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MODULE 1: BUDGETARY CONTROL
This module considers what we mean by a budget and budgetary control and
why it is important. It explores valuable techniques to budget preparation and
discusses how it may occur in a real organisation, as well as the different
influences.

MODULE 2: PRODUCTION CONTROL
This module discusses the process and importance of production control as
an essential tool in the workplace, examines ‘actual performance vs. set
standards’ and outlines a framework for the implementation of corrective
steps.

MODULE 3: PRODUCTION MEASUREMENT
This module examines the value and techniques involved in the measuring of
output; reviews productivity variations, and provides a structure for corrective
action enforcement.

MODULE 4: QUALITY WORKMANSHIP
This module reviews the concept of quality and the standards by which it is
measured, the process of quality measurement and the reasons and results
of poor quality workmanship. The module includes pro-active methods for
corrective actions and considers topics such as "Motivation to meet quality
standards".
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MODULE 5: SUPERVISION
This module examines the role of supervisors and discusses the influencing
factors involved, as well as the tasks, knowledge and skills that are required
for supervisory positions.

MODULE 6: LEADERSHIP
This module explores the value of effective leadership, it's functions within
the workplace, and the skills and processes essential for achieving
leadership success.

MODULE 7: INDUSTRIAL RELATIONS
This module discusses the meaning of industrial relations, presents a brief
outline on the history of the role of I.R in South Africa, and explores the
duties and responsibilities of trade unions, management, supervisors and
employees with relation to I.R

MODULE 8: MANAGEMENTS OF TIME
This module introduces participants to the concept of time as a unique and
valuable resource that can be measured and managed. With the use of
practical techniques and an examination into existing personal approaches,
this module presents tools and practices that encourage greater productivity
and efficiency.
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