropriate when an employer 
needs existing staff members to obtain a formal qualification.  
The funds awarded by the SETA are therefore used towards 
Unfunded Learnerships.

VS

Case Study of 100 
employees taking a
Learnership

R22 400 x 100 = R2 240 000 deducted from the 
company’s tax amount owed to SARS.

This tax saving is achieved by calculating the taxable 
amount of income of a company with and without the tax 
deduction of the Learnership. Therefore, the difference 
between the two taxable amounts represents the 
company’s actual tax saving. To illustrate this calculation 
let’s assume that a company achieves a R30 million 
revenue and its total expenses and deductions amount 
to R10 million.  If the company deploys 100 Learnerships 
for abled learners the company’s tax saving is calculated 
in the following manner:

Funded vs 
        Unfunded 
Learnerships 

When running 100 Learnerships the actual tax saving is:
R5 600 000 00 - R3 360 000 00 = R2 240 000 00

 
Without Learnerships With Learnerships
   
R30 000 = Revenue  R30 000 = Revenue
minus R10 000 = Expenses Minus R10 000 = Expenses

 R20 000 Minus R8 000 
 = Learnership Tax Rebate

R20 000 = Taxable Profits R12 000 = Taxable Profits
  
Tax Payable  Tax Payable
   
R20 000 00 x 28%  R12 000 000 x 28% 
= R5 600 000  = R3 360 000
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Since this benefit is deducted as opposed to paid back, 
often, companies do not realize this important benefit.  

If you use our example of the R2 240 000 tax deduction in 
the case where the company did not enter into any Learner-
ship agreements the company would need to forfeit this 
amount to SARS.

Companies who do not obtain funds for Learnerships from 
one of the SETAs may nevertheless put employees on an 
unfunded Learnership program even though they will need 
to pay for the training through a training services provider.   
Such funds are offset by the tax rebate and more often than 
not there are left over funds. 

Learnership Benefits

Some of the benefits of a 
Learnership are highlighted as follows:

• A Learnership affords the opportunity for employees to   
 obtain a national qualification while they are working   
 which they may not have been able to do.

• affords the opportunity for learners to do it in their own   
 time or at their own expense.

• When employees are given recognition for their experi 
 ence and the opportunity to upskill this results in increased   
 levels of morale and job satisfaction.

•  Studies reveal that the employee attrition rate is reduced 
 when employees are given the opportunity to complete a   
 Learnership.

• Employee morale is boosted when the company is   
 prepared to invest in their training and development.

• Completing a Learnership provides a solid platform from   
 which individuals can further develop themselves.

• Learnership training enables the employer to achieve   
 points on their BBBEE Scorecard which is best way to   
 obtain maximum points in terms of skills development.

• Significant savings and tax rebates can be achieved.
  
• Tax rebates can be used to offset any additional training   
 costs and can also be put towards the annual training   
 budget allocation.
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FURTHER EDUCATION AND TRAINING CERTIFICATES
SAQA QUALIFICATION

ACCREDITED
UNIT STANDARD

NQF 
LEVEL

Further Education and Training Certificate: 4150 Credits
National Certificate: 5162 Credits
Further Education and Training Certificate: 4140 Credits
National Certificate: 2130 Credits
National Certificate: 3120 Credits

BOTI is accredited with Services SETA for 11 qualifica-
tions, MICT SETA for End User Computing and ETDP 
SETA for Occupationally Directed Education Training and 
Development Practices.  Of the 12 qualifications, we offer 
5 Recognition of Prior Learning (RPL) Learnerships.

INTRODUCTION - WHAT IS RPL?
RPL means the comparison of the previous learning and 
experience of a learner obtained against the learning 
outcomes required for a specified qualification, and 
acceptance for purposes of qualification of that which 
meets the requirements. RPL entails that the learner is 
assessed to prove his/her competence against a chosen 
qualification.

HOW DOES IT WORK?
Learners who pre-qualify (based on experience and past 
educational level) for the RPL Program will be required to 
demonstrate their competence and prior learning by complet-
ing various assessments, and compiling a Portfolio of Evidence 
(POE). BOTI will provide a guided approach to completing the 
relevant POEs. Upon completion and submission, if, through 
the POE and on the job feedback the learner demonstrates 
competence (after assessment and moderation) the relevant 
qualification will be awarded after submission/acceptance by 
the Services SETA.
In the case of Learnerships, it is the responsibility of the 
employer to complete and submit a learnership agreement to 
their relevant SETA for registration purposes. BOTI will register 
the students on the LMIS System of the Services SETA against 
the selected Qualification (Learnership).

RECOGNITION OF PRIOR 
LEARNING (RPL)
LEARNERSHIP/
QUALIFICATION 
PROGRAMS
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5. National Certificate:
Business Administration Services
SAQA ID 67465
NQF Level 03
Credits:  120
Course duration:  
24 days over 12 months
Cost: R29 655 (vat incl)* 

4. Further Education and Training Certificate: 
Business Administration Services
SAQA ID 61595
NQF Level 04
Credits:  140
Course Duration:  
26 contact days over 12 months
Cost: R 31 869 (vat incl)*

3. National Certificate:  
Management
SAQA ID 83946
NQF Level 03
Credits:  120
Course Duration:  
24 contact days over 12 months
Cost: R 29 655 (vat incl)*

1. National Certificate: 
Generic Management
SAQA ID 59201 
NQF Level 05
Credits:  162
Course Duration:
30 days over 12 months
Cost: R 36 299 (vat incl)*

2. Further Education and Training Certificate: 
Generic Management**
SAQA ID 57712
NQF Level 04
Credits:  150
Course Duration:
30 days over 12 months
Cost: R 36 299 (vat incl)* 

6. National Certificate:
Business Administration Services
SAQA ID 23833
NQF Level 02
Credits: 120
Course Duration:
24 contact days over 12 months
Cost: R29 655 (vat incl)* 

12. National Certificate:
Occupationally Directed Education Training and Development Practices
SAQA ID 60334
NQF Level 05
Credits: 120
Course Duration:
24 contact days over 12 months
Cost: R29 655 (vat incl)* 

11. National Certificate: Information Technology:
End User Computing
SAQA ID. 61591
NQF Level 03
Credits: 130
Course duration: 
24 contact days over 12 months
Cost: R 29 655 (vat incl)*

9. General Education and Training Certificate:
Business Practice
SAQA ID 61755
NQF Level 01
Credits:  121
Course Duration:  
24 contact days over 12 months
Cost: R 29 655 (vat incl)*

10. Further Education and Training Certificate:  
Project Management
SAQA ID 50080
NQF Level 04
Credits:  136
Course Duration:  
24 contact days over 12 months
Cost: R 29 655 (vat incl)*

7. Further Education and Training Certificate:  
New Venture Creation
SAQA ID 66249
NQF Level 04
Credits:  149
Course Duration:
30 contact days over 12 months
Cost: R 36 299 (vat incl)*

8. National Certificate:  
New Venture Creation (SMME)
SAQA ID 49648
NQF Level 02
Credits:  138
Course Duration:  
26 contact days over 12 months
Cost: R 31 870 (vat incl)*

* Employers placing their employees on this learnership programme are eligible to receive a R22,400.00 tax rebate from SARS for each learner
** Learners without matric will additionally do Module 5
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57712
NQF Level 04
150

SAQA I.D
NQF
Credits

R 37, 651 (vat incl)
Employers placing their employees on this 
learnership programme are eligible to receive a 
R22,400.00 tax rebate from SARS for each learner

FURTHER EDUCATION 
AND TRAINING CERTIFICATE

GENERIC MANAGEMENT

 

COURSE DURATION
24 contact days over 9 – 12 months
This is an accredited qualification

Learn what a business management system entails, the 
functions of a general manager and the various functions 
of the management process. 

WHAT YOU WILL LEARN

BOTI’s Generic Management Course provides 
the essentials for the development of manage-
ment qualifications across various sectors and 
industries and hones in on management 
competencies required by those who are 
currently in junior managerial roles.
 
“Management by design”
 
We introduce key terms, rules, concepts, 
principles and practices of management that 
will enable managers or prospective managers 
to engage in further professional development.

MANAGEMENT SCOPE

The scope of management involves four distinct tasks
including: leadership, self-management, people
management and management practices.

BOTI’s Generic Management Basics Course tackles each of
these tasks with generic competencies, thereby enabling
learning programmes to be contextualised for specific 
sectors and industries.

The focus of BOTI’s Generic Management Basics Course 
is geared towards enabling you to become proficient in a
wide range of skills and will shape and develop your 
knowledge, attitudes and values in order to be able to:

● Gather and analyse pertinent information 
● Analyse events impacting the business 
 and competitor environment 
● Comply with organisational standards 
● Motivate individuals and teams 
● Negotiate in a typical work situation 
● Understand the role of business strategy as 
 it applies to the junior management level 
● Manage the budget within a defined area 
 of responsibility 
● Apply management principles and practices 
 within a defined area of responsibility 
● Manage work unit performance in order to achieve 

specific goals 
● Behave ethically and promote ethical behaviour 
 in a work situation 
● Understand the consequences of HIV/AIDS 
 in the workplace 

•  Apply leadership concepts within a work context
  Apply the code of conduct of the organisation in the 
 work environment
• Manage to conduct a structured meeting apply a   

 systematic approach towards achieving defined 
objectives

• Identify the responsibilities of a team leader to ensure 
that   organisational standards are met

• Manage expenditure against a dedicated budget
• Monitor the level of service in respect of a range of  
 customers
• Motivate and build a team
• Prioritise time and work with respect to self as well
 as the team
• Solve problems, make decisions and implement 
 required solutions
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• Accommodate the needs of the audience and within the 
required context with respect to ord signed communication

• Interpret and use information derived from written text
• Use correct language and communication in occupational 

learning programmes
 • Write, present and sign texts for a variety of 

communicative contexts 
• Apply knowledge of statistics and probability in order to 

critically interrogate and effectively communicate findings 
with respect to life-related problems

• Engage in sustained oral and signed communication and  
evaluate spoken and signed texts

• Read, view, analyse and respond to a variety of texts
• Represent, analyse and calculate shape and motion in 2-and 

3- dimensional space within various different contexts

WHO IS THIS COURSE SUITABLE FOR?
 This qualification is intended for junior managers of  

small organisations, junior managers of business units    
in medium and large organisations, or those aspiring to 
these positions. Junior managers include team leaders, 
supervisors, foremen and section heads.

We run Learnership Programs through out the year.  
So you can pick a starting date that suits you.

2023 PUBLIC COURSE SCHEDULE

JAN 5 FEB 21 MAR 16 APR 5 MAY 11 JUN
JUL AUG SEP OCT NOV DEC

13

18 24 19 7 1 5

COURSE OUTCOMES
Upon completion of this course, you will be able 
to effectively:
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83946
NQF Level 03
120

SAQA I.D
NQF
Credits

R 31, 007 (vat incl)
Employers placing their employees on this 
learnership programme are eligible to receive a 
R22,400.00 tax rebate from SARS for each learner

NATIONAL CERTIFICATE

GENERIC MANAGEMENT

WHAT YOU WILL LEARN
BOTI’s Management Fundamentals Course provides a 
framework for you to develop competencies that will enable 
you to become a competent junior manager.  It introduces 
certain theoretical concepts, requires the application of a 
limited base of knowledge and applies a well-developed 
range of skills that will enable you to be informed as it 
pertains to your chosen industry.

The course provides a balanced learning experience that 
allows flexible access to further education, life-long learning, 
higher education and productive employment in a range of 
occupational contexts. It provides an opportunity for you to 
learn and apply academic skills in relation to management 
and will also arm you with the required skills to adapt to 
changes in work procedures and processes in business and 
industry.

Learn more about the organizational management context, 
what is business management and what does management 
mean.

 

COURSE OUTCOMES
Upon completion of this course you will be able 
to effectively:

 • Apply knowledge of self and your team in order to develop 
a plan to enhance team performance

 • Competently conduct a formal meeting
 • Demonstrate knowledge and understanding of HIV/AIDS in 

a workplace, and its effects on a business sub-sector, own 
organisation and a specific workplace

 • Identify and keep records that fall within the responsibility 
of a team manager

 • Indicate the role of a team leader and ensure that a team 
meets organizational standards

 • Induct a new member into a team
 • Interpret current affairs related to a specific business sector
 • Investigate and explain the structure of a selected work-

place or organisation
 • Manage time and the work process in a business environ-

ment
 • Describe and apply the management functions of an 

organisation
 • Motivate a team
 • Accommodate the audience and context needs in oral 

communication
 • Demonstrate an understanding of the use of different 

number bases and measurement units and an awareness of 
error in the context of relevant calculations

 • Describe, apply, analyse and calculate shape and motion in 
2-and 3- dimensional space in different contexts

 • Interpret and use information from written text
 • Investigate life and work related problems using data and 

probabilities

COURSE DURATION
24 contact days over 12 months
This is an accredited course

Learn more about the organizational management 
context, what is business management and what does 
management mean.
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 • Use correct language and communication in occupational 
learning programmes

 • Use mathematics to investigate and monitor the financial 
aspects of personal, business and national issues

 • Write texts for a range of communicative contexts
 • Apply knowledge of self in order to make a life decision
 • Analyse new developments reported in the media that 

could impact on a business sector or industry
 

WHO IS THIS COURSE SUITABLE FOR?

 This course is aimed at those who are already   
employed and others who intend to follow a            
career in management.

We run Learnership Programs through out the year.  
So you can pick a starting date that suits you.

2023 PUBLIC COURSE SCHEDULE

JAN 4 FEB 16 MAR 10 APR 19 MAY 26 JUN
JUL AUG SEP OCT NOV DEC

15

6 10 13 19 24t 5
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59201
NQF Level 05
162

SAQA I.D
NQF
Credits

R 37, 651 (vat incl)
Employers placing their employees on this 
learnership programme are eligible to receive a 
R22,400.00 tax rebate from SARS for each learner

NATIONAL CERTIFICATE

GENERIC MANAGEMENT

COURSE DURATION
30 contact days over 12 months
This is an accredited course

 
Embark upon Generic Management Skills training, and find 
out more about Generic Management.

WHAT YOU WILL LEARN

This course will enable you to manage first line managers 
in an organisational entity. First line managers may include 
team leaders, supervisors, junior managers, section heads 
and foremen. The focus of this qualification is to enable 
you to develop competence in a range of knowledge, 
skills, attitudes and values including:

● Initiating, developing, implementing and evaluating 
operational strategies, projects and action plans, and 
where appropriate, recommending change within teams 
and/or the unit so as to improve the effectiveness of 
the unit.

● Monitoring and measuring performance and applying 
continuous or innovative improvement interventions in 
the unit in order to attain its desired outcomes, includ-
ing customer satisfaction, and thereby contributing 
towards the achievement of the objectives and vision of 
the entity.

 ● Leading a team of first line managers, by capitalising on 
the talents of team members and promoting synergistic 
interaction between individuals and teams, to  enhance 
individual, team and unit effectiveness in order to 
achieve the goals of the entity.

● Building relationships using communication processes 
both vertically and horizontally within the unit, with 
superiors and with stakeholders across the value chain 
to ensure the achievement of intended outcomes.

 ● Applying the principles of risk, financial and knowledge 
management and business ethics within internal and 
external regulatory frameworks in order to ensure the 
effectiveness and sustainability of the unit.

● Enhancing the development of teams and team mem-
bers through facilitating the acquisition of skills, coach-
ing, providing career direction, and capitalising on 
diversity in the unit.

The skills, knowledge and understanding demonstrated 
within this qualification are essential for  the creation 
of a talent pool of experienced and effective middle 
managers that represents the demographics of the 
South African society. This qualification will create a 
leadership cadre for South African society  
throughout multiple industries and sectors both  
private and public.

 ● Apply the principles of knowledge management
● Build teams to achieve goals and objectives
● Create and manage an environment that promotes 

innovation
● Develop, implement and evaluate an operational plan
● Devise and apply strategies to establish and maintain 

workplace relationships
● Formulate recommendations for a change process
● Lead people development and talent management
● Manage a diverse workforce to add value
● Monitor and evaluate team members against perfor-

mance standards
● Monitor, assess and manage risk
● Select and coach first line managers
● Analyse leadership and related theories in a work 

context
● Apply a systems approach to decision making
● Apply mathematical analysis to economic and finan-

cial information
● Apply the principles of ethics to improve organisa-

tional culture
● Develop, implement and evaluate a project plan
● Manage the finances of a unit
● Use communication techniques effectively
  Identify brand mix elements

COURSE OUTCOMES
Upon completion of this course, 
you will be able to effectively:
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We run Learnership Programs through out the year.  
So you can pick a starting date that suits you.

2023 PUBLIC COURSE SCHEDULE

JAN 24 FEB 10 MAR 23 APR 20 MAY 11 JUN
JUL AUG SEP OCT NOV DEC

15

12 25 14 27 16 1

WHO IS THIS COURSE SUITABLE FOR?
 
 This qualification is intended for junior managers of  

small organisations, junior managers of business units    
in medium and large organisations, or those aspiring to 
these positions. Junior managers include team leaders, 
supervisors, foremen and section heads.
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23833
NQF Level 02
130

SAQA I.D
NQF
Credits

R 31, 007 (vat incl)
Employers placing their employees on this 
learnership programme are eligible to receive a 
R22,400.00 tax rebate from SARS for each learner

NATIONAL CERTIFICATE

BUSINESS ADMINISTRATION

COURSE OUTCOMES
Upon completion of this course you will be able 
to effectively:

 • Attend to customer enquiries in an office setting
 • Behave in a professional manner in a business environment
 • Conduct basic financial transactions
 • Contribute to the health, safety and security of the work-

place
 • Demonstrate an understanding of a selected business 

environment
 • Demonstrate knowledge of and produce word processing 

documents using basic functions
 • Demonstrate the ability to use electronic mail software to 

send and receive messages
 • Identify and maintain the types of records required in own 

industry and understand why it is necessary to create 
evidence and maintain confidentiality

 • Investigate the structure of an organization as a workplace
 • Keep informed about current affairs related to one`s own 

industry
 • Maintain an existing information system in a business 

environment
 • Manage time and work processes within a business 

environment
 • Operate a personal computer system
 • Operate and take care of equipment in an office environ-

ment
 • Operate in a team
 • Operate personal computer peripherals
 • Organise oneself in the workplace
 • Process incoming and outgoing telephone calls
 • Process numerical and text data in a business environment
 • Receive and execute instructions
 • Maintain effective working relationships with other mem-

bers of staff

WHAT YOU WILL LEARN
Administration is an essential field of learning as the 
competencies required by people doing administrative 
tasks are generic in nature and apply to all businesses in 
all sectors and to many non-business organisations such 
as sports and cultural clubs and the like.

The ongoing need for highly skilled administration personnel

Administrative tasks and administration are done at various 
levels depending upon the nature and size of the organiza-
tion and its management structure. People involved in 
administration are known by such terms as secretaries, 
administrative assistants, administrators and clerks depend-
ing on the organization in which they are employed. There is 
therefore an on-going need for highly skilled administration 
personnel and a need for a well-developed learning pathway 
to cater for administrative personnel at the various levels at 
which they operate.

This qualification will enable you to acquire a sufficient level 
of  competence in the unit standards which make up the 
qualification and which will add value to your work perfor-
mance. This qualification is intended to enhance the provi-
sion of entry-level service within the field of Administration 
within all sectors.

COURSE DURATION
24 contact days over 12 months
This is an accredited course

Learn more about business administration and 
management and administrative support services.
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 • Access and use information from texts
 • Apply basic knowledge of statistics and probability to 

influence the use of data and procedures in order to 
investigate life-related problems

 • Demonstrate understanding of rational and irrational 
numbers and number systems

 • Maintain and adapt oral communication
 • Measure, estimate and calculate physical quantities and 

explore, describe and represent geometrical relationships in 
2-dimensions in different life or workplace contexts

WHO IS THIS COURSE SUITABLE FOR?
 
 This qualification is suitable for those individuals who 

are, or wish to be, involved in the Administration 
function in any organization or business in any sector, 

 or field as well as in non-commercial organisations 
 such as clubs and charitable organisations.
 It contains all the competencies, skills and values 

required by a learner who wishes to access the 
 National Certificate in Business Administration 
 Services at NQF: Level 3.

We run Learnership Programs through out the year.  
So you can pick a starting date that suits you.

2023 PUBLIC COURSE SCHEDULE

JAN 12 FEB 8 MAR 22 APR 12 MAY 24 JUN
JUL AUG SEP OCT NOV DEC

7

7 23 22 4 8 2



COURSE OUTCOMES
Upon completion of this course you will be able 
to effectively:

 • Achieve personal effectiveness in the business environment
 • Analyse new developments reported in the media that 

could impact on a business sector or industry
 • Apply the budget function in a business unit
 • Comply with organisational ethics
 • Contract service providers
 • Describe and apply the management of stock and fixed 

assets in a business unit
 • Describe and assist in the control of fraud in an office 

environment
 • Develop administrative procedures in a selected organiza-

tion
 • Display cultural awareness in dealing with customers and 

colleagues
 • Manage administration records
 • Manage service providers in a selected organization
 • Present information in report format
 • Work as a project team member
 • Apply efficient time management to the work of a depart-

ment/division/section
 • Accommodate audience and context needs in oral commu-

nication
 • Interpret a variety of literary texts
 • Interpret and use information from texts
 • Write texts for a range of communicative contexts
 • Apply knowledge of statistics and probability to critically 

interrogate and effectively communicate findings on life 
related problems

 • Engage in sustained oral communication and evaluate 
spoken texts

61595
NQF Level 04
140

SAQA I.D
NQF
Credits

R 33, 222 (vat incl)
Employers placing their employees on this 
learnership programme are eligible to receive a 
R22,400.00 tax rebate from SARS for each learner

FURTHER EDUCATION 
AND TRAINING CERTIFICATE

BUSINESS ADMINISTRATION SERVICES

WHAT YOU WILL LEARN
This course offers you the opportunity to pursue the 
following types of careers:

Secretarial Services; Reception Services; 
Switchboard Operations; Financial Administration; 
Banking Administration; Personal/Executive Assistant 
Services; Technical Assistance; Typing; Data Capturing; 
Systems Administration; Human Resources Administration; 
Basic Contracts Administration; Legal Secretarial Services; 
Reception Supervision; Change Administration 
and Management; Relationship Management; 
Project Coordination.

COURSE DURATION
30 contact days over 12 months
This is an accredited course

Learn more about administration and administration 
management?  
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 • Measure, estimate and calculate physical quantities and 
explore, critique and prove geometrical relationships in      
2- and 3-dimensional space in the life and workplace of 
adult with increasing responsibilities

 • Read analyse and respond to a variety of texts Use mathe-
matics to investigate and monitor the financial aspects of 
personal, business, national and international issues

 • Use the writing process to compose texts required in the 
business environment

 • Write for a wide range of contexts
 • Apply knowledge of self and team in order to develop a 

plan to enhance team performance
 • Co-ordinate meetings, minor events and travel                   

arrangements
 • Process incoming and outgoing telephone calls

WHO IS THIS COURSE SUITABLE FOR?
 
 This course is for any individual who is or wishes to      

be involved in the Administration function within any 
industry, or non-commercial venture/organization. It is 
also the building block to advance the learner into the 
National Certificate in Business Administration  
Services: NQF Level 5.
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We run Learnership Programs through out the year.  
So you can pick a starting date that suits you.

2023 PUBLIC COURSE SCHEDULE

JAN 5 FEB 21 MAR 16 APR 5 MAY 11 JUN
JUL AUG SEP OCT NOV DEC

13

18 24 19 7 1 5



COURSE OUTCOMES
Upon completion of this course you will be able 
to effectively:

• Demonstrate ability to use the World Wide Web
  Operate in a team
• Co-ordinate meetings, minor events and travel arrange-

ments
• Demonstrate understanding of employment relations in an 

organization
• Function in a business environment
• Introduce new staff to the workplace
• Maintain a booking system
• Maintain a secure working environment
• Monitor and control office supplies
• Monitor and control the maintenance of office equipment
• Plan and conduct basic research in an office environment
• Plan and prepare meeting communications
• Plan, monitor and control an information system in a 

business environment
• Produce and use spreadsheets for business
• Produce word processing documents for business
• Use communication skills to handle and resolve conflict in 

the workplace
• Demonstrate an understanding of a selected business 

environment
• Accommodate audience and context needs in oral commu-

nication
• Communicate verbally and non-verbally in the workplace
• Demonstrate an understanding of the use of different 

number bases and measurement units and an awareness of 
error in the context of relevant calculations

• Describe, apply, analyse and calculate shape and motion in 
2-and 3- dimensional space in different contexts

67465
NQF Level 03
120

SAQA I.D
NQF
Credits

R 31, 007 (vat incl)
Employers placing their employees on this 
learnership programme are eligible to receive a 
R22,400.00 tax rebate from SARS for each learner

NATIONAL CERTIFICATE

BUSINESS ADMINISTRATION SERVICES

WHAT YOU WILL LEARN
Add value to work performance within the field 
of Administration

Those working towards this qualification will find that the 
acquisition of competence in the unit standards, which make 
up the qualification, will add value to their work perfor-
mance. This qualification is intended to enhance the provi-
sion of service within the field of Administration within all 
sectors.

Building day-to-day-administration skills

Through building day-to-day administration skills, as well as 
general operational competencies, this course ensures 
progression of learning, enabling you to meet standards of 
service excellence required within the administration field of 
learning.

COURSE DURATION
30 contact days over 12 months
This is an accredited course

Gain an introduction to business administration and 
embark upon Business Administration Training now.  
Book your seat on BOTI’s National certificate:  Business 
Administration Services Course or enrol on an office 
administration course today.  BOTI offers business 
training programmes across South Africa.
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• Interpret and use information from texts
• Investigate life and work-related problems using data and 

probabilities
• Perform basic business calculations
• Use mathematics to investigate and monitor the financial 

aspects of personal, business and national issues
• Write texts for a range of communicative contexts
• Apply basic business principles
• Monitor and control reception area
• Process incoming and outgoing telephone calls

WHO IS THIS COURSE SUITABLE FOR?
 
 This qualification is suitable for those who are or wish to 

be involved in the Administration function in any 
organization or business in any sector, or field as well as 
in non-commercial organisations such as clubs and 
charitable organisations. It contains all the competen-
cies, skills and values required by a learner who wishes 
to access the National Certificate in Business Adminis-
tration Services at NQF: Level 4.
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We run Learnership Programs through out the year.  
So you can pick a starting date that suits you.

2023 PUBLIC COURSE SCHEDULE

JAN 4 FEB 16 MAR 10 APR 19 MAY 26 JUN
JUL AUG SEP OCT NOV DEC

15

6 10 13 19 24t 5



COURSE OUTCOMES
Upon completion of this course you will be able 
to effectively:

 • Provide assistance with implementation and assure project 
work meets quality requirements

 • Conduct project documentation management in support of 
project processes

 • Provide input in terms of project initiation, scope definition 
and scope change control

 • Within one’s own field of expertise contribute to the 
management of project risk

 • Compile a simple schedule in order to facilitate effective 
project execution

 • Understand and explain the fundamentals of project 
management

 • Implement project administration processes in terms of 
specific requirements

 • Monitor, evaluate and communicate basic project schedules
 • Actively participate in the estimation and preparation of a 

cost budget for a project or sub project and monitor and 
control actual cost against budget

 • Function as an effective member of a project team
 • Interpret and apply information from written text
 • Apply correct use of language and communication 

techniques 
 • Produce written text spanning a variety of communicative 

contexts
 • Apply a working knowledge of statistics and probability in 

order to critically interrogate and effectively communicate 
findings in respect of life-related problems

 • Read, analyse and respond to various forms of written 
communication

50080
NQF Level 04
136

SAQA I.D
NQF
Credits

R 31, 007 (vat incl)
Employers placing their employees on this 
learnership programme are eligible to receive a 
R22,400.00 tax rebate from SARS for each learner

FURTHER EDUCATION 
AND TRAINING CERTIFICATE

BUSINESS ADMINISTRATION SERVICES

WHAT YOU WILL LEARN
The project industry – a key component of the global 
business environment

Discover the exciting world of project management

Develop your project management skills, equip yourself with 
the required project management tools and learn more 
about the role of a project manager. 

Projects are diverse in nature

In order to manage projects successfully, a broad set of 
competencies is needed.

BOTI’s Project Management Course will equip you with 
essential project management skills and knowledge required 
to develop further related competencies needed to be an 
effective and efficient member of a project team. It will 
enable delegates to provide support to the project manager 
and project team in respect of medium to large projects.
   
Practical training includes projects that may involve 
business, government or community development initiatives 
and hone in on various economic sectors.

COURSE DURATION
24 contact days over 12 months
This is an accredited course

Project management contributes to project success

 

37



 • Represent, analyse and calculate shape and motion in 2-and 
3- dimensional space within various different contexts

 • Apply mathematics to investigate and monitor the financial 
aspects of personal, business, national and international 
affairs

 • Apply the writing process in order to compose appropriate 
texts required in the business environment

 • Apply a variety of project management tools and 
techniques

 • Evaluate and improve the performance of the project team

WHO IS THIS COURSE SUITABLE FOR?
 
 This course is for any individual who is or wishes to      

be involved in the Administration function within any 
industry, or non-commercial venture/organization. It is 
also the building block to advance the learner into the 
National Certificate in Business Administration  
Services: NQF Level 5.
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We run Learnership Programs through out the year.  
So you can pick a starting date that suits you.

2023 PUBLIC COURSE SCHEDULE

JAN 24 FEB 10 MAR 23 APR 20 MAY 11 JUN
JUL AUG SEP OCT NOV DEC
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COURSE OUTCOMES
Upon completion of this course you will be able 
to effectively:

 • Understand and apply basic business ethics in a work 
environment

 • Understand and apply the basic skills of customer service
 • Behave in a professional manner in the business environ-

ment
 • Determine the financial requirements of a new venture
 • Identify as well as demonstrate entrepreneurial ideas and 

opportunities
 • Identify the composition of a selected new venture’s 

industry and sector and its procurement systems
 • Manage business operations
 • Manage the finances for a new venture
 • Manage the marketing and selling processes of a new 

venture
 • Match new venture opportunity to market needs
 • Develop and produce a business plan for a new venture
 • Access and use information from written text
  • Apply basic knowledge of statistics and probability to 

influence the use of data and procedures in order to 
investigate life-related problems

 • Demonstrate an understanding of rational and irrational 
numbers and number systems

 • Identify, describe, compare, classify, explore shape and 
motion in 2-and 3- dimensional shapes within different 
contexts

 • Maintain and adapt oral communication
 • Use correct language and communication in occupational 

learning programmes

49648
NQF Level 02
138

SAQA I.D
NQF
Credits

R 33, 222 (vat incl)
Employers placing their employees on this 
learnership programme are eligible to receive a 
R22,400.00 tax rebate from SARS for each learner

NATIONAL CERTIFICATE

NEW VENTURE CREATION SMME

WHAT YOU WILL LEARN
BOTI’s New Venture Creation Basics(SMME) course is 
designed for those with an entrepreneurial thirst and forms 
the basis for structured programmes for potential and 
existing entrepreneurs to capitalize on opportunities to start 
and grow sustainable businesses that form part of the 
mainstream economy.

The future of South Africa’s economy does not only lie in 
the formal sector, but also within the informal SMME sector 
and is a growing part of South Africa’s economy 
that requires substantial focus from a developmental 
perspective.

COURSE DURATION
24 contact days over 12 months
This is an accredited course

Learn about entrepreneurship in South Africa, develop 
your entrepreneurial new venture skills with a new 
venture creation level 2 qualification.  
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We run Learnership Programs through out the year.  
So you can pick a starting date that suits you.

2023 PUBLIC COURSE SCHEDULE

JAN 12 FEB 8 MAR 22 APR 12 MAY 24 JUN
JUL AUG SEP OCT NOV DEC
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 • Apply mathematics to investigate and monitor the financial 
aspects of personal and community life

 • Work with a range of patterns and functions and solve 
problems

 • Write for a defined context
 • Investigate the structure of an organization as a workplace
 • Operate and take care of equipment in an office environ-

ment
 • Apply knowledge of self and team in order to develop a 

plan to enhance team performance
 • Co-ordinate meetings, minor events and travel arrange-

ments
 • Plan and prepare meeting communications
 • Demonstrate knowledge and understanding of HIV/AIDS in 

a workplace, and its effects on a business sub-sector, one’s 
own organisation and a specific workplace

 • Tender for business or work in a selected new venture

WHO IS THIS COURSE SUITABLE FOR?
 
 This course is designed for potential and aspiring 

entrepreneurs and is suitable for those who intend        
to set up or have already set up their own ventures.
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COURSE OUTCOMES
Upon completion of this course you will be able 
to effectively:

 • Apply innovative thinking to the development of a small 
business

 • Apply the principles of costing and pricing to a business 
venture

 • Be able to demonstrate an understanding of an entrepre-
neurial profile

 • Competently demonstrate an understanding of the 
function of the market mechanisms pertaining to a new 
venture

 • Explain and apply the concept, principles and theories of 
motivation in a leadership context

 • Finance a new venture
 • Implement an appropriate action plan for a new venture
 • Manage the finances of a new venture
 • Manage the general administration of a new venture
 • Negotiate an agreement or deal in an authentic work 

situation
 • Plan strategically in order to improve new venture perfor-

mance
 • Develop and produce business plans for a new venture
 • Research the viability of new venture ideas and   

opportunities
 • Implement and manage human resource and labour 

relations policies and acts
 • Accommodate the audience and context needs in respect 

of oral and signed communication
 • Interpret and use information from written text
 • Use correct language and communication in occupational 

learning programmes
 • Write, present and sign texts in respect of a range of 

communicative contexts

WHAT YOU WILL LEARN
BOTI’s New Venture Creation Basics course will enable you 
to develop the appropriate knowledge and skills required in 
order to establish and develop a small to medium business 
venture, and address the administrative, economic and 
behavioural barriers that contribute to the success of 
starting the venture and ensuring that it is sustainable.

COURSE DURATION
30 contact days over 12 months
This is an accredited course

Develop your skills as an entrepreneur and learn about 
Innovation Management, How to write a business plan, 
how to generate new business ideas and so much more. 

66249
NQF Level 04
149

SAQA I.D
NQF
Credits

R 37, 651 (vat incl)
Employers placing their employees on this 
learnership programme are eligible to receive a 
R22,400.00 tax rebate from SARS for each learner

FURTHER EDUCATION 
AND TRAINING CERTIFICATE

NEW VENTURE CREATION
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We run Learnership Programs through out the year.  
So you can pick a starting date that suits you.

2023 PUBLIC COURSE SCHEDULE

JAN 5 FEB 21 MAR 16 APR 5 MAY 11 JUN
JUL AUG SEP OCT NOV DEC

13

18 24 19 7 1 5

 • Apply knowledge of statistics and probability in order to 
critically interrogate and effectively communicate findings 
regarding life-related problems

 • Engage in sustained oral and signed communication and 
evaluate spoken and signed texts

 • Read, view, analyse and respond to a variety of texts
 • Represent, analyse and calculate shape and motion in 2-and 

3- dimensional space within various different contexts
 • Use correct language and communication in occupational 

learning programmes
 • Apply mathematics to investigate and monitor the financial 

aspects of personal, business, national and international 
affairs

 • Write, present and sign for a wide range of contexts
 • Interpret basic financial statements
 • Motivate and build a team
 • Tender to secure business for a new venture

WHO IS THIS COURSE SUITABLE FOR?
 
 This course is aimed at those who wish to start,            

operate, manage and grow a new small to medium 
business venture.
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We run Learnership Programs through out the year.  
So you can pick a starting date that suits you.

2023 PUBLIC COURSE SCHEDULE

JAN 4 FEB 16 MAR 10 APR 19 MAY 26 JUN
JUL AUG SEP OCT NOV DEC

15

6 10 13 19 24 5

COURSE OUTCOMES
Upon completion of this course you will be able 
to effectively:

 • Competently apply the knowledge, techniques & skills of 
End User Computing applications in the workplace.

 • Understand the impact and use Information Communica-
tion & Technology (ICT) in an organisation and society.

 • Improve Communication by combining communication 
skills with End User Computing skills.

 • Improve the application of mathematical literacy in the 
workplace, by better utilising applicable End User Comput-
ing Applications.

WHO IS THIS COURSE SUITABLE FOR?
 
 Intended for learners already employed or new learners 

entering the workplace, requiring End User Computing 
skills.

61591
NQF Level 03
130

SAQA I.D
NQF
Credits

R 31, 007 (vat incl)
Employers placing their employees on this 
learnership programme are eligible to receive a 
R22,400.00 tax rebate from SARS for each learner

NATIONAL CERTIFICATE 
INFORMATION TECHNOLOGY

END USER COMPUTING

WHAT YOU WILL LEARN
End User Computing is an essential skill in any business 
today and is required in order for businesses to meet local 
and global economic challenges and requirements of a 
digital world.

Further, the End User Computing NQF Level 3 
qualification is generic and fundamentals, which 
allows for maximum mobility between qualifications.

COURSE DURATION
24 contact days over 12 months
This is an accredited course

Learn about entrepreneurship in South Africa, develop 
your entrepreneurial new venture skills with a new 
venture creation level 2 qualification.  Enrol now on 
BOTI’s New Venture Creation Basics Course (SMME).  
BOTI offers business training programmes across South 
Africa.
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2023 PUBLIC COURSE SCHEDULE

JAN 4 FEB 16 MAR 10 APR 19 MAY 26 JUN
JUL AUG SEP OCT NOV DEC

15

6 10 13 19 24 5

• Organise and manage oneself and one's activities responsi-
bly and effectively when preparing oneself, preparing 
learning resources and setting up the learning environment.

• Collect, analyse, organise and critically evaluate information 
about learners, learning needs, learning resources, organisa-
tional requirements and national ETD strategies

• Communicate effectively using visual, mathematical and/or 
language skills when presenting information to learners and 
discuss the subject matter

• Use science and technology effectively and critically, and 
show responsibility towards the environment and health of 
others, mainly in the application of occupation-related 
technology, but through the appropriate use of ETD-related 
technology

• Demonstrate an understanding of the world as a set of 
related systems, and in particular through the linking of 
ETD and practice within the occupational field

WHO IS THIS COURSE SUITABLE FOR?
 
 This qualification is aimed at those individuals who wish 

to build on a FETC (Further Education and Training 
Certificate) in any field to enter the field of ODETD as a 
potential career, and have little or no previous experi-
ence or exposure to ETD.  It is also a valuable option for 
those who may have already been practising within the 
field, but without formal recognition.  Hence, this 
qualification is appropriate for:

• Learning facilitators
• Assessors
• Those who support learners and learning
• Skills Development Facilitators (SDF)

COURSE OUTCOMES
Upon completion of this course you will be able 
to effectively:

• Communicate in various ETD settings
• Design and develop learning programmes and processes
• Facilitate and evaluate learning
• Engage in and promote assessment practices
• Provide learning support to learners as well as organisations
• Conduct skills development facilitation
• Identify and solve problems in relation to designing and 

organising learning opportunities and in relation to learner 
difficulties within the ETD context

• Work effectively with others as a member of an ETD team 
in the analysis, design and delivery of ETD

60334
NQF Level 05
120

SAQA I.D
NQF
Credits

R 31, 007 (vat incl)
Employers placing their employees on this 
learnership programme are eligible to receive a 
R22,400.00 tax rebate from SARS for each learner

NATIONAL CERTIFICATE
OCCUPATIONALLY DIRECTED 
EDUCATION TRAINING AND 
DEVELOPMENT PRACTICES

WHAT YOU WILL LEARN
BOTI’s Occupationally Directed Education Training and 
Development Practices course will enable you to develop 
the appropriate knowledge and skills required to enter the 
field of ODETD (Occupationally Directed Education Training 
and Development) as a potential career.  

It is also suitable for those individuals who have been 
practicing in the field, but without formal recognition.

COURSE DURATION
30 contact days over 12 months
This is an accredited course

Become an expert who trains the experts.

Develop your skills in the field of Education, Training and 
Development (ETD) and learn how to communicate in 
various ETD settings, design and develop learning 
programmes and processes, facilitate and evaluate 
learning, engage in and promote assessment practices, 
provide learning support to learners and organisations, 
conduct skills development facilitation and so much more. 
Enrol now for BOTI’s Occupationally Directed Education 
Training and Development Practices course. BOTI offers 
business training programmes across South Africa.
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Employers placing their employees on this learnership 
programme are eligible to receive a R22,400.00 tax 
rebate from SARS 



LIST OF OUR ACCREDITED (INDICATED BY *) AND 
NON-ACCREDITED COURSES/QUALIFICATIONS

To view a comprehensive list of our 400 courses 
please visit our website

Specialized Short Courses / 
Job Improvement Short Courses

Accounts Payable
Administrative Skills* 
Archiving & Records 

Computer Courses

Adobe
Basic to Advanced Computing 
(Excel, PowerPoint, Word, Outlook)* 
MS Business Intelligence (BI)*
CorelDraw
MicroStation
MS Access Basic to Advanced*
MS Excel Basic to Advanced (VBA)* 
MS Outlook Basic to Advanced* 
MS PowerPoint Basic to Advanced 
MS Projects Basic to Advanced
MS Publisher Basic to Advanced
MS SharePoint Basic to Advanced
MS Visio Basic to Advanced
MS Word Basic to Advanced* 
Sage

Soft Skills & Leadership Courses 

Anger Management
Assertiveness 
Attention Management 
Body Language 
Business Etiquette* 
Change Management 
Coaching & Mentoring* 
Conflict Resolution* 
Crisis Management 
Critical Thinking* 
Difficult Customers 
Disciplinary Procedure * 
Diversity* 
Email Etiquette 
Emotional Intelligence (EQ) 
Ethics & Accountability* 
Harassment Prevention
High Performing Teams* 
Interpersonal Skills 
Leadership* 
Manager Management 
Negotiation Skills* 
People Management* 
Presentation* 
Social Intelligence
Stress Management
Supervisory*
Team Work* 
Time Management* 

Asset Management* 
Bookkeeping
Budgeting* 
Business Communication* 
Business Management* 
Business Rescue
Business Writing* 
Call Centre & Customer Service* 
Chairing a Meeting* 
Communication Strategies* 
Contracts & Service Level Agreement* 
Corporate Governance* 
CPA - Consumer Protection Act
Customer Service* 
Data & Records* 
Employment Equity
Events Management* 
Facilitation Skills 
Finance for Non-Finance Managers* 
Graphic Design
Health & Safety* 
Health & Wellness
Human Resources* 
Key Accounts Management 
Knowledge Management
Labour Relations* 
Marketing*
Measuring Results from Training
Media & Public Relations
Minute Taking*
Office Management* 
Organizational Skills* 
Performance Management* 
Protection of Private Information Act
- POPI Act
Problem Solving*
Procurement
Project Management*
Proposal Writing 
Public Finance Management Act
Receptionist* 
Recruitment* 
Report Writing
Risk Management* 
Sales
Secretaries / Personal Assistant* 
Six Sigma/ Lean
Succession Planning
Supply Chain*
Talent Management 
Technical Drawing
Telephone Skills* 
Tendering & Supply Chain
Total Quality Management
Train the Trainer
Typing*
Web-design

Qualifications  /  Learnerships / RPLs 

Further Education and Training Certificates: 
 
Business Administration Services (NQF Level 2)
Business Administration Services (NQF Level 3)
Business Administration Services (NQF Level 4)
Business Practice (NQF Level 1)  
End User Computing (NQF Level 3)
Generic Management  (NQF Level 4) 
Generic Management (NQF Level 5)
Management (NQF Level 3) 
New Venture Creation (NQF Level 4) 
New Venture Creation (SMME) (NQF Level 2)
Project Management  (NQF Level 4)

 International Accredited Courses: 
 
Lean Six Sigma (YB/GB/BB)
Agile Certification
Scrum Certification
Sales & Marketing Certification  
Digital Marketing

*Accredited Options Available
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 What people have to say:

 “I would like to take this opportunity to 
thank you for the valuable training our 
approximately 100 staff received nation-
wide. Overcoming Diversity & Stigma in 
the Workplace is a sensitive topic that 
needed to be dealt with aplomb.”

 “We highly recommend the services of 
Business Optimization Training Institute 
(BOTi). BOTi has consistently and expertly 
delivered quality training services in 
respect of our Soft Skills requirements. We 
feel confident in recommending BOTI as a 
training services provider par excellence.”

 “It is with great eagerness that I mention 
the great service I have received from 
BOTI Training Centre. Their work ethics 
are tremendous and professional at all 
times.  It’s easy to call to ask questions and 
be sure to get the answers immediately 
without any delay.”



EMPLOYER BENEFITS

•  Provides learners who have relevant work experience 
with a qualification by the end of the Learnership.

•  It is a good way of acknowledging and affirming skills of 
existing employees.

•  As training programmes combine theory and relevant 
practical elements, learnerships create skilled people 
who:

  
 -  tend to work more independently
 -  need less supervision 
 -  possess enhanced problem solving capabilities
 -  are motivated and strive to add value to the business
 �   are less likely to leave a company that takes an 
   interest and invests in their personal and 
   professional development.

•  Learnerships, apprenticeships and internships are a 
great way to boost your training spend, as you can 
count the salaries of the learners as a training expendi-
ture.

•  Learnerships for the disabled allow you to score in all 
the three areas at the same time.

• SETA grants such as the mandatory, pivotal and discre-
tionary grants can help you to fund your training  
programmes.

EMPLOYEE BENEFITS

•  Provides a qualification which can be obtained in 
the workplace (while earning an income).

•  Recognizes and formalizes current employee’s 
experience and knowledge gained over many years.

•  Provides a learner with practical, on-the-job experi-
ence.

•  Learners need learnerships because they cannot 
afford the loss of income that full-time study would 
cost, and they cannot afford to be on learning 
programmes that are not directly and practically 
related to their field of work to enable better career 
prospects.

•  Learnerships also provide a launch pad for further 
learning and give learners the opportunity to gain a 
qualification through a structured learning 
programme.

•  All qualifications are nationally recognised and 
portable from one company to another.

•  A good qualification provides a basis for further 
personal development. Work standards and job 
satisfaction are improved and the learner has a 
greater self image and self esteem.

THE 
BENEFITS OF 
LEARNERSHIPS
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Courses held at your convenience

Increase your BBBEE Scorecard

More  than 200 Unit Standards

Servicing over 750 companies

Benefit from Tax Deductions

Attend any course, 
anytime, anywhere!

Save costs by having courses at your venue

Customized courses to your industry specifics

Accredited with Services Seta & Mict Seta

International Accreditation with VMEdu

Successfully trained over 8000 delegates

(011) 882 8853
info@boti.co.za
www.boti.co.za


