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Foundation

Category

Core Skills

Topics /
Course Title

Self-Awareness and

Emotional Intelligence

Fundamentals of
Teamwork and
Leadership

Effective Remote Work
Strategies

Mastering Workplace
Communication

Business Writing
and Professional
Correspondence

Public Speaking and
Presentation Skills

Time and Task
Management Mastery
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Success uﬂ.ll

Subtopics / Description

Understand personal strengths and weaknesses
Develop emotional intelligence for personal and
professional growth

Cultivate self

Confidence and assertiveness

Align personal values with workplace ethics

Learn goal-setting and strategic planning
Understand motivation techniques to enhance team
productivity

Develop coaching and mentoring skills

Assess and improve team performance

Transitioning to a remote work environment
Setting clear goals and managing expectations
Balancing work-life integration effectively
Structuring time for maximum productivity

Define communication principles for professional settings
Identify and overcome barriers to effective communication
Select appropriate communication mediums for workplace
interactions

Develop active listening and feedback skills

Learn the fundamentals of business writing

Structure emails, reports, and official documents effectively
Understand professional tone and etiquette in written
communication

Avoid common grammar and punctuation mistakes

Overcome nervousness and build confidence in speaking
Structure and deliver impactful presentations

Engage audiences with persuasive storytelling techniques
Utilize visual aids effectively for clarity and retention

Develop skills for effective prioritization

Learn strategies for overcoming procrastination

Use productivity tools to organize daily tasks
Improve efficiency through delegation and workflow
optimization



Foundation

Category

Workplace
Safety &
Inclusivity /
DEI

Topics /
Course Title

Business Etiquette and
Professional
Networking

Leveraging Al and
Technology in the
Workplace

Critical Thinking and
Problem-Solving

Adaptability and
Resilience in
the Workplace

Digital Literacy for the
Modern Workplace

Preventing Workplace
Bullying and
Harassment

Diversity, Equity, and
Inclusion (DEI)
Fundamentals

Success uﬂ.ll

Subtopics / Description

Understand workplace etiquette and business decorum
Build meaningful professional relationships through
networking

Master introductions, handshakes, and professional
correspondence

Navigate corporate and multicultural settings with
confidence

Use ChatGPT and Al tools to enhance workplace efficiency
Optimize workflow through automation and digital
collaboration

Learn ethical considerations and responsible Al usage
Stay ahead with emerging technology trends in business

Develop analytical skills to evaluate situations logically
Apply creative problem-solving techniques
Make informed decisions under pressure

Learn strategies for navigating uncertainty
Develop resilience to workplace challenges
Cultivate a growth mindset for career success

Master essential workplace technologies
Understand cybersecurity best practices
Optimize productivity with cloud-based tools

Define bullying and harassment in the workplace
Recognize signs and patterns of workplace misconduct
Understand the psychological and professional impact of
harassment

Explore reporting mechanisms and support systems for
affected employees

Define diversity, equity, and inclusion in modern workplaces
Identify and address unconscious bias in decision-making
Develop inclusive communication and collaboration
strategies

Foster an equitable and respectful work environment
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Category

Core Skills

Supervisory
& Leadership
Skills

Topics /

Course Title

Developing Leadership

and

Decision-Making Skills

Strategic Career
Growth and
Professional
Development

Financial Literacy for
Professionals

Stakeholder
Management
and Relationship
Building

Advanced
Communication
and Persuasion Skills

Performance
Management
and Employee
Development

Crisis Management and

Business Continuity
Planning

Essential People

Management and Team

Leadership

success Al
Succe w

Subtopics / Description

Build ethical leadership practices

Strengthen problem-solving abilities in high-pressure
environments

Learn change management strategies

Enhance coaching and mentoring techniques

Position yourself for promotions and leadership roles
Identify opportunities for career advancement

Build a personal brand that aligns with career aspirations
Navigate workplace gender dynamics effectively

Develop budgeting and financial planning skills

Understand investment basics and wealth-building strategies
Manage workplace compensation and benefits wisely

Learn financial risk management techniques

Identify key stakeholders and their interests
Develop strategies for managing expectations
Strengthen professional partnerships for business success

Master the art of influence and persuasion
Learn negotiation strategies for workplace interactions
Strengthen storytelling for impactful communication

Implement structured performance reviews
Develop coaching and mentoring programs
Address performance gaps and improvement strategies

Identify potential crises in the workplace
Develop response plans for different business disruptions
Ensure continuity through effective leadership

Learn to inspire and manage diverse teams effectively
Understand the psychology of employee motivation
Foster a high-performance workplace culture
Implement performance evaluation techniques
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Category

Supervisory
& Leadership
Skills

Category

Supervisory
& Leadership
Skills

Topics /
Course Title

Supervisory and
Delegation
Skills

Managing Hybrid and
Remote Teams

Advanced Leadership
for High-Impact Teams

Strategic Thinking and
Decision-Making for
Executives

Organizational Culture
and Change Leadership

Ethical Leadership and
Corporate Social
Responsibility (CSR)

Global Business
Strategy and Cross-
Cultural Management

Al and Emerging
Technologies for
Business Leaders

Success uﬂll

Subtopics / Description

« Identify and allocate tasks effectively

* Build trust and accountability within teams

+ Develop skills for conflict resolution and negotiation
« Establish structured reporting and feedback systems

+ Build engagement and productivity in hybrid work models
» Develop strategies for virtual collaboration
« Ensure accountability and results in remote settings

+ Cultivate high-performance teams through trust and
collaboration

* Implement leadership strategies that drive innovation
« Strengthen resilience in times of crisis
» Adapt to evolving workplace challenges

+ Develop frameworks for long-term strategic planning
» Improve high-level decision-making processes
* Analyze market trends and competitive insights

+ Assess and shape workplace culture
* Implement sustainable change management strategies
+ Lead teams through periods of transformation

* Build ethical decision-making into leadership practices
» Develop CSR initiatives that align with business goals
» Promote sustainability and community engagement

« Navigate international business dynamics
* Lead multicultural teams effectively
« Adapt business strategies to global markets

» Understand Al's impact on business and HR
» Leverage automation for operational efficiency
+ Implement data-driven decision-making strategies
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Category

Public Sector-
Focused
Programs

Development
Sector Programs

Change Management
and Organizational
Growth

Transformational and
Visionary Leadership

Enhancing Public
Sector Service Delivery

Enterprise Risk
Management for Public
Administration

Corporate Governance
and Ethical Leadership

Grant and Proposal
Writing for
Development Projects

Effective Advocacy and
Policy Influence

Success uﬂll

Subtopics / Description

» Navigate organizational restructuring effectively

« Overcome resistance to change through leadership

+ Foster an agile mindset in teams

+ Develop long-term change implementation strategies

* Inspire teams with a compelling leadership vision

» Develop executive presence and communication skills
+ Lead with emotional intelligence and strategic insight
« Drive innovation and business transformation

« Improve efficiency in government operations

« Develop policies for transparent public service

« Strengthen stakeholder engagement strategies

+ Implement performance-driven public sector mandates

+ Identify and mitigate risks in government operations

 Strengthen regulatory compliance strategies

+ Improve decision-making through risk assessment
frameworks

« Develop financial and operational resilience

« Strengthen governance frameworks for transparency and
accountability

+ Develop ethical decision-making skills

* Implement sustainable leadership strategies

 Foster ethical organizational cultures

 Learn to craft compelling funding proposals

+ Develop strategies for securing grants and sponsorships
« Align proposals with donor and funding requirements

+ Measure and communicate impact effectively

» Develop strategies for influencing public policy

 Build advocacy campaigns for social impact
 Strengthen lobbying and stakeholder engagement skills
« Utilize data-driven approaches for policy change
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Success uﬂll

Category Subtopics / Description

Strategic & Strategic Planning for « Develop and execute business and policy strategies

Technical Organizational Success « Align organizational goals with long-term visions
. « Conduct SWOT and risk assessments effectively
Training « Measure success through key performance indicators (KPls)
Advanced Research and « Conduct thorough market and industry research

« Present data in compelling, actionable reports
« Utilize data visualization tools effectively
 Strengthen analytical thinking and reporting accuracy

Reporting Techniques

Team & Building High- « Foster a culture of trust and teamwork

Interpersonal Performance Teams » Strengthen interpersonal communication in teams
. . *+ Resolve conflicts constructively

Effectiveness and Collaboration « Develop inclusive and diverse team dynamics
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