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Mission of the Institute

Maximize the utilization of 30 gmall Cpa BAEL Y g tiaS
human resources through the Ay i) Atend) MR cpa Ay el

training process.

Strategic Objective of the Institute

dgaall ) i) caagd)

Meet the needs of government dia g8al) 0 jg—all clalial) 4yl
agencies and individuals from il g Y il pa 3 AN g
administrative and technical ) )

training.

Oaa . ¥arrA; Jis it (YEOTFII s sl / il el e (Hie Jra3¥] Ak — Fapsiall el el
www.SEloman.com : (g AN a8 gall
SE1.2010@hotmail.com :( s A & sl

Olas Adlalus — Jabua — coped) 98 | g



Ubland ()ay alad) jlaa (o b _yabiua Aduay dbaT Lina)
094l ddal Coliall B gl g lSall Laas 3 jal)

Our programs are held continuously throughout the year

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

L g9 g Lilaa Baaien culalgd

Certificates certified locally and internationally

(o aSae Lad g Ay A1) < JLESLNY) agals

Provide training consultations and
help you identify appropriate training
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Secretarial and Office Management Courses

O\Sa
Aae N

Venue

L sale
5 _alall
Croall
sl

Szl

a)é&.“

@J

L3le

1Y s

a)kﬁ.“

5 b
Alaxy)

Month

L
January

Uik )
February

March

April iy

gla
May

s¥ie
June

September = August

X

S
October

Rl e
Nove
mber

annd
December

Bl
Duration

3 Days

3 Days

week

week

week

week

3 Days

3 Days

3 Days

3 Days

week

week

week

week

week

Program Title

5 shaiall CiilSall 5 la) g Aaadl 3,1 Sl Jlaef 8 Sl
Excellence in Secretarial and Office Management
iy SEIY) il 1) S 5 Al e
Electronic Letters Writing
L g il oSl Qe alai 5,1
Business Offices Management Electronically
Aalall 46 Sl JleeY duigal) <l el
Professional Skills for Private Secretarial Work
P TN - N [ DV O
Reduce Office Paperwork

Executive Secretarial Aeadiall Apaanll 4y 5l S

Cand Y1 8 )l 5 audais
Organize and Archive Management
i g yiSY) 485 )Y 5 Sl il sleal) alai s )
Office information systems management and Electronic Archiving
oI Jaial) ) 3 ol daaal) pe JWEEY) ) lea
Transition from Paper to Electronic Archiving Skills
Salll 5 e iyl 5510l 5 andaii
Organization and Management of Meetings and Committees
Workshop

Executive Secretary Apenl) 4y ) Sl

Lalgl) ilpaddl) pe Jaladll 8 55 Saall g Agali
Secretary Skills in Dealing with VIP Characters

3 yalzall ClSall dusia g Aaal) Ay )5 ,Sud)
Modern Secretariat & Contemporary Offices

5 jpaiall 4 laty) AUl
Excellent Admin Writing Workshop

a5 LSy Calaall ayaa g adaiil) g Jadadll 5 Sl 5,
Office Management , Planning, Organization & Setting Objectives
Efficiently and Effectively
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SS002

SS003

SS004

SS005

SS006

SS007

SS008

SS009

SS010

SS011

SS012

SS013

SS014

SS015




Management and self-development Ay phat g3 laY) & g9
courses

Program Title gelisa) a

CAY Bald g Al B 1)

Lowatl)
ER week Self-Management & Art of Leading Others Mool
'Ji -
LS i week Customer Service ¢Sl a2 SMO02
>
S claadll elal e 346 11 culld
e ol © : L
5 § week Control Methods on Services Delivery SMo03
Py week Effective Administrative Communications Alladl) 4 ylaY) YLY) SM004
- A <IN s lay)
o week £ A Y
Governance
.. % Saaiall (s laY) elal)
A gall =
S A R Excellent Administrative Performance >MOoe
- 3 5 SIY G sl
e z week E-. e L
3 Marketing
5_alal) § week Time Management <l 3l SMO008
Y g
oI week Art of Persuasion and Negotiation Skills SMO03
) L g S0 a5 (355 1 5 1)
o ylall i : :
= R E- Filing & Document Management >Mo10
N Sy week Decisions & Team Leadership <l Al AT 5 30 8l 33 SMO11
5 Sall el 8 ALaLal 53 gl 5 )
L’. LA C’.‘G'A & k__}'ﬂ 8 g B
24 < Ess TQM Management in Government SMo12
© Luad 3l Ouladl ¢ clelaialy 3 4la) &l
13Y 58 = 3 Days ol Sl Sl SUs ovo13

Meeting & Interviews Management Skills
aitl g Aagiall Aaal) oY)

)
. Rk Evaluation & Follow up Modern Techniques SMo14
i i Ada il Ja Jday lay | Ayall
L s week Admin Skills for a SMIFICGIEEPIRY ‘—')L‘e-'d 3 | 1015
Policeman
= deadl cilda a5 ylaY!) juadl
A gl ) 2 2
S 3 RS Administrative Excellence and Work Pressures SIS
= a3l gl o 1aY) 0 oda g s
D o
& < week Career Performance Development & Evaluation SMoly
) Ayl el Al Sl
Lowadl) : ‘
3 Days Administrative Reports Writing SMo18
il 3 513)
LS week Change =00 sMo19
Management
“lelaia Y audaii g i 5 1)
L’ . LA _j‘ = £ - .
24 % e Time & Meetings Management Slaltna
) Lol (5aa g Ay glat ) jlew
5 alall © [ k] D 2
o = week Success & Self-Development Skills >Mo21
i 1Y)
o week Key Performance Indicator 3 &ﬁ; SM022
.. Gl A ja g il 5 Jlaiy) < lea
A gl
A ;: °c:’ week Public Relations Communication Skills SMo23
Ola - week Meetings Management Aladl) lelaia¥l s la 5 i SM024
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July sl

August gshus)

September

October ¢!

November _wi s

fN|

December

week

week
3 Days

week
week
week

week

week

week

week
week

week
3 Days

week
week
week

week
3 Days

week

week
week
week

week

week
week
week

week

Sl 5 1) 5 (s ylaY) Jand) 8 ALeLEN 52 5l

TQM in Admin & Office Management
Administrative Skills Aoyl Gl jlgall Apats
Development
S o)

Ol gall e Jalaill (5 e laall Janll & jlea

Dealing with Employees & Teamwork Skills

Office Coordination

Excellence Management il 3l
Warehouses Management Gl 3l

M\u&\ﬂ\&@\y‘gw‘hwﬁj\ﬂ
Managing Work Stress and Difficult Situations

Public Relations Aalad) Caadal)

Leadership Skills of Manager el dalall ¢l el
;.(A\( Jl;'("‘j BN
Management
cM\LhEM\}ﬁM\Q\JL&A

Excellent Performance in Customers Service
Llall 8Dl 8 Juaiy) ol jlea

Libraries <l

Public Relations Communication Skills

Il pall g Nl A
ol )l Ma) b g ) s COK s il lga
Problem Solving & Decision Making

Reports Writing

Y skl (e slac)
Preparation of Management Development Officials
e lday¥! cleadll yseta 543 )
Social Services Development & Management
Lclainy) jal sl cOSER Jalat g Al 4o
Study and Analysis of Social Problems and Phenomena
Sy 5 J S 5 g5l
1391 g i 3915 B 1Y) gl A
Admin, Supervision & Performance Development Skills
=) Sl 5 il iy Jaglasdl)
Strategic planning and creative thinking

Protocol and Etiquette

Aaixall )_.334]\ C..q\_a)a
:\:\SLA.'\S\ U'_M\:\Eﬂ :\gj\d}’\ Q\JL@.A}\

Certified Manager Program

Management skills for women leaders
Presentation Skillssl&y) s (i jall &l jlea

Effective Strategic Planning. Jladl) 2l iy Jadadsl)
Juaill Juaiy) 5 Cpmal sl ge Jalaill ) jlga
Effective Communications with Customers
sl (8 g salall
ol 5 S 5 la) 8 JelSial) Jlal)
Offices Management & Coordination

Leadership and Art of Negotiation

International Trade and Freight Cnnil) g A gall 3 el
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SMO025

SM026

SMO027

SM028

SMO029

SMO030

SM031

SMO032
SMO033

SMO034

SMO035

SMO036

SMO037

SMO038

SMO039

SMO040

SM041

SM042

SM043

SMO044

SM045

SMO046

SMO047
SM048

SM049

SMO050

SMO051

SM052



Human resources courses Al 3 ) gall il 50
Qs s saal
ey AlaY) . Program Title Ui Code
Duration
Venue Month
il >  3Days o el b 01
El Effective Training Performance Evaluation
R A c 3 Days il gl) aniil g Cana g g Julas SHOO2
« - Job Analysis, Description and Evaluation
- e1aY) apis g Cailla ol Chna 53 5 Apapdaiill JSUgll dlae ) &l g
9 Organizational Structures set up Skills, Job Descriptions and
Losadll * 2 ’
B ° week Performance Assessment >H003
(NN
Al 2 ) sall (I gine ) g dpali
S i <
= = £ WG HR Official’s Development Skills >H004
Lol 55 week HR Planning & Management Lol 3yl sall ayladi g3 5l g5
5 alall B . Preparation of Training Packages A xll cileall dlae) g0
A .
3 Ol JLERY 5 COUEA o) al il e
)
Gioad = week Hiring, Selection and Interviews Skills SH007
3 Haall cladaid) el gall 58 laliu g Sle) yal
ol < -l s U2 = = &)
S WG Staff Policies and Procedures in Modern Organizations >HO08
L8 2 ) sall juae Jaalis alac Y JalSiall geals il
Olaw '%, week integrated program for the Preparation and Qualification of SHO009
> Human Resources Manager
> plalall il gl leal) duati g dadads
\ il s e bl ) i s Lo
- el Employees Career Path Planning & Development Saltil
. %Jﬂ\é&i«.‘:\:\lﬂ\)iﬂ)b}“ &L\\JL@.A\ ﬁ_}Lﬁ
= ;: week Developing the Managerial and Technical Skills for Training SHO11
o Coordinators
S 2l adads o adaill Al i)
L alle 2 week A SHO12
Modern Methods of Organizing and Planning of Training
. il o) gall 500 8 Aiaal) culllY)
Jasy % ) 1
# %k week Latest Techniques of H.R.M. SHO13
2 = 34 yeanl) o il Gl 5 G inall )
5_alal 5 i O ~
A - TR Professional Trainer, Modern Training Methods SR
k_::\)dﬂ\ )X_U..:..d\ J)\JAS\ EJ\J! ‘; )15:\.\‘)“ APAINA( 3.3};.“ é:\saj
LS 3 ) § week Achieve Total Quality of Innovation in Human Resources SHO15
i o0 Management and Training
s 54 < el Employees Performance Evaluation Skills culelall slaf asfi S les  gHo16
. Clalall eaf 6l by 5 Auida 5l ol jlasall Japhass
s 3 week Career Planning and Raising the Efficiency of Performance of SHO17
i g Employees
Q i L) V1AL i) 3 ) oddl 3l
Lo 8 el Strategic HR o) R Ay ) o) sall 3 ) SHO18
Management
A4 il ) eadl 3 pla) 8 A gilall (il gl
L 5 . week 2l 3 ) sadl 3 la) (8 4 el il gl SHO19
z 8 Legal Aspects of Human Resources Management
Lol g et week Effective Planning of HR L) 2 ) sall Jadl) adadill gy5
it O
© Interviewing Workshop Lpaddll Rl el ) das 805 21
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bl skl g ,aill A sal) laall

45 gl 3 3 International Standards for Training & Career Development SHO022
"i g week o ; :
z Ayl o) sall 350y Aaladl fsaluall
@ = General principles of HR management
skl s il sse & g dpaii da shaie
Lowadll 5 week Development Skills System for Training and Development SHO023
Elr Officials
18 A58l 3 ) sall Aati g5 y0al 3 W g daadlall <) il
LS 3 a week Global variables and their impact on the management and SH024

development of HR

Marketing and sales courses Cilagaall 5 Gy gull Sl g
i saall
Slaasy) . Program Title gl
Duration
Month
2 gl ‘ % week Modern Marketing Management Gremill sl s ,0Y) p001
R '1 E . JLELLY) 5 Aaladl CHlEMa) Ol lea Al .
« = wee Developing Skills of Public Relations and Reception
Laadll .2; % g week Planning and Management of Advertising Campaigns and Sales SA003
. Activation
Alzal) 43y guatl) Jaladl) slac @ Laasial) il el
S 5 = i :
= = % EEs Advanced Skills in Effective Marketing Plans >A004
G alla 53 week Modern Methods of Marketing Gaswdll 8 Aaal) ) SA0O5
1 o ‘ o - ..\
e - week Marketing for Non O gsall jad (33 puat] SAQ06
3 s Marketers
3 2 eandl ae Jalall 5 Juai¥) il lga
. | & 2
O week Communication Skills and Deal with Customers SA007
. Jladll Gy guaill 2l i) Jayladsl)
A gl 3, - i i
S % EEs Strategic Planning for Effective Marketing >A008
. = i i ail) g (Al a8 et
sl 5 week Oil & Economics il s Nede¥ 009
Media
. SN 5 ol yai gl adas
s ylall . = A 9 =
> 3: % EEs Organization of Conferences and Celebrations SA010
- - week International Marketing s Gl ga011
3 aled) e s il s B sadll ()55 Ol
b e 3 el e il s B
= % e Arts & Skills of Telemarketing and Promotion S
= 4024l )’.\Ald\ sla¥) Jaladll 5 )lgw
Jary ’
e = week Excellent Performance & Dealing for service SA013
o alall 9 week Methods and Tools of Market Research (5 sl & gay &l 53l 5 b SAO014
o0
LS 3 > 2 week Skills to Deal with VIP Glaaddll YIS ae daladll Gl ke ga015
Laxl) 5y guatl)
NN e week Real Estate gl Gasdl o 1
i o - Marketing
+~ QO - “ “ -
=Y Aaladl lEdadl Ja ) dsniall () gall Agal 50 48K
[}
o v week Dealing with Difficult Situations for Public Relations SA017
Aagll s week oY deall Alladi el 2213 gp01g

©aararra; Jiicia (YEorrINg ;s / ¢ s il Siae e A2 N1 p L — iy sial el sal
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Y E.\
October Legal Commitments of Media
o week Recent Trends in Advertising oY) dawe Gdball iyl orgqg
L)l ) gadl g duaddl COLEA) o) jal o4
oY) - week o 2 .JPJ o SRS Sa020
N 9 The art of Interviewing and Direct Dialogue
RN 18 week . bl cledl G ol B Sl o) )y
z Skills of leadership and excellence in sales and marketing services
Chass o = ol Dealing with Media Skills ple V) Jilu s ae daladll il Jlea a2
. week Banking Services Marketing 4 padll Cleadll By 5ud G023
% w —
.98 5550l 5 an yall g daladl CHEDLR) )
LS i 1 s ° week Sl 5 el 5 = Sllee SA024

Public Relations and Protocol Skills

Financial and accounting courses — 4xulaxll g 4Ll &) ) 50

Program Title gelia) aw

2008l 5 )13) 5 Al pudll Jaydads

,1 week Liquidity Planning and Cash Management SFoo1
s week General Accounting Ll sl o902
>
s Banki 38 peadll & 4,5l 5,00l
i g week anking branch aaall & 55l 5 )] SFO03
= management
LS 5 - il Investment Portfolio Management Skills  Jleiiuy) Ldlas s )l &l e spg0a
Lol & week Anti-money Laundering JIsa¥) deu 488 g5
. E <l Al 3a) g dagial) g Jadadill il 905 slas )
- m‘ £
P - WG Statistical Role in Planning, Follow up and Decisions SFO06
sl S week Cost Control and Measurement Skills 44l 4 )5 uld &l Jles  gpgQ7
. S faaall il orall Ui 3 CallSill e dpulaall
Al 2 week . T SFOO08
Health services Cost Accounting
. Aaa Sl Allall Adaill X
O week — i Al B 0
3 Government Financial Systems Development
>l 3 —" Cost accounting for non-accountants (el sl S s gp0q
- La sSall Cilaa I 6 yilal) ] 5 vl bl
) o week I . T SFO11
= Principles of Accounting and Book Keeping in Government Sector
= IS i g BSY) aud 5 8 Cpanslaall sl il leall
L 5de week it GAF) 35 o dimelafiaal Sled | cp

Accountants Skills for Cost Reduction

Lol o) g A3 gudl aill <&
1Y 5 week . o el mlly Mol g B Sl o5
Reporting about Liquidity and Solvency Positions

. B Y el aladinly ) Jadail
\al) .
. é RS Financial Analysis Using Computer SFO14
LS §_ week Finance for Non-Finance Opiaall il sl gpg15
LY & dac) b dilany) il el
4-‘“ \ B B B
S HEES Statistical Skills in Administrative Reports SO
- P week Receivable Management Osdall Sbea 51 gpgq7
% G i § padll g Uadll 84S 5al)
Ll _ week overnance in =t gladll 3 Jal SFO18
© Banking
= International Accounting Standards Algall dauaall Jalas ' gE019
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Lol
Losatl)
1Y 5
L)
Locail)
Lok
3 ) shlain
LS A
ol
Ll
Losadl)

L)

June s¥is

il
July

August

September

i<
October

November s

e
December

week

week

week
week
week

week

week

week

week
week
week
week
week
3 Days
week
week

week

3 Days

week

week
week
week

week

week

week

Government Accounting da oSall sl
Development of Statistical Systems claal) alai skt g o L)

S sl S 55 5 A8yl S 4y 5800 Cililac 5,1
Cashiers For Money Exchanges & Finance Companies
Ombaall 5l L Qa5 4 uuladll
Accounting & Financial Analysis for Non-Finance
Omalil) Ul e 2008 1) 5 o) iy alas
Systems of Supervision and Control of the Insurance Sector
O laall Cay g Gilatiaall g 3 e adS)
Detect Forged Documents and Counterfeit currency

Basics of Banking Syl Jaal) bl
Lists Analysis & Audit Financial Al Q30 gall Jalas

s gall L) o1V ansii g (pul
Financial performance measurement
33 5all alail ilaayl sl
Statistical Analysis in Quality Systems
2l 3] pall &S5 e Apulaall alai
Accounting for the Cost of Human Resources
SV udall aladiuls sl
Computerized Accounting
Y glaall 0 g de Ay 9 AdlSE e dualaall Cilanii
Accounting in Profit and Cost of Construction contracts
e 5 piall AplaBY s saall
Economic Feasibility of Projects
Al il 3all 5 G jaall 8 Ay oY) Lauladll
Management Accounting in Banks and Financial Institutions
slanyl alai yghai g oL
Establishment and Development of Statistical Systems
bl (3837 i) Glual) daal ye
Final Statement & Auditing review

Debit Collection Ol Jpans
Financial Auditing Sl Gl

2aad) Cpnlaall G lea sl
Building the skills of New Accountants
3 sall dae) 5 oal yiwy) adadsl)
Strategic planning and budgeting
il el 5 dulaal) chlaulul
Principles of Accounting and Book Keeping
callal) alai oLy Bale) 5 avanal
Design and reconstruction of costing systems
i) G puall 5 281 (3) gusd 8 ) 5aY1 510
Cash Management in Money Market and Foreign Exchange
3 sall dlae) 5 Sl Jasladil) clll g ks
Financial Planning & Budget Development
Al g ddlall el alae)
Financial Reporting and Accounting

O aa.warrA; Ji ol YEOTFINA ; sl / ¢ sl T
www.SEloman.com : (g AN a8 gall
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SF024

SF025

SF026
SF027

SF028

SF029

SFO30

SF032

SF033

SF034

SF035

SF036

SF037

SF038
SF039

SFO40

SF041

SF042

SF043

SF044

SF045

SF046




g i 50l

(]
ALy alde Y| . S
Duration Program Title el au
_Venue  Month

L slll laas) g lal Ll

PR -
5 .1 o week Measuring the Logistics Performance >P001
= L,CU week International Trade and Freight ol s 4l s il opgn
TPt Contract Specification Writin 28all il g LS Ol jlea
Leadll ol week p g e B SPO03
February
S 5 3 Days Supplier Selection Process sl D) gpog
-C 3 3
3 E GOl Gsaip o) il Al & cplalall gall ¢)aY) aca
Lol 5 = week Support the professional performance of employees in the SP005
procurement and supply
5 Al _ week Logistics Crs—aill g AaaY) Glilae 5 )4 SPODG
j;j 5 Management
Cpoaall < 3 Days Negotiated Procurement Contract ¢/l Jlaw (& saladll (il opg7
.« . N i “ ‘_un_u‘ .
A5l 3 Days . L« SP008
'%» > Coding System for Stock Control
y > A g IV (LAl 5 el il 3l
law ydl B - :
i week Electronic Procurement & Stores Management >P003
o_yalll - week Supply Chain Management JaaY) Judls s a5 51 ¢p1g
. [
; i Jail) 5 51a)
s % 3 week Freight and Cargo B SPO11
- Management
Llle i > week Developing a Logistics Strategy lttoan ol Zaadl i) sk gpg12
JaY sa %3 week Modern methods of procurement iy yidial) 8 Aaall L) SPO13
. Aunigll 3 gaell 3 5)a) 5 J8Ladl)
o salall — > )
= % bgo EEs Contracting and Engineering Contracts Management >P014
\ 3 O3l 48l 5e 53 )
[N <
i week Inventory and Stock Control Management SPO15
! osal) 2
a i qE) . week Warehouse Manager's &2 giual )g:ofés SPOLE
* ) q)
[oX e .
e = = week Effective Storekeeping Skills Ol sliaY Aladll @l jlgall gp17
Local Procurement Systems il o)yl g alis
Lusadl E week SP018
e
O 3 YAl A all 8 dfaadl ol
LS5 S  3Days o el SRl el
New techniques in warehouse inventory
. Tender Design and Evaluation GleUnall anli g avacal
e . 8 e SP020
T 1 5 week Ol 5 iy siiiall 51l A il sheall L 5l 535 alast)
sl 3 Use of IT in procurement and warehouse management SP021
- Warehouses Gl 3l
. ‘ ()]
Geod ’i £ ’ Management Sl
o wee Iy s
. Inventory control s Al e 48 )
Al o Y Qo e sP023

Oaa rarra; Jus il YEorrig ; st/ ¢ sili el e (Hie Jra3¥] Ak — Fapsiall el el
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O\Sa
Aae N

Venue

L3l
5 _alall

o)

L3l
3 yaldl

©Oaa FarrA: S (YEorrIIa ; st/ skl
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Project management and law courses ¢ 5all 5 Sle 5 il o la) &l 92

5 b
Alaxy)

Month

ke

March

Febru
ary

April Jai

May s

B
January

¥
June

sila

iad g

Novem

prones

dane )

August

Septem

Decemb

October

July

ber

ber

er

daall

Duration

week

week

week

week

week

week

week

week

week
week

week

week

week

week

week

week

week

week

week

week
week

week

week

Program Title gl asil

agaall Al 5) gal g i) Ll
The legal systems of civil service offices
ASadll g dashadill e 5 diall 5 )l
Projects Management - Planning, Scheduling & Control
quy\qgﬂ\;gs,aégpajau;)ggingh;g;;L;uY\
New strategies in the preparation, formulation and
implementation of administrative contracts
Legal Contracts Writing Skills 433 g3l o giall A4S 5 dlae) & Hlga
Project s Management Professional-PMP A ia Yl g jliiall 3,00
Cilaailiall 5 3 giall 5 51) d dadiiall ol i)
Advanced strategies in the contracts management Bidding
Sl Gin) J geal 8 deaiiall Syl
Advanced Criteria in legal Research
A play) ) all g 4 gall @‘bﬂb e.ta:d\ iclua
Drafting of Regulations , legal Regulations and administrative
Decisions
Project Scheduling and Budgeting <Ll juall dlae] 5 o jLiiall & gon
4 )l Sl s g A2 s g 2lae)
Preparation and Drafting of legal Memoranda
Legal aspects of management BlaY) A A oAl il sl
Ol il o il
Jia ) 5 L) CaiS g 3 giadl daa) yo 5 (33
Contracts Audit, Review , Detect Irregularities and Fraud
A Al ol LSRN () 938 Agaii sy shat
The arts of legal consulting Development
o) 3l 3 sie g calailial) Jlae Y dadiiall 5 ,1aY)
Advanced management of tenders, procurement & legal
contracts
Contract Administration and Arbitration

Law for non-lawyers

asaill 3 giall 5l

kel 5510 b oS sl
Quantity Surveying in Project Management.
Cile g e =] Aladl) 3 laY!
Effective management of multiple projects
Cost Management for Engineers Cpmadigall CallSal) 3510
e g piall Al 30y

Sile g phall Hhalda s )

Effective Projects Management
Project Risk Management

A0 paa) 3 ) gell A ilal) Aadasy)
Sile g pdiall Ao 3 ylasall g oSail) ol HaY)

Projects Monitoring, Reporting & Control

Legal Regulations for HR

) CBlae Jilia Jaa Y £ L — A giad) gl gal)

Oles Adlales — Jalwa — o) g2 | Jing

Code

SRO01

SR002

SR003

SR004
SR0O05

SR0O06

SR0O07

SRO08

SR009
SRO10

SRO11
SR0O12

SRO13

SR014

SR015

SRO16

SR017

SRO18

SRO19
SR020
SR021

SR022

SR023



IT Courses e slaall axisi 5 IV coslall & 50

Qs s 5aal)
ey aleasy) : Program Title el awl
Duration
Venue Month
Jadia P % week Internet <yl STOO1
=% 2 SUEG] V1 calall e de ) o
Line o E week L ekl Glleudslge debbl Sl g,
~ Typing skills Arabic / English
[P¥ i icati Al Clapdatl)
L ol e week Offlge Applications . = L ST003
February (windows ,word, Excel, PowerPoint, Access, Outlook)
. 1C3c iy 5 (AY) ol 40 all 3algll
i 3 £ =
3 '§ EEs Internet & Computing Core Certification (IC3) ST004
Ll : o !
=0 week Information Security & E-filing ST005
= = e g pdiall 3 lal et
Sl 2 week MS i ST006
Project
) = V) sl dlea
NG s week PC A+ S
Maintenance
o yalall G o galia
R - week Networks N+ Gl e 5ol ST008
%% § Fundamentals
oY week Security + STO09
Lol % © week Linux + STO10
. C
g 53 week  Photoshop 5T011
L % week ~ Web Design Sl Saba et 57012
DSV .3; week Visual Basic.net @ s s Jlsad /4l a3 o913
13y 5 E week  ASP.NET ,HTML, java script STO14
Lkl week SharePoint STO15
Lol % & week  Configuring & Troubleshooting windows 10 STO16
=}
2 gl < week Installing and Configuring Windows Server 2012 STO17
o a week Configuring Advanced Windows Server 2012 Services STO18
: 0
Loadll i 5 . week Administering Windows Server 2012 ST019
o
LS & week CCNA Routing& Switching ST020
Lol . week CCNA collaboration ST021
g 3
5_all 93 week  CCNA Security $T022
[S)
oY) © week  CCNP (Switching) 5T023
Ladiua 5 week CCNP (Routing) ST024
3, 2
ol 1 § week  CCNP (TShoot) ST025
9]
oYl =z week Exchange Server ST026
S5 3 gy week AUOCAD ST027
!=§ o 3\ 8 -g Week AUtOCAD ClVlI 3D ST028

Oaa rarra; Jus il YEorrig ; st/ ¢ sili g Dlas e i Fapsiall el
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3 yaldll

week

week

Oracle 11g SQL
ITIL foundation

Gy

Lial)

OJJY\

Lalall

©aq rarea; Jici (YEerrIg ; Gusb/ skl

-

Alax Y

M

o

January

BBt
Febru
ary

June s

July sde

e

Septembe

o
March

J.\
April

May

August

Occupational safety and health courses

«

b s

sl

D -
onth uration

week

week

week

week

week
week

week

week

week

week

week

week

week

week

week

week

week

week

week

week

week

Program Title Uil aui

( Gaallall 53 sall Uil Ui 5 ) dsigall dnaall s 2l 5 (1aY)

Occupational Safety and Health (international quality system)
adll b dgigall Ladldl 5 e livall (oY)
Industrial safety and occupational safety in factories
LDl 5 yaY) dadail 3 1) 5 Jahads b aaial) paanadll gl 5l
Advanced Specialist Program in Planning and Management of
Security and Safety Systems
Ligal) L) 5 e liall Y
Industrial Safety and Occupational Safety
aigal) (il Y15 Jand) Ay Bulaa g Auigall daial)
Al 5 Aol g daall e 23000 383 cllee 3 A0 gall ybaall
Safety cycle in mechanical cranes 4SSl ciled) il 8 4l 3 ) 50

e g pdiall Jlae | (8 LDkl
Principles of safety in the work of projects
il lall ciladl ) 8 Ligall Aaall 5 LDl
Occupational Safety and Health in Container Cranes
L) lai) il g Jaladll dlae 5 eY) G EY) 6 sl Clalasy)
Recent trends in security supervision and preparation of security
plans and strategies
Aigall adlal) 5 e liall illeall il) 1 )
Environmental pollution of industrial processes and occupational
safety
il adatiss ) & Laall cilalady)
Recent trends in the management and organization of hospitals

BMS systems 4 saal) cliiall dlas 3 1) alas
First- A gY) ity
Aids

Lol 30 colaiiall 5 dy all ¢ ghill lalae
Risks of contamination of soil and agricultural products
Security and protection of installations cliiall dles 5 ol

el 5 Jabeall 382 gl S 555 A 5] sall 4S5 (51 ibaa
Biological safety and quality assurance standards in laboratories
and laboratories
HSE Crisis Management

Inspection and audit of safety work 4«3l Jeel e daal jall 5 sl

Al g Asall g Ol 5 ) il

Health Care aall claaall gy g
Marketing
Risk management and loss reduction ldll add g lalaall 3l

) CBlae Jilia Jaa Y £ L — A giad) gl gal)
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:\:\J.Q_AS\ M\j Aol Q\J}J

SHSO01

SHS02

SHS03

SHS04

SHSO5
SHS06
SHS07

SHS08

SHS09

SHS10

SHS11

SHS12

SHS13

SHS14

SHS15

SHS16

SHS17

SHS18

SHS19

SHS20

SHS21

SE1.2010@hotmail.com :( s A & sl




O\Sa

AlaxN
Venue

Gy
L)
3 _alall
oY

Ll

©aq rarea; Jici (YEerrIg ; Gusb/ skl

January

March

April

Ju
May

June

585

July sde

August

e |

Septemb
er

RS

Octobe

Novemb
er

ad g

3l

Duration

week

week

week

week

week

week

week

week

week

week

week

week

week

week

week

week

week
week

week

week

week

week

Program Title gl ) audl

el G peall 5 el liaal dpuluY) Ayl
Basic Water and Wastewater Pump Maintenance
GIS for water utilities obaall (31 pad 4l jial) e sladll alas

oleall dallas cidasna Ailua § Juniit
Planning and Design of Wastewater Treatment Plants
>l G yall olie dadlas cilaas Ailia 5 Jusds
O&M of Wastewater Treatment Plants
sbiall fua cillass Aiba 5 Jiad
Operation and Maintenance of Water Pumping Station
=l Y Zolainy sl dallae Gllee
Water Reclamation & Treatment Processes
el JSTE 8 oSl 5 Dl ol dallae
Boiler Water Treatment and Corrosion Control
oSal) el aladinly slaall Adat ldaas s
Operation of Reverse Osmosis Treatment Plant
e>all o pall ol fua Glase Alpa § Juils
O&M of wastewater pumping station
Utility Management Gl 3l

Water Quality leall 32 sa

>l o pall Cillasa 5 sl illasa & sl
Disinfection in Water & Wastewater stations
ol ypuad g slsall Jilas
Water Analysis & Results Interpretation
oSl el aladiy slaall Adat 8 Aipal) L o) il
Modern Water Desalination Technologies
sbaall ) 55 S Ay s it
O&M of Water Distribution Networks
>all G pall sl fa cilass Ailua § Jords
O&M of sewage pumping station
il Aalliall sluall Al Auiliall Jallasl)
Basic Chemical Potable Water Analysis
Lift Station Maintenance @l daas dlua
cadanill bl A e Gal yai g Jaedal)
Reservoir Cleaning — Planning and Supervision
eaall Cogall Ak Ailpa s Juans
Operation & Maintenance Of Sewage System
Jalldl obaad) adas cubanld
Fundamentals of Saline Water Desalination
Bhaall a3 55 Al Clalana 5 il
Water Distribution System Pipes and Valves
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SE1.2010@hotmail.com :( s A & sl

Oles Adlales — Jalwa — o) g2 | Jing

) CBlae Jilia Jaa Y £ L — A giad) gl gal)

Y E

L 5SS Hhalaal) e dSludl el gl

A =n 0

’ i g e e Safety measures of electrical hazards Sk

o @ . < N

N Gy el 2l

Libas, 2 week Food Safety Al SHS23

Water and Sanitation L"&..a]\ a_b)...al\j slially ualald) auall L\\JJJJ\

SSwo1

SSW02

SSWo03

SSwo4

SSWO05

SSWo06

SSWo7

SSwWo08

SSWo09

SSW10
SSwi11i

SSW12

SSW13

SSW14

SSW15

SSwW16

SSwW17

SSW18

SSW19

SSW20

SSw21

SSW22




,)AG&\ k Bw‘ Q‘S.h:: ;\Ji :‘-5‘)4_5 MJ Ql:“ﬁ SSW23
° wee . SE
Network Technical Performance — Assessment & Monitoring

English Language programs 4 iyl dalll &l ) g
daall
DURATION
g | S g ghsa
Jaall e/ dgxdl e 4 Week Literacy (Zero)
e .
| | : @ ‘;Ju\ S Fiua
Jeall e / g2l ja =N g 4 Week Basic
s | £gdia
Joll fie/ g2l e 6 Week Beginner
| |
Jerll o/ 2l e % § 6 Week Advanced Beginner
x5
Jadl jia/ 3adl jie £ 6 Week Elementary
. . 19
Jeall jia/ gadll jha I\;I);Jrch 8 Week Pre- Intermediate |
. . Jad .
Jeadl jia/ 3eadl jha April 8 Week Pre- Intermediate Il
Jerll e / g2l e 8 Week Intermediate |
=) &
B - E
Jaadl e / 3g2adll je 8 Week Intermediate Il
Jeall jia/ 2g2dll jha " 8 Week UPPER Intermediate (9)
35 10 piia
s D
Jenll e/ sl e 8 Week Advanced level (10)
. 11 adiia
Jeall jia / gadll e 8 Week
% z Advanced Level Il (11) (Pre-FCE)
Jeall fa/ 2eadl jia 8 Week FCE Preparation
Jarll e/ dgndll jie Jjuji 8 Week English Language application

L8 ) ) cilgal) aa Gaeadil) g Galhal) Cuoa 33 Ade ) &l gl
il glesal) Con S jLdiall Aadi sal) g

©aa rurrA; Jscila (YEOFFING ; (sl / (il el e (Hie Jra3¥] Ak — Fapsiall el el
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ssaal) (s ghanally BtV ady Al day a3 (g ghena 3paad HLIA) Sgaall diay
The institute holds a level-setting test and then after the result is enrolled in the
specified level

agaley) AUl ¢y ) ALS B) g Lalad) 4 by 4alh) e g
Writing skills, academic writing General English Courses

Talking skills Gaadl) @l jlga
e.ﬁld\ ‘“,J\ L“SM‘ gM\ Cma

LY Glatad juaadl) § )93 From beginner to advanced level
'IELTS'

Aall) Ao jlaal A A cling Jla ) goa dgaall jia B Ay ) 93 dduay 4y JaladY) ARdl) <l g3 e

English courses are held periodically at the Institute's headquarters, with external
missions to practice the language
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