5 YEARS OF SUCCESS

New Training Packages and Promotions

FROM HYACINTH TRAINING CONSULTANTS

a




2011-2012

5 Years of Excellence- Celebration:

2012 is special to us since it marks a milestone for Hyacinth. Hyacinth will be turning 5 this year. In
celebration of achieving 5 years of excellence in customized training services we are providing a ton of
wonderful and productive training services and packages.

We at Hyacinth Consultants are primarilyf ocused towards accommodating
of our abilities. Satisfying our clients training needs is our top most priority and every client is equally
important to us. We ensure the highest level of training service is provided by developing custom made
programs for each of our clients.

The Following are just a few of many promotional packages Hyacinth is launching

All existing discount packages as of Dec 2011 will be upgraded
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1 All yearly charges on the registration of the packaugpse
been waved

New Clients Registration
1 New Clients registeringith Hyacinth before 3% December

2011 will be registered free of cost.
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they conducts at least 5 training Programesfore April 2012

Generic Cost effective Training Services:

1 Upon the request of our clients arkgeping in mind the current
market conditionsHyacinth has developegpecialcost effective
generic programs which every organizatiat some level needs.
All topics are priced at R,000/ per day only

Clients must register before 31 December 2@d. book their dates
Limited time offer

Terms and conditions apply
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Hyacinth Training Consultants provides training in a wide range of areas, which include soft skills, hard
skills and technical skills. Our main course will be Ms. Lubna Asrar Siddigi, who is also our
organization’s CEO. If needed, we also provide other trainers as per their availability.

Depending upon the length of the course, material, and services provided by HTC, the charges vary.

However, concession is given for training programs depending on the circumstances. Charges 1
material are added epending on the material and market rate. This can be discussed in person.

Material Provided by Hyacinth: The Presentation, Activity Sheets, Handouts/ Reading Material (soft
copies), special Material required by the Trainer and Certificates.

Requirements from the Organization*: Venue, Multimedia Projector, Microphones, Speakers, Flip
Charts, White Board with Markers, Basic Stationery, Refreshments (Tea and Lunch), material for
activities for the participants.

*These requirements can also be fulfilladHyacinth at an added cost

Training Methods:
Power Point Presentation, discussion, debates, practical individual and group activities, activity sheets,
interventions, role plays etc.

Training Packages 2011
As of April 2011 Hyacinth Training Consultants has introduced several discount packages for its long term clients. The
packages are as follows

.
* 10 days of Training Services within a financial year
* 10 % discount

20 days of Training services within a financial year-“
® 25% discount

* 60 days of training Services within a financial year\
* 40% discount
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Training Topics For 2012

QuoreX¥ e, com

2012- 5 year anniversary package topics:

1. Complete Communication Skills (Written and Verbal)
2. Business Writing Skills

Communication- Verbal and Non-Verbal

Anger Management

Motivation

Time Management

Stress Management (upper Management)

Stress Management (all employees)

Effective Managerial Skills

Effective Supervision




2011-2012

Complete Communication Skills Package

Levels 1-2 (Written and Verbal)

iSometimes it is not enough to do our best; we mu
-Sir Winston Churchill

Effective communication sets the foundation for individual and organizational success. Mastering effective
communication skills provides the power to get things done. Communication Skills enable employees and
managers to work more effectively with each other for the benefit of the organization as well as their career
growth. Effective Communication at work (business communication) basically focuses on developing effective
reading, writing, speaking and presentation skills.

Target Audience: All employees
Charges: Rs.50,000/per day (max 25 participants)
Duration: 3 Days

Aims and Objectives
By the end of this training program, the participants will be able to:
0 Understand the need and importance of Communication
Communicate both verbally and non verbally
Utilize a variety of techniques to communicate effectively as per environment
Communicate using both verbal and non verbal cues with everybody
Interact more positively with others
Use communication effectively in business- by letter, e-mail and telephone
Develop an understanding of the of Business Writing framework
Write a document in simple English; and to proofread, edit, and revise a written document
Analyze good versus bad writing; be able to apply grammar, punctuation, and writing mechanics
Synthesize business documents (email, memos & letters)
Recognize the benefits of writing effective letters, memos and e-mails for business purposes
Utilize proper grammar and mechanics while writing effective business e-mails
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Key Learning Points

The Process of Communication

Verbal, Non Verbal and Para Verbal Communication
Barriers to Communication

Effective Communication Skills

Written Communication ; Methods and Formats
Grammar and Punctuation

Business Letters, Memos, Emails
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Business Writing Skills

(Communication level 1)

Target Audience: All employees

Duration: 2 Days

Charges: Rs.50,000/per day (max 25 participants)
Aims and Objectives

By the end of this workshop the participants will be able to:

Understand the need and importance of writing business letters more effectively
Distinguish between professional and non professional writing

Discuss ways to overcome fwriterdés blocko
Write more effectively and clearly what they want to say

Create business messages that will enable the reader to respond more efficiently

Identify the protocols and conventions of writing

Learn ways to structure their written material correctly

Determine the ways to Self Edit their writing

Utilize a variety of techniques to use punctuation and grammar effectively
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Key Learning Points

Effective business writing

Why writing skills are important

7 Cs of business communication

Tips for more effective business communications
For good business writing, know what you are doing
Good business writing needs the right attitude
Secrets of good business writing

Business writing styles

Putting a professional edge on your email

Writing effective emails

Proper etiquette for business e-mails

Tips for sending e-mails at work

How to write a business report

Salutations and closing in letters and email

The WRITE method

Techniques of using punctuation marks more effectively

=A== -8-0-0-9_9_9_9_9_9_49_9_9_-°9_-°

cCanmRuULY

J HTACINTH
.




2011-2012

Communication — Verbal and non-verbal

(Communication level 2)

The problem with communication is the illusion that is has occurred.

-George Barnard Shaw

In this day, means of communications have multiplied, and the five continents of the earth have virtually
merged into one; similarly all the members of the human family, whether peoples or governments, cities or
villages, have become increasingly interdependent. Hence, developing communication skills are not only
essenti al but a necessity i n &ancadalyze their andemce ab well &sahed
situation they are in and address them accordingly.

Target Audience: All employees
Duration: 1 Day
Charges: Rs.50,000/per day (max 25 participants)

Aims and Objectives:

By the end of this workshop the participants will be able to:

Understand the need and importance of Communication

Communicate using both verbal and non verbal cues with everybody
Utilize a variety of techniques to communicate effectively as per environment
Interact more positively with others

Differentiate of positive and negative communication

Develop skills regarding utilization of correct body language

Listen carefully to others

Understand the barriers to communication

Identify non verbal cues given by the other person during communication
Develop healthy relationships with their peers and colleagues
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Key Learning Points

Communication and verbal communication
Barriers to communication

Temperament and communication

The four types of temperaments

Communication methods

Elements of communication: elements of speaking
Improving verbal communication

Listening skills and problems related to listening
Non-verbal communication

Types of nonverbal communication

Components of non-verbal communication
Cultural differences in non-verbal communication
Importance of non-verbal communication
Dealing with difficult people

Keeping your cool when criticized

Conflict resolutions
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Anger Management

Every means that produces war must be checked and the causes that prevent the occurrence of war be
advanced; so that physical conflict may become an impossibility.-Baha’' i Wr i tings

Target Audience: All employees
Duration: 1 Day

Charges: Rs.50,000/per day (max 25 participants)

Conflicts alAélioneganakhéeééons have conflicrctofirdeoi ng 1
Aims and objectives

By the end of this program the participants will be able to:
1 Explain the difference between Conflict, Anger and Aggression
1 Understand and explain to their peers, the need and importance of managing Conflict and Anger in our
lives
Realize the affect of anger on their health and lifestyles
Identify the causes of anger
Build up strategies to deal with negative situations
Develop the basic skills needed for Conflict Resolution and Anger Management
Apply the skills learnt in their practical lives
Be aware of interpersonal conflict & anger as barriers to professional and personal growth
Describe various conflict management processes like RMEPAIIA, BATNA, ARCI
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Key Learning Points

Conflict, anger and aggression

Causes of anger

Skills needed in dealing with anger

Identifying a range of feelings including anger

Who to blame? Expressing my feelings

Identifying aggressive acts shown by self and others

Self-destructive behavior; potential consequences of your anger to others and yourself
Thoughts prior to aggressive acts; internal cues to feelings of anger

Steps to taming anger

Steps in resolving conflict, controlling your anger and avoiding aggressive behavior
Being powerful by controlling anger

Ways to keep cool

O O0O0O00O000O0O0O0O0O0

Anger management tips

JHYACINTH
Q.



2011-2012

Motivation

"The person who gets the farthest is generally the one who is willing to do and dare. The sure-thing boat
never gets far from shore." -Dale Carnegie

Workers in any organization need something to keep them working. Generally monetary benefits suffice them to
keep going on; however, this may not be enough for some employees. They need to be motivated to work
anywhere, otherwise their performance deteriorates. Motivational skills are necessary for managers and team
leaders to get the maximum output from their employees.

Target Audience: All employees

Duration: 2 Days

Charges: Rs.50,000/per day (max 25 participants)

Aims and Objectives
By the end of this program, the participants will be able to:
0 Understand the concept of motivation
Analyze their own effectiveness in the workplace via SWOT Analysis
Develop motivational skills for their personal and professional lives
Use various techniques to increase the motivational level within their organization
Identify the different types of motivations present in our personal and professional lives
Distinguish between self motivation and employee motivation
Develop self-control techniques and give timely positive feedback
Identify how negative talk impacted their motivation levels
Learn about intrinsic and extrinsic motivation
Turn up the positive attitude within themselves and their teams
Explain the principles of improving employee motivation and empowerment
Inspire their co-workers towards excellence
Make changes in their personal and professional lifestyle to stay positive
Understand the concept of a positive attitude in the workplace
Create a positive environment around themselves both a home and at the workplace
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Key Learning Points

A positive attitude increases motivation and how to turn it on

Attitude drives behavior, and is infectious

Characteristics of a positive attitude and optimism

Developing a positive attitude through various activities and exercises
Thinking positively: needs practice

Classification of virtues; being grateful even for bad things

Positive attitude means longer life and great health benefits

Creating an attitude that paves the way to success for you and your organization
Carefully choose what and how to measure; your life & work

Living a positive life in a negative world to attain personal development
Overcoming pessimism; negative people influence your motivation
Ways to stay positive with miserable people all around you
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Time Management

One al ways has time enough, i JohammWolfgand vion Goptpel v it w
Time is a man made concept; we have become sl aves
life means controlling your time, hence controlling everything in your life. Time Management helps people gain
a sense of control over personal responsibilities.

Target Audience: All employees

Duration: 1 Day

1

Charges: Rs.50,000/per day (max 25 participants)

Aims and Objectives:

By the end of this workshop the participants will be able to:

Understand the need and importance of managing their time in their daily lives
Manage Time, Work and Family more effectively

Organize the household more efficiently

Determine the things they do that are important, and those which can be dropped
Use their time in the most effective way possible

Increase the time in which they can work

Control the distractions that waste their time and break their flow

Increase their effectiveness and reduce stress

Control what they do by using a variety of techniques

Enjoy what they do

Giving you more quality time to relax and enjoy life

CcCoOoOocooocooocC

Key Learning Points

Time Management -- Procrastination

Self Evaluation

Why don't people manage their time?

What are Time Thieves

Self-evaluation: My Common Time Thieves

Strategies to deal with Time Thieves”

Managing My Time (Personal & Professional)

Managing Time, Work & Family and Organizing the Household
Making a convenient weekly to-do list of palm size in a minute.
Successful Time Management

Advantages of Time Management

The Whys and Wherefores of Mismanaging Time

Keys to Successful Time Management

My Daily Planner
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Stress Manag ement (for upper management)

AiTension is who you think you shoul d-Clirnese PReetbax at i o

Stress is an automatic physical reaction to the tensions you feel each day. When you are under stress, you can
feel your muscles tighten and your heart beat faster. Over a long period of time stress can cause physical
health problems including allergies, high blood pressure, heart attack, and other serious health problems.

Target Audience: Upper Management
Duration: 1 Day

Charges: Rs.50,000/per day (max 20 participants)

Aims and Objectives
By the end of this program the participants will be able to:
1 Understand the need and importance of managing their stress in their daily personal and
professional lives
Use stress management skills for their personal and professional lives
Evaluate their own stress management abilities
Lead a more productive life by developing their personal and professional management skills to
reduce stress
Perform stress relieving exercises
Identify the major stresses in their lives
Give more quality time to relax and enjoy life
Optimize employee performance by advocating the importance of stress management

E R ]
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Key Learning Points
1 Defining Stre'ss
A A biological event
A A psychological experience
A A self-perpetuating process
Types of Stress
Symptoms of stress; Physical, Mental, Behavioral, Emotional
Types of Stressors
Factors Influencing Work Stress
How Stress Plays Out at Work
Spotting and tackling stress
Workplace strategies
Stress Management Techniques; theoretical and practical
Dos and Donéts of Stress Management
Workplace Stress Policy

E I I N R
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Stress Management (Al employees)

"Much of the stress that people feel doesn't come from having too much to do. It comes from not
finishing what they've started.” David Allen

Stress is the "wear and tear" our bodies experience as we adjust to our continually changing environment; it has
physical and emotional effects on us and can create positive or negative feelings. In adjusting to different
circumstances, stress will help or hinder us depending on how we react to it.

Target Audience: All employees
Duration: 1-2 Days
Charges: Rs.50,000/per day (max 25 participants)

Aims and Objectives

By the end of this workshop the participants will be able to:

Recognize the need and importance of managing their stress in their daily lives
Develop stress management skills for their personal and professional lives
Use a variety of techniques to manage own stress

Live a more dynamic life by managing their stress at home and at work
Perform stress relieving exercises

Identify the major stresses in their lives

Deal with their everyday stress more effectively

Increase their effectiveness and reduce stress

Enjoy what they do
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Key Learning Points

Types of stressors (internal &external)

Types of stress (negative & positive)

The stress response

Symptoms of stress (physical, mental, behavioral, emotional)
Stress related illnesses

Costs of stress

Work related stress

Factors influencing work stress

Causes of stress at work (internal &external)

Burn out

Stress control strategies

Urgent action plan for stress control

A B C strategy

Stress management techniques

Benefits of relaxation and meditation

Time management

Timely tips for more effective personal time management
Simple ways to save time and reduce stress
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Effective Managerial Skills

Emphasizes on team building, advanced communication and developing the assertiveness and confidence
necessary to be a competent manager.

Target Audience: All employees
Duration: 1-2 Days

Charges: Rs.50,000/per day (max 25 participants)

Aims and Objectives
By the end of this training program the participants will be able to:

Apply delegation strategies to increase productivity and motivation
Behave as manager for effectiveness and efficiency

Communicate organizational goals that get positive results

Conduct their own SWOT analysis

Define their managerial style to meet the needs of team and management
Discover their own managerial competencies

Discuss the various types of managers within any organization

Explain managerial functions to their colleagues

Identify various sets of Managerial Skills required for Managerial Success
Improve communication to effectively set expectations for themselves and their teams
Manage difficult people and complex situations

Recognize the various roles of the manager within their organization
Resolve conflicts and grievances

Understand the need and importance of having managerial skills
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Key Learning Points
Management/ Managers
Managerial functions
Types of managers
Basic managerial skills
o Conceptual
Communication
Effectiveness
Interpersonal
Technical
Human
Emotional intelligence for managers
Categories of managerial roles
Managing for effectiveness and efficiency
Important managerial skills for successful leadership
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Effective Supervision

Good supervisory skills are essential in any organization. The supervisory skills of a supervisor determines the
overal/l performance of the team since the term fAsu
clerical levels, who are responsib | e f or the work staff and associate

Target Audience: Supervisors
Duration: 1 Day

Charges: Rs.50,000/per day (max 25 participants)

Aims and Objectives:
By the end of this program, the participants will be able to:

1 Describe the duties and responsibilities of an effective supervisor
1 Organize and plan their work to accomplish their team's goals

1 Delegate work to their employees

1 Motivate colleagues to high levels of achievement

1 Apply effective decision-making techniques

1 Prevent and resolve employee complaints and grievances

9 Coach peers for improved performance and behavior

1 Identify characteristics, attitudes, and behaviors of effective supervisors
1 Feel confident in their ability to manage others successfully

1 Raise group productivity and job satisfaction

1 Increase their value to the organization

Key Learning Points
1 The Supervisors Role: Defined and practiced
9 Supervisory Development
1 Communication: attitude, verbal and non verbal communication
1 Decision Making and Problem Solving
1 Change: Its effects; how to create it; Managing it
1 Conflict management strategies
1 Clients: Supervising Projects
1 Control: Good and bad; its rightful place
1 Creating a motivating work environment
1 Delegating: How to; how not to; whom to; what to
1 Supervising others to make sure work gets done
1 Managing your own emotions
fMastering Supervisory Skills, Things Youol |l Need
1 Meetings and group dynamics
1 Motivation: How to; how not to; the issue of morale
9 Performance Feedback
9 Managerial Elements oftheSuper vi sor s Rol e
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Hyacinth Training Consultants

Training Manager

Plot 122, 10" Comm Street
Phase 4, DHA

Karachi, Pakistan 75000
www.hyacinthtraining.com

E: training@hyacinthtraining.com
P: +92-213-547-6585
M: +92-333-2357476
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