
Project Monitoring Control & Evaluation 

March 02 – 03, 2022 

Venue: Evacuee Trust Complex Islamabad. 

Course Fee: 7000/- 

COURSE DESCRIPTION 

Project management is the application of knowledge, skills, tools, and techniques for project 

activities to meet the project requirements and to gauge the performance of the project. One of 

the key ingredients of project management is the use of effective monitoring and control 

techniques for the successful implementation of a project. 

Project Monitoring tools allow projects managers and project stakeholders to continuously 

evaluate the performance of project as compared to agreed parameters, whereas controls provide 

effective mechanisms to keep projects on track. This training program enables participants to 

understand the tools and techniques for effective monitoring and evaluation of a project. 

COURSE CONTENTS 

 Project Management Processes 

 Significance of Project Monitoring and Control 

 Tools for Project Monitoring 

 Project Evaluation Mechanism 

 Earned Value Analysis 

 Project Information Communication 

 Project Reporting 

 Developing Project Control Infrastructure 

LEARNING OUTCOMES 

 This training program will provide an in-depth knowledge for effective project monitoring 

and evaluation. It will also help you to understand project communication and developing 

effective strategies for controlling projects 

TARGET AUDIENCE 

 Project Managers 



 Project Directors 

 Monitoring and Control Personnel 

 Team Leaders 

 Project Team Members 

 

 

Basics of Business English 

March 01 – 02, 2022 

Venue: Evacuee Trust Complex Islamabad. 

Course Fee: 7000/- 

COURSE DESCRIPTION 

Grammar, punctuation and vocabulary  are the basic elements that make up both written and oral 

messages. They are also most frequently misused in daily business communication. These 

mistakes make the most well thought out document ‘a fiasco’, and a well researched report into a 

least influential document. 

This program offers effective use of paragraphs, grammar, punctuation and vocabulary. Also 

learn the  techniques you will need to improve your business writing. Emphasis will be given on 

practical principles of grammar , that any person “must-know” when communicating. 

COURSE CONTENTS 

 Writing Process 

 Grammar Principles 

 Subject-Verb Agreement 

 Tenses 

 Punctuations, use of numbers and figures 

 Transitional words 

 Capitalization 

 Business abbreviations 

 Letter writing Plans 



LEARNING OUTCOMES 

 Process ideas and put thoughts in paper coherently 

 Learn to write effective  Paragraphs 

 Use Parts of speech appropriately 

 Formulate basic sentence patterns with proper  tenses 

 Use numbers and punctuations correctly 

 Learn basic letter Plans 

TARGET AUDIENCE 

All those who wish to improve their writing skills 

 

 

Advanced Microsoft Excel 

March 01 – 02, 2022 

Venue: Evacuee Trust Complex Islamabad. 

Course Fee: 7000 

COURSE DESCRIPTION 

Microsoft Excel is one such application which does not require any preaching to be used. It is the 

choice of billions of corporate users due to its power, speed & simplicity of use. Most people 

have a basic understanding of Excel but a few really know where to find the Excel’s most 

effective & efficient power features. This course contains everything you need to know & learn 

about Excel. It is designed to fill the void by providing a comprehensive training on Excel’s most 

powerful features. Promising 24 hours of hands-on learning in 3 days, the course is aimed to 

train participants from Basic to an Expert! 

COURSE CONTENTS 

 Essential Math/Stats Functions: SUM, AVERAGE, MIN, MAX, COUNT, LARGE, 

SMALL, FLOOR 

 Essential Text Functions: UPPER, LOWER, PROPER, FIND, TEXT, LEFT, RIGHT, MID 

 Date & Time Functions: NOW, DATEDIF, EDATE, NETWORKDAYS, WEEKDAYS, 

YEAR, MONTH, HOUR, MIN 



 Using Logical Functions: IF, IFS, AND, NOT, ISNA, IFERROR, ISBLANK, ISNUMBER 

 Using Excel Power Functions: SUMIFS, COUNTIFS, AVERAGEIFS 

 Using D-Functions: DSUM, DAVERAGE, DMAX, DMIN, DGET 

 Lookup Functions: VLOOKUP, HLOOKUP, INDEX, MATCH, CHOOSE 

 Working with Name Ranges & Name Manager 

 Working with Smart Tables 

 Working with Array & 3D Formulas 

 Using Flash Fill for Data Transformation & Separation 

 Creating & Customizing Charts – Column, Line, Bar, Pie and Combo Charts 

 Analyzing & Summarizing Data with Pivot Table Reports, Pivot Charts & Slicers 

 Get & Transform Data: Power Query 

 Automating Recurring Tasks with Macros 

 Using Excel Business Modeling Tools: Goal Seek, Data Tables, Solver, Scenario Manager 

 Conditional Formatting 

 And loads of Excel Tips & Tricks 

LEARNING OUTCOMES 
After the workshop, you will be able to:  

 Take your Excel proficiency form Basic to Advance. 

 Become more efficient in data analysis and reporting. 

 Apply complex Excel functions and tools confidently. 

 Better able to solve business problems using Excel 

TARGET AUDIENCE 

If you want to be an Excel Power User, unleash the true potential of this application and 

efficiently automate your business processes then this course is for you! 

 

 

Human Resource Management 

March 02 – 03, 2022 



Venue: Evacuee Trust Complex Islamabad. 

Course Fee: 7000/- 

COURSE DESCRIPTION 

In our ever increasingly competitive economy there is a growing realization that real gains in 

performance and productivity can only come about through better use and development of 

people. For this purpose the tool and interventions available to the concerned organization lie in 

the field of Human Resource Management. 

This course introduces you to the world of Human Resource Management (HRM) and is a useful 

introduction to those who wish to learn and understand more about the role it plays within the 

organizations. 

COURSE CONTENT 

 Fundamentals of HRM Process 

 Environmental, Organizational, cultural and individual challenges which organizations 

are experiencing in today’s world 

 Job Analysis 

 Job description 

 Effective utilization of recruitment and selection tools for hiring 

 Discussing performance management process right from performance planning to 

performance evaluation 

 Developing coaching and counseling skills for maximizing the productivity of 

employees. 

LEARNING OUTCOMES 

At the end of this course, participants will be able to: 

 Describe the role and functions of Human Resource Management Department 

 Identify key HR challenges that organizations are facing 

 Show awareness of the various recruitment and selection tools 

 Compare the different performance appraisal methods 

 Gain an insight into the importance of coaching and counseling processes for productivity 

enhancement of employees 

TARGET AUDIENCE 



 Anyone interested in HRM 

 Those who have recently joined a HR or Personnel Department 

 Those who wish to enter the field 

 

 

Supply Chain Management 

March 01 – 02, 2022 

Venue: Evacuee Trust Complex Islamabad. 

Course Fee: 7000/- 

COURSE DESCRIPTION 

Supply Chain encompasses all activities associated with the flow and transformation of goods 

from the raw materials stage (extraction), through to the end user, as well as the associated 

information flows. Supply chain management is the integration of these activities through 

improved       supply chain relationships, to achieve a sustainable competitive advantage. In brief, 

the planning, organizing, and controlling of supply chain activities. 

COURSE CONTENTS 

 Evolution of Logistics and Supply Chain Management 

 Managing the Flow of Materials 

 Use of Information Technology for Supply Chain Management 

 Managing Supply Chain Partner Relationships 

 Supply Chain Integration 

 The impact of e-commerce on Supply Chains 

LEARNING OUTCOMES 

 Understand how successful supply chain management adds value to your organization. 

 Understand natural dynamics within the supply chain to optimize performance and 

profitability. 

 Understand various types of Inventory and its management 

 Understand Warehousing and material handling Basics 



 Apply Metrics in Supply Chain 

TARGET AUDIENCE 

 The course has been designed for managers and executives involved in sales and operations, 

manufacturing, materials management, and distribution. 

 

 

 

Strategy Implementation 

March 02 – 03, 2022 

Venue: Evacuee Trust Complex Islamabad. 

Course Fee: 7000/- 

COURSE DESCRIPTION 

Once an organization creates a strategy to meet its goals, implementation is the next step for 

successful execution. It is the process that turns strategies and plans into actions in order to 

accomplish strategic objectives and goals. According to Fortune Magazine, nine out of ten 

organizations fail to implement their strategic plan for many reasons: 

 60% of organizations don’t link strategy to budgeting 

 75% of organizations don’t link employee incentives to strategy 

 86% of business owners and managers spend less than one hour per month discussing 

strategy 

 95% of the typical workforce doesn’t understand their organization’s strategy. 

Therefore, implementing the strategic plan is as important, or even more important, than the 

strategy. It requires the participation of the entire organization. 

This program will acquaint you with key aspects for successfully implementing a strategic plan.  

The program also includes reasons of failure in implementing the strategy. 

COURSE CONTENTS 

 Strategic Control and Corporate Governance 



 The use of levers of behavioral controls: culture, rewards, and boundaries. 

 Organizational boundaries and its implication on strategy implication. 

 The need for developing ambidextrous organizational designs effective strategy execution. 

 The leadership role in implementing strategy by effective use of power and overcoming 

barriers to change. 

 Importance of ethical organization in strategy execution based on integrity and compliance 

based approaches. 

 Managing innovation and fostering corporate entrepreneurship for the attainment of 

strategic objective. 

 Key ingredients for successful strategy implementations 

 Reasons for strategy failures 

LEARNING OUTCOMES 
After the workshop, you will be able to: 

 Apply the key factors for successful implementation of strategy. 

 Identify reason for the failure of strategies and the measures to avoid them. 

 Know the importance of culture and practices in the successful implementation of 

strategies. 

 Decide on the appropriate organizational structure required for strategy implementation. 

 Select the suitable business model for international operations. 

 Develop an ambidextrous organization required for innovation and growth. 

TARGET AUDIENCE 

 Executives and senior managers engaged in leading and supporting their organizations 

strategy. 

 Departmental heads involved in designing, formulating, and implementing strategy. 

 Entrepreneurs developing business plans and strategy for their business. 

 

 

 

Advanced MS Office 

March 02 – 03, 2022 



Venue: Evacuee Trust Complex Islamabad. 

Course Fee: 7000/- 

COURSE DESCRIPTION 

Microsoft Office is the industry standard for office automation. From documentation, reporting, 

spreadsheet calculations and multimedia presentations to emailing and contacts management, 

Microsoft Office is the ultimate choice of the businesses. The course will teach you all the 

required tools and features of Microsoft Word, Excel, and PowerPoint, taking your Office 

efficiency form basic to advance level. 

COURSE CONTENTS 

 MS WORD ADVANCED: 

o Advanced Formatting Features 

o Working with Sections 

o Using Table of contents, Index, List of Figures 

o Using Mail Merge for Mass Mailing 

o Automating Recurring Tasks with Macros 

o Reviewing Long/complex documents 

 MS POWER POINT ADVANCED: 

o Creating Slides using Auto Layouts 

o Design Themes and Color Schemes 

o Using Audio and Video Contents 

o Managing Slide Master layout 

o Animations & Transitions 

o Timings & Action Buttons 

o Customizing Show Options 

 MS EXCEL ADVANCED: 
o Advanced Formulas and Functions 

o Charting & Visualizations 

o Reporting & Analysis Tools 

LEARNING OUTCOMES  
After the workshop, you will be able to: 

 Take your MS Office proficiency form Basic to Advance level. 



 Become more confident in using advanced features of MS Word, MS Excel and MS 

PowerPoint. 

 Better able to solve business problems using latest version of MS Office. 

TARGET AUDIENCE 

This course is designed for basic users of Microsoft Office, who want to learn more complex and 

advanced features of Word, Excel, PowerPoint and Outlook. Basic knowledge in MS-office is 

assumed. 

 

 

Understanding PPRA Rules 

March 01 – 02, 2022 

Venue: Evacuee Trust Complex Islamabad. 

Course Fee: 7000/- 

COURSE DESCRIPTION 

The Public Procurement Regulatory Authority is an autonomous body endowed with the 

responsibility of prescribing regulations and procedures for public procurements by Federal 

Government owned public sector organizations with a view to improve governance, 

management, transparency, accountability and quality of 

public procurement of goods, works and services. It is also endowed with the responsibility of 

monitoring procurement by public sector agencies/organizations and has been delegated 

necessary powers under the Public Procurement Regulatory Authority Ordinance 2002. This 

training discusses the PPRA Rules in detail and trains the government officers to effectively 

utilize PPRA rules in their procurements. 

COURSE CONTENTS 

1. Introduction to Public Procurement 

2. Public Procurement Regulatory Authority 

3. PPRA Rules 

4. Procurement of Goods, Works & Related Services 

5. Procurement of Consultancy Services 

LEARNING OUTCOMES 



The participants would gain the following benefit after the successful completion of the training: 

Development of the sound understanding of PPRA rules. 

TARGET AUDIENCE 

 Procurement managers 

 Contract managers 

 Financial auditors 

 Anyone who want to know the PPRA framework in detail. . 

  

 

Quality Assurance and Management 

March 02 – 03, 2022 

Venue: Evacuee Trust Complex Islamabad. 

Course Fee: 7000/- 

COURSE DESCRIPTION 

Whatever is your business? 

• Pharmaceuticals / Textiles / Chemicals •Consumer goods / Manufacturing / Process industry 

• Automotive / Engineering goods / Electronics •Service / Hospital / Banking / Airline 

Do you want to maintain consistent quality to satisfy your valued customers? Are you planning 

for ISO 9000 certification? The Quality Assurance techniques will help you maintain high levels 

of quality at minimum cost. You can save millions by reducing rejection, rework and scrap. 

Improved quality means reduced costs, but this cannot be achieved without the use of proper 

Quality Assurance technology and without bringing it down to the worker / operator level. This 

course provides proven technology, which has helped many companies in Pakistan save millions. 

The basic philosophy of this course is to help the organizations shift from detection of defects to 

prevention of defects and make their workers responsible for quality. The course is tailor made to 

a highly simplified form so that the managers can learn and pass on the technology to their 

workers / operators for gaining real advantage. 

COURSE CONTENTS 

 The latest trends and the new definition of Quality 

 Fundamental Statistical methods as applied to the shop floor 



 Maintaining your Process Capability in high gear. 

 Using the right control chart for the right process 

 How to design user friendly control charts and train workers to apply them 

 How to use sampling plans to get maximum benefit from inspections 

 Graphical Techniques for Quality Improvement 

TARGET AUDIENCE 

Executives interested in Quality, particularly Q.A. Managers, Training Managers, ISO 9000 

facilitators, Purchase Managers, Production Managers, Plant / Works Managers and Marketing 

and Exports Managers. 

No background knowledge of statistics or mathematical concepts is required. Whatever pre-

course knowledge is necessary would be adequately covered in the introductory sessions of the 

course. 

 

 

 

Freelancing Premium 

March 01 – 02, 2022 

Venue: Evacuee Trust Complex Islamabad. 

Course Fee: 7000/- 

COURSE DESCRIPTION 

This course is meant to teach the tips and tricks of freelancing in the simplest and effective way. 

The do`s and don`ts are discussed, about which a freelancer must be aware of. Introduction of 

different types of freelance marketplaces is given in this course. Web portals like Fiverr, Guru, 

and Freelancer are introduced and discussed in detail so that a trainee could effectively make 

money by using these portals. 

 

COURSE OUTCOMES 

 

 Define freelancing 

 Identify different types of freelance marketplaces 

 Identify pros and cons to freelancing 

 Identify and apply their strengths/skills in freelance market. 

 Sign up as a freelancer at different platforms 

 Create an effective profile on freelance platforms 

http://fiverr.com/
http://guru.com/
http://freelancer.com/


 Search the right projects 

 Write a winning proposal 

 Define the importance of communication skills 

 Manage a project once it is awarded 

 Manage project payments (escrow, invoicing system) 

 Identify the importance of feedback for profile 

 Identify the steps to keep projects coming 

 Identify the mistakes and problems every freelancer faces 

 Identify steps to become a Successful Freelancer 

 Identify the steps for effective Bidding to get the most from the process 

 Identify the steps to grow as a freelancer 

 Identify how to retain existing client 

 
 

 

  

 

 

Amazon Virtual Assistant 

March 02 – 03, 2022 

Venue: Evacuee Trust Complex Islamabad. 

Course Fee: 7000/- 

COURSE DESCRIPTION 

Virtual Assistant Training Course is designed to provide you with a road-map to become 

successful virtual assistant and start working as a full time VA. Instead of wasting time trying to 

figure this all out on your own, it’s smart to join the course. 

In this course you will learn important principles and practical step-by-step techniques for 

providing Virtual Assistant Services and getting started in a career as a professional virtual 

assistant. This course is for individuals that are serious about landing the high paying, quality 

virtual assistant positions and successfully launching a virtual assistance business. 

COURSE OUTCOMES 

 

 Amazon Introduction 

 Creating New Product Listing (Single/Variation) 

 Metoo Listing 

 Product Error Fixing (Suppressed Listing – Quality Alert Etc) 



 Stock Checking 

 Order Management (FBM) 

 Creating PPC & Optimisation 

 Creating (Coupons – Deals – Promotions) 

 Product Hunting & Ranking + Launching Product + Reviews Building 

 Handling A-To-Z Complaint / Charge Back Claims / Returns / Refunds 

 How To Approach Amazon Support (Conversation With Support) 

 Managing FBA Shipments 

 Creating FBA Shipments 

 Checking Payments (Statements – Transaction Reports Etc) 

 Checking Account Health 

 Customer Service (Communication Skill – Answering Queries ) 
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