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Creativity and achieve leadership and excellence in administrative

departments and Governmental institutions
o3I 8,15] o JoKiadl zoliydl
The Integrated programme in commitment management
wuwaw ol EFQM

Workshop on strategic planning and the application of advanced

strategic plans for institutional excellence EFQM

oLl clwg) slacl JolSiall )15Vl zgiol!

e sosallgS  olI5
19+allsS SR Ul 5
oAl sl L5

51> dyaiSwl  plI 5

&6lyall g Slinial) duslyis>VI )5Vl
The professional facilities manager
elyaadl 8)15]) doadiall dusliVl g &)V Ol)lgadl)
Advanced managerial and supervisory skills
(Managers Management)

Jall Josdl 3130 <y §ibog )bVl ol i)l &ilylgo

Administrative supervision skills and effective team building methods
olus VI clwg) slac) Joliall )5Vl zgioll

Managing integrated approach to prepare the department heads

oVl il e ell5
e sosallgS  oLIS
Joribul 8@l oLl 5
sorallsS  Jouihwl  elI5

Joribuwl &y oSl oL 5
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8y2igll) Jlac¥l dwaia 85lel)
Business Process Reengineering (BPR)

SlgdoVl 8)13] g 83axiall plgall duaii b bclas]l
Managing Multiple Tasks, and priorities
gosrauni g lgldxi g @)l dxied] didac

Business Process Modelling

ool 2Ll Jolge il 5308
LEADING CHANGE: CRITICAL SUCCESS FACTORS

orwigell Sliaillg a5,V Olylgedl
Management Skills for Engineers
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duzgilyLoll @bzl ebl audiy daylio Ol
Mechanisms of Follow-up and evaluate the performance of the

333l o rinedlg elydedd duwus Jl &) 1bN1 Olylgal
Mains Management skills for new managers and supervisors

INTERNATIONAL BUSINESS ADMINISTRATION
Social institutions management

cuwgall bVl gy puuzi Slly aalio
Methods and mechanisms to improve and develop corporate

Josdl o duclauVl &udl 3320y doadiedl dusl )l Ol)lgell
Advanced supervisory skills and creative environment

il 85Us g ol yiw ) budaxill
Strategic planning and leading change

VI ¢bhil Giuaiid]l Josdl blas slacly duzuilyiw)I 8,15V
Strategic management and preparation of executive plans for the
development of performance

sk o)l Llaill by (pigall yghill

Career Development and Succession Planning

ol adlend elIS
Strategic Plan
JESVIAESS eSE Ll 5
Josibusl Bl HUiS adgall Jlacl 3,05l
5o s Lis dxclaizVl Sluwgall 8]
2 ey
) dyaswVl L5
performance
5 salall ol 5
enhancement in work
81> SE oLl 5
Jouibuwl sl LLIS
JoradlgS  dy sl eLi 5
Josibuwl  gidl ort olI 5
8,8l D sUl 5
JotallgS sl L5
81> sVl LI 5
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bl gl (b sailly daclull &g,

Creative vision and distinction in the decision making

Josdl Gilelyzlg Oldasdl o
Simplification of Work Processes and Procedures
Uil lzwlyiwl iudiig slacly glidVlg Gulil &lylge
The skills of Influencing , persuasion and the preparation and
implementation of negotiation strategies

dumuadl Oliiall g Ohadiwall 815 b JolSiall zoliyl

Integrated program in hospitals management and health facilities
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| el et L SIS il daSe>

oYl widl opds ol 5 Corporate Governance
Slawgall sbles 8]

Enterprise Risk Management

Jgribbul W ellS

bVl ayg8ig awii Ol)lgo
Assess and evaluate the performance skills

sosalVlgS & puiSuwll pli 5 ieboll jpailly jpaidl 8]

Change management and career excellence

o) sl plLi5

. 8362l Olias g Jlacll 4 glni
el o el 5 Business Improvement & Quality Techniques
) wdxall oSl Slelndg SLadl clane Dlylgo dradi
Jguibbuwl 8y ]l oll 5 Developing the Skills of mayors and
local government sectors

. : ElogVl 8yl (o juaill
ssrellss sl el S Crisis management

il o ; a bVl dsugll 8ol
o2 sidl o bl'> Restructuring of the Administration
L Lo 50l PL’.T 5 eiaiilly byl digs=dl cuwdlw)I

Modern methods for planning and organization

4 S : (6)15¥1g bl Sy duzailyiw)l) duigyiSIVI do Sl
sptles | e (E-Government(Strategies, enforcement mechanisms and management

| il oo ‘ a2l Caslgally lojVl (b 515Vl
Jos | ridlord pblS Management of crises and difficult situations

Lol 5 Li 5 )V ol o duig)yiSIVI 81531 895
¢ i e Diploma in electronic management of Administrative affairs

SLaddl 85151 o )bV juaill

Js+ LA, U el Administrative excellence in municipal management

TRAINING PLAN 2019
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o syaladl  oLI5 Qualifying the Middle Level Management to take over the functions
of the senior management

ol 8,11

Josibal ) aswlll LIS Management By Objectives (MBO)
s L psgie) liub dyaxll 5LVl
sorelilyS widl oy oLl Mindful Leadership

8 roleall &bVl g dsl i)l Olylged] duadi
Contemporary administrative and supervisory skills development
Sluwwgall yblxe 8)ls]
Enterprise Risk Management

3> wdd (ol._J_i 5

SR Jguibbuwl le| 5

. i waihyiwl| buazil g 8,15V
salall - ells Diploma in Management and strategic planning
duidl oy LI 5 diuaitl LY g Wl SLHLIE ile 81 Slhlge g 9o
o oLi5 lozuw 6 w6 ;o) ply=ll 8)9

Lean Six Sigma Green Belt

) Sl Olzazally Olexiiall g Goladl 8l5] wo JoSiedl zoliydl
dyaiSwll oLl 5 Integrated Programme in managing hotels and resorts
Residential complexes

(KP1) i JI <>V jivgo

(SR ell'5 Key Performance Indicator (KPI)

TRAINING PLAN 2019
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Lol Oawlyallg y,y Gl auadiy iilall 8ylslg dy LSl

y94allgS salall Ll 5 Secretarial and office management, reporting and official
correspondence
g il o z Slely 2Vl i g Jasdl albi i ghai
Jss N The development of work systems and simplify procedures

Controling pressures and time and prioritization

. : awol )l 8
e SR | e Sports management
o ewllsS  HUI 5 o o S| o Jalaill Shlga

Working with More Than One Boss
Josallss s WUl 5 8,S1MI bowiniig JIjisVl g dsy jud] 8elyall Olylgog & posdl & Sl

Modern secretarial skills,speed reading , shorthand and stimulate memory
Ilogleall Slog LSl (o duasdl Sliiaell Glegazo diaiig cliy

o salall Ll 5 Construction and development of digital collectibles collections in
libraries and information centers
. iyaiSwl  oUI S Wl o 48)gll JlocVl joulss

Reduce paperwork in the office

) SVl dwwgell Sgiue e (lisdl g yailgdl ) Jolgidl &ylgo
R daidl oy pLIS Communication Skills (telephone and written) on the enterprise and
departmental levels
. Slalel) daas I daiyVlg OUsgaxallg iUl 815N dlaxl dsubhil pdaill
M )do yoadlgS  oLI5 Modern Applied Systems for the management of documents and
digital archiving files

i) dlwall 4 lsdl & Luas

Josibul sl el Effective Report Writing Techniques

serallgS  Jguibusl LIS 8V pudzo dy 5 )Sw

Secretariat of the Board of Directors

Management information systems

TRAINING PLAN 2019
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Jlacll buhxi g dga> (o doSiadl Ol)lgoll
Integrated Skills in scheduling and planning business
il Olylgedl diaii o dloSiall 8yl
Integrated Diploma in Personal Skills Development

ETR| PR YV | P AT

154alVigs SR pUl'5

N e 5 ¢ yaiadl jue piedl 8ailus g pcd
s | Salall el Supporting Busy and Absent Managers

oLl 5 Jrditwall QS 8)ls] = duigyisIVI b )byl

Electronic secretaries - and the future management offices

Advanced draiaiill Olylgall (6 jreilly dosdioll diuaiil 4y )lSuul
executive secretarial and excellence in organizational skills

81> NA

w1 ayaiswVl Ll s

) =l Sl wilse clyand besall go Jolodl o9 a4 )bVl Ol)lged| diads
o syaladl  oLI5 The development of management skills and the art of dealing with the
pressure of the managers senior leadership offices

% e 3 lJi 5 LJ\.LJS.O.” Josll pJ.b.u_g Q|c|_)..>}” | 2VIeY)
' o U Simplification of procedures and the organization of office work
) Slleall adaiig SlelaizV 8)15] (w6 juaiall siuaidl acluall
Jguibbuwl syalall oLl 5 Excellence executive Assistant in meetings management and organizing
events
D S : duigoll GUSII Ol)lgo

sssallsS @Sl ell'S Business Writing Skills
Jouibul il o Ui 5 4y b)) SL gdgVl syaxig Cus gl 850ol

Time management and prioritization of the Secretariat

) JLaiVl 845 g lg=dl 0 o juailly doadiedl &inaidl & Ul
8y all oD oLl'5  Advanced Executive Secretariat and excellence in the art of dialogue
and the power of communication
‘ a,bySadl Jlacl juaiall elxVlg ilKall dosdiall 8,151
yoradlgS el oLI5 Advanced office management and the excellence performance of
secretarial work

) Olp2iadl Gasl §og ASMI illall 8)l5lg duigySIVI & ) Sudl
3> 4 yaiSwll  pLl'5 Electronic secretarial and offices administration, according to the latest
variables

TRAINING PLAN 2019
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--"...S || L:JLo_LiJl H-LQ-J.S .." - | QlJLeﬁ
Coordination and provision of library services skills
dainVlg wilSall 8)l5] ¢ d5,l)Sadl Sllgo b JolKiodl oozl zoliyl
MS Outlook plaxiwl lgilaunig

Integrated Specialist program in secretarial skills, office management
and archiving and applications using MS Outlook

s ol VIl Gusdly sasil pSaily ol Jasll . &gl Ollgel!

Executive skills, analytical mind, critical thinking & the sense of creative

&) liadl 3)15] wise (PMO)
Project Management Office

oVl auadl onb el 5

Jgridouwl oD Pl-’l 10

o)l 8o lall

yoradVlgS & aiswdl LI 5

‘ Wl clyaog s,y bySadl elsl o H80Y1g juaill
ygalVgS VA oLl 5  Excellence and innovation in the performance of secretary and office
managers

éjlj's_]ls CJ . I Il “|. . k:-’\b d_i'__j_&}_“ CJ|“.-... |
Modern technologies in the organization of files and documents

Joubuwl  spalall  LLI5

i n awigili)] &y, LSl &llgo o
el | BupaiSfill | Ul The development of legal secretarial skills
SlelaisVl polog EALwlyall GUSs Sl

w2 apidlerd oll5 Preparation and writing correspondence and minutes of meetings

) dy,)iySaudlg Wl 8,V wille clyaed doiadl Gil)lgally ds yang=dl Olyaall
Lo Low| 8y &l oll 5 Integrated skills and core capabilities for directors of senior
management and secretary Offices
C laiiless Loniis 3y DUl iSOVl &)l (rb Gpaall Sl
yoedVlgS a4 jaiswll oLl5  Modern technologies in the electronic archiving of data and how to
follow and protect it
J il : ) bySudl Jlacly ilSall 8151 (b dyasdl Ol iVl
s I aidlend ellS Recent trends in the office and secretarial administration
Lol s Lis o jiSul) doKiadl Olylgadl pgbid
@ = e Diploma: integrated skills of the modern secretary
bVl 8las) JwlwlS aulil olylgall dpais

Jostbuol 4 paisalll pl1'S Self-development skills as the basis for high performance

TRAINING PLAN 2019
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50l 4 bySadly ilSall 8)15] b dlolid] 5392l dosiiall oy lioll

o 8y ]l ‘ol._l_i 5 Advanced concepts of TQM in the executive offices and secretarial
management
Josibwl & uSwll L5 Slogleall (1olg daii)Vl g 35Ul Ira>

Document Retention, Archiving and Information Security

) Ologlrall pac (6 0)yghis dija> 4§ @ Slegleally OliSell (ilosl
yoedVlgS  Zwidl o pLl 5 Libraries and Information Specialist: modern and advanced vision in the
information age

) sl SLLYE G o hisV Guudd] Gllge yghi (o doidiall 8)gl
82> oD oll 5 Improving interdepartmental professional coordination skills —
Advanced course

o Jssibwl  alis )1V Sloglsall abss

Management information systems

‘ Sl elyrog dyigaiill dyybySal Jlach y il il yl zgiedl
syalall  oULI5  British method to develop the work of the executive secretaries and
office managers

awidl o pLI S wilalydl Josll (18 (igyiSIVI (uiSall Cizmdl Olgslg &l)lgo
w1 ells laizVl jolxs dlacly lgiyhsly OleloaizVl agais
Ll 31531 w5l elyral Jlacll 6,151 ¢ byl

4y jauSawI ‘oL_:_i 5 Planning and managing the Business Administration for the managers
of senior management offices

) Wl (i g @ UySuud) SlsMall oy gaig DlelaizVlg Cusgll 8)15]
SR oll 5 Time management, meetings and delegation of authority to the
secretarial and office coordinators

TRAINING PLAN 2019
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Human Resources Programs
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JowallgS  Byalall LLi5
Joribusl  auidl oyt olI5
o) o> ell5

oD syalall LI 5

okadd gall g8 &)Y Olas=il o dbasdl Ola )l
Recent trends in administrative investigations of Personnel
g gall o dis JS o Jlradl Joloidl Olzuilyiwlg—uabs gol) ABC Jul=i
ABC analysis of the employees - and strategies to deal effectively with
each type of staff
4 yidl 3)lgedl Slwluwd ddslal &5\l slaclg bubbxi o doadiadl yulseoll
Advanced standards in the planning and preparation of the internal
regulations of the policies of human resources

SCTRCRUTREVE TSRV RETRRY)
TOT - Training Of the Trainers online course

D soallgS  oLIS
194allgS ENA oLl 5

o) salall LI 5

01> dyaSwl  pLI5

il 3lgall 8yl5] (b G5 )llg dzlpall biis (rslall 6.0

Internal Audit, control & auditing systems in HR management

& il 3)lgall e Blasdlg jraxill pbsi

Incentive systems and maintain human resources

Olylazd| zgied Bsg &) il 3)lgall 815

HR management, according to the method of competencies

dlesdl Oljlge slacl g & il 3)lgadl 9 (uabgall ¢ g98:d ddladl pdaill
Financial systems for personnel and human resources and the
preparation of the employment budgets

o3V il ppb eUT5
SV sosallsS  pLIS
Josibuwl sl LLi 5

sosalleS  Jouibusl ol 5

Joribul & aswVl L1 10
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eVl 8claS goyg duabd gl Olyluall budnzig dy pind] 3)lgedl 3151
Human resource management,planning career paths and raise the
efficiency of performance
w2l Sljlgeg s slacl wdlwl
The preparation of training plans and budgets
doliiodl OWis] cuus> & il 3)lgell dwais 35lc]
Re-engineering of human resources according to the needs of the
Organization

ooleill julze Jgd (p8 Jasll 5l 3l
Essentials of GCC Labor Laws
4y yadl 3ylgedl 8)15] - 8,15V dlwdw
Human Resource Management-Management Series
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Recent trends for Personnel (benefits and compensation)
(Ol 8>axio & yidl 5)lgall 3)13]) 83axiadl HLLEUI go Joloidl Wil)lgo
Dealing with multicultural skills (Multicultural HR Management)

o)l aidl opb ll5

JESVNAPSS w  ell5

. T ; 8392l yulso w4 il 3)lgell i glad
Jssiol sl el The development of human resources by ISO standards
5o oo oli 5 o6 yirally o el aud gl <DV pudd Olylgo

Skills of evaluate the job performance of managers and supervisors
ezl daleoe g Slwwdoeg /Oleolxl & il 3)lgall 8)15] yuleo yghi
(HEls) JlsJI
Developing Minimum HR Management Standards for Universities/

Higher Education Institutions (HEIs)

o> ayaiswVl el s

euaiilly dsugll 85lelg duoudaiidl JSbgll slac] o dduhilly drededl juleoll
o salall ebls Scientific and applied standards in the preparation of organizational
structures and institutional restructuring

bVl Lzl g uabgall audi Olidai

== o ell5 Employee Testing and Evaluation Techniques

| . ; & il 3)lgedl 8;15] o duigiladl cuilg=l
Jos | oalall el Legal Aspects of Human Resource Management
&y il 3)lgall ilosl JusS| zoliy plaziwl )l Jul=i g slacl
Prepare and analyze reports using Excel- course for HR specialist

JotallgS w1 ell5

) Joasll ybl aws sadaidl bVl (e & pindl 3)lgall ddles Lol yules
Joguibouwl  aidl oy pll 5 Measure the effectiveness of human resources on organizational
performance within the frameworks standards
8clasy b gll o gdl Olslay &S
Writing job description cards efficiently

| T ; b gall
ssselles Al e Achieving organizational excellence in management development
human resources and and personnel management
doniitl wolaaMl guaxi
Innovation and quality in the strategic training and career development
to achieve organizational goals

8, a1 o> bl

5a>  dyuSwl bl 5

TRAINING PLAN 2019
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) e gllg Gyl ooy luadl by g g yaily & jindl 5)lgel) dosdiall 8,15)I
o)Vl aidl oy pLIS Advanced management of human resources and training and
connecting the training and career tracks

»obily puabgall Hegib g & yindl 3)lgell dolil 85921 8)15]g juadll
syl VI
Excellence and total quality management of human resources personnel

and administrative development

‘ &y il 3)lgall 1se Jualig slacY JolSiall zoliyl
o)l syalaJl oLl 10 Integrated program for the development and rehabilitation of human
resources director

: 39l Jlaslly Jas)l olai Olighi go ouibgall G §0]
yeedVlgS & jaiswll Ll 5 Personnel Management
with Saudi Arabian Labor system applications

Josibuwl SE Ul 5

ygalVlgS oD oLl 5 (Competency Based HR) Olclasdb & yind] 5)lgadl 3)15]
Josibuwl Bl HLi5 stab gall ) Guwiall Vsl 53lo dumyi

‘Promotion of institutional loyalty among employees
) (baile Julsg yigaiig yolacl) duy ol dozdl cly
yoedVlgS & jaiSwll  pLl' 5 Building a training plan (preparation ; implementation and measurement
of revenue)

iledl Glwsg Josl clisl zolyl dsyliog wuy il (o Olylgo dxais

o2 N Developing training coordinators skills, follow-up programs at work, and

calculate the training return

L Lw | 5mlaJl  oLI5 Electronic human resources management il 3;lgall duigyiSIVI 5,15V

)il SLEYI Ay =i Sllge
Analyze and identify training needs Skills
. C o e gk ol elgils aunlil paailly cabssills WiVl ob doiiall bl iVl
Josbuwl  &uidl o olLI'5 Advanced strategies in the selection & recruitment, disciplinary systems

oloall o oLl 5 Human resources in the health sector wouall glbdll o @ il 5)lgall

A adl Oheilly Ole=all 3asiy (i gll 2 )il pobdl 3 iei Oluslyiwl
Jotibuwl & jaiswVl oLl 5  Development and career progression Promotion and identify gaps in
training strategies

sotadVlgS &Sl oLl 5

TRAINING PLAN 2019
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Succession planning

. b gl el bubhxig cailUbgll pudiy canogiy Ju=i
Joubuwl & jaiswVl sLl'5 Analysis, characterization and evaluation of jobs
and career planning

soralVlsS  awidl oy ol 5 Jasll OlMe (b (uabgall Joc Slehis & gus

The settlement of disputes employees work in labor relations

it o 2l Preparation of training coordinators and specialists
g ; 4 pind] 5yl gedl 8)151 Sluwlwl
w2 s el Fundamental of Human Resource Management
KPIS plaziwl <Vl julis) diyasdl Ola sVl

Recent trends to measure performance with KPIS
and identify a creer path
) sVl 3,151q Loy Lislg OlelasIl Glndiwl SMylaall clyzl b 3clasllg juaill
il oo pLIS Excellence and efficiency in conducting interviews selected talent
acquisition and performance management

) & il 3)lgedl 8151 o duaSIl Ciilg=dl g Gus 21Ul o ddga]l juleall
oD oLl 5 International standards in auditing and quantitative aspects of Human
Resource Management

Training of Trainers TOT
) o gl sl buhzig bl caadl Olsls Juali g slac]
oD bl 5 Preparing and qualifying the leaders of the second grade and
succession planning

Sl oLi 5

TRAINING PLAN 2019
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Public relations and media programs
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83l

pleVlg dolsll BV zoly

duig )y SNVl s luadl o doasiadl Olylgall
Advanced electronic journalism course
do =l HMIL Gulolel) syl il juaiall @Yl lylgo
Public Speaking Mastery -Course for employees of public relations
widlg doaillg $sLaisVl pMc )l
Economic ,oil and environmental media
M)l g doledl OVl Jlxo o 831l slac] o JoKiall zgiedl
Integrated approach to the preparation of public relations

Gzl go Gawiilly pudilly uoylly dolall SlsMsI §)lslg byl
duoMe Ml dsyliol) dlolidl
Planning and management of public relations, monitoring evaluation
and coordination with the overall strategy for the follow-up media
o g8l Oluwgell (o dolell O8Nl duzyilyiwl sl
Creating a government and public affairs strategy

Slogleall lzglgiSiy delgsdl Oilpsio JUs o doledl OlsMs]l 8,15l
Management of public relations by globalization and information

technology variables

doldl DMl g JLadVl Dljlge o daiSell 8y9aJl
Intensive communications and PR programme

19+allsS o)l ell5
Joribuwl il ppi plI 5
L')-LU (SR} lei 5
LD sl LLi10
and media leaders
oD sorallgS  plIS
y54ellgS SR pUl5
o) salal  Hll5
03> dyaSwl LI 5
MR aaidl or oLl 5
A )de sosallsS ol 5
Jgsibouwl sala)l  LLi5
sorallsS  Jsuibwl b5
Joribul & asSwVl  eli 5

TRAINING PLAN 2019

Electronic Media Technology «ig)yiSJVI pMe Ml lizglgisi

Syaxdl )bVl Sall cgud (6 doledl SBMe Jolidl pgg80ll
The overall concept of public relations in light of modern
management thought

saaioll pMeVly (rasall =il Slwylasg ogid

Excellence in Media Practices

The impact of electronic media on the political decisions

& duaii g dwwgoell doledl OlsM)l HMox) budhxill
Public Relations Campaigns: From Planning to Execution
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2019 U

- i wigd Jlil Juwlyall &il)lge
ol &l e pUIS TV reporter skills
il el g yisall @V g agadl Olylgo
: doledl OB 8)I5L  udolel)
el 2 el 5 Power Speeches and presentation skills for public relations
department employees
g . : Lo lly die gSadl Slwwgell (o doledl V]l Olylgo
Js+ | 5ol el Public relations skills in public and private institutions
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2 ) U ell'5 International public relations and administrative and diplomatic art of
etiquette and protocol for staff of public relations
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o 8y el oLl 5  Public relations and persuasive communication skills and impact on
public opinion
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The international media and communication technology
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Jss | sl Ll 10 Integrated program in the organization & management of the
ceremony, protocols, conferences & art of reception and hospitality
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w2 eUl 10 Integrated approach to prepare the leaders of the PR and Media
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yeedVlgS @ jaisw)l oLl 5 The Integrated approach to planning public relations and its role in
achieving excellence management
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and measuring their success
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Professional management of crises
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The modern role of leadership in public relations
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Public Relations Campaigns: From Planning to Execution
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The ceremonies; protocol and public relations grounds according to
total quality standards
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Television Director
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31> oD oll 5 Modern strategies in the media and advertising
campaigns planning
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oD Jouibuwl  oUI5 Modern strategies for public relations and improving the mental
image of enterprises
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8y &l oLl 5 Modern strategies in building and developing leadership and Public
Relations and Media
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Foreign relations and international cooperation
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Media planning and advertising campaigns-main elements and ways
of Campaign leadership
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o oLl 5  The design and application of modern management strategies and
leadership of public relations and information in accordance with the
philosophy of TQM
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