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MANAGEMENT
ACCOUNTANT

Professionals Driving Business Performance™

Budgeting concepts and forecasting technique.
Budget methodologies and Budget preparation.
Cost management terminology and concepts.
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Cost Accumulation systems.
Cost Allocation techniques.

1

2

3
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Operational Efficiency and Business process performance 5.
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9
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Cost and variance measures.

Responsibility Accounting and performance measures.
Internal controls I.

10. Internal controls II,

11. Ethics for management Accountants.

Co~No~wN P

G oy QLS ) 9gd 6 ¢ el B2e

:2Part
1. Basic financial statement Analysis. 11, A 238l Jas
2. financial performance metrics — financial Ratios. 12, Gl el 5 Ll 12V Gaplia
3. Profitability Analysis and Analytical Issues. 13, oAl sy day )l Julas
4. Investment Risk and Portfolio Management. 14, i) dsise s )y 5 slaiiu¥ 8 phlaall (i
5. financial Instruments and cost of capital. 15, Oudl G, 4dss 5 4l ol )
6. Managing Current Assets. 16. Aslsidl Jgall sl
7. Raising Capital, Corporate Restructuring and 17, Sl dasadll 5 S A8 sale) 5 JWal il 353
International finance. 18, hlaall sl gl el Jalas
8. Decision Analysis and Risk Management. 19. iyt il
9. Investment Decision I. 20, claaidl ciladal

10. Investment Decision II.
11. Ethical considerations for the organization.
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CIA (Certified Internal Auditing)

Part Name | Duration | Part Contents |
IIA's Standards Establish a risk, based plan,
Organizational Governance, Internal Audit Roles
and Responsibilities, Risk and Control Plan
Engagements.

Part IThe Internal Audit
roles in Governance, 4 Months
Risk, and Control

Part liConducting the Conduct Engagement, Monitor Engagement

IEternaI Audit 4 Months Outcomes, Engagement Tools and Fraud.
ngagement

Part llIBusiness Analysis Business Process, Financial Accounting,

& Information | 5 1/2 Months Finance, Managerial Accounting, Economics,

Technology. and Information Technology.

Part IVBusiness 4 Months Strategic Management, Global Business

Management Skills Environment, and Organizational Behavior.

CFA (Chartered Financial Analyst)

Description

The level | Study program emphasizes tools and concepts that apply to
investment valuation and portfolio management — basic concepts
regarding securities laws and regulations — CFA Institute code of ethics
and standards of professional conduct.

The level 11 study program emphasizes asset valuation — applications
of tools and concepts of investment valuation — industry and company
analysis — CFA Institute code of ethics and standards of professional
conduct.

The level 111 study program emphasizes working knowledge of the
entire portfolio management process — application of concepts learned
at level I and Il - CFA Institute code of ethics and standards of
professional conduct.

Part |

Part 11

Part 111
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Executive Secretary Diploma
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Module 1: Module 2:

arketing Your Business
w to get more business by researching what customers
nt to buy

Advertising and Promotion
How to get your message across to your
customers

1 - Introduction

2 - Why you must do market research?

3- Who will be your typical customer?

4- What do customers want?

5 - Why will your typical customer buy from you?
6 - How to conduct market research successfully?
7- SWOT

8- Your Marketing Plan

9 - Your Personal Action Plan

Module 3:

Personal Selling Skills
How to profit from improved selling techniques

Part 1 - Personal Selling Skills

1 - Introduction

2 - What is selling?

3 - Don’t Just Order-Take

4 - The Building Blocks that Lead to a Sale
5 - How to Handle Incoming Calls?

6 - How to Make Appointments by Phone?
7 - How to Reach the Decision Maker?

8 - The Sales Presentation

1 - Introduction
2 - Planning

3 - Advertising
4 — Promotion

Module 4:

Personal Selling SkKills
How to profit from improved selling techniques

Part 2 - Telephone Techniques
1- Telephone Selling

2- Objections

3 - How to Keep Records

4 - How to Motivate Yourself
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Basic selling concepts - Implement different approaches and

. . resentation techniques
- What is selling P a

- Rewards of being sells person - Sharpen questioning techniques.

. - Post call analysis
- Golden rule of selling y

Customer satisfaction

Professional sells person

- mer profil
- Characters Customer profiles

- Handle customer’s responses and

- Steps resistances

Professional selling skills

- Territory management

- Pre call planning Ethics in selling
- Call segments - Common Reasons (Excuses) for
- Identify buying motives. Unethical Behavior

- Guidelines for Making Ethical Decisions
- Practical workshop
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Power Point — Internet
el ds| - Windows — Word — Excel —Power Point — (ui“ bl 34 A5l At )ICDL
access - Internet §
Interface-selection & Layers & Painting &
ielu24 | Text, Combining & Images & Animation & Photoshop CS5
Printing
Drawing basic shapes, layers& time line —
4elw 27 | Text, Animations — Symbol& movie clips & Flash CS5
Filters —Audio &video
ielu. 48 Photoshop - Flash —lllustrator— InDeglgn Graphic Diploma
Project
1ol 60 Photoshop - Flash — Dream weaver — Web Design
Project
ielu 16 Hardware & Software Maintenance

Principles of Eng. Drawing — Interface — Drawing
Fundamentals — Draw Commands — Dimensioning —

plotting — sharing data — Eng. maps — Over View of
AutoCAD 2011 — AutoCAD Specialties
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AutoCAD 2D
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