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Mission of the Institute

Maximize the utilization of
human resources through the
training process.

Strategic Objective of the Institute

Meet the needs of government
agencies and individuals from
administrative and technical

training.
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Our programs are held continuously throughout the year

Our dear customers can determine the place and time to
hold the course

| locally and internationally
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Provide training consultations and
help you identify appropriate training
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Secretarial and Office Management Courses AiSall 3o A U Sl @l ) 5o

dea B4 5ol
Maady)  aliady) . Program Title gt aw
Duration
Venue Month
3 shaiall CalSall 5 ) 5 Aaal) 4 b Sl Jleel 4 el
dis gl > 3Days . Dl B RLs Ball RS et Sl g0
El= Excellence in Secretarial and Office Management
= 5 , .
< 4 5 ySIY) Sl ) S 5 A Lo Sl lge
) - =
« 3 Days Electronic Letters Writing Sel
Ly <) k) Jlaef adai s )
Lsatll > week . . i =0 55003
% S Business Offices Management Electronically
%5 alal) i )6 Sl Jlae Y digall il el
S (7] =) = J
= - Uk Professional Skills for Private Secretarial Work et
36 S 8 A8 o Jlac VI (jaias
L 5l N = - . "
24 H § week Reduce Office Paperwork 55005
5 all) %’ week Executive Secretarial deasiall A0aull 4, )5 Sl SS006
= 205 Y1 5 )] 5 audais
. ) o ) DN
G~ < 3 Days Organize and Archive Management 35007
) > A5 SV A V) 5 Sl e sleall akai 3 1)
Al ‘ ,3‘ © a8 £ - s
A = 3 Days Office information systems management and Electronic Archiving e
L ®2 s ) Jadadl ) () o Jadal (e JEEY) e
BENTRL % S - . . .
o 33 3 Days Transition from Paper to Electronic Archiving Skills 55009
= Slalll s e LaiaY) 5l 5 adais
o_yalall ,i go 3 Days  Organization and Management of Meetings and Committees SS010
< Workshop
iy P week Executive Secretary Al 4 )l Sull - §S011
4 €
[¢] - o -
i 2 Lalg)) sl wo Jaladl) b 5 Sl ol g Al
L3l o ¥ g -
24 A EEs Secretary Skills in Dealing with VIP Characters e
_ 3 .
v 9 3 pabaall CalSall duia g danl) i, KU
Jasy o
e 3 g week Modern Secretariat & Contemporary Offices 55013
He 3 5 yaaiall Ay ylaY) AU
o ylall 3 o] = = £ g
- 1 2 E week Excellent Admin Writing Workshop S
- Alad 5 3010y Calaal) pyand 5 apdaiil) g agdadl) 5 (Sl 3 )
LSy 1 5 week Office Management, Planning, Organization & Setting Objectives SS015
g Efficiently and Effectively
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Management and self-development I gl g3 laYl &l 50
courses

“1S$a * b
o o8 3aall

Maely)  alady) Program Title bl s

Venue Month PR

CroAY Al g Al 5 )

Lieadl)
EL week Self-Management & Art of Leading Others Mool
J{ -
LSy week Customer Service eMaall 22 SMO002
>
s laadll elal e 34 50
s =) e
5 E; week Control Methods on Services Delivery SM003
Py week Effective Administrative Communications el 4 )0y SYL3Y) SMO04
- 5 I 5 lay)
ol week E #o SN 00s
Governance
. % Saaiall (s oY) el
4 gl e
A R HEE Excellent Administrative Performance >M0oe
E-. gy SSIY 5 gl
L 3ulle z week oM &Aoo
3 Marketing
3l K2 week  Time Management <dglis,lal - SMO008
la )l t £
O week Art of Persuasion and Negotiation Skills SM003
L g ST el ¢ (33l ol 3 1)
> Al week #o A8l Sl GBI o010

E- Filing & Document Management

ey 3 week  Decisions & Team Leadership ) A AT 5 3 4 sl SMO11
3 el oY) 8 ALl 5 gl 5 )
Ll o sladl (A 83 gl 5yl
24 = B TQM Management in Government SMo12
© daaddl) Al § cilelaiay) 5 sl Gl jlee
\ .Y © -~ . B e
e = 3 Days Meeting & Interviews Management Skills >M013
a1l g dagliall Lpaal) cudludy)
al axill g day SREN S
= B Evaluation & Follow up Modern Techniques SMo14
i i ik il Ay ylayl &l PRV
w5 week Admin Skills for a BRSSP\ EERIR) ‘—'JL‘G-A = SMOL5
Policeman
= Glasll il gz y g laY) el
A gall ) SORY 1
5 3 eSS Administrative Excellence and Work Pressures >SMole
T ala sl 1Y)y gkt g i
Q =
i < week Career Performance Development & Evaluation SMo17
Ayl el L Sy
Lieadd) : ‘
3 Days Administrative Reports Writing >SMo18
Ch yuzill 3 5)3)
LS s week ange ™ sM019
Management
“lelaiay! alaii < g 5l
iy e =l = e :
24 % B Time & Meetings Management >M020
& Laill 5a8a g Ay shat il jlga
5 alal) © gl Guad 2 b
e = week Success & Self-Development Skills SM021
i 2
) week Key Performance Indicator s ()I:Fj; SM022
. Gsnd) Ay il 5 Jlaiy) &l jlew
A gl :
A ;: % week ' b blic Relations Communication Skills SM023
el B week Meetings Management Al clelaia¥l sl 5 alai  SM024
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olSall 3 18 5 g MY Jardl (8 ALLEY 52 5al)

\al)
° week TQM in Admin & Office Management SM025
ini i i Yyl ) A il
el week Administrative Skills )Y &l leall 4, SMO026
Development
A gl 3 Days Office Coordination Sl sl SMO27
% h ;
) B Al s DA Laadl Jeadl il
- R week o sl o Qb 085 o e ovo2s
> Dealing with Employees & Teamwork Skills
>
= 1 alll 5 ,0)
Leadl week Excellence Management el 3l SM029
S EA RN
LS 5 week Warehouses Management o LBIE) SM030
M\J\}A}\:&@A‘y}w\kwﬁjb\
Ll > !
154 o week Managing Work Stress and Difficult Situations SM031
o ”1 week Public Relations el clddall - SM032
oWl ?B week Leadership Skills of Manager el Lalsll @ jleddl SMO033
35
< i 1 <l !':(n“ EEE o R 1al
5 8 week Libraries 2 p—taiigs )yl SMO034
Management
Masll dedd 3 el Al el
o week . el Rt (2 Sl 5 2l SUles g3
i Excellent Performance in Customers Service
' Lalal) Clidadl & Juai¥) O lea
Jasy . i )
s 9 L Public Relations Communication Skills >MO036
sl 5 3 Days  Reports Writing Sl all 5 El 4US T SMO037
(o}
o] il [ Y B e I 2 KV PG LA | ]|
Lo @ week SRS B ghally SO da Slee g 0ag

Problem Solving & Decision Making

. Gl shaill dsiia alac)
law )l 3
i week Preparation of Management Development Officials SM039

Lelda¥) clandll yg b 5430y

@ Y
e V;J; HEE Social Services Development & Management >Mo40
. Aeldal¥l ) gall ¢ UKL Julas g4 ja
L 8 week . . selaad) alsml, o T smoa1
2 Study and Analysis of Social Problems and Phenomena
Lty o 3Days  Protocol and Etiquette QS JsS 5,0 SM042
Ty gt g Al Y1 5 A0 Y il lgall Auali
\ .\y & & B
e week Admin, Supervision & Performance Development Skills SM043
Jay) el A i) Jaadadslf
o) 3 week . . T i A SM044
1 Strategic planning and creative thinking
Liuse . week Certified Manager Program Jadrall ol =ali o SMO45
2 Al calalall 4 Slay) el jleal)
5 silai : week . Al S RN S 046
3 Management skills for women leaders
ol = week Presentation SkillssWY!s s 2l &) jlea  SM047
Lila g, week Effective Strategic Planning. Jladl) sl i) Jahasll - SM048
£t Jlail) Juai) 5 nal yall ae Jalail) &) jlea
. ‘ £ =
Geoad 3 week Effective Communications with Customers SM043
A gl g week Leadership and Art of Negotiation sl s saldl - SMO050
€ . .
L @ Gamatill ¢ Sl 3 Hla) & JalSiall i)
Y )l O )
RN A week Offices Management & Coordination SM051
International Trade and Freight Ol s Al el 3,5l SM052
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Human resources courses A pdall o) gall il g0

5
Baal
Wad) : t_‘
Month uration
> 3 Days
S
s 3 Days
-
% 5
= = week
Rk
% § week
5 ©
= week
_ week
3
- week
s
< week
'%; week
>
(4]
2 week
3: week
(&)
5
= week
% week
=
3 week
Ei) | week
oo
=}
<
week
2 week
i £
()]
=
3 week
C week
7 3
\g: 48 week
(@)

Program Title gzl aul

Jadl) gyl 1 gl aps
Effective Training Performance Evaluation
ailla sl iy Canen 6 g Julas
Job Analysis, Description and Evaluation
1oV A g il gl Capn 555 Apaslasill JSLgll alae) &l jlga
Organizational Structures set up Skills, Job Descriptions and
Performance Assessment

ol )l sall (d gise O jlge dzass
HR Official’s Development Skills

HR Planning & Management Ayl o) gall ayladsi 3 1)
Preparation of Training Packages A il calaadl slac |

Gl 5 JLRY1 5 SO ¢ ) O g
Hiring, Selection and Interviews Skills
Lpaal) cladaiall L puils gall (55 Cilaabaus s e ya) a
Staff Policies and Procedures in Modern Organizations
il 2 ) sall juae Jaalip lacy JalSiall el il
integrated program for the Preparation and Qualification of
Human Resources Manager
Oalalall (ol 1) jlsall daii g Jaylads
Employees Career Path Planning & Development
Gl il Al 5 4y oY) il leall sk
Developing the Managerial and Technical Skills for Training
Coordinators
ol aglads 5 adatil Aaall Culla)
Modern Methods of Organizing and Planning of Training
o paal) o) sl 5500 8 Aaal) cudlly)
Latest Techniques of H.R.M.
4 peaal) il Cullad 5 o jinall Gyl
Professional Trainer, Modern Training Methods
ol g Ay pall 3 ) sall B la) (& HISLY) ALLA B gall (3283
Achieve Total Quality of Innovation in Human Resources
Management and Training
Employees Performance Evaluation Skills  Cslelall ol ansii <l jlea
Crlaladl ¢ 1ol Bl ad ) 5 Al ) ol jlsal) Jahads
Career Planning and Raising the Efficiency of Performance of
Employees
Strategic HR ) T Ayl 3yl sall 3500
Management
) 2,0 sl 51 b A ) il sl

Legal Aspects of Human Resources Management

Effective Planning of HR A ypdall o)) gall Jladll Janlassl)
Interviewing Workshop dnad il Ol ¢ ja) e 44

© 90988166 : Juis izl 24533619 : S8 / ¢y gl ) c3la Gk Jaa Y £ Ll — Ay siadl gl sal)

www.SEloman.com : (958N a8 sal)
SE1.2010@hotmail.com :(- s8N &yl

e Aiales — Hhosa — gl 9 ) S g

SHOO01

SH002

SHO03

SH004

SHO05
SHO006

SHO007

SHO08

SHO009

SHO10

SHO11

SHO12

SHO13

SHO14

SHO15

SHO16

SHO17

SHO18

SHO19

SHO020
SHO021



(siaba gl o phaill 5 )il A ol jladl)

A 5all 3, 3 International Standards for Training & Career Development SH022
‘i § week — - .
3 Ayl o) gall 3 lay Adlall (saledll
@ = General principles of HR management
bl g ol e ) g At o e
Lol 5 week Development Skills System for Training and Development SHO023
Ely= Officials
1% Al 3 ) gall At 93 ol 8 La i) 5 Aallall 0l puaiall
LS 3 o week Global variables and their impact on the management and SHO024

development of HR

Marketing and sales courses Cilagsall 5 (G gl ) 0
1 saall
eyl : Program Title gt aw
Month Duration
Qs gl 3 g week Modern Marketing Management Grsuill Bnall s )l¥) - g0y
| x % el JLEiaY) g dabal) CEll Ol jlea duali ST
& = Developing Skills of Public Relations and Reception
. S Clagal) Laniii s 4dle Y1 Cleal) 3 1) ¢ Jaydads
Ll :j: % % week Planning and Management of Advertising Campaigns and Sales SA003
= Activation
Aladl) 458 gedtl) Taladll dlae) d desiiadl <l lgal)
LS 5 < i S
= 3 g eSS Advanced Skills in Effective Marketing Plans >A004
Lol el week Modern Methods of Marketing Gl 8 Aaall Culluy) SA0OS
1 ... ‘ . - ..‘
5 o week Marketing for Non O gl pal 8y sudl SAOOE
5= Marketers
3 < M) e Jalaill 5 Jai¥) e
) | & K] LA
Geoad week Communication Skills and Deal with Customers SA007
) Ol 53 pul yangdl ey gl
4—'\“ ‘ .j'. & i -
5 % iEEs Strategic Planning for Effective Marketing >A008
) > : i Lo il 5 5ol Y WDle )
a3 g week Oil & Economics 56 Heded s n009
Media
) “NWERY) 5 l_yai pall aplad
b yalall . = AR D o -
= i % LS Organization of Conferences and Celebrations SA010
s = week International Marketing s Gl ga011
. Sl e s il g oy sudll (o 538 g ) slga
b e % el e g il g B gull 5385
24 %k eSS Arts & Skills of Telemarketing and Promotion SA012
= Aaaall Huaiall cla¥) 5 Jalaill 5 jlea
‘ .‘}I S =
=i - week Excellent Performance & Dealing for service SA013
oaldll \ @ raE Methods and Tools of Market Research sl &gy il sl 5l gpgq4
oo 4+
LS 5 ,3 2 week  Skills to Deal with VIP Claadldll S ae dabadll Ol s 5p015
Laxll 3y gual)
A gl £ week Real Estate 7 d”.mj SA016
i g 5 Marketing
a Al clEal) Jamall () gall dgal 9o AdS
2 3 week Sl daf s Em SRS 017

Dealing with Difficult Situations for Public Relations
e Y Jeall AsSlall 4 il el 8 g p(yqg
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October Legal Commitments of Media

ol week Recent Trends in Advertising oMYl e (A Apaall ) gp 919

‘).AIIL\AS‘ J\}a.“ 9 w\ LLU\JGA\ c\).;\ uﬂ

33, .
o o g i The art of Interviewing and Direct Dialogue S
= Ay gl 5 Al ilaaal) G sl o 53L ) Ol e
Ll . T = - - :
T 1 3 week Skills of leadership and excellence in sales and marketing services SA021
Sz, = e Dealing with Media Skills e Jila s ae Jalaill S ke p022
- week Banking Services Marketing 4 padl Clexdll Gased ga023
G) —
.93 55 5 and pall g dalal) A8
LS 5 1 87 week Sl 5l pll 5 Al S Sles g

Public Relations and Protocol Skills

Financial and accounting courses — 4xslaall 5 4dlall &l o
Qs s 5l

e N ey . e
Duration Program Title gl pu
Venue Month

a1 5,130 5 &) paadl) Jaglads

A gal)

5 j’w week Liquidity Planning and Cash Management SF001
o . General Accounting Al dadsdl gp0
= >

© i 4 ) all 3 4l
L S week Banking branch 4 padl g 5,5, SF003
= management
WS - week Investment Portfolio Management Skills leiiuy) Lilas s )l &l Jles  pooa
Lol % week Anti-money Laundering I saY) Jrue Radlss SFOO5
. K b)) AA5) g Aaliall g Jadadil) 8 la 505 clas)
- lﬁj‘ - £
e - HEES Statistical Role in Planning, Follow up and Decisions SF006
sl § week Cost Control and Measurement Skills — 4al<ill 48 5 Gl S jles gEQ7
S il clarall UL s CallSll e daal
i o © ? d ? '
A = eSS Health services Cost Accounting SF008
: Aa sSal) AL il 5l
aw i - o =
O _% week Government Financial Systems Development SF003
o _yaldll ) week Cost accounting for non-accountants  Cmwlaall sl S Llse gp0
- Lae sSal) Colan ) L yaad) @) s dandaall cilaulud
= o week L . o SFO11
= Principles of Accounting and Book Keeping in Government Sector
= LK) (jmdd g LY i A Genlaall Daal) i lgal)
L 5 OUIY) Ad p (A G : J
24 RS Accountants Skills for Cost Reduction SF012
Ll Jgdd gl ail) &
Y s week . . ell Jslls Dl 0 8 St o5
Reporting about Liquidity and Solvency Positions
. S Y andall alasiuly M) Jalasl)
o m‘ N - = g
= é VIS Financial Analysis Using Computer SFO14
WS 5 '§:_ week Finance for Non-Finance Oplad) paldadadl | opgq5
Y & dlac) b Aglan ) @l el
4-‘“ ‘ - B . B - B

5 S Statistical Skills in Administrative Reports SIS

o P week Receivable Management Osndall Sl 30 gpgq7
3% ' § yondl gkl 8 3 sal)

Losadll - week Governance in Grodg i SRS g
@ Banking

5 ) giliine = week International Accounting Standards Al Lladl) salsa ' gE19
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Ll
Losail)

a3y g2
L)

Loadl)

Lo

Lol

Lilal)

week Government Accounting A oSall sl

week Development of Statistical Systems sbaanyll olas y shais oL
% week Oy salll IS 55 5 A peall €Al Ay 5a) cililee 5,1
S Cashiers For Money Exchanges & Finance Companies
@ ) Oalaad) il L) ol A wladl)
3 wee Accounting & Financial Analysis for Non-Finance
el Oalil) g U e 2008 1) 5 Cal iy akas
Systems of Supervision and Control of the Insurance Sector
Enpy K B leadl Cap g laviiall yyg 3 e i3Sl
wee .
July Detect Forged Documents and Counterfeit currency
week Basics of Banking ) dasdl Sl
week Lists Analysis & Audit Financial Allall a3l g8l Julas
s 3all ) 12N a0 5 (ol
week . .
Financial performance measurement
Ot | ) 52 al) alail loas ) Julaill
August wee Statistical Analysis in Quality Systems
) Al 3l sall 485 e Auuidaall ol
wee Accounting for the Cost of Human Resources
Y sl aladiuly Laulal)
week . . -
Computerized Accounting
) Y il 3 gie Agay 5 A4S (e Apudaal) Cilaniue
i wee Accounting in Profit and Cost of Construction contracts
3 Days . — .
= Economic Feasibility of Projects
£ ) AL il sl 5 G jlaal) 8 4 laY) duuladl)
wee . - . L
%_ Management Accounting in Banks and Financial Institutions
3 week slanyl alai y sk 5 o)
Establishment and Development of Statistical Systems
) bl 5835 aiad) loal) desl e
_ g wee Final Statement & Auditing review
‘Vi g 3 Days Debit Collection Ol Jpeand
© —— Financial Auditing Sl adail)
K 2aall U:"““‘M‘ Gl g el
3 wee Building the skills of New Accountants
3; ) ) gall alae) 5 oail yinY) Jandadil)
5 wee Strategic planning and budgeting
£ ) ilaal) el 5 ddaall il
g wee Principles of Accounting and Book Keeping
2 K A_i:\ﬂsﬂ\ (sL.\ L EJLGJJ (-;:m..ai
wee Design and reconstruction of costing systems
V) G aall 5 281 (3) gl 8 ) 5aY 5,10
o Cash Management in Money Market and Foreign Exchange
E = ) 31 sall dlae) 5 Il Jagdasil) il g ks
i § wee Financial Planning & Budget Development
o Ganlaal) g 40U L) slac)
week
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Financial Reporting and Accounting

) o Jilia Ja Y £ L — A giad) ) gal)

Oles Aibalis MaBia — Conedf Cigh |3

SF024

SF025

SF026
SF027

SF028

SF029

SF030

SF032

SF033

SF034

SF035

SF036

SF037

SF038
SF039

SF040

SF041

SF042

SF043

SF044

SF045

SF046




s g 5ad)

o S i rall ) Al
Duration Program Title gl am
Venue Month

e sl cileadll ool il

A sall -
s % o week Measuring the Logistics Performance >P001
e § week International Trade and Freight ol Adsall sl ¢pgp
Ll ol week Contract Specification Writing Jall Cldial go AU G Hlga <P003
February
LS i 3 Days Supplier Selection Process Gsall WA gpaog
-C 3
%8 OOl sai s o)yl ddaal b culeball igall elaY) acs
Lol 5 = week Support the professional performance of employees in the SP0O05
procurement and supply
isti : Al g ey Gldae 3513
el _ el Logistics C—=ill g alaey) Clilee 3 )l SPOOG
%} s Management
Cpoaall < 3 Days Negotiated Procurement Contract ! xill dlae (8 galadll asléill - gpg7
‘ . o o N q i o k_l.\n_u:i o g
CENA 3 Days . s Sl ey SP008
_%\ > Coding System for Stock Control
y Y S Ay SV o ad) s il jisall 5 )
Ylan ) N - -
g week Electronic Procurement & Stores Management SP003
o alill % o week Supply Chain Management eyl dudla s a3 51 ¢pgg
. C
. S i a3 4l
s g week Freight and Cargo ol 350 -~
- Management
Lolla % > week Developing a Logistics Strategy sl Lngl il nski gppgo
Y sa 33 week Modern methods of procurement il yidiall 8 Aaal) culluy) SPO13
. Lnigll 3 giall 3 510) 5 Sdlall
Lal) - B ’
E { ?ﬂ EE Contracting and Engineering Contracts Management >P014
. > O yall 81 50 55513
LS <
e week Inventory and Stock Control Management >P015
! 3 giall pde g
gl g . week Warehouse Manager's gasiuall nae SPO16
i 28 ‘ Roles
o Z week Effective Storekeeping Skills OBl LY Aladll S jleddl - gpg17
Local Procurement Systems il o) il gl 5 alas
Losadl) _ g week Sp018
‘52248 oAl 3 all 8 dbaal) sl
LS 5 o 3 Days . . . ? e i SP019
New techniques in warehouse inventory
= Tender Design and Evaluation GlelUaall ani g araral
Ll .- g N SP020
) i g week Ol s il yiall 5510 b e slaal) L 5l iS5 alakiiul
saldl e Use of IT in procurement and warehouse management SP021
5 Warehouses B ESNEIN Sp022
-g ) Management
o wee .. P
O Inventory control Osaall e 448 )
s y ? SP023
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Project management and law courses & 5@l y il 5 pdiall 6 3] <l 50
g o Bl

- o i ald ) and
Duration Program Title gl aw
Venue Month

Al gl >
5 L § week The legal systems of civil service offices >R001
3 e oSail) g dadadil rcile 5 piall 340
- i week . . smadlicle AN gy
Projects Management - Planning, Scheduling & Control
5 g Yl 2 ghall 2d g Aelia g dlae) 4 Aaall sl Y
Losadll 2: % % week New strategies in the preparation, formulation and SR0O03
- implementation of administrative contracts
\S 3 L= week Legal Contracts Writing Skills il Al LS 5 olae ) S les gRo04
N =
Lol 53 week Project s Management Professional-PMP LY ;i sl gpaos
= Ladlial) 5 3 532l 3 5la) 8 dansiall Chlaad) yiuwY)
- m‘ 3‘ = ) B Lf B
e 3 WIEES Advanced strategies in the contracts management Bidding >R006
= il il J el 3 dediidl ulall
. | o = =
G < week Advanced Criteria in legal Research SR007
, A1) ol )yl 5 A e ) gl 5 odail) A2l
Al % week Drafting of Regulations , legal Regulations and administrative SR008
> Decisions
Ol 3 = week Project Scheduling and Budgeting <ol uall alae) 5 o Lol 4 saa SRO09
. A0 Al ) 83 oy A Lpua g e
Ll B :
B i °c3’ e Preparation and Drafting of legal Memoranda SR010
- - week Legal aspects of management Y A dn sl ol gpg1q
L sl week Law for non-lawyers O 88Nl B op1o
3 >
= Liia g colallaall Cais g 3 gaall dxal 383
Y 58 E week Sl 52 Ranlye GAS oo

Contracts Audit , Review , Detect Irregularities and Fraud
) A Gl ol HLERLY) () g Auati gy ghat
o yalall
> sk The arts of legal consulting Development SRO14

o) il 3 gie g cbailiall Jlee Y daiial) 5 oY)

2
b
August

B4 week Advanced management of tenders , procurement & legal SR0O15
contracts
A gall € week Contract Administration and Arbitration asadllgamllz )l gRro16
QO -~
’i‘a‘” Lial) 5 13) b Sl easal
& 3 _Q week . L . & 21 o ool e SR017
§ Quantity Surveying in Project Management.
. Sile g pdia 2] Allaall 3 ,)aY)
Luaall o & week . . e 277 sRro18
K S Effective management of multiple projects
LS 3 R o) week Cost Management for Engineers Cpmdigall CaIS 5,10 gR1g
Lol 3 E week Effective Projects Management e g pdal dladll 501 cpoog
¢g P .
. “le g ydall Hhalia s Hla)
5 alal 1<Z> 2 week Project Risk Management Gle g il Hhalaas ) SROI1
ol o week Legal Regulations for HR 3 paal) 3 ) gall A gilal) Aadast) SR022
2 g 2
. . 8o Gle g il e 3 ) 5 oSaill 5 cal aY)
A5l ! 3 week 2 e SR023

Projects Monitoring, Reporting & Control

IT Courses ~ <ola slaall agiii g IV sl <l 0
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clsa e 5aal)

ey ey E—— Program Title @l aul
Venue Month
Liase > week Internet =8 sT001
g @ -
: 5 il e Y el e deldall o
e TE | week L . ialligm ) culal e = 002
- Typing skills Arabic / English
. " i S i€ il
L BYBT week Oflee Applications ‘ Aol lipatl $T003
February (windows ,word, Excel, PowerPoint, Access, Outlook)
] 1C3¢ iy 5 V) Cadall ) ol 3alel)
i a £ =
3 '§ week Internet & Computing Core Certification (IC3) ST004
Lile : o 2
g week Information Security & E-filing ST005
= MS- e g il B lal ks
el 2 week Sespddaiia $T006
Project
= V) calall Llua
S 2 week Pe A G sl Mee
Maintenance
o yaldll SISLE ¢ ol
A 4= week Networks N+ Gl g iy STO0S
% t§u Fundamentals
Y week Security + ST009
Lolall % @ week Linux + $TO10
ol 53 week  Photoshop sTO11
Lisa % week  Web Design A e R (1)
L —1 week Visual Basic.net @ e Gy Jlsad /Al el g70q3
1Y s 2 week  ASP.NET HTML, java script sT014
bkl week  SharePoint STO15
q &
Lowail i §° week Configuring & Troubleshooting windows 10 STO16
< . A .
A gl week Installing and Configuring Windows Server 2012 STO17
o 9 week Configuring Advanced Windows Server 2012 Services STO18
Lol i SE_{ . week Administering Windows Server 2012 STO19
Q.
LS s & week  CCNA Routing& Switching ST020
Lol C week CCNA collaboration ST021
. 9 2 )
5 alll X [S] week CCNA Security ST022
O
oY) © week  CCNP (Switching) ST023
IV 5 week CCNP (Routing) ST024
g\ Q
B 1 § week  CCNP (TShoot) ST025
(e}
oY) z week Exchange Server ST026
LS 5 week AutoCAD ST027
5 -
. Q
51V ] week Oracle 11g SQL ST029
o

ITIL foundation
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Occupational safety and health courses

oY =
3 9
K <
Lailall &
| 12 -
uJJ\)“ ‘53‘ § E
Lalal) 35
[¢°]
5 ) gilain 55
L&l =
Es 3E
Lsadll 3 <
A gall
37
5=
Ll
5 sAlaiu 3
%
[}
C
QJJ‘)” 2
o)AGS\ ‘%2
=
Lalall =
Ly T T
>
41 2
5
okl =t
BENTRY g
si E
O
Lieadl) Q
[}
wv)
e q § .
b)sﬂﬁ.“ j\ 8
L..‘*“JJ K GE) [
> Q
o 0
BJ}U.L» =2
o)
sl 2. € .
Y o
(]
o
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week

week
week

week

week

week

week

week

week

week

week

week

week

week

week

week

week

week

week

week

Program Title gl aw

( Arallall 53 sall AUl 188 5 ) Zigall dnaall 5 Aadhuall 5 (4aY)
Occupational Safety and Health (international quality system)
ladll b Al L)y eliall (oY)
Industrial safety and occupational safety in factories
LDl 5 (5! dakail 3 1) 5 Jaghads 8 aaiial) anadill b yall
Advanced Specialist Program in Planning and Management of
Security and Safety Systems
Ligall LDl 5 e licall (V)
Industrial Safety and Occupational Safety
Jigdl Gl 315 Jand) A Alaa 5 duigall Anal)
)y L)y daall e 4l 3800 Cllee 3 0l pledll
Safety cycle in mechanical cranes 4SSl cilad) )l & 230l 5 50

e il Juel b el (o
Principles of safety in the work of projects
il glall ciladl ) 8 Lyigall aall y Al
Occupational Safety and Health in Container Cranes
L) a5 Jaladll slac )y ieY) ol a1 Aaal) clalasy)
Recent trends in security supervision and preparation of security
plans and strategies
Atigall Aol A liall ileall i) 5kl
Environmental pollution of industrial processes and occupational
safety
Cilidiivaall adaii g3l 8 Al cilalady)
Recent trends in the management and organization of hospitals

BMS systems 4 saal) cliiall dlas 3 1) alas
First- A5V ey
Aids

g 30 caially i all Bl jlalis
Risks of contamination of soil and agricultural products
Security and protection of installations i) dlas 5 Gl
lyriaa) g Jalaal) 8 83 gall 1S 555 Ao ) saal) Dl 5 Y e
Biological safety and quality assurance standards in laboratories
and laboratories
HSE Crisis Management

Inspection and audit of safety work dedtul Jee e Zaal yall 5 (i)

Al g daall g Ladludl 5 e il

Health Care sl cleadl) 3 s
Marketing
Risk management and loss reduction Pl padd g Hlalaall 5l

Al 5eS il (e Dbl e )yl
Safety measures of electrical hazards
Food Safety O—aY) anall o123l

Al cMaa Jilke a3 £ i — Ay gial) el gal

Olas m_m_ﬁd\é‘ﬂ ) g

Aigall daall s oSl ¢ 2

SHS01

SHS02

SHS03

SHS04

SHS05
SHS06
SHSO7

SHS08

SHS09

SHS10

SHS11

SHS12

SHS13

SHS14

SHS15

SHS16

SHS17

SHS18

SHS19

SHS20

SHS21

SHS22

SHS23




O\Sa
e Y

Water and Sanitation >l (o yeall g olually aalal) agial) &l ool

- $aall

Alaady) .
Duration

Venue

Program Title gt} aw

el o gaall 5 lal) i Al diluall

V) .- k . . SSWo1
< —i o wee Basic Water and Wastewater Pump Maintenance
Ll s week GIS for water utilities ol G el ) jiall Clagladll abas go\n02
‘).\S ew\uwﬂh:\_\hm}d.\aﬁ
5 alall BUST el 4z 3 2
"A February week Planning and Design of Wastewater Treatment Plants SSW03
aall (o pall olie Aallae Cilase dilua g Jad
53 )Y k - W04
o -% § wee 0O&M of Wastewater Treatment Plants SR
© l_\Aj\ « v e ” - L\m Y e
Ll EE week . . ool oo Sl Bboay QRS g0
Operation and Maintenance of Water Pumping Station
A Y A Maiay sl dalles cililee
Loeadl F=I8L A ;
ES _E_ L Water Reclamation & Treatment Processes S04
3 < el JSHED 8 aSaill 5 ciSal) sl Anllae
Lyl - ? T
T week Boiler Water Treatment and Corrosion Control SSW07
oSall el aladiils slaall ddat cldasa s
53 ,Y) - §
i 3 =z week Operation of Reverse Osmosis Treatment Plant SSW08
5= ) o el olae feuca Cillane dilua 5 Jurals
Lalal week aeall ol s o =5 5 oo
O&M of wastewater pumping station
Al % W week Utility Management 38 yall 3 ,0) SSW10
o c
Ly 53 Leek | WaterQuality Lt sowit
5 ‘LJ}AI‘QLLM SM\QLLM@?.\;J\
w % al 5 5L ;
i % HEE Disinfection in Water & Wastewater stations SSW12
> )y 5 olall Jala
Sy 5 K _ T e w1
i - wee Water Analysis & Results Interpretation SSW13
) oSl el ooty el Adas 8 Aal) L o) il
3 yalall — € ;
. ’1 :% eSS Modern Water Desalination Technologies SSW14
S sl a0 ) ¢t Sl Ailum g Jardss
ULE.:\ < - @Jy O - " -
T week O&M of Water Distribution Networks SSW15
) s | olie e Cldaas dilua g Jaris
Loy 2 week gl ol g P SSW16
4 o w O&M of sewage pumping station
o s v ) ol Al lpall Al ALl Jullasl) SSW17
i "’ wee Basic Chemical Potable Water Analysis
Ll q @ e Lift Station Maintenance Gl dbaadba gow18
. . .
) 2 Calasill Ul A e Gl a5 il
L 4 o 2 > 2 o
i © week Reservoir Cleaning — Planning and Supervision SSW19
| o paall Aalail il 5 Jund
3 alall X! >l el
e k) QEJ < HEES Operation & Maintenance Of Sewage System SSW20
. 1 3¢ ) Aallall sball Adas iyl SSWa1
< = wee Fundamentals of Saline Water Desalination
Blaall ag ) 58 ala Clabara 5 ol
Lol o sl ;) 5 0 9 2
. i qE) - EEs Water Distribution System Pipes and Valves SSW
9 3laall S 1] A8 ya g ey LS
5 Al @ 8L e
e a week Network Technical Performance — Assessment & Monitoring SSW23
English Language programs A iy Aall & 5o
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U8 EN

Ay \Sa daiY) 3 yi8 Baal)
ghaall

s » Sl 55 glasa
Joll fia/ 2ol e 4 Week Literacy (Zero)
s .
| r 3 S e (5 gina
deall e/ ol i 3 2 4 Week Basic
| | £ gdisa
Jeadl jia/ 2eadll jia 6 Week Beginner
g | s
Jeoll e/ sl e £ § 6 Week Advanced Beginner
. . RE
Jadl e/ 2ead) jia e 6 Week Elementary
. . ™ .
Jeall e/ 22l jia March 8 Week Pre- Intermediate |
. . dod -
Jeall e/ 22l jia April 8 Week Pre- Intermediate Il
Jeall e/ 2adl jia 8 Week Intermediate |
3 ®
A=
Jeall i/ 2adl jia 8 Week Intermediate Il
el e/ 2gxdl e o 8 Week UPPER Intermediate (9)
%
%3 10 piiia
w w
Jenll e/ 2l e 8Week Advanced level (10)
. 11 pdiia
Sl e/ gadl jia 8 Week
; = Advanced Level Il (11) (Pre-FCE)
Jeall 8/ 2¢adl jia 8 Week FCE Preparation
Jeall e/ 22dl ja fjﬁ; 8 Week English Language application

%ﬁ\j\&%ﬁ\@&uﬁﬂbgdﬂ\wﬁﬁ Lile | &y gall
Sl gieall a8 Ll dad yall g
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adaall (5 gisally (AT Al Apill) Jag &l (5 glewa BT LR gaa
The institute holds a level-setting test and then after the result is.
specified level

:\:\A.A.A\S‘i‘ ) oAkl PGS 3 g dalal) 4 5ulaty)
Writing skills, academic writing General Englis
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English courses are held periodically at the Institute's headquarte
missions to practice the language
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