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OUR ORGANIZATION

developments, and the outcomes of the
evaluation of course deliveries and participants'
feedback. This approach has made our courses
exceptionally innovative, practical, problem-
- ) i solving, and organization-specific, covering
our facilitators are credited with relevant every aspect of personal and organizational
professional bodies such as ; Center For o elopment. In addition, we have integrated
Management Development (CN,‘D) for training needs assessment and organizational
Human Resource, Leadership, ICT, Engineering, best practices in some subject matters
Accounting And Management Courses including

. . addressed by our courses.
Project Management, for continuous
professional development .

Mainfield Training Consult is a registered
organization with corporate affairs commission
(CAC), we are into corporate Manpower
Development, Training and Research.

Training Courses:

We offer courses which cover all aspects of
personal and organizational development,
innovatively tailored to address organization-
specific issues and objectives, aimed at
improving organizational performance and
effectiveness.

Approach To Training:

Mainfield Training Consult uses the holistic
approach in designing and delivering training
solutions, which are second to none. The

designs are based on the
outcomes of researches into trends in
professional, organizational and environmental
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Range of Courses
Mainfield Training Consult organizes a wide
range of courses

Central Open Courses:
These courses are attended by delegates
from different organizations in Nigeria.
Our Courses are held at the following
Centres:

Ajuji Hotels, Abuja.

li. Work and Connect Conference Center,
Abuja
ii. Access Hotels Kaduna.

UAC Training Centre, Apapa.
Lagos.

iv. Channel View Hotels, Calabar.

v. Le- Meridien Place, Port Harcourt.
vi. Bristol Palace Hotel, Kano

vii. Orion Hotels, Sapele.

vii. The events and conference centre,
Nasarawa

Inplant Courses:

These are Organization-specific courses
tailored to meet the specific needs of our
clients for their staff. These training can be
arranged  within the premises of
organizations or conducted in any of our
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training centres.
On request, each open course can also be
organized on bespoke basis, so as to give
clients the opportunity to build the capacity
of large numbers of their staff in critical
areas addressed by the identified courses.

Evaluation of our Courses

Mainfield usually evaluates its courses by
assessing how the courses are delivered,
and receiving feedback from participants at
the end of the training programs. In
addition, in some courses, participants are
assessed at their respective work stations
so as to determine the impact of the
programs on the individual participant's
work performances, and ultimately the
performance of the sponsoring
organizations. The outcomes of these
evaluations have greatly influenced the
planning, implementation, and the
modification of our training programs.

Kindly Confirm For Bookings



The Outcomes and Benefits of Our Courses
Our courses afford individuals and
organizations the opportunity to achieve,
exceed and maintain increased sustainable

different organization have exceeded their
targets as a result of attending one or more
of our courses. Our courses also provides
platforms for meeting, networking, and
exchanging ideas with participants from
different backgrounds, cultures and
organizations as participants to some
courses come from different countries
around the world. Our past participants
have had their horizons expanded, built
profitable networks, broadened their
experiences, and applied the new
knowledge, skills, and attitudes acquired
back in their organizations. Consequently,
our courses have helped in the re-
orientation of the work places of
sponsoring organizations making them to
reflect modernization and globalization.
Certainly, organizations sponsoring their
staff to our courses will reap maximum
value for their money and huge returns on
their training related investments.

Duration

Our courses have varied duration — lasting
between one week to two weeks. Majority
of courses are however for a period of five

performance. Senior Management Staff of 1.

(5) days. Seminars last for one to two days.

Mainfield Certifications

Executive Certificate of Attendance. This
is for tailored courses ONLY in which
there are no standardized examinations.
Participants are to participate in Pre and
Post Test evaluation

Executive Certificate of Proficiency. This
is for all standardized courses with a post
course examination. Participants also
receive certificate of attendance along
with their proficiency certificates. These
courses usually last for a period of 5 days



Our Training Locations

We deliver our training in various locations and across Nigeria, Including our

training centre at the Federal Capital Territory Abuja

M
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MAINFIELD COURSE PROGRAMMES

1. Human Capital

The Human Capital Programmes (HCP) courses are designed toenhance organization and
individual performances. This is premised on the concept of organizational performance being
driven by the quality of human capital existing in an organization.

Participants at these courses will be effectively equipped with the requisite skills and will have

their competencies enhanced for the competitive comparative advantage of their
organizations.

M
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Venue: FCT Abuja, Nasarawa, Lagos, Enugu, Port Harcourt, Warri, Benin, Kaduna,Kano, Calabar,
Minna, llorin, Ibadan.
Course fee: ONE WEEK COURSE (N400,000) - TWO WEEKS COURSE (N 600,000)

Schedule Dates: Jans5"-16",Jan 26" - 30" , February 2™-13", Feb 23° - 27", March 9" -20", Mar 23" - 27" ,

April 6" —17", April 20" - 24", May 4" - 15",May 18" — 22™, June 8" - 19", Jun 22™ -26", July
6" —17", July 20" - 24" ,August 10" - 21", Aug 24" - 28", September 7" -18", Sept 21" -25",
October 5" —16",0ct 26" - 30", November 16" - 20",Nov 23 - 27", December 7" -18" 2026.

LIST OF HUMAN CAPITAL COURSES
e Hands-On HR Analytics Course for

Human Resources

Records Management Human
Capital

Administrative Human Resources
(HR) for top Executives

Unions and Collective Bargaining
Human Resources Certification
Course

Human Resources (HR) as a
business Partner

Workforce Analytics for HR
Managers and Executives
Managing Compensation and
Benefits

Talent Development and
Management

Performance Measurement and
Appraisal

Setting Standards for
Organizational Effectiveness
Team Building and Management
Workforce Retirement Masterclass

MAINFIELD TRAINING
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Developing Presentation Skills
Strategic Planning and Management
Human Resource Management
Masterclass

Managing the Training Function
Change Management & Human
Resources

Job Analysis & Evaluation (HR
Perspective)

Behavioral Management and
Emotional Intelligence

Effective Performance Management
360 Degrees Performance Appraisal
Team Building and Coaching Skills for
Managers

Advanced Programme on Training &
Development

Conflict Management, Mediation,
Resettlement & Reconciliation

Managing People in the HR Function
Remuneration, Pensions & Employee
Benefit

Workplace Counselling & Employee

Welfare Managemen 9
&




» Consultation and Negotiation Skills for
Senior Executives

* Developing High Performance HR
Business Partner and Consulting Skills

« Efficient Training Needs Analysis:
Corporate HR Development

» Encouraging Staff Performance and
Building Reward Systems

* Human Resource Management and Career
Development

« Talent Management and Succession
Planning

« Strategies and Organizational Problems:
Constructing Corporate Value and
Coherence in Balanced Scorecard
Processes

* Management Control Systems and the

Crafting of Strategy: A Practice-Based

View

HANDS-ON HR ANALYTICS COURSE FOR
HUMAN RESOURCES

HR Analytics or People Analytics is about
taking people based decisions using data. That
way HR Analytics can touch every division of HR
and improve its decision making including Talent
Acquisition and Management, Compensation and
Benefits, Performance Management, HR
Operations, Learning and Development,
Leadership Development, etc.

COURSE OBJECTIVES: Participants at the end of

this course will [earn

» Relevant HR Metrics relevant for your
organization and build HR Dashboards

* What data to look for in various scenarios
relating to HR

* Theright analytics methods/tools for a
given HR scenario

¢ How to Create Histograms, Boxplots and
perform necessary analysis to validate
various HR Scenarios with data

e The Use of scatter diagram, correlation,
chi-square test, ANOVA, T-Test to validate
HR Hypotheses

« Simple predictive models using Regression

¢ Lead a HR Analytics project

COURSE OUTLINE:
¢ Introduction to HR Analytics
» Concept, Evolution of HR Analytics and

MAINFIELD TRAINING
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RECORDS MANAGEMENT HUMAN

CAPITAL

The efficient and effective operation of businessis
very important, the need to use technology to aid
employees workis vital. It's always good to use the
latest automation methods and the latest records
house management systems. Time spent walking
round the records house locating files and the
correct computer terminals is wasteful, inefficient
and tedious. Mobile workstations, hand-held
tablets, automated bins and the rest will help
reduce the time taken to complete task. Good
warehouse businesses must ensure that they
develop a brand that has reputation so that future
employees are willing to work with them.

COURSE OBJECTIVES: Whatyou'lllearn

» Strategies for engaging your warehouse
workers

e Tipsforrecruiting and retaining warehouse
employees

¢ lIdeas for boosting warehouse retention
rates

¢ Ways to motivate and retain warehouse
employees

¢ Toughest warehouse workforce
challenges

¢ Smart strategies to combat warehouse
workers challenges

COURSE OUTLINE:

e IntroductiontoWarehouse Human Capital

e Strategies for Engaging Warehouse
/Storehouse Workers

e Tips for Recruiting and Retaining
Warehouse Employees

* Ways to Motivate and Retain Warehouse
Employees

o Effective Task Management and Smart
Working

¢ ICTinStore-Records Management

ADMINISTRATIVE HUMAN RESOURCES
(HR)FORTOP EXECUTIVES

Human Resources (HR) administration is vital to
the success of every business and every employee.
HR is responsible for ensuring compliance with
regulations — but they are also responsible for
keeping employees engaged and motivated to do
good work. The ability to balance both equally is a
skill thatrequires knowledge and practice.

@_



COURSE OBJECTIVES:Whatyou'lllearn

o Explore the role of human resources (HR)

from administrative and compliance to
strategy and business growth.

» DiscoverwheretobeginwithaHRaudit.

» Discover the process of recruiting great
talent, from job analysis to writing interview
questions andjob postings.

o Discover a performance management
process withmoreimpact.

COURSE OUTLINE:

 Introduction to Human Resources
Administration

¢ TheRoleof HumanResources

¢ Laborand Employee Relations

¢ Conductingan HR Audit

¢ Organization Culture, Structure and Strategy

¢ RewardSysteminOrganization

¢ Trainingand Development

UNIONS AND COLLECTIVE BARGAINING
HUMAN RESOURCES CERTIFICATION
COURSE

In this course, the focus will be on one of the key
goals of a labor union, to gain employer recognition
as the exclusive bargaining representative of a
bargaining unit. We'll also examine the union-
organizing process as prescribed by the National
Labor Relations Act, employee rights and employer
rights, employer and union unfair labor practices and
the details of collective bargaining and its processes.

COURSE OBJECTIVES: Participants will learn at

the end of this course

Labor Relations and Unionization
fundamentals

Unfair Labor Practices

Collective Bargaining

Strikes, Picketing, and Secondary Boycotts

COURSE OUTLINE:

» Employee and Labor Relations: Unions and
Collective Bargaining

» LaborRelationsand Unionization

e Theinfluence of Contemporary HR

» TheEmployee Life Cycle

¢ HRCompetency Model

» Stakeholder Engagementand Management

» Thelanguage of Collective Bargaining

MAINFIELD TRAINING
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HUMAN RESOURCES (HR) AS A BUSINESS
PARTNER

In this course we provide valuable information on
how Human Resource Business Partnering
(HRBP) operates in practice and discuss the
required business partnering skills of those
individuals working within the Human Resources
(HR) function within an organization.

COURSE OBJECTIVES: Participants willlearnto

¢ Explore the Human Resource Business
Partnering (HRBP) Approach and
recognizeits Key Drivers

¢ ldentify the attitudes, knowledge and
skills required of a Human Resources (HR)
Business Partner

» Discover how to operate as a successful
HR Business Partner

COURSE OUTLINE:

o Essentials of Human Resources (HR) as a
Business Partner

¢ HumanResources Functions

* Human Resource Business Partnering
(HRBP)

» TypesofBusiness Partnerships

¢ HRBusiness Smart Objectives and Goals

MANAGING COMPENSATION AND
BENEFITS

In this course, the focus will be on compensation
policies, programs, and activities. We'll examine
methods for job evaluations, pay structures, and
common compensation structures. Then the
discussion will turn to compensation policies and
programs, as well as how to manage payroll-
related information.

COURSE OBJECTIVES: At the end of this course,
participants willlearn
¢ Job Evaluation, Pricing, and Pay Structures
¢ Organizational Pay Programs
» Compensation Policies and Programs
* Managing Payroll-related Information

COURSE OUTLINE:
¢ Theinfluence of Contemporary HR
* TheEmployee Life Cycle
¢ HRCompetency Model
¢ JobEvaluation, Pricing and Pay structures
» Compensation and Benefits- Managing

Policies, Programs and Activities
&

¢ Organizational Pay Programs
D



HUMAN CAPITAL
MANAGEMENT

Overview: The central and critical role of making
organizations competitively successful has made
the management and motivation of people in
organizations top priority. This course is designed
to expose participants to the innovative
techniques of getting the best out of the human
capital of their organizations, for effective,
profitable and competitive positioning.

Who to Attend: This course is designed for
experienced senior and middle level Human
Resources Managers and line professional staff
having personnel responsibilities. Managers new
to the human resources function will find the
course very beneficial.

OBJECTIVES
The course aims at making participants to:

» Understand current and emerging human
resources management and development
practices and policies.

e Acquire the techniques and skills for
implementing human resources, policies, and
practices.

e Be equipped with the skills of applying the

knowledge and techniques to be acquired.

OUTLINE

e Human Resources and Human Resources
Issues.

Human Resources Strategic Planning.
Gaining Competitive Advantage through

Human Resources Management.

Value for Money from Human Resources.

Human Resources Management Skills and
Techniques.

Formulating and Implementing Human

Resources Policies.

MAINFIELD TRAINING
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¢ Analyzing Human Resources Supply and Demand.
e Human Resources Competencies.

e Training and Developing Human Resources.
e Human Resources Balanced Score Card.

e Employee Relations Management.

Human Resources Management and the Law.

MANAGING THE
TRAINING FUNCTION

Overview: In appreciation of the critical need for
high quality human capital by organizations
which can be secured partly through constant
training and retraining,organizations capable of
maintaining their own training outfits are faced
with the challenge of making those outfits to be
functional. In this course, participants will be led
through the plethora of actions to take in order
to make their training functions produce
return  on human

enhanced resources

development investment.

Who to Attend: Training Managers, Human
Officers
Establishment Personnel Officers in charge Of

Resource  Management and

training in organizations.

OBJECTIVES

The course aims at:

e Enhancing participants to increase their
capacity to plan, coordinate, and control their
training activities.

e Equipping participants with the skills for
making training activities to impact positively

on the performances of their organizations.

@



OUTLINE

* Types of Training and Development Activities.

e Training Methods and Presentation Skills.

e Developing Training Policies.

e Training Needs Identification and Analysis.

e Developing Core Training Staff.

e Training for Change and Organizational
Improvement.

* Personal and Organizational Development.

e Information and Communication Technology-
Based Training Function

STRATEGIC TOOL FOR
EFFECTIVE TRAINING AND
DEVELOPMENT

Overview: There is the dire need for training at
the work place to be result-oriented so that upon
return to the office, participants can put into
practical use new knowledge, skills, and
attitudes learnt. This course has been designed
to arm participants with the tools required for
result- oriented training and development most
conducive to comprehensive and practical
training in organizations.

Who to Attend: Directors, Deputy and Assistant
Directors, Managers, Senior Officers in Human
Resource Departments, and Human Resource
Development Practitioners.

OBJECTIVES

The objectives of the course are, to:

e Introduce participants to new techniques for
accelerated acquisition of knowledge and
skills.

e Enable participants to enumerate effective
presentation techniques.

e Mobilized participants on how to apply the new
techniques acquired during the course in their
organizations.

MAINFIELD TRAINING
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OUTLINE

e Strategies for Effective Staff Training at the
Workplace

Training Program Design and Planning

e Communication Strategies in Human Capital
Development

e Implementing Training Plans

e Effective Presentation Techniques

e Training Aids

e Using Training Aides Effectively

e |ICTin Training Presentations

DEVELOPING
PRESENTATION SKILLS

Overview: The quality of presentation affects the
degree of effectiveness and reception of the
message. This is dependent, to a large extent, on
the skills for presentation. It is, therefore,
necessary for individuals involved in presentations
to possess the requisite skills, in order to be
effective. In this course, participants willbe taught
the skills needed to become more effective
presenters.

Who to Attend: Trainers, Training Managers and
Officers, and Senior

Executives and Officers involved in public
speaking.
OBJECTIVES

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

e |dentify the various presentation skills.
e Know when and how to use the skills.
* Apply the skills during their presentations

effectively.

M
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OUTLINE

e Overview of Training Methods and Skills.
Types of Presentation Skills.
Information and Communication Technology

and Public Presentations.
e Self-Management.
e Personal Effectiveness.
e Use of Vocabulary to Build Relationships.
e Effective Use of Visual Aids: Flip Charts
e Make participants use coaching
planning to

and

succession sustain

effectivePerformance in organizations.

COACHING AND
SUCCESSION PLANNING

Overview: To guarantee and sustain effective
performance, Organizations need to coach their
personnel, and put in place succession plans that
will make existing high Performing workers to be
succeeded by equally performing colleagues. In
this course, participants will be taught skills

required for coaching and drawing up

Succession plans.

Who to Attend: Training Managers and Officers;
Heads of Departments,
Sections, and Units; and Human Resources
Management Managers.
OBJECTIVES
The objectives of the course are to:
e Introduce participants to the methods of
Coaching.
e Enable participants to know the methods and
techniques of succession planning.
* Make participants use coaching and succession
planning to sustain effective Performance in

organizations.

MAINFIELD TRAINING
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OUTLINE
* Overview of Organizational Performance.

Organizational Competence and Talent Profile

Analysis.

e Fundamentals  of Coaching for Peak
Performance.

* Employee Retention Survey.

* Workforce Planning.

e Welfare Planning.

e Setting Strategic Organizational Direction

CAPACITY BUILDING
NEEDS ASSESSMENT

OVERVIEW:- In order for training and indeed all
capacity building activities to be functional needs
and problem specific and also impact positively on
organizational performance, needs identification
and analysis should precede the planning and
implementation of training programs. These
activities enhance the dispassionate identification
of programs critically desired to enhance effective
performance. This course is designed to introduce
participants to the activities and techniques for
carrying them out.

Who Should Attend: Heads of training outfits and

Training Officers.

OBJECTIVES

The objective of the course
participants to:

is to enable

e Evolve shared values on the importance of
identifying and analyzing training needs.

¢ |dentify the techniques of carrying out the
exercise.

e Design and implement the exercise.

=2



OUTLINE

* Instruments of Training Needs Identification
and Analysis.

* Human Resource Planning

e Job Analysis

e Performance Appraisals

e Designing of Training Needs Identification
and Analysis Instruments.

e Conducting Training Needs Identification and
Analysis.

e Data Collection and Analysis Methods.

e Using the Results of Training Needs

Identification and Analysis.

FORMULATING AND
IMPLEMENTING HUMAN
CAPITAL POLICIES

Overview: Well formulated policies and
procedures provide the framework for effective
performance at work. Human resources
practitioners need to acquire the skills with which
to formulate human resource policies for their

This

participants to the complexities involved in the

organizations. course will expose

policy formulation Process.
Who to Attend: Senior and Middle level Human
Resources Managersresponsible for human

resources management anddevelopment in

organizations.

OBJECTIVES

The objectives of the course are to enable

participants to:

e Formulate human resources policies.

e Link human resources policies with strategic
plans.

e Develop the criteria for effective policies.

e Implement and monitor human resources
policies.

MAINFIELD TRAINING
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OUTLINE
e Aims and Objectives of Human Resources

policies.

Principles of Human Resources Policies.

Essential Characteristics of Sound Human

Resource Policies.

Origin and Sources of Human Resource Policies.

e Human Resources Policies Formulation Process.

e Situational Variables in Policy Formulation.

e Policy Formulation Methods.

e Policy Implementation.

e Policy Administration,  Monitoring, and
Evaluation.

e Policy and Strategic Plans.

e Legal Context of Human Resources Policies.

PERFORMANCE MEASUREMENT
AND APPRAISAL

Overview: Effective performance is sine qua non
for the survival ofOrganizations. It is, therefore,
incumbent on organizations to consciously
develop ways of ensuring their effective
performance. This is brought about by effective
performance management. A good performance
system sets standards for targets, assesses
results, and plans for performance improvement.
This course is designed to equip participants with
techniques and skills for effective performance

management.

Who to Attend: Senior and Middle Level
Managers, Heads of Departments, Sections, and

Units as well as Human Resources Management

and Development Managers of Organizations.

&,5
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OBJECTIVES

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

e Understand the central and critical factors
affecting organizational performance.

e Acquire the skills for managing the work place
in order to guarantee effective performance.

e Design effective performance systems for
organizations.

OUTLINE
e Overview of Organizational Performance
Management.

e Organizational Values, Mission and Objectives.
e Organizational Performance.

Individual Performance.

The Principles of Effective Performance
Management.

Performance Management in Multi-Cultural
Organizations.

e Career Development.

e Training and Development.

e Total Quality Management.

* Problem-Solving Techniques.

e Time Management.

e Personal Effectiveness.

MAINFIELD TRAINING
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SETTING STANDARDS
FOR ORGANISATIONAL
EFFECTIVENESS

OVERVIEW:- A good performance management

system  encompasses standards for
organizational effectiveness. Individuals charged
with managing organizational performance need
to know how to set Standards for their
organizations. This course will equip participants
with the knowledge and skills for setting effective
standards for their organizations.

Who to Attend: Corporate Planners, Heads of
Departments, Sections, and Units as well as
Human Resources Managers.

OBJECTIVES

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

* Acquire Knowledge on the fundamentals of
organizational effectiveness.

e Understand how to set realistic standards for
organizations.

¢ |dentify ways of enhancing organizational

effectiveness through standards setting.

OUTLINE
e Organizational Values and Mission.

e Organizational Effectiveness: An Overview.

Performance Standards.
e Fundamentals
Standards.

of Setting Performance

e Coaching and Counseling Skills.
e Effective Communication.
e Monitoring and Evaluating Organizational

Performance.

Performance-Based Compensation System.
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IMPLEMENTING TOTAL
QUALITY MANAGEMENT

OVERVIEW:- The world over, Total Quality
Management (TQM) has been identified to hold
the ace for effective and efficient product and
service output that guarantee organizational
effectiveness, profitability, and competitiveness.
Organizations desirous of competitive survival
need to embrace and operate on the principles of
the concept. This course is designed to expose
participants to an in-depth understanding of the
concept, and the means of implementing it at the
workplace.

Who to Attend: Top Executives, Senior and Middle
Level Managers, and Administrators responsible
for quality in the products and services of their

organisations.

OBJECTIVES
The objectives of the course are to:

e Expose participants to a deeper understanding
of the concept and principles of Total Quality
Management.

e Enable participant's diagnosis organizations for
the effective application of the TQM.

e Equip participants with the skills for the effective
application of the concept in their

organizations.

OUTLINE

e Overview of Total Quality Management.

Quality Management Systems.

Principles of Total Quality Management.

Total Quality Management Processes.
Organizational Diagnosis for Total Quality

Management.

Capability Analysis, Managing and Implementing
change.

Principles of Best Practices and Corporate Image
Building.
TQM and International Quality Standards:

MAINFIELD TRAINING
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1509000 and 9001.

¢ Implementing Total Quality Management.

e Committed Organizational Leadership.

e Overcoming Resistance to Change.
Building Multi-Skilled Quality Teams.
Bench-marking Quality Parameters.

e The Deming Cycle

» Developing Individual and Group Action

Plans

STRATEGIC PLANNING
AND MANAGEMENT

OVERVIEW:-  The ever changing operating
environment for organizations imposes the need
for organizations aspiring to achieve superior
performance to be proactive in carrying out their
activities. This can be achieved by adopting
strategic management which will enable them to
analyses, develop, and change their structures
and processes in order to be effective and
efficient. This course is designed to teach
participants the analytical tools, attitude, and
approaches to be used to manage strategically.

Who to Attend: Top Executives Senior Managers,
Directors of Planning,Heads of Departments, and

Planning Specialists.

OBJECTIVES

The objective of the course is to enable
participants to:

* Know the elements of strategic management,

e Understand the process of strategy
formulation.

e Be able to prepare the vision and mission
statements of their organizations.

e Apply strategic management in their
organizations.

=2



e Overview of Strategic Management.

* The Evolution of Strategic management.

e Strategic Planning and Control Principles
andProcesses.

* Understanding and Preparing Organizational
Vision and Mission Statements.

e Assessing Internal and External
OrganizationalEnvironment.

Formulating a Strategy: Data Synthesis and
SWOT Analysis.

Strategic Creative Thinking.

Formulating a Competitive Strategy.

Ensuring Strategic Alignment.

Designing Organizational Structure for Higher
Performance.

Developing Performance Indicators.

Strategic Leadership and Motivation

Strategic Human Resources Management.

Strategic Financial Management.
* Managing Change.
* Monitoring and Evaluation.

TEAM BUILDING AND
MANAGEMENT

Overview: The effect of team work on
productivity has encouraged organizations to
build and use teams in their operations.

To enhance performance, organizations need to,
among other actions build, manage, and use
teams effectively.

This course has been designed to equip
participants with a deeper knowledge and
effective skills for using teams in order to shore up
performance in their organizations.

Who to Attend: Senior Management Staff; Heads
of Departments, Sections, and Units, and
Chairmen and Secretaries of Committees.

MAINFIELD TRAINING
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OBJECTIVES

The objectives of the course are to:

e Teach participants the fundamentals of using
teams.

e Make participants know the elements of
building and managing teams.

e Stimulate participants to use teams effectively

in their organizations.

OUTLINE

e The place of Teams in Organizational
Performance.

e Team Building Elements and Processes.

e Identifying and Assigning Team Roles.

* Managing Teams

e Delegation in Team Works.

*  Problem-Solving and Decision-Making in
Teams

e Leading Teams for Effective Performance.

e Training and Developing Team Members

* Team Maintenance.

Monitoring and Evaluating Team Performance.

Time Management
e Personal Effectiveness

o,



Behavioral Management and

Emotional Intelligence

Course Objectives:

« How management of behavioral and
emotional intelligence skills enable
organizational change

* Understand the case for the
emotionally intelligent workforce
and appropriate behaviors for
sustainable organizational success

* Adapt best-practice behavioral
frameworks to their organisation

« Adopt suitable evaluation criteria
for organisational behavioural
competencies

* Facilitate individual, team
and organisational emotional
intelligence learning

 Establish human resource roles
and responsibilities for ensuring
the theory has a practical application
within their organisation

* Establish human resource roles and
responsibilities for ensuring the
theory has a practical application
within their organisation

Course Outline

* Theory and practice for organisational
behaviour and emotional intelligence

» Review and critically assess samples of

behavioural frameworks and formulate

criteria for their assessment
e Consideration of the relevance of

organizational and individual behaviour
within the context of all human resource

processes, in particular recruitment,
selection, learning, performance
management and career progression

« Definition of emotional intelligence
and its importance to competent and
effective performance

MAINFIELD TRAINING
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CONSULTATION AND
NEGOTIATION SKILLS FOR
SENIOR EXECUTIVES

Course Overview

As a senior executive your skills in
consultation and negotiation are
extremely important in creating a
business environment fit for the
challenges of managing and leading
today. This course will enhance and
develop your existing consultation and
negotiation skills in a comprehensive
range of situations.

Course Objectives

Delegates will gain knowledge and skills

to:

« Identify the most appropriate strategy
when consulting and negotiating in a
range of issues and behavioural
classifications

* Understand the importance of thorough
planning and preparation when designing
your negotiation strategy and positioning
tactics

* Identify and recognise behaviours which
are critical to a mutually acceptable
solution to all stakeholders

* Recognise and manage conflict situations
and devise strategies for managing
successful outcomes

« Manage the emotion of self and others
to achieve win-win outcomes

o Use appropriate communication
approaches when negotiating in a
variety of situations and circumstances

16

=2



Course Outline

At the end of this course you'll understand:

v'Identifying the key skills and challenges
when consulting and negotiating today

v Working towards effective
communication and understanding

v’ Establishing the classic behavioural
types and devising a coping strategy

v’ Managing disagreement and working
with the four key classifications and

types

v" Understanding how we classify what
is negotiable and what is non — negotiable

Developing High Performance
HR Business Partner and
Consulting Skills

Course Overview

This comprehensive course was specifically
designed to improve delegate's ability to
increase the impact HR has on the rest of
the organisation.

This course will help delegates apply new
initiatives and approaches that leverage

people power. These new skills will make
them an invaluable asset to the business
and allow them to reach their

full potential as a high performer.

Course Objective

At the end of this course delegates will

understand:

Vv Strategic partnership in Organisation

v Team dynamics as it relates to
performance management

v'Implementation of strategies and skills
to manage Organisational Man power

MAINFIELD TRAINING
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Course Outline

Delegates will gain knowledge and skills

to:

* Establish the key motivational tools
and techniques Secure sustainable
commitment from other

« Apply a consulting framework

 Leverage team strengths for peak
performance

e Understand therole of HR business
partner as a strategic partner

Understand the importance of team
building and team dynamics

* Establish objectives and realise the
benefits of mentoring

Efficient Training Needs
Analysis: Corporate
HR Development

Course Overview:

This course equips human resources
(HR) staff to conduct effective training
needs analysis and evaluate training
and development interventions.

Course Outcomes
Delegates will gain knowledge and
skills to:

* Identify the skills needed to take
your organisation's objectives
forward

* Analyse the gap between your

organisation's current skill
resources and future skills needed

* Create a comprehensive plan to deal

with skill gap(s) and meet your
organisation's present and future

needs
(&

M



training and development interventions

* Develop plans to improve organisation
performance through training and
development strategies and plans

Course Outline
At the end of this course you'll understand:
¢ Understand the value of conducting
training needs analyses

¢ Develop a robust and practical approach
to evaluating the training, development
initiatives and interventions in your
organisation

e Assess current skill levels in your
organisation and quantify the total
skills resources available and required

e Devise a simple training evaluation
process

e Understand a range of evaluation
methods

e Understand the budget and resource
implications of undertaking either a
training needs analysis or evaluation
of training project

ENCOURAGING STAFF PERFORMANCE
AND BUILDING REWARD SYSTEMS
Course Overview

This course addresses performance issues
and the strategic application of rewards
and incentives to boost individual and
organisational work output and quality.
The course equips delegates with relevant
problem-solving and decision-making skills
for their respective HR and team-building
functions.

MAINFIELD TRAINING
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* Understanding the purpose of evaluating Course Outcomes

Delegates will gain knowledge and
skills to:
* Understand the requirements of a
workplace performance management
system

Plan and implement appropriate
reward systems to motivate staff in
their organisational culture

* Develop an objective performance
system

» Enhance personal appraisal
interviewing for getting the best
out of staff

* Identify recommendations and action
plans to improve their own
organisational performance
management systems

Course Outline
At the end of this course you'll
understand:

v" Understand the whole performance
management cycle

v’ Design, implement, evaluate and
monitor performance management
systems

v' Ensure that systems reflect the
organizational work culture and
align with its vision, mission and set
objectives

v' Combine performance and strategic
rewards to develop performance

v" Implementing appraisals, individual
targets and reviewing competencies
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HR AS BUSINESS PARTNER

Course Overview

This course will help delegates develop
their skills and progress as a business
partner. Delegates will also learn how
to influence stakeholders, build
credibility and take the organisation
forward. Delegates will understand
how HR takes a proactive role in both
supporting current business needs
and anticipating future business
direction.

Course Outcomes

Delegates will gain knowledge and

skills to:

» Assess implications for HR careers and
the organisation as a whole

* Devise strategies for influencing line
managers

* Understand the key techniques for
building relationships as an HR
business partner

* Understand the fundamental and
application of HR business partner
model (Ulrich model)

e Clarify the roles — Business Partner,
specialist, operational

» Apply financial acumen and financial
outcomes relationship with the strategic
decisions by a HRBP with different levels
of HR strategy implications implemented
in an organization

Course Outline:

At the end of this course you'll understand:
v Analytical thinking

v Conflict management

MAINFIELD TRAINING
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v HR Metrics
v'Stakeholder Management

Human Resource Management
and Career Development

Course Overview:

This course aims to examine the key
issues facing human resource (HR)
managers as new developments and
techniques are introduced.

The course will further develop

HR managers' skills to improve
operational effectiveness and
achieve personal and organisational
goals.

Course Objectives
Delegates will gain knowledge and
skills to:

Develop effective modern human
resource policies and practices,
as well as write such plans

* Effectively manage employee
relation skills, and gain ability to
deal with disciplinary and grievance
matters in an objective manner

* Help line managers write better
job descriptions and personnel
specifications to help with
recruitment, succession and
talent management

e Develop and implement career
development and talent
management strategies

* Understand organisational culture
and the impact it has on
human resource management

* Develop ways to begin human
resource transformation

M



COURSE OUTLINE

At the end of this course you'll understand:

v Organisational development: factors
affecting HR planning, succession,
career development and talent
management

v Internal marketing strategies to
promote training and career
development within an organisation

v Dealing with employee relations,
health and safety, disciplinary
and grievance procedures

v Examination of factors affecting pay,
job evaluation and salary, including
recruitment, retention, motivation
and incentives.

v Employee relation skills

TALENT MANAGEMENT AND
SUCCESSION PLANNING

Course Overview

An in-depth exploration of the
challenges and complexities
attached to talent management
and succession planning.

This training course will also assist
you in gaining the skills and principles
required to draft and implement a
successful talent management and
succession planning policy.

Course Objectives

Delegates will gain knowledge and

skills to:

* Use the motivational tools for
employee management and
recognise the challenges of
talent management

* Define 'talent' and differentiate
talent management from
succession planning

» Describe key factors and
techniques in identifying
potential high performers

MAINFIELD TRAINING
CONSULT LTD 20

* |dentify appropriate recruitment and
development methods for your
organisation's talent management
and succession planning initiatives

* Develop talent maps, career paths
and remuneration strategies

* Manage your own and other key
stakeholders' expectations and
aspirations for the succession pool

Course Outline

At the end of this course you'll

understand:

v Talent management Overview

v Development and succession

v Retention and remuneration

v Tools to inspire and reward staff

v Effective recruitment strategies to
hire the right people for your
organisation

Vv Talent and Skills Evaluation
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S/N MTC 01 WEEKS SCHEDULE 1 SCHEDULE 2 SCHEDULE 3
HUMAN CAPITAL One/ 2026 2026 2026
MANAGEMENT Two

1. Hands-On HR 1 & 2 | FCT Abuja, Kano, Lagos,
Analytics Course for

Jan 5" -16™ | March 23 - | October 12" —
Human Resources
27th 23rd

2. Records 1& 2 |Kaduna, Calabar, Ibadan,

Management Human
198 Jan 12-16% | April 6th—17t | September 14
Capital Scth

3. Administrative 1& 2 | FCT Abuja, Lagos, Kano,

Human Resources - " " | A £ 39 _7th
(HR) for top Feb 2™ -13 May 4" - 15 ugus —
Executives

4. Unions and Collective | 1 & 2 | Calabar, FCT Abuja, llorin,
Bargaining Human
R Feb 16" — | June 1%t -12™ | August 17" —

esources . o
Certification Course 20 28
5. Human Resources 1&2 | Minna, Kaduna, Enugu,
(HR) as a business
March 2" - | May 25" — August 3t -7t
Partner
13th 29th
IAINFELD TRAINNG (9
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6. Workforce Analytics 1&2 |Enugu, llorin, Abuja,
for HR Managers and
c ) May 4t — August 3@ — | October 19 -
xecutives
15th 14th 23rd
7. Managing 1 &2 | FCT Abuja, Kano, Calabar,
Compensation and March 2" — N N September 7"
. July 6" -17
Benefits 13th — 11
8. Talent Development 1 &2 |Kaduna, Ibadan, Port-Harcourt,
and Management .
April 61 - August 3" — | September 7"
17th 7th _ 11th
9. Performance 1& 2 | Kano, May Calabar, July Ibadan,
Measurement and 4th — 15t 6t — 17t September 7"
Appraisal —11th
10. | Setting Standardsfor | 1& 2 | Kaduna, Ibadan, Port-Harcourt,
Organizational
. Feb 9" —13™" | June 15" — October 12" -
Effectiveness
26th 23rd
11. | Team Building and 1& 2 | FCT Abuja, Kano, Lagos,
Management April 61" —
pth August 39— | October 12" —
10 7th 23rd
12. | Workforce 1&2 |llorin, Kaduna, Enugu,
Retirement
Feb 16 - June 15" — | October 5" -9t
Masterclass
27th 26th
13. | Developing 1&2 | Minna, llorin, Kaduna,
Presentation Skills March 2" - 4 | October 12 -
13 August 3@ -7 531

22



Strategic Planning Calabar, Kano, llorin,
and Management March 2M - November 2™
Sept 7t —
13t =13t
11th
15. | Human Resource 1&2 | Port Ibadan, Kano,
Management Harcourt, November 2
Sept 7t -11t
Masterclass March 9th — _gth
20t
16. | Managing the 1 &2 | Kaduna, Lagos, Enugu,
Training Function
8 May 4™ -15™ | July 201" — Sept 14t — 25t
24"
17. | Change Management | 1&2 | Kano, Enugu, Lagos,
& Human Resources
May 25" — | August 17" - | Sept 7" — 11t
29th 28th
18. | Job Analysis & 1&2 |llorin, Kaduna, Port-Harcourt
Evaluation (HR Februar
: U June 15 - August 3 -7t
Perspective)
16th _Zoth 26th
19. | Behavioural 1&2 |Kano, Ibadan, Ibadan,
Management and
. May 25— | July 13t -24%" | Oct 5™ - 16
Emotional
) 29th
Intelligence
20 | Effective 1&2 | Lagos, Enugu, Kaduna,
Performance
June 151 - August 3 - | Nov 2" -13th
Management Hgth 14
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21 | 360 Degrees 1 &2 | Calabar, Kano, llorin,
Performance May 4t 15t | ¢ th November 2™
Appraisal aya- ept /7 - _13th

11th

22 | Team Building and 1&2 | Port Ibadan, Kano,
Coaching Skills for Harcourt, - November 2n
Managers o 15" -26" June 1 ath

g March 9 13
ZOth

23 | Advanced 1&2 |Kaduna, Lagos, Enugu,
Programme on
Trai{img 2 May 41 -15% | July 61— 17" | Sept 7" —18%
Development

24 | Conflict 1 &2 | Kano, Enugu, Lagos,
Management, August 177 -

Mediation May 18 — gth Sept 14 — 25t
! th

Resettlement & 29

Reconciliation

25 | Managing People in 1 &2 |llorin, Kaduna, Port-Harcourt

the HR Function Februar August 17 -
U June 15% - £
th
16th _20th 26th 28
Remuneration, 1&2 | Kano, Ibadan, Ibadan,
Pensions & Employee

26 | ponefit May 18- July 61 -17" | Oct 5™ - 9t

29th

27 | Workplace 1& 2 | FCT Abuja, Kano, Lagos,
Counselling &

Feb 9™ -20%" | July 20" - 24™ | August 17" —
Employee Welfare .
Management 28

24



Developing High Kaduna, Calabar, Ibadan,
Performance HR - " " !
Business Partner and April 6" - July 6" =17 September 14
. . 17th _ 25th
Consulting Skills
29 | Efficient Training 1& 2 | FCT Abuja, Lagos, Kano,
Needs Analysis:
May 4th — August 17" — | October 5" —
Corporate HR N - L6t
Development 15 28
30 | Encouraging Staff 1& 2 | Calabar, FCT Abuja, llorin,
Performance and " . i
Building Reward May 4" — June 8"-19 August 177 —
15th 28th
Systems
31 Human Resource 1& 2 | Nasarawa, Kaduna, Enugu,
M tand
anagement an Aprll 6th _17th I\/Iay 4th _ 15th August 3rd _7th
Career Development
32 | Talent Management 1&2 |lbadan, llorin, Abuja,
and Succession
. May 4" -15™ | June 8" -19™"" | August 3 -14%
Planning
33 | Strategies and 1& 2 | FCT Abuja, Kano, Port -Harcourt,
Organizational June 22M — September 14"
8 , July 6t -17 P
Problems: 26t _octh
Constructing
Corporate Value and
Coherence in
Balanced Scorecard
Processes
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Management Control | 1& 2 |Kaduna, Ibadan, Port-Harcourt,
Systems and the September 14
th _ th _ qth
Crafting of Strategy: A Jur:he 15 et =dot | 25th
Practice-Based View 26
35 | Hands-On HR 1& 2 |Kano, Calabar, Ibadan,
Analytics Course for September 7
4 May 18t — July 61— 17t P
Human Resources —19th
29th
36 | Records 1&2 |Abuja, Ibadan, Kano,
Management Human August 3@ —
, 2 May 181 — tgh October 12 -
Capital A 14 g
29t 23"
37 | Administrative 1& 2 |lbadan, Kano, Lagos,
Human Resources June 15t —
August 17%"— | October 5% —
(HR) for top 19th . -
Executives 28 16
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proficiency.

The quality of corporate governance determines the degree of effectiveness and competitiveness
of organizations, as it is through it that organizations are able to initiate and complete the
production and delivery of goods and services. It has been proven that good governance breeds
and sustains organizational effectiveness while bad governance produces the opposite.
Competitive organizations ensure that they install good corporate governance on their shores, by
building the capacity of their personnel to imbibe the traits of good governance.

Our courses in this faculty have been designed to kit participants with the skills congenial to the
practice of good corporate governance that will enthrone the culture of effective performance and

Venue: FCT Abuja, Nasarawa, Lagos, Enugu, Port Harcourt, Warri, Benin, Kaduna,Kano, Calabar,
Minna, llorin, Ibadan.

Course fee: ONE WEEK COURSE (N400,000) - TWO WEEKS COURSE (N 600,000)

Schedule Dates: Jan5" -16",Jan 26" -30" , February 2™~ 13", Feb 23" - 27", March 9" -20", Mar 23" - 27",

April 6" —17", April 20" - 24", May 4" - 15",May 18" - 22™, June 8" - 19", Jun 22™ -26", July
6" —17", July 20" -24" ,August 10" - 21", Aug 24" - 28", September 7" -18", Sept 21 -25",
October 5" — 16" ,0ct 26" - 30", November 16" — 20",Nov 23" - 27", December 7" -18" 2026.

LIST OF CORPORATE GOVERNANCE COURSES

The Complete Guide to Corporate
Governance

Audit Committee and Corporate
Governance

The Corporate Finance Course
Essentials of Corporate Governance
Implementing Strong Corporate
Governance and Legal Structures
Corporate Records and Information
Management

Strategic Planning and Management
Leading a Project Team

Effective public Sector governance and
ethics

Performance Management Master class

MAINFIELD TRAINING
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Change Management for Higher
Productivity

Corporate Policy formulation and
Implementation

Corporate Culture and Performance
Corporate Public Relations Strategies
Negotiation and Conflict Management
Public Finance Management
Anti-corruption Policy & Adherence
Creating & Managing Compliance at Work
E-Government (Policy, Strategy &
Implementation)

Public Sector Reform and Capacity Building
Advanced Communication Skills for

Managers and Leaders
Ly
S
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THE COMPLETE GUIDE TO CORPORATE
GOVERNANCE:

This Course is meant for business owners,
entrepreneurs, corporate executives or Board of
directors, on this course you will acquire diverse
knowledge of the following to do your job properly
and give yourself the best chance of success. This
Knowledge skill sets include Governance, Corporate
Culture, Ethics, How to run a sustainable business,
Risk management, Company structure, Strategy,
Leadership, Stakeholder engagement.

COURSE OBJECTIVES: At the end of this Course,
Participants will learn
» Everything about corporate governance
from the basics to advanced
* About culture and ethics within a company
¢ How to make an impact in the corporate
world and how to boost your career
¢ How boards and board committees work
¢ How to get a head start in your career
¢ All about risk and risk management

COURSE OUTLINE:

¢ The Complete Guide to Corporate
Governance

e The Board

¢ The Corporate Governance Framework

e Committees

¢ Risk Management

e Audit

e The Future of Corporate Governance

» Environmental, social and governance
issues (ESG)

AUDIT COMMITTEE AND CORPORATE
GOVERNANCE

This course examines audit committee attributes as
anintegral part of corporate governance to improve
quality, reliability, and transparency of financial
reports as well as credibility and effectiveness of the
related audit functions.

The effectiveness of the audit committee depends
on the quality, timeliness, and reliability of
information it received from management, internal
auditors, legal counsel, and external auditors
regarding financial, internal control, risk, legal, and
auditing issues. This course presents the roles,
responsibilities, structure, composition,
qualification, authority, resources, and

other attributes of the audit committee in
accordance with the most recent regulatory

MAINFIELD TRAINING
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requirements and best practices.

COURSE OBJECTIVES: Participants at the end of
this course will

e Explore the status of Corporate
Governance and the Audit Committee.

e Explore Audit Committee Derivers, Roles,
and Functions.

e Discover the Audit Committee's Authority,
Structure, Diligence, Resources,
Compensation, Qualification,
Independence, Financial Expertise, Charter,
Meetings, Agenda, Legal Liability, and need
for continuousimprovement.

e Explore the Corporate Governance
Oversight Function of Audit Committees.

¢ Identify Financial Reporting Oversight and
Internal Control Functions of Audit
Committees.

e Explore the Risk Assessment, Ethics,
Whistle-Blowing, and Anti-Fraud Oversight
Functions of Audit Committees.

COURSE OUTLINE:

e Defining Audit Committee and its
Relevance

e Audit Committee Interaction and
Composition

e Audit Committee Oversights and
Responsibilities

e Setting up Audit Committees for Public,
Private and Non- Profit Organizations

e Best Practices of Audit Committees

e Managing Financial Reporting, Operating
and Compliance Risk

¢ Internal and External Auditing Oversight
Function of Audit Committees.

THE CORPORATE FINANCE COURSE: This
Course explains the five main areas of corporate
finance. Corporate Governance; Capital
Budgeting, Cost of Capital, Leverage, and Working
Capital. Complete Corporate Finance Course
provides understanding on what drives business
value from afinancial perspective.

COURSE OBJECTIVES: Participants at the end of
this course will

e Have a good foundation for a corporate

Q



finance career

e Possess strong understanding of finance
fundamentals and advanced topics
concepts

e Acquire an understanding of corporate

governance, capital budgeting, cost of

capital, measures of leverage, and working

capitalmanagement

COURSE OUTLINE:
e Working Capital Management
e Inventory Management
e (Capital Budgeting-Principlesand Processes
e CostofCapital
e Measuresof Leverage
e Corporate Governance and Environmental,
social and governance issues (ESG)
e HowtouseaFinancial Calculator

ESSENTIALS OF CORPORATE
GOVERNANCE

Corporate governance is one of the foremost key
performance indicators and critical components of
strategic management. The strategic value of
corporate governance has become even more
important today, where business management is
becoming more and more complex. The sections of
the Course include; Essentials of Corporate
Governance, The Impact of Business Culture on
Corporate Governance, Corporate Social
Responsibility, New Trends In Corporate
Governance.

COURSE OBJECTIVES: By the end of the training;
participants willacquire Knowledge on
e Skills and competence regarding corporate
governance.
e Essentials Of Corporate Governance
e Impact Of Business Culture On Corporate
Governance
e Corporate Social Responsibility
e NewTrendsInCorporate Governance

COURSE OUTLINE:

e Introductionto Corporate Governance

e The Impact of Business Culture on
Corporate Governance

e Control Environment and Enterprise Risk
Management

e Essentials of Corporate Social Responsibility
(Doing Welland Doing Good)

e NewTrendsinCorporate Governance

MAINFIELD TRAINING
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IMPLEMENTING STRONG CORPORATE
GOVERNANCE AND LEGAL STRUCTURES
Good Corporate governance allows people to
trust your business and to know that if they invest
inyou the business will be wellmanaged and it will
last. Good corporate governance allows your
customers know that you mean what you say and
what you produce or serve has gone through a
series of policies and procedures to ensure it is of
the best standards. At end of the courses, you
should have a comprehensive understanding of
product/service development and provision,
business operations, sales and marketing,
ownership, management and control, business
structures, financial forecasting and financing
plan and have a strong business plant to act as a
roadmap for continued business scale and
success.

COURSE OBJECTIVES: Participants at the end of
this willlearn
¢ Howtosetupyourbusiness
» Steps to consider when registering your
business in Nigeria and in other
jurisdictions
* What to consider when choosing the right
legal structure foryourbusiness
¢ The various forms of legal structures for
your business
¢ Considerations for setting up your
business as a partnership
¢ The key considerations for setting up your
businessasacompany
¢ Understanding the concept of shares,
shareholderrights and types of shares
¢ Understanding Share Capital
¢ Understanding key corporate governance
principles

COURSE OUTLINE:

e BusinessLaw

o Selecting theright Legal Structure for your
Business

e BusinessRegistration

¢ Demystifying Shares and Share Capital

* Ownership/ Control and Key Parties in a
Company

¢ Key Corporate Governance Principles and
Pillars

¢ BusinessPlan Development

@



OUTLINE

* Overview of Change Management.

* Leading and Managing Change

e Planning and Introducing Change.

» Features of Change

* Resistance Issues in Change management

» Handling People in the Change Process

» Strategic Communication in Changing Times.

e Providing Support and Empathy.

* Changing Teams.

e Team and Personal Strategies for Making Change
Happen.

e Monitoring and Evaluating Change.

e Critical Success Factors in Change Management.

e Encouraging Creativity, Innovation, and
Knowledge Building.

e Creating Strategies for Overcoming Barriers to
Change.

* Measuring and Sustaining Organisational Change.

» Future Roles and Accountability.

PERFORMANCE MANAGEMENT
PROGRAMME

Overview: Since the quality of the performance of
organizations determines their classification and
nature, organizations embark on measures
directed atimproving their performances. This is
based on the fact that effective organizational
performance attracts greater recognition and
patronage which lead to enhanced earnings and
investment, there by guaranteeing their
sustenance. Consequently, organisations manage
their performance in order to be effective.

This course has been designed to arm participants

with the skills for effective performance
management.

Who to Attend

Senior and Middle level Staff, Heads of

Departments, Division, Sections and Units of
Organizations.

MAINFIELD TRAINING
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OBJECTIVES

The objectives of the course are to:

e Enable participants identify the Critical factors

Affecting organizational performance.

e Enable participants to describe the measures
Used to improve Organizational performance.

* Mobilize participants to influence their
Organization to adopt and implement strategies
and skills to be learnt ineffective manage men

to their performances.

OUTLINE

» Overview of Organizational Performance.
 Individual Performance.

» Total Quality Management.

» Effective Communication.

* Motivation for Optimal Performance.

» Compensation and Performance.

» Training and Development.

» Performance Indicators.

* Performance Management.

e Team Work.

* Interpersonal Relationship.

» Conflict Resolution.

* Performance Measurement.

* Human Capital Management.

+ Time Management.-

* Monitoring and Evaluating Performance.
» Performance Appraisal.-

» Performance Improvement techniques.
» ICT and Performance Management
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EFFECTIVE CORPORATE
GOVERNANCE

Overview: One of the critical factors determining
corporate performance is corporate governance:
where there exists effective corporate
governance, performance is high; but the reverse
is the case where there is ineffective corporate
governance. Organizations aiming at being high
performers have to install and maintain effective
corporate  governance. In this course,
participants will learn the rudiments of, and
techniques for, effective corporate governance,
and be prepared to apply the concept in their
organizations.

Who to Attend: Management Staff; Senior and
middle-level Managers;

Heads of Departments, Sections, and Units; and
Trainers.

OBJECTIVES

The objectives of the course are to:

e Enable participants to know the elements of e

e Effective corporate governance.

e Introduce participants to the tools, techniques,
and skills for effective corporate governance.

e Equip participants with the requisite skills for
effective corporate governance.

effective

e Enable participants to install

corporate governance in their organizations.

OUTLINE
e Overview of Corporate Governance.

e Elements of Effective Corporate Governance.
e Policy Formulation and Implementation in
Organizations.

Effective Organizational Performance

MAINFIELD TRAINING
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Accountability in Organizational Performance.

Duties and Responsibilities of Boards and Top

Managements.

e Effective Boards and their Committees.

e Effective Corporate Governance and
Meaningful Corporate Disclosures.

e Internal and External Audits.

e Ethics and Organizational Integrity.

e Getting it Right

e Sustaining Effective Corporate governance.

CHANGE MANAGEMENT FOR
HIGHER PRODUCTIVITY

Overview: Agains the back-drop of change being
the only permanent phenomenon in life,
organizations need to evolve management
systems and styles that will enable them to remain
highly productive while coping with change. This
course aims at introducing parti  ipants to the
techniques of effectively managing change in
order to make their organizations to be highly

productive and competitive.

Who to Attend

Senior Staff, Heads of Departments, Sections,
Units and Employees ¢n charge of Corporate
Planning.

OBJECTIVES

At the end of the course, participants will be

able to:

e Have adeeper understanding of the impact of
change on organizational productivity.

* Get acquaintedwith the techniques of change
management.

e |dentify the strategies for applying the new
knowledge and techniques in their
Organisations.
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PUBLIC SECTOR GOVERNANCE
AND ETHICS

OVERVIEW:- Individual and organizational
behaviors are greatly influenced by prevailing
moral principles which alsodetermine values and
goals. Adherence to ethicsinfluences both
individual and organizational Performance to
align with societal aspirations and expectations.
Consequently, individuals andorganizations that
are ethically sensitive and compliantare regarded
and appreciated as good citizens who aremost of
the time patronized and made relevant. There isa
dire need for public sector workers to be
ethicallySensitive and compliant for them to be
seen as relevant and be involved. This course will
introduce participants to the techniques of ethical
sensitivity and compliance.

Who to Attend: Top Officials like Permanent
Secretaries, Director-General, Directors, Heads of
Sections and Units in the Public Sector.

OBJECTIVES

The objectives of the course are to:

the
in performance

e Make participants to appreciate

importance  of ethics
management.

e Expose participants to a deeper understanding
of ethical principles.

e Stimulate participants to develop ethical
standards in their organizations.

e Enable participants enforce adherence to, and

guidance by, ethical principles in their
organizations.

OUTLINE

e Ethics and Ethical Principles.

e Public Sector Governance.

e Values in Public Sector Organizations.

e The performance of public sector

Organizations.
* Accountability in Public Sector Organizations.
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* Changes Facing Performance in Public Sectors
Organizations.
e Corruption in Public Sector Organizations.

e Tackling Corruption in Public Sector
Organizations.
e Value Re-Orientation in Public Sector

Organizations.

e Communicating Value Re-orientation in Public
Sector Organizations.

e Personal

Effectiveness and Ethical

Consideration

CORPORATE RECORDS AND
INFORMATION MANAGEMENT

OVERVIEW:- Records form a very reliable basis for
effective performance at both individual and
organizational levels, as they provide hindsight,
and the basis of planning for the future. It
behooves high performing organizations to build,
keep, and manage their records effectively. In this
course, participants will be exposed to the
principles and techniques of records
management, with the expectation that upon
return to their offices, participants will positively
influence the installation and maintenance of
effective records management systems.

Who to Attend: Office Managers, Secretaries and

officers involved in managing records in

organizations.

OBJECTIVES

At the end of the course, participants wil
be able to:

e Appreciate the importance and relevance of
records in organizations.

on record and
information management tools and systems.

e Develop effective records and information
management systems.

e Influence the adoption and use of effective
systems for managing
information in their organizations.

e Have more knowledge

and

t\—

records
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OUTLINE

e Overview of Records
Management.

Legal Framework for Records and Information

and Information

Management.
e The freedom of Information Act.
e Types of Records and Information in
Organizations.
e Developing Organizational Records Plan.
The Storage, Retrieval and Disposal of Records

and Information Audit.

The Infrastructure for Records and Information
Management.
Developing Organizational Records Plan.
ICT and Records Management.
Change Management
Challenges of Records and Information
Management

CORPORATE ETIQUETTE AND
PROTOCOL MANAGEMENT FOR
HIGHER PERFORMANCE

Overview: Two aspects of organisational culture
impact directly on organisational performance
when they are managed Well, they enhance
performance but their poor management leads to
poor organisational performance. These critical
aspects are etiquette and protocol. While
etiquette addresses communication, protocol
takes care of movements by managements and
staff. In the bid to develop an organisational
culture most conducive to higher performance,
organisations make their employees to imbibe the
right corporate etiquette and also institute
effective protocol measures so as to remove
bottlenecks that cause inertiain the march to
higher organisational performance. In this course,
participants will be exposed to organisational
cultural practices that promote performance-
enhancing etiquette and maintain a flawless
protocol regime.
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Who to Attend
Top and Middle Management Team Members

OBJECTIVES

The objectives of this course are, to:

 Introduce participants to performance
enhancing etiquettes and protocol practices.

» Enable participants to acquire the skills for
high etiquette and protocol regimes.

* Empower participants with the strategies
for integrating the high etiquette values and
good protocol practices in their

organisations.

OUTLINE

* Impact of Culture on Organisational
Performance: the Case of Etiquette and
Protocol.

» Business Ethics and Etiquette: Code of
Conduct.

* Understanding Ethics and Etiquette for
Personal and Professional Use Etiquettes
and Norms of Professional and Corporate

+ Personnel. Princiciples of Etiquette: Dining,
Dressing, Grooming,

» Greetings, Phone, and E-mail Etiquette.

* Building Rapport for Stronger
Relationships.

* Managing Organisational and Individual
Ensuring Strategic Alignment.
Reputation.

Fundamentals of Protocol.
Protocol and Image Management.

* Managing the Boss.

 Liaison Functions and Services.

* Planning, Organising and Controlling
Protocol



» Convoy Travel Arrangements, Airport

* Duties, Freight Handling, Management of
(Hotel)

* Accommodation and Visa Arrangements.

» Time Management for Personal Effectiveness.

* Security Functions in Protocol. Implementing
Work-Life Balance in the Workplace. Media
Relations.

GLOBAL BEST PRACTICE IN
CORPORATE RECORDS AND
MANAGEMENT

Overview Records form a very reliable basis for
effective performance at both individual and
organisational level. They provide hindsight and
the basis of planning for the future. It be hooves
high performing organisations to build, keep and
manage their records effectively. In this course,
participants will be exposed to the principles and
techniques of records management with the
expectation that upon return to their offices,
participants  will positively influence the
installation and maintenance of effective records
management in their
organisations.

systems respective

Who To Attend
Office Managers, Secretaries and Officers
involved in managingrecordsinorganisations.

OBJECTIVES

At the end of the course, participants will be

able to:

» Appreciate the importance and relevance
of records and documents in organisations.

» Have more knowledge on record and
information management tools and systems.

» Develop effective records and in formation
management systems.

* Influence the adoption and use of effective
systems for managing records and
information in their organisations.
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OUTLINE

Overview of Corporate Records and Management.

» Legal Framework for Corporate Records and
Management.

» Types of Corporate Records Management In
Organisations.

» Developing Organisational Records Plan.

» Accountability Capacity Building Setting
Strategic Priorities for Records and

Management.

* Electronic Document Management.

+ Disaster Planning in Records Management.

» The Storage, Retrieval and Disposal of Records
and Information Audit.

» The Infrastructure for Records and Information
Management.

» Developing Organisational Records Plan.

+ ICT and Records Management.

+ Change Management

+ Challenges of Records and Document
Management

CORPORATE CULTURE
AND PERFORMANCE

Overview:  Culture greatly influences
organizational performance, as where there
prevail saculture of hardwork, organisations

normally perform effectively but a culture of laxity

and laziness brings  about ineffective
organisational performance.  Organisations
desirous of being high performers and

competitive need to develop and install
performance friendly cultures. In this course,
participants willl earn about the effects of culture
on performance in organisations and how to

develop and maintain the right culture.

Who to Attend

Senior Management and Heads of

S

staff
Departments, Sections and Unit.
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OBJECTIVES

The objectives of the course are to:

+ Stimulate the appreciation of the impact of
culture on organisational performance in
participants.

+ Enable participants to know how to develop
the right culture for their organisations.

+ Equip participants with the tools and
techniques of making employees to imbibe
the culture of their organisations.

OUTLINE

+ Organisational Culture and Performance.

* Elements and Characteristics of
Organisational Culture.

» Organisational Vision, Mission, Values and
Goals The Performance Balance Finding the
Right Balance.

* Managing Things and Leading People.

 Soft Skills, Hard Results: Harnessing the
Power of Emotional Intelligence.

» Strengthening Internal Partnership for
Customer-Centredness and High
Performance.

* Working With External Partners.

» Developing the Congenial Organisational
Culture.

» Corporate Governance and Organisational

* Culture.

+ Agents of Organisational and Cultural

» Change.

» Communicating Organisational Culture.

» Process of Organisational Cultural Orientation
and Reorientation.

» Entrenching Organisational Culture.

* Motivation and Rewards for Adherence to
Organisational Culture.

» Continuous Improvement through
Reviewing, Assessing, Collaborating and
Reforming.

* Monitoring and Evaluating Organisational
Culture.

» Emerging Trends in Corporate Culture.

MAINFIELD TRAINING
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NEGOTIATION AND INFLUENCING
SKILLS FOR MANAGERS

Overview The effective management of

human resources in organisations makes it
essential for managers to have skills for
negotiating and influencing the work force they
manage and lead. This is because on a routine
basis, managers encounter difficult situations that
thrust on them the need to negotiate with their
subordinates and also persuade the staff to take
certain courses of action. The possession of there
quisite skills enables managers to harmonise
diversities and mobilise their workforce for
effective Performance. This course aims at arming
targeted participants with the skills for effective
negotiation and influencing.

Who to Attend

Heads of Departments, Sections, Units, and
Teams in Organisations saddled with the
responsibility of leading and managing people.

OBJECTIVES

Theobjectivesofthecourseare,to:

 Introduce participants to the nature of
complex diversity at the workplace and its
effect on performance.

» Enable Participants to identify the techniques
for negotiating with staff and influencing

them for effective performance.

Equip participants with the ability to apply the

skills to be learnt in their organisations.

OUTLINE

* Nature of Organisational Behaviour:
Diversity, Misconduct, Indiscipline, and Difficult
Dispositions.

» Resourcing for Organisations.

» Negotiation: Concept, Process, and Skills.
 Ethics and Negotiation.

* Negotiation Techniques.

* Managing Emotions in Negotiations.
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Leadership Concepts, approaches, and Styles.

» The Art, Science, and Elements of Influence.

» Dealing with Set back: Negotiation and
Influencing.

* Identifying Individual kills for Negotiation
and Influencing.

 Strategies for Successful Negotiation and
Influencing.

* Techniques for Influencing Staff Attitudes
and Performance.

* Reciprocal Influence between Managers
and Subordinates.

+ Strategic Use of Information.

* Using Feedback to Create Shared
Understanding.

+ Securing Commitment for Lasting Agreement.

» Techniques for Developing Management
and Leadership Skills.

» Emerging Trends in Negotiation and

Influencing.

EFFECTIVE REWARD AND
COMPENSATION SYSTEMS
FOR ORGANISATIONS

Overview One of the effective means of boosting
organisational performance is the maintenance of
an effective rewards and compensation system.
This is because individual employee performance

and overall organisational performance are

significantly affected by the type of reward system

used by organisations. Researcher shave shown
that organisations perform optimally when their
employees are properly rewarded with efficient
salaries and wages. These enhance employee
commitment, creativity, = productivity = and
response to the dynamics of the environment.
Organisations can boost their performances by
installing and maintaining effective reward
systems. This course has been structured to
acquaint participants with the elements of
performance-friendly reward and compensation
systems, in order to stimulate them to adapt the
systems in their organisations.

MAINFIELD TRAINING
CONSULT LTD

36

Who to Attend
Executive and Senior Management and Team

Members responsible for ~ human  resource

management and development in Organisations.

OBJECTIVES

The course aims at:

 Introducing participants to the various
reward and compensation systems.

» Equipping participants with the techniques
of formulating and implementing
performance inducing reward systems.

» Enhancing the ability of participants to use
the reward system to boost the performances
of their organisations.

OUTLINE

+ Pay roll Obligations and Requirements.
+ Reward Management System.

+ Strategic Reward Management.

* Tools and Techniques of Reward
Management.

Grading and Wage Structure.

» Wages and Salaries Survey and Review.
+ Wage Policies.

* Reviewing and Implementing Strategic
Rewards.

* Evaluating Rewards: Grading and Wage
Structure.

* Industrial Relations Practice and Reward
Management.

* The Relationship between Rewards and
Performance.

* Combining the Use of Performance and
Strategic Rewards.

* Appraising, Assessing, and Rewarding
Performance.

» Performance Related Pays andRewards.

* EmergingTrends in Rewards and
Compensation Packages

Y
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38. | The Complete 1&2 Nasarawa, | Kano, Calabar, Sept
Guide to March 2@ 14th — 95th
July 6™ —
Corporate _13th
17th
Governance
39. | Audit Committee | 1 &2 FCT Abuja, | Enugu, Lagos,
and Corporate March 23
July 6 — Sept 14t — 255
Governance - 7th
17th
40. | The Corporate 1&2 Calabar, Kaduna, Ibadan,
Finance Course
Feb 2" - July 61" — Sept 7t —11%
13th 17th
41. | Essentials of 1&2 FCT Abuja, | Kano, Port-Harcourt,
Corporate October 5t -
March 2" - | June 15" —
Governance gth
13th 26th
42. | Implementing 1&2 Kano, Benin, Lagos, October
Strong Corporate _ August 3@ | 5t —gth
April 6 -
Governance and o —14th
Legal Structures 10
43. | Implementing 1&2 Kaduna, Feb | Lagos, Enugu, August
Strong Corporate gth— 20t ) 3rd — 14t
July 6" —
Governance and
17th
Legal Structures
44. | Corporate 1&2 FCT Abuja, |llorin, Kaduna,
Records and May 4% — October 5™ -
. July 13—
Information 15th M gth
Management 24
R AN 37 =



45. | Strategic 1&2 Port Ibadan, Kano,
Planning and Harcourt, August
£ October 19" -
Management May 4™-8th | 10t- 14t g
23"
46. | Leading a Project | 1 &2 Abuja, Kano, Lagos,
Team August 3¢
May 18" - gth October 5" -
29th —14 9th

47. | Effective public 1&2 Benin, June | Kaduna, Calabar,

Sector gth - 19th July 6" — | September 14"
governance and 17th —pgth
ethics
48. | Performance 1&2 Kano, Lagos, Enugu,
Management September A
July 6th- October 12" -
Master class 7th _ 1 gth
17th 23rd
49. | Change 1&2 llorin, Abuja, Lagos,
Management for August 17"
. May 25" — . October 12" -
Higher _ogth
o 29th 23rd
Productivity
50. | Corporate Policy | 1 &2 Kano, Lagos, Port-Harcourt,
formulation and September 7"
. May 4™ — July 20
Implementation —18th
8th 24th
51. | Corporate 1&2 FCT Abuja, | Kano, Ibadan,
Culture and
May 25" - | June 15" — | August 24" -
Performance
29t 264 28t
52. | Corporate Public | 1 &2 Port Ibadan, Kaduna,
Relations Harcourt, | August24" | September 7"-
Strategies _ogth 2 5th

June 15th -26th




53. | Negotiationand |1 &2 FCT Abuja, | Kano, Ibadan, August
Conflict 3th _7th
May 4t - June 8" —
Management N Loth
15
54. | Public Finance 1&2 Port Ibadan, Kaduna,
Management Harcourt, " September 14
" August 3™ — "
June 15% - " -25
19th 7
55. | Anti-corruption 1&2 FCT Abuja, | Kano, June | Ibadan, August
PO“CV & " 22th _ 26th 3th _7th
Adherence Mg A5 =
15th
56. | Creating & 1&2 Port Ibadan, Kaduna,
Managing Harcourt, .| October 5™ -9
: August 17*
Compliance at June 22nd - .
Work 6t - 28
57. | E-Government 1&2 Abuja, Kano, Ibadan,
(Policy, Strategy
2 June 15% - | July 20" — | August 17 -
th th th
Implementation) 26 24 28
58. | Public Sector 1&2 Port Ibadan, Kaduna,
Reform and Harcourt, . | September 14"
. . August 3*
Capacity Building June 15t - . _p5th
5t -14
59. | Advanced 1&2 Abuja, Kano, July Ibadan, August
Communication o 13t — 24t | 10t -21%t
Skills for May 117 -
22nd
Managers and
Leaders
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3. COMMUNICATION AND PUBLIC RELATIONS
STRAT MGYHROGRAMOMMB00) 4a¥yWO WEEKS COURSE (  600,000)

Good corporate reputation, earned through demonstrated smooth community

relationship and the display of high level corporate social responsibility enhance
organizational patronage, high degree of customer retention, the maintenance of large
market share, and impressive profit margin. The realization of this fact has made
organizations to strive to register their relevance, and maintain smooth relationships
with their public. Consequently, public relations strategies are consciously and
deliberately developed and sustained.

Our Communication and Public Relations Faculty offers courses on basic and advanced
Public Relations practices in order to equip practitioners with the requisite skills for a
more effective performance that will enhance corporate performance and increased

market share.

Course fee:ONE WEEK COURSE (N400,000) - TWO WEEKS COURSE (N 600,000)

Schedule Dates: Jans5"-16",Jan 26" -30" , February 2™-13", Feb 23rd- 27", March 9" -20", Mar 23" - 27",
April 6" —17", April 20" - 24", May 4" —15",May 18" - 22™, June 8" - 19", Jun 22™ 26",
July 6" —17", July 20" - 24" ,August 10" - 21", Aug 24" - 28", September 7" -18", Sept

21" -25", October 5" — 16" ,0ct 26" — 30", November 16" — 20",Nov 23 - 27", December 7"
18" 2026.
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LIST OF PROFESSIONAL COURSES

Public Relation- Media Crisis Communications
Public Relations Masterclass

Press Coverage, Publicity and Public Relations
for Corporate Branding

Negotiation and Influencing Skills for Managers
The Complete Presentation and Public Speaking
Speech

Public Writing Skills

Strategic Corporate Public Relation

Corporate Image Management

Planning and Managing Public Relation
Advanced Writing Skills for Executives
Communication and Public Relations

Effective Media Relations Management

Social Media, Print Media and Mainstream
Media Regulation & Policy

Essentials of Communications

Advanced Presentation Skills Training

Public Relations, Communication & Media
Customer Service, Stakeholder Communication
& Media Relations

Media & Development Research Methods
Customer Care & Public Relations

Facilitation & Presentation Skills

Managing Stakeholders & Public Relations

Report Writing Skills

MAINFIELD TRAINING
CONSULT LTD
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PUBLIC RELATION- MEDIA
CRISIS COMMUNICATIONS

You will learn how to prepare and deliver
messages to the media in a time of a Public
Relations crisis. How to plan for press
conferences, media statements, messages, and
sound bites will be covered. Why it is essential to
prepare for a crisis before you know when or what
the crisis will be. Crisis communications Public
Relations requires a plan that covers every aspect
of message development, rehearsal and media
management. This course is ideal for CEOs, PR
managers, crisis managers, and anyone who is
responsible forthe reputation of an organization.

COURSE OBJECTIVES: At the end of this course,
Participants will
* Beable to Manage Crisis Communications
* Know how to appear Confident on
Camera
* Prepare Messages
e Speakin Sound Bites
» Handle tough questions

COURSE OUTLINE:

» Essential elements to handle crisis
communications

e Creating your Winning Message

» The Biggest Crisis Blunders to Avoid in
Public Relations

» The Media- The Big Picture thinking

» Public Speaking and Engagement skills

PUBLIC RELATIONS MASTER CLASS

This course will equip you with everything you
need to become an expert public relations
professional. It's packed full of case studies,
statistics, checklists, templates and practical
activities that bring the theory to life. Participants
will learn how to bring this all together into a
comprehensive public relations and
communications strategy that shows what you're
going to do, why you're going to do it and how
you'regoingtodoit.

COURSE OBJECTIVES: At the end of this course,
participants will learn

How to build a PR strategy that generates
leads, makes your brand famous, builds a
community and attracts customers.

How to use PR to increase traffic to your

%



website.

¢ How to manage, implement and measure
the success of your PR strategy.

*» How to present your PR strategy to
stakeholders, get buy-in and secure
budgets.

¢ How to use social media, video, content
and traditional media to gain publicity.

* How to write for PR.

¢ How to generate your own media stories.

* How to manage a crisis [ handle negative
publicity.

¢ How to build authority and thought

leadership through the media.

COURSE OUTLINE:

¢ Introducing Public Relations

* Research and Planning in Public Relations

e Generating Ideas

* Media Relations

e Social Media

*  Writing For PR

e Strategic PR Planning

¢ Issues Management and Crisis
Communications

PRESS COVERAGE, PUBLICITY AND
PUBLIC RELATIONS FOR CORPORATE
BRANDING

This course will teach you how to get publicity (PR)
and press coverage for your business from
podcasts, radio shows, books, industry
publications, and even celebrities. The course gives
you actionable strategies to get publicity and to
position your corporate business to naturally get
more PR exposure by being more exciting. This
course exposes you to practical tips on how to get
publicity in various types of media, and how to
pitch journalists, radio show hosts and podcasters
to getthemtoinvite youontheirshows.

COURSE OBJECTIVES: Participants at the end of
this course will learn
* How to Get publicity for your business and
get exposure to massive new audiences
¢ How to Get on the radio, podcasts, online
magazines, big blogs, and be promoted on
big social media channels!!
* How to Pitch journalists in effective ways
that work
» High level, savvy long-term strategies to
get publicity

MAINFIELD TRAINING
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* How to Get publicity for a book

COURSE OUTLINE:

e Introduction and Publicity Fundamentals

* Your Publicity story to stand out and grab
attention

* Reverse Publicity Method

* Actionable Strategies to implement in PR

* Press Release Writing

e Publicity Stunts

» Publicity for a book or Book Launch

THE COMPLETE PRESENTATION AND
PUBLIC SPEAKING SPEECH COURSE

The course aims to help you hone your
interpersonal skills in vital areas such as public
speaking, critical thinking, digital communication,
visual persuasion, and audience adaptation both
virtually and in person. Communication strategies
such as Psychology of persuasion, Characteristics
of public speaking, and Adapting messages to
diverse audiences, Digitalization & data
visualization and Critical thinking to upgrade
messages will be covered

COURSE OBJECTIVES: At the end of this Course,
Participants will

» Deliver an Unforgettable Presentation
Experience: We will discuss how to deliver
your masterpiece + using the best body
language.

» Create Incredible Content: We will
thoroughly cover what to include in your
speech.

* Make Unbelievable Slides: We will discuss
making incredible slides using many
proven examples.

* Be More Prepared than Anyone for Your
Speech

» Impress Your Audience: We will identify
with the audience (your customer/target
market).

COURSE OUTLINE:
» Essentials of Public Speaking
 ldentifying with the Audience ( Your
Customer/Target Market)
o Speech Goals, Content and Purpose
» Slides Presentations Guide
» Building Confidence in Speech Speaking

» Do'sand Don'ts in Public Speaking
&



REPORT WRITING SKILLS

OVERVIEW:- Reports constitute one of the tools
for public relations. The quality of report
determines in part, the effectiveness of the
public relations function.

Organizations need to deliberately work
towards producing high quality reports, as one of
the means of polishing their public image. This
course has been designed to introduce
participants to the elements of, and skills for
effective report writing.

Who to Attend: Middle Level Management Staff
of Public

Managers, Team leads, Sections, and Units; and

Relations Department, Project

Private PR Practitioners.

OUTLINE

The objectives of the course are, to:

e Enable participants to review the elements of
report writing.

e Enable participants to identify the skills for
effective report writing.

e Effective organizational report writing.

OBJECTIVES
e Reports as Public Relations Tools.

e Types of Organizational Reports.

e Writing News Articles.

e Feature Articles and Documentaries

e Research, Data and Information Gathering.

* Effective Interviewing for Information
Gathering.

e Using Internet Search Engines.

e Use of Language and the Economy of Words.

* Packaging of Reports.

e Effective Use of ICT Software.

e Proof-reading

MAINFIELD TRAINING
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STRATEGIC CORPORATE
PUBLIC RELATIONS

OVERVIEW:- Organizations and Public Relations
(PR) practitioners need to have strategies to use
in order to manage the public effectively for
guaranteed survival and competitiveness. This
course has been designed to enable participants
identify and use the strategies.

Who to Attend: Heads of PR Departments and
other Departments, Committees, and Task
Forces.

OBJECTIVES

The objectives of the course are, to:

e Enable participants to know the relationship
between public relationship, public relations
and corporate strategies.

 Enable participants to identify the strategies
for managing corporate image.

e Enable participants to use the strategies
effectively in the course of carrying out their

functions.

OUTLINE

e Overview of organizational Vision, Mission,
Values, and Strategies,

e Linking Public Relations to Organizational
Strategy.

e Types of Corporate Public RelationsStrategies.

¢ ldentifying and Engaging Key Stakeholders.

e Employee Relations Strategy.

e Community Relations Strategy.

* Media Relations Strategy

¢ Reputation Management Strategy

e Managing Relationship Programs

* Monitoring and Evaluating the PR Strategies.
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CORPORATE IMAGE
MANAGEMENT

OVERVIEW:- In order for an organization to
enhance its effectiveness and competitiveness, it
needs to have functional public relations that will
project it in the market place. This course will
introduce participants to the fundamentals of
public relations and the skills required to make the
PR function more effective.

Who to Attend: Managers responsible for the
public relations of organizations.

OBJECTIVES

The objectives of the course are, to:

e Enable participants understand the elements of
public relations.

e Introduce participants to the skills for public
relations.

e Stimulate participants to manage the public
relations functions of their organizations
effectively.

OUTLINE

e The Nature of Public Relations.

* Organizational Culture and Change.
 Public Relations Tools and Skills.

* Developing Best Practices.

* Planning Public Relations Campaigns.

e Communication Theories.

e Writing for Public Relations.

* Public Speaking.

* Media Relations.

* Building and Managing Corporate Image
* Events Management

e Crisis Management in Public Relations
 Securing the Sponsorship of Events

e Ethical Considerations in Public Relations.
* Monitoring and Evaluating Public Relations

MAINFIELD TRAINING
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PLANNING AND MANAGING
PUBLIC RELATIONS

OVERVIEW:- Deliberate steps need to be taken to
plan and manage public relations activities in
order to make the function effective for
organizations. In this course, participants will be
taught the rudiments
implementing public relations activities.

of planning and

Who to Attend: Heads of Public Relations

Departments and their Deputies.

OBJECTIVES

The objectives of the course are, to:

e Enable participants to know the basic activities
of the public relations function.

e Lead participants to identifying the strategies
and skills for planning and managing public
relations activities.

e Stimulate participants to be effective in
planning and managing public relations
activities.

OUTLINE

e Overview of Public Relations Activities.

e Integrating Public Relations into Organizational
Activities.

* Planning of Media Relations: Radio, Television

and Newspaper

Conferences.

Planning Press Releases

Interviews; and Press

Planning Documentaries on organizations.
* Managing Corporate Image and Reputation.
Managing Relationships.
Building and Managing the PR Teams.
Techniques and Skills for P R Planning and
Management.

e (Corporate Social Responsibilities.

e Budgets and Value-for-Money in Public
Relations.

* Monitoring and Evaluating Public Relations
Activities.

M
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ADVANCED WRITING
SKILLS FOR EXECUTIVES

OVERVIEW:- Public Relations practitioners use
writing extensively in carrying out their
functions. Identifying the documents produced
and used, and the skills required as well as
proceeding to acquire and sharpen them
enhance the quality of documents for effective
public relations. This course will provide
participants the opportunity of learning how to
use writing to carry out their functions, and

then consider how to enhance the usage.
Who to Attend: Heads and Deputy Heads of PR

Departments; and Private PR Practitioners.

OBJECTIVES
The objective of the course is to:
Provide experienced Public Relations

practitioners the platform on which to share
experiences on the use of the written word in
the management of the corporate images of

organizations.

OUTLINE

Public Relations and the Written Word

e Types of Documents used in Public Relations.
Effective speech writing.

Press Briefs.

News Bulletins.

Feature Articles and Documentaries.

Use of Language, Grammar, and Word

Economy.

Writing for Different Media and Audience.

Effective Presentation Skills and Confidence

Building.e Proof-reading.

Packaging of Documents.
Effective Use of ICT in Writing.

45

COMMUNICATION AND
PUBLIC RELATIONS

courses include (but not limited to):

Report writing skills

Secretarial Administration Management
 Strategic corporate public relations
Strategic communications

Corporate image management

Planning and managing public relations
Advanced writing skills for executives
International Cooperation and Diplomatic
Relations

Coaching and Mentoring Skills for Managers
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Public Relation- Media FCT Abuja, Kano, June | Enugu, Augus’
Crisis Communications May 4th _15th 15th .o @th 10th -2 15t
61 | Public Relations 18&2 Nasarawa, Calabar, Kaduna,
Masterclass May 11" -22" | June 15% - September 7
26 —18"
62 | Press Coverage, Publicity |1 &2 FCT Abuja, Lagos, Port Harcourt
za:nd Publtlc Edat(;(-)ns for Jjune 15t — Luly € 24th August 10t -
u J—
orporate Branding Hgth y 915t
63 | Negotiation and 1&2 | Calabar, June | FCT Abuja, Ibadan,
Influencing Skills for 15th _2gth August 17th September
Managers 2gth 14th _75th
64 | The Complete 1&2 | Lagos, June Kaduna, July | Enugu, Augus
Presentation and Public 15th _26th 13th _ 24th 3th _14th
Speaking Speech
65 | Public Writing Skills 1&2 Enugu, June llorin, Kaduna, Sept
15t 26 August 10 - | 7t - 18t
21st
66 | Strategic Corporate Public | 1 &2 FCT Abuja, Kano, July Calabar, Sept
Relation I\/Iay 11th — 13th _24th 7th _18th
22nd
67 | Corporate Image 1&2 Kaduna, May | Ibadan, July | FCT Abuja,
Management e St gth — 17t Sept 14t -25%
68 | Planning and 1&2 Kano, July 6" | Calabar, llorin, Sept
Managing Public — 17t August 10" — | 14th — 25t
Relation 215t
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69 | Advanced Writing Skills| 1 &2 Kaduna, June | Ibadan, Port Harcourt
for Executives 4th — 14t August 6" — | September
17th 17th _ 28th
70 | Communication and 1&2 FCT Abuja, Kano, August | Enugu,
Public Relations June 15" — 3rd — 14t October 5" —
26th 16th
71 | Effective Media 1&2 llorin, July Kaduna, Lagos,
Relations Management 13th _24th August 10" — | October 5" —
21 16
72 | Social Media, Print 1&2 Nasarawa, llorin, Kaduna,
Media and May 111 -22" | August 3 - | October 5™ -
Mainstream Media 14t 16t
Regulation & Policy
73 Essentials of 1&2 Calabar, June | Kano, August | FCT Abuja,
Communications 15t -26% 3rd — 14t Sept 7t — 18"
74 | Advanced Presentation| 1&2 Port Harcourt, | Ibadan, June | Kaduna,- Sept
Skills Training May 11— 15t — 26 7t 18t
22nd
75 Public Relations, 1&2 Kaduna, June | Lagos, July Port Harcourt
Communication & 15th 26t gth — 17t Sept 7 - 18
Media
76 Customer Service, 1&2 Kano, May 4" | Enugu, June | FCT Abuja,
Stakeholder — 15t 15t 26t Sept 7t —
Communication & 18t
Media Relations
77 1&2 FCT Abuja, Kano, August | Calabar, Oct
Media & Development July 6t -17th | 3¢ 14t gth _ 1 gth
Research Methods
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78 | Customer Care & 1&2 Nasarawa, Calabar, Ibadan,
Public Relations May 41" -15" | June 15" - | August 10t —
26th let
79 | Facilitation & 1&2 Nasarawa, Ibadan, July |Kano, Sept 7t
Presentation Skills May 111 — 13t -24th — 18t
22nd
80 | Managing 18&2 Enugu, June Kano, July Abuja, August
Stakeholders & Public 15t 26 13t -24th 17t — 28
Relations
81 1&2 Ibadan, May llorin, June Kaduna,
Report Writing Skills Ath — 15th 15th — 7gth August 10" -
21st
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PROIJECT
MANAGEMENT
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4. PROJECT ' AN- !MENT PROC#{A’VIME

These are in-depth courses covering the project management body of knowledge,
methodologies and tools including MS Project and PMW. It is a Total Package designed for
every potential or current project management professional irrespective of placement in
project management professional ladder. On completion candidates will be supported to write
any of the professional examinations including PMI-US CAPM &PMP and APM-UK PRINCE2
examinations.

Venue: FCT Abuja, Nasarawa, Lagos, Enugu, Port Harcourt, Warri, Benin, Kaduna,Kano, Calabar,
Minna, llorin, Ibadan.

Course fee: ONE WEEK COURSE (N400,000) - TWO WEEKS COURSE (N 600,000)
Jan5"-16", Jan 26" - 30 , February 2™-13", Feb 23rd- 27", March 9" -20", Mar 23“- 27" ,
Schedule Dates: Apnl 6" —17", April 20" 24“‘, May 4" — 15", May 18" - 22", June 8" - 19", Jun 22™ 26", July
-17", July 20" - 24" ,August 10" - 21", Aug 24" - 28", September 7" -18", Sept 21™ -
25“, October 5" — 16" ,0ct 26" - 30", November 16" — 20",Nov 23 - 27", December 7" 18"
2026.

Project development, implementation and management are central, strategic and induce growth in the
development of both public and private organizations. Project management underpins most economic
activities, leading to the translation of political promises, policy formulation and the delivery of
developmental goals to the public. Our Project Management Programmes focuses on the resolve to
promote project management, draw the attention of government and private organizationstouseitasa

means for transformationand Progress.

Organizations and individuals should take advantage of the listed professional courses that has been
tailored to meet specific needs of participants to entrench the culture of good project management and
result-oriented corporate governance.

Potential or current project management professional irrespective of
placement in project management professional ladder, project & Program Managers, team

managers and other professionals.
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LIST OF TRAINING COURSES

® Project Management Fundamentals- Run
Projects Effectively

e Project Management for Development
Professionals (PMD-Pro)

¢ Global Best Practice in Projects and Program
Management

¢ Project Management Scheduling and
Compliance

® Monitoring, Evaluation and Reporting in
Project Management

® Project Management Professional Masterclass

® 10- Steps Model in Building a Result- Oriented
Monitoring and Evaluation System in
Ministries, Departments and Agencies of
Governments

® A-Zstepsin Project Life Cycle Implementation

® Project Risks Management- Risk Identification,
Assessment and Mapping

¢ Emerging Trends for Project Implementation
in Public Service

e Strategic Thinking Masterclass

¢ Monitoring & Evaluation of Developmental
Projects

® Project Management Information system
(PMIS)

¢ Project Stakeholder Governance and
Management

® Project Planning Tools & Techniques

® Projects Contracts & Consortium
Management

® Project Management Body of Knowledge
(PMBOK)

® Managing Organizations Complex Projects

® Why Projects Fail

® Managing Finance in Projects

¢ Result-based Monitoring & Evaluation

® Project Quality Management

MAINFIELD TRAINING
CONSULT LTD

PROJECT MANAGEMENT
FUNDAMENTALS- (Running Projects
Effectively)

Project Management is an incredibly powerful
skill, and pretty much everything in the world
relies on it! The Olympics, developing a new
disease cure, putting a man on the moon,
launching a new product range, or even just
planning a birthday party - if you can master
Project Management you can lead any project of
any size with the same simple process. In this
course, participants will be walked through step
by step on how to simply and effectively manage
any project, inanyindustry, with any budget.

COURSE OBJECTIVES: At the end of this class,

participants will

» Feel confident applying Project Management
theory to your real life project

* Beable to manage a successful project even
with zero experience in that industry

» Build a Gantt chart using no specialist
software (just Excel and Post-it Notes)

e Usethe PMP or PMI method to do Project
Management

* Measure whether you're on budget and on
time - and how to fix it if you're not

* Learn how to make a Gantt Chart and a PERT
diagram with ease

» Feel calm and effective in running a project of
any size in any industry

COURSE OUTLINE:

» Defining the Project

» Project Phases, Stages, Activities and
Tasks

» Work Breakdown Structure

» Estimating Project Time and Cost

* Monitoring Project Progress

o Risk Analysis

» Create a Gantt Chart using only Excel, and
a PERT diagram using just Post-It notes

e Why Projects Fail

o,



PROJECT MANAGEMENT FOR
DEVELOPMENT PROFESSIONALS (PMD-
PRO)

In this course you will learn how to optimize
international project investments and improve
your professional project management skills in
the development/humanitarian sector. Project
DPro is aligned with existing internationally
recognized project management standards and
includes components specific to the NGO sector.

COURSE OBJECTIVES: By the end of the course
you will be able to:
» Organize your work in a way that will
make you more effective
¢ Articulate what is in your project scope,
what is out of scope, and why
¢ Develop an accurate schedule and
employ techniques to effectively manage
it
» Identify, analyse, and engage
stakeholders
» Define roles and responsibilities for your
project team
e Assess project risks and develop
strategies for responding

COURSE OUTLINE:
¢ Programmatic Support
e Programme Design
* Monitoring and Evaluation
¢ Quality and Governance
* Management Essentials
* Budgets and Finance
* Project Management Best Practices
» Identify, analyse and Engaging Project
Stakeholders

GLOBAL BEST PRACTICE IN PROJECTS
AND PROGRAM MANAGEMENT

In the quest to achieve individual and
organizational effectiveness, global bodies are
developing standards and principles to ensure
project success. This course has been designed to
build the capacity of participants in project
management to global standard and best
practicesanywhereinthe world.

COURSE OBJECTIVES: At the end of this course,
participants will be

MAINFIELD TRAINING 51
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» Introduced to the fundamentals of
Project Management

» Enabled to know the processes, tools and
techniques in project management

» Exposed to best global practices and
Strategies adaptable to individual
organizations

* Aware of Emerging trends in Program
Management

COURSE OUTLINE:

e What are Projects?

» Project Identification, Preparation and
Approval

» Financial and Economic Analysis of
Projects

* Project Budgeting

* Managing the Project Environment

* Monitoring the Project Team

* Project Management Information
Software (PMIS)

* Global Best Practices Standards

PROJECT MANAGEMENT SCHEDULING
AND COMPLIANCE

To maximize the benefits of project management,
organizations have to ensure that the initiation,
design, planning, scheduling, implementation and
control of projects comply with stakeholder's
requirements and also fall within their policies and
missions. This course has been structured to
consolidate the need to conform to this
fundamental project objectives.

COURSE OBJECTIVES: The objectives of the
course are to:

» Enable participants to learn how to
schedule project activities in compliance
with project objectives

* Prepare participants to be skilled in
implementing project plans

» Introduce participants to project Work
breakdown structures

» Become skilled with Gantt Charts

COURSE OUTLINE
* Understanding Project Management
Concepts
» Examining the project management life

%



cycle

e Work Breakdown Structures

» Project planning and Scheduling

» Developing Optimum Schedule Plans
o (ritical Paths Networks

o Gantt Charts

PROJECT MANAGEMENT MONITORING,
EVALUATION AND REPORTING
Awell-functioning monitoring and evaluation system
helps to guide the intervention strategy and ensures
effective operations for all key stakeholders. Project
Management Practices lay emphasis on monitoring
and evaluation as an important aspect which should
be evident throughout the lifecycle of a project. This
course is designed to build and strengthen
participant's skills in monitoring, evaluation and
reporting of projects.

COURSE OBJECTIVES: At the end of this course
participants willbe able to:
» Apply tools and techniques for monitoring
and evaluating project's development
* Write good monitoring and evaluation
reports
» ldentify project constraints

* Discuss the significance and roles of
monitoring and evaluation in project
implementation

COURSE OUTLINE:
* Anoverview of monitoring and evaluation

* Project Management Reporting

e Institutional Framework for Monitoring and
Evaluation of projects

» Designing M & E System

» Logical Framework Analysis

e Writing M&E Report

* RoleofICTinProject Management Evaluation

iy &
| \?i PROJECT £ ==
,_ MANAGEMENT o™
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PROJECT MANAGEMENT
CONCEPTS AND PRINCIPLES
OVERVIEW:- To guarantee successful project
management, it is necessary to have the team
driving the project to be very knowledgeable and
the skills

management of the project. This course has been

possess requisite for proper
designed to equip those heading project teams
with the requisite leadership techniques and skills

for outstanding performance.

Who to Attend
Heads of Project Teams and team Leaders in
Organizations.

OBJECTIVES

The objectives of the course are to:

 Enable participants know the techniques and
Skills for managing project teams.

e Expose participants to a deeper Understanding
of the key stages of project development.

e Equip participants with the skills for delivering
projects on time

OUTLINE

* Project Management Processes
* Project Management Team

* Planning Process Group

* Project Organizational Chart

* Project Management Concepts

Breakdown Structures (Organisational BS,
Programme WBS, Plan BS, Product BS, Cost BS)
* Project Management Methodologies

o,



PROJECT MANAGEMENT
BODY OF KNOWLEDGE

OVERVIEW:- As part of the determination to
achieve  organizational effectiveness,
organizations are intensifying efforts at ensuring
the success of all their projects. Project
Management Body of Knowledge (PMBOK)
consists of Ten (10) knowledge areas in project
management. The Course has been designed to
build the capacity of participantsin project

management  for overall organizational
effectiveness
Who to Attend
Senior Executives involved in financing,
implementing, monitoring, and evaluating

projects in the public and private sectors, and
Non-Governmental Organizations (NGOs).

OBJECTIVES

Participants will be enabled to

- Develop a Project Charter

- To create a Work Break down Structure (WBS)
- Plan, administer & conduct procurement

- Develop Risk Breakdown Structure (RBS)

- To prepare a Cost Budget

- To plan for Quality

- To develop a Project Team

OUTLINE
e Project Integration Management

e Project Scope Management

e Project Time Management

e Project Cost Management

e Project Quality Management

e Project Human Resource Management
e Project Communications Management
e Project Risk Management

e Project Procurement Management

e Project Stakeholders Management

MAINFIELD TRAINING
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FINANCE IN PROJECT

OVERVIEW::- Effective financial management lies
at the heart of the management of special
projects. Such projects succeed when their
finances are effectively managed. This course has
been designed to teach participants the skills for
managing the finances of projects.

Who to Attend

Senior and Middle level Management Staff
responsible for managing the finances of special
projects; and private accounting practitioners.

OBJECTIVES
The objectives of the course are, to:

* Enable participants to understand, analyse,
interpret and use financial statements.

» Enable participants use profit and cash flow as
tools for measuring project success.

e Stimulate participants to apply the new

knowledge for effective project management.

OUTLINE

* Accounting  Principles and Financial
Statements.

* Mastering Project Performance Objectives.

» Public Sector Projects: Cost-Benefit Analysis,
and Value for Money Concepts.

» Commercial Project Objects: the Risk and
Reward Relationship.

» Using Financial Criteria to Measure Project
Success.

* lIdentifying Critical
Developing Key Performance Indicators (KPIs).

* Working Capital Management and Cash Flow

Success Factors and

Improvement.
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The Time-Cost-Quality Triangle.

* Project Finance Basics.

« Making a Business Case for the Project.

* Project Cost Estimation: Three Point Method
and Monte Cario Simulation.

» Project Finance Appraisal Techniques Public
Sector Project Approval Methods.

* Preparing Winning Project Bids and Proposals.

* Project Budgeting and Contingency Funds.

* Monitoring and Controlling Project Costs.

RISK MANAGEMENT
IN PROJECTS

OVERVIEW:- The extent to which an investor can
derive benefits from investments in the energy
sector depends on the quality of managing the
risks inherent in business transactions in the
sector. This course aims at arming participants
with the knowledge of the risks in the sector, and
introducing them to the techniques of managing
the risks.

Who to attend

Investors, Board Members and Senior and

Middle-level Executives in organizations

OBJECTIVES
The objectives of the course are, to:

» Educate participants on the risks in the sector

of economies of developing Countries.
* Arm participants with the techniques and
strategies for managing the risks.
* Build the capacities of participants in
integrating the knowledge in their routine

operations.
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OUTLINE

* Building Capacity for Risk Management in
Projects.

* An Overview of Project Risks.

* Management of Risk

e PMI
Identification, Risk Quantification,

Risk Management  Cycle (Risk
Response development, Response Control)

* Principles of Risk Management

PRINCE2 PRINCIPLES,
THEMES & PROCESSES

OVERVIEW:- PRINCE2® (PRojects IN Controlled
Environments) is a process-based approach for
project management providing an easily tailored
and scalable method for the management of all
types of projects. The method is the de-facto
standard for project management in the UK and is
practiced worldwide.

The continued international development of
PRINCE2 examinations, training and course
material is contributing significantly to the
recognition of PRINCE2 as a truly international
standard. More and more people are having the
opportunity to benefit from the training courses

and certifications that are available worldwide.

Who to Attend: Senior Managers involved in
planning, financing, implementing, monitoring,
and evaluating projects in the public and private
sectors, and Non-Governmental Organizations
(NGOs).

OBJECTIVES

* Benefit from a shared and thoroughly
understood language and approach to
reporting which will save time and effort.

Y
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Increase staff awareness of their roles and
responsibilities in the project management life
cycle.

Utilize an invaluable diagnostic tool, facilitating
the assurance and assessment of project work,
troubleshooting and audits.

Ensure stakeholders (including sponsors and
resource providers) are properly represented
in planning and decision making.

Enable more effective engagement of
stakeholders in the process of

project approval and management.

To recognize the factors that enable successful
projects to be delivered on time, within budget
and according to expectations.

How to Tailor & embed PRINCE2 into systems
and organizations

OUTLINE

MAINFIELD TRAINING
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Executive Summary (Project Definition,
Business Case, Project Organisation,
Timescales)

Project Definition (Objectives,
Scope/Exclusions, Major Deliverables
(Products)

Business Case (Reasons, Options, Benefits
Expected, Risks, Summary Costs, Investment
Appraisal)

Project Organisbation (Organisation Chart,
Role Allocation, Roles & Responsibilities
Communication Plan (Project Communication,
External Communication

Project Plan (Project Approach, Timeline &
Stages, Financial Plan, Resources, Tolerances,
Change Budget, Risk Budget, Contingency
plans)

Project Quality Plan (Customer's Quality
expectation, Acceptance Criteria, Quality
Responsibilities, Standards, Quality

55

Control & Audit, Change Management,

Configuration Management)

 Project Controls (Authority & Approvals,
Reviews, Action Management, Issue, Change
& Escalation Management, Risk
Management)

* Glossary of Terms

* Tailoring & embedding of prince2 into
systems and organizations

» Describe the PRINCE2 components,

processes, and techniques.

PRINCE2 Tailoring and Embedding

MONITORING AND
EVALUATION OF PROJECTS

OVERVIEW:-Without M & E, We can't determine if
implementation of budgets, programmes and

projects is going in the right direction,Progress

and success cannot be confirmed, It will be

difficult to plan for future improvement.
OUTLINE

* Project Monitoring
» Balance Score Card

Project Indicators
» Evaluation Analysis
» Project Controls

* Project Reporting
OBJECTIVES
Participants

should have a better

understanding of the following : The meaning

of monitoring and evaluation

* Theimportance and purpose of M & E
 Different steps of the M&E process

* Who needs and uses M&E information?

» Evaluation and its importance

A good indicator and the qualities of a

good indicator?
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Maintenance Planning
and Scheduling

OVERVIEW: Maintenance planning and
scheduling is the first step needed to assist
maintenance departments in achieving the
two conflicting objectives of maximizing
assets availability and reliability with the
optimal cost. Besides planning and
scheduling activities the planners need to
ensure that all logistics are provided for, and
engage in the financial evaluation of
maintenance initiatives.

This training course provides the participants
with principles of effective maintenance
planning, as well as proven techniques for the
development of an effective maintenance
plan, the planning and control of
maintenance work, shutdown management,
and management reporting and analysis.

OBJECTIVES: The Maintenance Planning,
Scheduling & Cost Control training course is
designed to provide essential physical asset
management skills, a clear understanding of
your role and work more effectively within a
team environment. Upon completion of the
course, the participants will be able to:
Identify planning best practices and key
elements for taking action on them
Understand how world-class organizations
solve common planning problems. Evaluate
their practices compared to those of others

- Improve productivity through the use of
better, more timely information

- Create and preserve lead-time in work
management and use it for planning and
scheduling resources

Improve consistency and reliability of
asset information

Who to Attend: The Maintenance Planning,
Scheduling & Cost Control training course is

MAINFIELD TRAINING
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for Maintenance
and Planners;
Professionals;
and Work

suitable
Supervisors,
Operations
Schedulers
Maintenance Support Team Members.

Engineers,
Maintenance
Maintenance
Preparers;
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Project Management FCT Abuja, Enugu, Lagos, Oct 5™
Fundamentals- Run May 4" -15" | August 3t - |- 165
Projects Effectively 14

83 | Finance in Projects 1&2 Calabar, June | Kaduna, July | Abuja, Sept

15th _ 26th 6th _ 17th 7th _ 18th

84 | Project Management |1 &2 Kano, May Lagos, July Port Harcourt,
Professional 11t -22nd 6th— 17t Sept 14t —
Masterclass 25t

85 | High Impact 1&2 Kano, April Enugu, June | Kaduna,
Leadership Essentials gth -17th 15t — 26t August 10t —

21st

86 | Project Management |1 &2 Kano, May 4" | llorin, July Kaduna,
for Development -15% 13t — 24 October 12" -
Professionals (PMD- 23
Pro)

87 | Strategic Thinking 1&2 FCT Abuja, Kaduna, July | llorin, August
Masterclass June 15t — 6t — 17t 13t -24th

26th

88 | Monitoring & 1&2 May 11t — Lagos, July Port Harcourt,
Evaluation of 22 6th— 17t Sept 7th- 18t
Developmental
Projects
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Project Management Kaduna, May | llorin, June | Calabar,
Information system 11th —2nd 11th — 2nd August 39—
14t
90 | Stakeholders Analysis |1 &2 Kano, March | Enugu, Lagos,
and Organisational June 15" — August 3¢ — | September 7
Project Management 26 14t — 18"
(OPM)
91 Project Planning Tools | 1 &2 Kano, March |Ibadan, July | Calabar,
& Techniques 7tHh — 18t 6th— 17t September
14t -25™
92 | Projects Contracts & 1&2 Enugu, May | Kano, July Kaduna,
Consortium 4th _ps5th 13t 24t September
Management 14th — 25th
93 | Project Management |1 &2 Kano, May 4" | Lagos, July Calabar,
Body of Knowledge =5t 6th -1 7t August 3¢ —
(PMBOK) 14t
94 | 10- Steps Model in 1&2 llorin, June Kaduna, July | Enugu, Sept
Building a Result 15t 26t 13t — 24t 14th — 25th
Oriented Monitoring
and Evaluation System
in MDA’s
95 | Why Projects Fail 1&2 Lagos, May Calabar, Kano, Sept
4th - 15t June 15— | 14th— 25t
26th
96 | Result-based 1&2 Ibadan, April | Kano, May | llorin, Sept 7"
Monitoring & gth -17t 4th _15% —18t,
Evaluation August 4" - | October 12" -
14th 23rd
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Project Quality Abuja, March | Kano, June | Port Harcourt
Management 2nd — 13 15" - 26t Sept 7t — 18t
98 | Essentials of Project 1&2 Kano, April Kaduna, July | lbadan,
Management 6t - 17t 13t — 24t September
14 — 25
99 | Effective Purchasing, 1&2 Kaduna, May | llorin, Lagos,
Tendering and Supplier 11t - 22nd August 3@ — | October 5% -
Selection 14t 16t

MAINFIELD TRAINING
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5. LEADERSHIP AND
MANAGEMENT PROGRAMME

This is a course specifically created to tackle what it takes to be a leader in a rapidly changing world. Today,
beingaleaderisnolongeraboutyourjob title or youryears of experience. Today's top modern leaders have
learned to inspire others to create, be more competitive and to innovate -- with or without the job title. We
explore the concept of the modern leader, and how true leadership can stem from all areas of society, no
matter your background, education, gender, or ethnicity. We have carefully selected this Courses to enable
participants learn modern leadership approaches and how to apply them to your own leadership journey,
learn to effectively lead others by understanding the purpose for you and those around you. Perhaps most
importantly, course participants will learn how to kickstart your leadership journey, while creating the
balance between careerand the otherimportantaspects of yourlife.

Venue: FCT Abuja, Nasarawa, Lagos, Enugu, Port Harcourt, Warri, Benin, Kaduna,Kano, Calabar,
Minna, llorin, Ibadan.

Course fee: ONE WEEK COURSE (N400,000) - TWO WEEKS COURSE (N 600,000)

Schedule Dates:Jan 5" - 16", Jan 26" - 30" , February 2™- 13", Feb 23rd- 27", March 9" -20", Mar 23 - 27" , April
6" —17", April 20" — 24", May 4" —15",May 18" — 22", June 8" 19", Jun 22™ 26", July 6" — 17",
July 20" -24" ,August 10" - 21", Aug 24" - 28", September 7" -18", Sept 21 -25", October 5"
-16",0ct 26" - 30", November 16" - 20",Nov 23" - 27", December 7" -18" 2026.

LEADERSHIP MANAGEMENT
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LISTOF TRAINING COURSES Transformational Leaders inspire and motivate their
 Leadership and Management Essentials workforce to strive beyond required expectations

» People Management (Learn How to
Connect)

» Transformational Leadership

» Decision Making and Problem Solving

to work toward a shared vision. Every organization
needs leaders who must transform into a world-
class performance coach and create a coaching
culture in their organizationif they want to continue
to grow and thrive. This course will make you a great

Techniques' . leader and coach who develops champions and a
¢ Implementing Sustainable Change top-performing coaching culture.
Management

 Improving Performance for Organizational ~ COURSE OBJECTIVES: Participants will

Effectiveness

» High Performance Management

* Leading High Performing Teams

» Effective Management of Projects and
Programs for Leaders

» Leadership Strategies Masterclass

» Effective Time Management

* Leadership and Change Management

* Learning and Organizational Development

» Strategic Management and High Impact
Leadership

¢ Organizational Crisis Management

o Conflict Resolution as a Leadership Skill

» Effective Communication Skills for Leaders

» Aligning Vision, Mission and Strategies for
Organizational Development

Learn The Skill of Coaching and Developing
a REMOTE Sales Team

Develop the new Conversations Managers
needs to facilitate and Improve
Engagement and Retention

Eliminate Departmental Silos &
organizational bottlenecks by developing a
shared Vision & Goal Everyone Wants to
Achieve

Attract & Retain Top Talent by Building a
Trusting, Authentic, Top-Performing
Coaching Culture

Improve Employee Engagement, Trust and
Collaboration With Your Team and
Coworkers

* Understanding Stakeholders Needs for COURSE OUTLINE:

Organizational Growth

» Leadership Balance Score Card

* 360 Degrees Performance Appraisals for
Leaders

» Building Personal Effectiveness

« Emotional Intelligence For Leaders

o Strategy and Critical Thinking Masterclass

» Decision Making and Problem Solving
Techniques

TRANSFORMATIONAL LEADERSHIP:

Transformational leadership is a theory of
leadership where a leader works with teams or
followers beyond their immediate self-interests to
identify needed change, creating a vision to guide
the change through influence, inspiration, and
executing the change in tandem with committed
members of a group.

MAINFIELD TRAINING 60
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Fundamentals of Transformational
Leadership

Training and Coaching

The Art of enrollment to build trust and
buy-in for organizational goals

The L.E.A.D.S Coaching Framework
Having Difficult and Critical Conversations
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MANAGEMENT AND
LEADERSHIP DEVELOPMENT

OVERVIEW:- One of the methods used to
develop managers and leaders in
organisations is training. This course is
designed to provide the avenue for training
employees of organisations who are in
management and are occupying leadership
positions.

Who to Attend

Senior and Middle Level Management Staff;
Heads of Departments; and Staff responsible
for training in organisations.

OBJECTIVES
The objectives of the course are, to:
» Enable participants learn more about their

duties and responsibilities.

* Introduce participants to the strategies and
skills required for their roles.

» Enable participants to identify how to
improve on their performance.

OUTLINE

» The Vision, Mission, Values, and goals of
Organisations.

 Duties and Responsibilities of Managers
and Leaders.

* Management and Leadership Styles.

* Managing Versus Leading.

 Planning and Organizing.

+ Delegation.

« Directing and Control.

« Problem Solving and Decision Making.

« Team Building and Management.

* Human Resources Management.

» Budgeting and Budgetary Control.

« Marketing of Organizational Products and

Services.

Time and Stress, Management.

MAINFIELD TRAINING
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Managing Change.

Assessing Individual Management and
Leadership Styles.

Personal Effectiveness.

Self- Development

DECISION MAKING
TECHNIQUES

OVERVIEW:- Employees are paid because of
the impact of the decisions you make,
Understanding the art of effective and factual

decision making is vital as a Project
Management
Who to Attend
Stakeholders, Senior  Management

executives, Department Heads

OBJECTIVES

e To empower participants make best
possible decisions with the every given
information

e Enable teams make better group
decisions

OBJECTIVES

e Decision Making Techniques
 Basic decision Making Tools
e Pareto Analysis

e Paired Comparison Analysis (PCA)
* Grid Analysis (GA)

e Plus/Minus/Interesting (PMI)
* Force Field Analysis (FFA)

e Six Thinking Hats

e Star Bursting

e Stepladder Technique

e The Delphi Method

o Cost Benefit Analysis (CBA)
 Cash Flow Forecasting (CFF)
e Decision tree Analysis (DTA)
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EMOTIONAL INTELLIGENCE
FOR WORKPLACE SUCCESS

Overview: Leaders need to understand how
their own emotions have an impact on their
performance, and how understanding and
handling the emotions of others can maximize
individual and team performance. This
programme is designed to teach Participants
the necessary skills on how to manage their
emotion sand interpersonal skills within and
outside their workingenvironments.

Who to Attend: Team Leaders, Middle and
senior Management staff.

OBJECTIVES

At the end of the course, the participants

will be able to:

» Understand the background and core
principles of emotional intelligence.

« Take control of difficult situations and
resolve conflicts easily.

» Improve their ability to manage, coach,
influence and support others.

* Understand how emotional hijacking
interferes with values and outcomes.

OUTLINE
» At the end of the course, the participants

will be able to:

» Understand the background and core
principles of emotional intelligence.

» Take control of difficult situations and
resolve conflicts easily.

» Improve their ability to manage, coach,
influence and support others.

* Understand how emotional hijacking
interferes with values and outcomes.

MAINFIELD TRAINING
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IMPROVING PERFORMANCE FOR
ORGANISATIONAL EFFECTIVENESS

Overview Most Organisations aim at achieving
excellence and being the very best in their
operations with the prudent and transparent
use of resources. This course will expose the
participants to these techniques and skills with
which they can contribute to the efforts
directed at enhancing their organisations
performance and accountability.

Who to attend: Senior and Middle level
Management Staff, Team Members, Heads of
Departments, Sections, Units, Secretaries of
Committees and Task forces.

OBJECTIVES

The objectives of the course are to:

* Introduce the Participants to the elements
of performance improvement and
accountability

» Equip Participants with the techniques o,
and skills for performance improvement.

» Enable participants to use the techniques
and skills to be acquired to improve
performance and accountability in their
organisations.

OUTLINE
* Overview of Performance Improvement
+ Organisational Vision, Mission, Objectives
and Values
» Organisational Effectiveness
» Key performance Indicators
* 360 Degree Reviews
* Appraisal Performance
* Ethics, Accountability and Corruption
* Management Accountability
* Performance Management
* Measuring Corruption
» Performance Improvement Checklist
* Managing Individual and Team Behavior
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LEADERSHIP, CRITICAL
THINKING AND INNOVATION

Overview Dynamism, which has forced
change, thrown up numerous opportunities,
and engendered competition in societies, is
forcing leaders of organisations to think and
innovate. Leaders who fail to think critically
and innovate cannot start new businesses,
and transform existing ones. Such leaders are
less productive; and their organisations are
less profitable and less competitive. To survive
and be profitable and competitive,
organisations need leaders with the skills to
make them innovative.

This course has been designed to impart there
quisite skills in leaders of organisations so as
to enable them think critically and be
innovative.

Who to Attend: Senior Team Members in
organisations

OBJECTIVES

At the end of this course, participants will be

able to:

* ldentify the challenges of leaders in
dynamic and competitive environments.

» Enumerate the benefits of critical thinking
and innovation.

» Describe the framework for critical
thinking and innovation.

* Mention how to make organisations
can embrace critical thinking and
innovation.

OUTLINE

» Effective Leadership in a Dynamic and
Competitive Business Environment.

« (Critical Thinking for Organisational
Effectiveness.

» Developing Critical Thinking Skills.

* Innovation in Business.

MAINFIELD TRAINING
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* Innovation Methodology and Framework.
* ldentifying, Evaluating, and Innovating
Around Opportunities.

INSPIRATIONAL
LEADERSHIP TECHNIQUES

Overview: Leadership, particularly good
leadership, is critically needed in
organisations as it is the aspect of the human
resource that influences the making and
implementation of decisions. The quality of
decision making and performance is
determined, to a large extent, by the quality
and style of leadership. One of the
performance enhancing styles is inspirational
leadership.  To guarantee success,
organisations need to take deliberate steps to
develop their leaders and equip them with the
requisite skills for effective leadership
necessary for peak performance. In this
course, participants will be exposed to the
skills critically needed for them to become
effective and inspiring leaders.

WhotoAttend
Senior and Management Staff, Heads of
Standing Committees and Task Forces in the
Organisation.

OBJECTIVES

At the end of the course, participants will:

* Know the essential elements of
inspirational leadership.

* Be exposed to the skills for inspirational
leadership.

*+ Be empowered to provide inspirational
leadership in their organisations.

OUTLINE
» Leadership Roles and Functions.

» Leadership Styles.

* Inspirational Leadership.

» Emotions and Emotional Intelligence.
 Influence, Authority and Power.

* Building Rapport.

+ Affectionate Contagion.

» Effective Communication Skills.
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100 | Leadership and 1&2 Kaduna, May | Ibadan, July | FCT Abuja,
Management 11t - 22nd 13t — 24t Sept 14 25t
Essentials

101 | Decision Making & 1&2 Kano, June Calabar, July | llorin, Sept
Problem Solving 15t — 26t 6th— 17t 14t — 25t
Techniques

102 | People Management 1&2 Kaduna, May | Ibadan, Port Harcourt,
(Learn How to Ath — q5th August 3™ — | October 12"
Connect) 14t — 23t

103 | High Performance 1&2 FCT Abuja, Kano, August | Enugu,
Management June 15 — 3rd — 14t September 7

26th _ 18th
Leading High 1&2 llorin, July 6" | Kaduna, Lagos,
104 | Performance Teams -17t August 3" — | October 5" —
14 16"

105 | Transformational 18&2 Nasarawa, llorin, Kaduna,

Leadership May 4™ -15" | August 10 | October 5 -
_ 21st 16th



106 | Strategies for 1&2 Calabar, June | Kano, August| FCT Abuja,
Leadership 15t 26t 17th — 28t Sept 71" — 18"
Masterclass

107 | Effective Time 1&2 Port Harcourt, | Ibadan, June | Kaduna;- Sept
Management April 6" — 17t | 15t — 26t 14th 25t

108 | Leadership and 1&2 FCT Abuja, llorin, Kaduna,
Change Management May 4t — 155 Julv & October 5" -

uly - X
17t 16

109 | Learning and 1&2 Port Harcourt, | Ibadan, Kano,
Organizational May 4™ - 15" | August 3¢- | September 7"
Development 14t -18th

110 | Effective Purchasing, 1&2 Kaduna, Kano, Lagos,
tendering and supplier October 5" -

_ - A May 4" -15™" | August 3¢ — )
selection 16t
14t

111 | Contract Management | 1 &2 Ibadan, June Kaduna, July | Calabar,

& Dispute Resolution 15t - 26t gth— 17t September 7'
- 18"

112 | Digital Libraries 1&2 Kano, Lagos, Enugu,

Management August 3¢ — | September

£ July 13t -24th - p
14t 14th -5t
113 | Strategic Management| 1 &2 llorin, FCT Abuja, |Lagos,
& High Impact July 13 -
& ‘p May 4" — Z: Sept 7" — 20"
Leadership 24"
15th

114 | Crisis Management & |1 &2 Kano, Lagos, Port-

Contingency Plannin Harcourt,
SISy 2 May 4th -15t




115 | Personal Effectiveness | 1 &2 FCT Abuja, llorin, Kaduna,
May 4t — 15t August 3™ -
y July 61 — t%
17t 14
116 | Stakeholders Analysis | 1 &2 Port Harcourt, | Ibadan, Kano,
and Organisational May 4% August 3@ - | September 7
Structure 15t 14t 18
117 | Project Planning Tools | 1 &2 Kano, May Lagos, Kano,
& Techniques 11t — 22nd August 10th | September 71
_ 21st _ 18th
118 | The Balance Score 1&2 Lagos, June llorin, Calabar,
Card 15 - 265 August 3™ — | October 51 —
14th 16th

MAINFIELD TRAINING
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Course fee: ONE WEEK COURSE (N400,000) - TWO WEEKS COURSE (N 600,000)

Schedule Dates: Jans5"-16", Jan 26" - 30" , February 2™-13", Feb 23" - 27", March 9" -20", Mar 23™- 27" , April 6"
—17", April 20" - 24", May 4" —15",May 18" - 22™, June 8" - 19", Jun 22™ 26", July 6" — 17", July
20" -24" ,August 10" - 21", Aug 24" - 28", September 7" - 18", Sept 21" -25", October 5" -
16™,0ct 26" - 30", November 16" - 20",Nov 23 - 27", December 7" -18" 2026.
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LIST OF TRAINING COURSES
e Data Based Management
e ICT Cyber Security Risk Assessment and Management
e Advanced Computer Skills & ICT Records Management
e Computer Microsoft Office Packages
e Coding and ICT Networking
e Advance Computer Networking, Systems Maintenance & Development
e Cloud Computing
e Computer Forensics & Cyber Security
e Data Management & Statistical Analysis
e Digital Libraries Management
e Information Systems Security
e Asset Management with Computer Application
e IT Systems & Network Security
e PC Hardware & Software Management Maintenance
e Web Development
e SQL Server Application & Development
e Programming System Analysis & Design
e Behavioural Management and Emotional Intelligence in ICT
¢ Information Technology in Monitoring & Evaluation
¢ Internal Auditing for Computer Auditing
e ICT Records Management

e Computer Microsoft Office Packages

e Coding and ICT Networking

Use of ICT in Research and Data Analysis
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DATA BASED MANAGEMENT

Overview: The availability of data and
information plays a significant role in
management practice. This is because it
increases the certainty, accuracy, relevance
and potency of decisions and actions. To
increase  organisational  effectiveness
therefore, organisationsneed  to make
available the data and information required
at all levels of management for appropriate
decision-making, problem-solving and other
actions. This course has been designed to
enable articipants to appreciate the
significance of data and information in
managerial practice and be able to generate,
make available and use data effectively.

Who to Attend: Senior and Middle Level
Staff, Heads of Departments, Section and
Units and Trainers.

OBJECTIVES

» The objectives of the course are to:

» Introduce participants to Data-based
Management.

» Enable participants to identify the data
and Information required for management
practice.

* Introduce participants to the methods
of generating and analysing the data and
information for management practice.

» Stimulate participants to practice Data
Based Management.

OUTLINE

* Principles and Practice of Management.

» Effective Management.

» Data-Based Management.

 Data and Information for Management
Practice.

» Sources of Data and Information for
Management Practice.

* Methods of Data and Information
Generation.

* Leveraging on Soft Skills for Effective

MAINFIELD TRAINING
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+ Data and Information Gathering.

« Confidence and TrustBuilding.

 Effective Motivation of Subordinates

» Tools for Analysing Data and nformation
for Management Practice.

» TheUseofICTinData-BasedManagement.

» The Application of Data and Information
in Managerial Functions.

* Smart Risk taking.

» Developing and Leveraging Resilience and
Optimism.

» Personal Effectiveness.

» Self-Development.

ADVANCED MICROSOFT EXCEL
FOR MANAGERS OVERVIEW:

Overview: Microsoft Excel is an essential
work tool needed in the day to day
operations of an organization. Course
Modules have been carefully selected to

cover all areas needed for optimal
productivity at workplace.
Who to Attend:

All staff, ICT Unit Officers, Research and
Development units.

OBJECTIVES:

* To enable users to customize Excel
spreadsheets to produce valid and clear
reporting of data integrated with macros
for faster ways of working.

 To get familiarize with Excel's basic
features.

» To create future Excel spreadsheets with
ease and comfort.

* To appreciate what a spreadsheet is and
how to analyse it.

Course Outline

» Using Formatting and Functions
» Using Templates and Workbooks
« Working With Data

* Analyzing Data

» Using Macros and Auditing tools
 Sharing Workbooks

&
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USE OF ICT IN RESEARCH
AND DATA ANALYSIS

Overview: The availability of data and

information plays a significant role in
management practice. This is because it
increases the certainty, accuracy, relevance
and potency of decisions and actions. To
increase  organisational  effectiveness
therefore, organisationsneed  to make
available the data and information required
at all levels of management for appropriate
decision-making, problem-solving and other
actions. This course has been designed to
enable articipants to appreciate the
significance of data and information in
managerial practice and be able to generate,
make available and use data effectively.

Who to Attend: Senior and Middle Level
Staff, Heads of Departments, Section and
Units and Trainers.

OBJECTIVES
The objectives of the course are to:

» Introduce participants to Data-based
Management.

» Enable participants to identify the data
and Information required for management
practice.

* Introduce participants to the methods
of generating and analysing the data and
information for management practice.

» Stimulate participants to practice Data
Based Management.

OUTLINE
Principles and Practice of Management.

» Effective Management.

« Data-Based Management.

+ Data and Information for Management
Practice.

* Sources of Data and Information for
Management Practice.

* Methods of Data and Information
Generation.

* Leveraging on Soft Skills for Effective
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» Data and Information Gathering.

» Confidence and TrustBuilding.

» Effective Motivation of Subordinates

* Tools for Analysing Data and nformation
for Management Practice.

* TheUseofICTinData-BasedManagement.

* The Application of Data and Information
in Managerial Functions.

* Smart Risk taking.

» Developing and Leveraging Resilience and

Optimism.

Personal Effectiveness.
Self-Development.

COMPUTER MICROSOFT
OFFICE PACKAGES

Overview: Microsoft Excel is an essential
work tool needed in the day to day
operations of an organization. Course
Modules have been carefully selected to

cover all areas needed for optimal
productivity at workplace.
Who to Attend:

All staff, ICT Unit Officers, Research and
Development units.

OBJECTIVES:

 To enable users to customize Excel
spreadsheets to produce valid and clear
reporting of data integrated with macros
for faster ways of working.

 To get familiarize with Excel's basic
features.

» To create future Excel spreadsheets with
ease and comfort.

» To appreciate what a spreadsheet is and
how to analyse it.

Course Outline

» Using Formatting and Functions
* Using Templates and Workbooks
* Working With Data

* Analyzing Data

* Using Macros and Auditing tools
* Sharing Workbooks

Y
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119 | Data Based 1 &2 |llorin, May | Kano, July 6™ | Calabar, Sept
Management 4t 15t — 17" 7t —18%
120 | ICT Cyber Security |1 &2 | FCT Abuja, | Enugu, Lagos,
Risk Assessment
May 4% - July 6% —17™ | Sept 7t —
and Management Lsth 1gth
121 | Advanced 1 &2 | Calabar, Kaduna, Ibadan,
Computer Skills &
P June 15" - | July 6= 17" | Sept 7t —
ICT Records et 1gth
Management
122 | Computer 1 &2 | FCT Abuja, | Kano, Port-
Microsoft Office May 11t Julv &t — 17t Harcourt,
a — u -
Packages nZ Y August 3 -
22 14th
123 | Coding and ICT 1&2 | Kaduna, Benin, Lagos,
Networking May 10" - | August 3@ — | October 5% —
215t 14th 16th
124 | Advance 1&2 | Kaduna, Lagos, Enugu,
Computer May 4" July g — 17 August 10" —
g th Y st
Networking, 15 21
Systems
Maintenance &
Development
125 | Cloud Computing | 1&2 | FCT Abuja, | llorin, Kaduna,
May 4t — July 13 September
15th 24th 7th _18th
WHNFTELIDTRIANING ?
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126 | Computer 1 &2 | Nasarawa, Kano, June Calabar, July
Forensics & Cyber March 11t - | 15t — 26 13th — 24
Security 220

127 | Data Management | 1 &2 | FCT Abuja, | Kano, June Enugu,

& Statistical May 4™ - 15t 26t August 37 -
Analysis 15t 14t

128 | Digital Libraries 1&2 |Kano, May | Calabar, June | Kaduna, July
Management 4th 15t 15% -26t 13th — 24t

129 | Information 1&2 | FCT Abuja, | Lagos, Port
Systems Securit June 15%— Harcourt,

Y Y ) July 6t — 17t )
26" August 3@ -
14

130 | Asset 1&2 | Calabar, FCT Abuja, Ibadan,
Management with June 15" - | August 10" | September
Computer 26t 21% 7t -18%
Application

131 | IT Systems & 1 &2 | Kaduna, llorin, June | Enugu,
Network Security May 18" - | 15— 26% August 101" —

29th 21st

132 | PC Hardware & 1&2 | Enugu, June | Ibadan, Kano, Sept
Software 5 _SE August 3@ - | 7th- 18t
Management 14t
Maintenance

133 | Web Development | 1 &2 | Calabar, Kano, llorin,

March 2" - ) November
13th Sept 7t - 2nd 13th
18th B
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134 | SQL Server 1&2 | Port Ibadan, Kano,
Application & Harcourt, November
A .| 7™ -18" Sept o
Development March 2" 2" -13
_ 13th
135 | Programming 1 &2 | Kaduna, Lagos, Enugu,
System Analysis & May 4t -
Y _ Y t:/ July 61 — 17t | Sept 7" —
Design 15
18th
136 | Behavioural 1&2 |Kano, May | Enugu, Lagos, Sept
Management and Ath — 15t August 3@ - | 7th—18%
Emotional 14
Intelligence
137 | Information 1&2 | llorin, Kaduna, Port-
Technology in February A Harcourt
o June 15" - y
Monitoring & gth Hgth gt August 3 -
Evaluation of 14t
Projects
138 | Internal Auditing 1&2 |Kano, May |lbadan, July |Ibadan, Oct
for ICT 4th- 15t 13t -4 5th - 16%
Management
139 | ICT Data 1&2 |Lagos, June | Enugu, Kaduna,
Management 15t 26"
8 August 34 - | Nov 2" -13th
14t
140 | Computer 1&2 | Kano, Lagos, Enugu,
Microsoft Office A September October 5% -
July 6 - th th th
Packages 14" - 25 16
17t
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141 | Coding and ICT 1&2 | llorin, Abuja, Lagos,
Networking ) August 3™ - | October 5™ -
May 4% — A A
14t 16"
15th
142 | Use of ICT in 1&2 | Kano, Lagos, Port-
Research and Data A " + | Harcourt,
, May 4™ — Julye™ —17
Analysis N September
15 7th _ 18th
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Course fee: ONE WEEK COURSE (N400,000) - TWO WEEKS COURSE (N 600,000)

Schedule Dates:

Jan5"-16", Jan 26" - 30" , February 2™~ 13", Feb 23" - 27", March 9" -20", Mar 23" - 27" , April
6" —177,April20" 24" May 4® - 15",May 18" —22™, June 8" - 19" , Jun'22" =26, July 6™ -
17", July 20™ - 24" ,August 10" - 21", Aug 24" - 28", September 7" —18", Sept 21™ 25",
October 5" —16",0ct 26" —=30", November 16" — 20",Nov 23 - 27", December 7" -18" 2026.




PROCUREMENT AND SUPPLY CHAIN
MANAGEMENT PROGRAMME

List of Professional Courses

Strategic Cost Management (Procurement
and Supply Chain)

Procurement & Supply Planning tools and
techniques.

Sourcing, Purchasing and Procurement
Advance Purchasing Management
Commercial Law & Purchasing
Management

Planning & Scheduling of Projects and
Programme

Managing Public Private Partnerships (PPP)
Managing Performance and Contract
Compliance

Procurement Best Practices

Contracts Administration from Award to
Completion

Project Procurement Management
International Procurement for Donor
Funded Projects

Procurement, Logistics and Materials
Management

Stock Control & Inventory Management
The Public Procurement Reforms in Nigeria
Mastering Procurement /Contracts and
Performance

Effective Purchasing, Tendering and
Supplier Selection

Advanced Tendering & Bid Evaluation
Public Procurement Act 2007 Masterclass

Strategic Cost Management (Procurement and
Supply Chain)

Course Overview: In this course we will look
into procurement's role in the company and
some prejudges about Procurement,
Purchasing and Supply Chain specialists. You
will understand that our role in the company
isreallyimportant, and the best way to prove
it is to look into the leverage effect of
Procurement.

Course Objectives: Participants will learn
How to work with cost management

MAINFIELD TRAINING
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How to develop the systems for

working with the prices, price

development

e How to react on increasing price
pressure

e How to turn your suppliers into the
partners, who would help you to reach
the price development goals

e And most important — how to develop

the strategic approach to Cost

management in your organization AND

how to sustain it over the long period of

time.

Course Outline:
e Leverageeffect of Procurement
e LowPricelllusions
e Perception of Price from Vendors
e Preparingfor Price Negotiations
e CostAnalysisofthe Product
e CostBasedPricing
e EconomiesofScale
e CostSharing Agreements

Procurement & Supply Planning tools and
techniques.

Course Overview:

The course combines analytics and theory. During
which, you will have a supply planning journey
where you will be responsible for forecasting,
planning for production, and Material requirement
planning. Participants will learn how to do
forecasting for purchasing and procurement
purposes, what are the strategies we use for
negotiation with suppliers and how to do make or
buy decisions?

Course Objectives: Participants will learn

e Tools and techniques for your
procurement journey!

o Know the different kind of organizational
purchases and the right inventory planning
tools for them.

e Master the forecasting of demand for
supply planning

e Excel in negotiation strategies as a
procurement professional

¢ How to segment your suppliers and

negotiate with them accordingly.
Ly
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Know the delivery terms used in Contracts and

purchase orders

e Know the different payment terms used in
Contracts.

e Use Make or Buy tools to make Purchasing
decisions.

Course Outline:
e Supply Chain Overview
e Inventory Planning Tools
e TheProcurement Space
e ThePurchasing Cycle
e Procurementand Bidding Strategies
e Request For Quotation and Request for Proposals
e Purchase Orders
e Inventory with Uncertainty
e Make orBuy Decisions

Sourcing, Purchasing and Procurement Masterclass
Course Overview: This course explains clearly the
Procurement supply chain process: Sourcing, procurement
and purchasing/buying. You will learn how to source,
value, and analyze good products with ready templates
used by a businessman. This course will allow you to have
the big picture of sourcing-buying-procurement
proposing a rigorous methodology

Course Objective: Participants will learn
e Howto source properly everywhere in the world
e Howtovalueagood factory/partner
e How to avoid the mistakes when you source a

product

¢ Howto save time, effort and money when you start
sourcing

e How to manage operational templates to start
sourcing

Course Outline:
e Prospectionand negotiation
e Sourcing and buying/purchasing
e Production follow-up and quality assurance
e Transportation and logistics
e Negotiating and Contracting in Procurement and
Supply
e Supply-RFQTool

MAINFIELD TRAINING 75
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OVERVIEW: This Course aims to provide delegates wi th the knowledge, concepts, and
skills needed to perform all tendering tasks. The course covers each step of the tendering
processes, as well the different techniques and approaches used in evaluating the bids.

This course is suitable fo r contracts professionals, contracts
analysts, purchasing professionals and procurement officers.

: Delegates will gain knowledge and skills to

Learn the best practices in tender procedures

Understand the additional requirements for documentation and Scope of work
Apply technical and commercial evaluation methodologies

Create an appropriate evaluation methodology to judge bids and tenders
Apply competitive procurement procedures

Properly manage the contract award stage

Tender Procedures

Tender Documentation
Supplier Management

Bid Opening and Evaluation

Feedbacks and Communication
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PROCUREMENT IN PUBLIC PRIVATE PARTNERSHIPS

COURSE OVERVIEW: This course establishes common understanding of
public private partnerships (P PPs) and the significant opportunity for
accelerated infrastructure development through the use of ppps. This
course will take delegates through the key elements and challenges of
the process for procuring a private partner to deliver a PPP project.
This c ourse is about setting out the key parameters that make for
successful and robust PPP agreements.

COURSE OUTLINE:

Defining Procurement Management

Understand the role of procurement Managers

Current Procurement best practices used for purchasing both goods
and services

Evolution, objectives and responsibilities of procurement management
Supplier evaluation and Selection

Supplier Performance Management

PROCUREMENT BEST PRACTICES

COURSE OVERVIEW: It is important that professionals, particularly in the
procurement industry have the requisite skills to understand and contribute to
the procurement process. This course is designed precisely to equip delegates
with best practice s to ensure they keep up with trends regarding the shift
from operational buying to strategic procurement. Though procurement has
always been crucial to an organisation’s success, it is only in recent years that
businesses have really come to terms with added value it can create.

WHO SHOULD ATTEND? Delegates are welcome from the procurement unit of
organisations, supply chain, admin and finance units and general services.

COURSE OBJECTIVES: Delegates will gain knowledge and skills to

@ Strategically measure procurement performance

® Select the best suppliers by using cross -functional commodity terms,
scorecards, and total cost analysis

Improve vendor performance management

Conduct Benchmarking

Understand the process of building effective tenders/RFP’s

Develop methods for application of procurement policies and
strategies.

MAINFIELD TRAINING
CONSULT LTD 77




MASTERING PROCUREMENT CONRACTS ANTD PERFORMANCE

OVERVIEW: Itisimperative for procurement to constantly deliver value by delivering
products and services that contributes to the wellbeing of the organisation. This course
develops fundamental procurement process knowledge and skills that you can apply
immediately in all aspects of effective business and project procurement. This course is
aligned to the Project Management Institute’s standards.

WHO TO ATTEND: Allinvolved in the acquisition of materials, equipment and services.
Personnel working in procurement unit, tendering, contract management, claims
management whoare involvedin the planni ngand execution of purchases and
contracts.

COURSE OBJECTIVES: Delegates will gain knowledge and skills to

Select the appropriate procurement strategy to deliver value while addressing
organisational risks and capabilities

Reduce in total cost of ownership

Understand the evolution in Procurement

Improve supplier performance

Develop a procurement strategy which accepts the need for potential contract

change

@ Understand the legal principles which underlie the rights and obligations of
contracting parties

® Apply effective performance management techniques to contract delivery

KEY COURSE OUTLINE:

Mastering Procurement

Procurement Issues- A world-wide perspective
Structured approach to strategic procurement
Procurement Lifecycle

An introduction to Contract Law

Performance Management

Contractual Issues and disputes

Contract Closeout

PRINCIPLES AND BEST PRACTICE FOR SUPPLY CHAIN MANAGEMENT

COURSE OVERVIEW: This course is designed to enhance the strategic practices of
supply chain management. The course aims to project the ethos that best practice
is essential in the makeup of a business. The course will explain the importance of

setting the highest possible standards and the importance of the continuous

MAINFIELD TRAINING 8
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This training is designed for middle to senior
level management staff of ministries, departments and agencies (MDA)
of government with a direct or indirect role in the PPP process. Project
developers, sponsors, consultants, and private sector actors with
interest in PPP development, procurement and management will
equally benefit from the course.

Delegates will gain knowledge and skills to:
Understand the key principles of PPP and the implicators of PPP for
sound public financial management
Apply best practice in procurement, promoting transparency, fairness
and bankability
Understand the main principles and techniques for robust PPP Contract
design
Expain the importance of value for money and affordability in the
evaluation of bids and the award of PPP Contract
Appreciate the benefits of competitive negotiation and the skills
required to effectively negotiate a PPP contract
Understand the Main components of a PPP contract management
framework
Monitor PPP partner technical and financial performance and manage
issues and disputes.

PPP project planning and value for money assessment
Causes for PPP project failure

Managing critical events in PPP

Procurement strategies and process

Contracting issues and management framework

Bid criteria, evaluation and award

Payment and performance mechanisms

Negotiation Skills and partner relationship management
Monitoring performance
Dispute Resolution
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monitoring of the efforts of your competitors to stay healthy and improve

competiveness.

WHO SHOULD ATTEND? This course will benefit delegates working in supply chain
unit, and those looking to refresh their skills in this area of knowledge.

COURSE OBJECTIVES: Delegates will gain knowledge and skills to

@ Recognise the best practices in supply chain management

® Become more effective in staying ahead of the competition

® Recognise and demonstrate new initiatives in supply chain
management
Learn how to continuously be proactive to the benefit of your
business

COURSE OUTLINE:
Most ideal practices and benchmarks in supply chain management

Use of ICT to enable best practices for supply chain management

Analysing and Mitigating Risks

°
® Make or buy Procedures

°

e Supplier and supply Market Research

N,
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143 | Strategic Cost 1 &2 | Kaduna, Ibadan, July | FCT Abuja,
Management May 18"- | 6th— 17t Sept 14" -
(Procurement and 20t 25t
Supply Chain)

144 | Procurement & 1 &2 |Kano, July Calabar, llorin, Sept
Supply Planning 13th— 24t | August 3¢ — | 7th— 18"
tools and 14t
techniques

145 | Sourcing, 1 &2 | Kaduna, Ibadan, Port
Purchasing and June 15" — | August 3¢ — | Harcourt,
Procurement 26 14t September

14t — 25t

146 | Managing Public 1 &2 | FCT Abuja, | Kano, August | Enugu,
Private June 15— | 10t —21nd October 19"
Partnerships (PPP) 260 — 30t

147 | Managing 1&2 |llorin, July Kaduna, Lagos,
Performance and 13th 24t August 10" — | October 12"
Contract 21 — 23
Compliance

148 | Procurement Best | 1 &2 | Nasarawa, | llorin, August | Kaduna,
Practices May 11 - |39 -14th October 5" -

22nd 16th

149 | Contracts 1 &2 | Calabar, Kano, August | FCT Abuja,
Administration June 15" - | 10t — 21t Sept 7" —

from award to >6th 1gth
¢ompletion
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150 | Project 1 &2 | Kaduna, Lagos, July 6" | Port
Procurement June 15% - — 17 Harcourt,
Management 26t Sept 7 —

18th

151 | International 1&2 |Kano, May 4 | Enugu, June | FCT Abuja,
Procurement for — 15t 15t 26 Sept 7th—
Donor Funded 18t
Projects

152 | Procurement, 1&2 | FCT Abuja, | Kano, August | Calabar, Oct
Logistics and July 13th— | 31 14t 12th — 23rd
Materials 24t
Management

153 | Stock Control & 1 &2 | Nasarawa, Calabar, June | Ibadan,
Inventory May 18" - | 15t 26 August 171 —
Management 29t 28t

154 | Mastering 1 &2 | Nasarawa, Ibadan, July Kano, Sept
Procurement May 18" — | 13t .24t 7t — 18t
/Contracts and 29t
Performance

155 | Effective 1 &2 | Enugu, June | Kano, July 13- | Abuja,
Purchasing, 15t 26t 24t August 3¢ —
Tendering and 14t
Supplier Selection

156 | Advanced 1 &2 |lIbadan, May | llorin, June Kaduna,
Tendering & Bid 11t —22nd | 15t — 26t August 10" -
Evaluation 21
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157 | Public 1&2 | FCT Abuja, Enugu, Lagos, Oct
Procurement Act May 11%- | August 10 - | 19t — 29t
2007 Masterclass 22 21t

158 | The Public 1&2 | Calabar, Kaduna, July | Abuja, Sept
Procurement June 15" — | gt — 17 7th — 18t
Reforms in Nigeria 26t

M
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‘ 8. SECRETARIAL ADMINISTRATION PROGRAMME

Venue: FCT Abuja, Nasarawa, Lagos, Enugu, Port Harcourt, Warri, Benin, Kaduna,Kano, Calabar,
Minna, llorin, Ibadan.

Course fee: ONE WEEK COURSE (N400,000) - TWO WEEKS COURSE (N 600,000)

Schedule Dates: Jan5"-16", Jan 26" — 30" , February 2™~ 13", Feb 23rd- 27", March 9" -20", Mar 23" - 27" , April
6" —17", April 20" — 24", May 4" —15",May 18" - 22™, June 8" - 19", Jun 22™ -26", July 6" —
17", July 20™ - 24" ,August 10" — 21", Aug 24" - 28", September 7" 18", Sept 21™ 25",
October 5" —16",0ct 26" - 30", November 16" - 20",Nov 23 - 27", December 7" -18" 2026.

Who should attend?

This course is for Experienced administrative professionals, including executive
secretaries, administrative assistants, secretaries or other members of the administrative
support staff who need to expand their management skills so they can better support
their organization and enhance their careers.

LIST OF TRAINING COURSES

e Advanced Secretarial & Administrative Assistant Course

o Effective Secretarial Office Administration

The Office Professional and Records Management Masterclass
Administrative Work Processes and Procedures Course

Advanced Presentation Skills

Administrative Work Processes and Procedures Course

Contracts Administration from Award to Completion

Public Administration Management

Office Management & Effective Administration Skills

Electronic & Archiving Records Management

Exceptional Performance Management for Secretaries & PA's

Interpersonal Effectiveness Skills in Management

MAINFIELD TRAINING (
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A). Advanced Secretarial and Administrative Assistant Course

Overview

This comprehensive course for secretaries and administrative assistants provides
participants with a deep understanding and skill required to help delegates handle any
work challenge in the office environment with greater confidence and effectiveness.

Course Objectives

Delegates will gain knowledge and skills to:

Understand the importance of office management and confidentiality

e Feel more confident in their own capability to handle unusual situations as they
occur

® Manage Time and Priorities
® Scheduling Meetings and Writing Minutes effectively
® Planning for development - identifying and overcoming barriers to your success

® Improving communication skills — negotiating, influencing, persuading and
delegating

@ Developing and Improving Key administrative Skills

® Benefiting from key motivation techniques - motivating yourself, your
subordinates and your boss

@ Managing roles, responsibilities and authority to meet goals

© Better able to think through situations in a more logical and analytical manner

B) Administrative Work Processes and Procedures Course

This highly engaging and practical training course will provide the valuable opportunity
for all participants to learn about the concepts of Work Simplification as well as the
stages involved in the design, development, management, control, implementation,
simplification and monitoring of Work Processes and Procedures.

In today’s complex and increasingly technical workplace, a renewed focus on Work
Simplification is essential to help employees overwhelmed by increasing organisational
and process complexity and info rmation overload. The achievement of Objectives and
KPI’s correlates negatively with work complexity, therefore simplification is becoming
essential to help meet challenging objectives.

MAINFIELD TRAINING 8
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Course Outline:
o The compelling need for simplicity and clarity and how to achieve it
® The stages of work simplification and a Process Simplification Guide
o How to analyse procedures in order to simplify them
o How to develop a robust approach to Process Simplification

® The need for a specific team to oversee the simplification opportunities

Total Quality Management (TQM)

C). Effective Presentation Skills Course

One of the most important skill sets of a great leaderis good  presentation skill. To be
competent, a leader nee ds to focus on three elements: Mission, P eople, and Teamwork.
Effective presentation skills impact all of these areas. If you want to inspire and influence
people, win business, gain respect, or simply give clear, unambiguous messages, then
you need this training course.

The highly interactive training course on Advanced Presentation Skills starts by looking at
the characteristics and behaviours of top performers and, with the close help of a skilled
coach, works out where you could develop further. Using state -of-the-art management
techniques and Emotional Inte lligence combined with insights from professionals and
their support services, this course will guide delegates through the world of presentation
skills relevant to your business.

Course Objectives
Participants on the Advanced Presentation Skills training course will develop:
® A greater understanding of themselves and others
e Greatly improved public speaking skills
® Highly professional, competent and confident presentation style
® Greater powers of persuasion
® Masterful body language and gesture
D). Office Manag ement and Effective Administration Skills

Office Management and Effective Administration Skills is an exciting and interactive
training course. It is designed to provide office administrators, supervisors of clerical
and administrative staff, executive s ecretaries and personal assistants the opportunity to
review and develop the interpersonal and professional skills they need to do their jobs

MAINFIELD TRAINING 8
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effectively — thereby contributing to their own, their boss’ and their organisation’s
success.

Course Outline

In this training course participants learn how to:
© Manage a network of working relations
© Communicate effectively

® Manage time for yourself and others

Manage the performance of admin staff

Improve written communications

Manage and present information

® Organise and improve office systems

E). The Office Professional and Records Management Masterclass

The Office Professional and Records Management Masterclass is an exciting and
interactive training course, designed to provide participants with the opportunity to
review and develop interpersonal and professional skills needed to do their jobs
effectively, thereby contributing to personal and organizational success.

After exploring and developing the multi-faceted skills required of the office
professionals and adminis trative staff (including both inter -personal and technical skills),
the combination allows participants to explore in more detail the issues involved in
meeting responsibilities for managing documentation and records.

This training course also covers

® The strategies, tools and technologies used to capture, categorise, manage, store,
preserve (archive) and

Principles of Effective records keeping

Secretarial Ethics

Effective Communication in the Office

Managing Your Boss

As well as the core components of ISO 15489 so that organisations become
compliant with best practices.

MAINFIELD TRAINING 86
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F.) Office Management Training for Officers and Managers Course

Course Overview:

Our office management training courses will give you high quality skills that employers
actively seek out in thei r employees. Our training is all practical and enables you to build
confidence alongside ability.

Course Objectives:

At the end of training, Officers and Managers who participate will:

® Have learned how to work well in ways that maintain and improve efficie ncy and
productivity

® Be able to successfully address the intricacies of the workplace

® Understand the management styles that can affect workplace success

® Provide Support to develop the right competencies in the work environment

® Be Encouraged to maintain necessary discipline at work

@ Make them know their career growth path.

® Learn how to recognize, stimulate and develop high professional qualities

@ Manage the tricky liaison between their department and other departments.
Course Outline

® DEFINING RESPECTIVE ROLES: How to define respective roles, Understanding the
organization, know your stakeholders, Customer service, Human resources
practices and Records Management.

© WORKPLACE MASTERY-: Self-Mastery, Interpersonal Mastery, Business Mastery.

® OFFICE MANAGEMENT CULTURE: How to establish trust, how each cadre
becomes more effective, trusting your colleagues, change management.

© ESSENTIAL ADMINISTRATIVE CAPABILITIES : Setting priority and managing work
pressure, Becoming an Organised Person, Procrastination - the thief of time, Work
space arrangements and organization , Managing meetings, Assertiveness Skills,
Dealing with Time Wasters and Managing projects to meet deadlines.

® MANAGEMENT SYSTEMS REQUIRED TO SUCCEED: Developing tactics and
strategies for the future, The ability to pay attention to detail, Smooth functioning
of an office's day-to-day, Effective interpersonal communications

® THE FOCUS ON PERFORMANCE : Agree priority and measurable performance
criteria, Raise the performance bar, Creating a sense of urgency and ex citement,
Maintaining focus on the goal and Sustaining momentum

@ RELEVANT ACUMEN': Link daily activities with set business direction , Recognize,
stimulate and develop high performance, Motivate others, get them to

MAINFIELD TRAINING (
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participate in team decisions and removing interpersonal barriers to
understanding, cooperation and motivation.

G. Effective Office Administration Masterclass

Overview: The Course is designed to equip delegates with knowledge and Skills in
administration and communication in a business environment. It provides delegates with
tools and techniques that will enable them to communicate efficiently and effectively in a
business environment and to perform a range of office administration tasks.

The effect of office administration on work productivity has encouraged organizations to
entrust office administration staff in their operational management.

To enhance performance, organizations need to, among other actions build, manage,
and use office admin executives effectively.

This course has been designedt o equip participants with a deeper knowledge and
effective skills on office administration management in order to shore up performance in
their organizations.

Who Should Attend: Office Admin Executives, personal assistants, front desk officers,
Office assistants, and Customer Service Executives.

Course Objectives: The objectives of the course are to:

Expose participants to the fundamentals of office administration

® Understand the nature and challenges of office administration as it relates to
workplace and technological advancement.

® Stimulate participants on how important and effective their roles are to the
organization.

Course Outline: To include
® Administrative Management within an Organization
® The place of Office Administrators in Organizational Performance.
© Diary Management, Record keeping and filing

® The Role of Communication in office Administration and Handling Confidential
Documents

® Taking notes, Dictating and proof reading
® Arranging interviews, bookings and Travels
® Organizing a Meeting

MAINFIELD TRAINING 88
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159 | Advanced 1&2 | Enugu Lagos, Port
Secretarial & Harcourt,

o _ May 4t — July 6t — )
Administrative L5t 17t Sept 14™-
Assistant Course 25t

160 | Effective 1 &2 | Kadunag, llorin, June Calabar,
Secretarial Office May 11— | 15t — 26 August 3¢ —
Administration 22nd 14t

161 | The Office 1&2 |Kano, Enugu, Lagos,
Professional and March June | August 10" — | September
Records 15t —26th | 215t 14th — 25t
Management
Masterclass

162 | Administrative 1&2 |Kano, Ibadan, July | Calabar,
Work Processes March 2" — | 6t — 17 September
and Procedures 13 14 255t
Course

163 | Advanced 1&2 | Enugu, May | Kano, July Kaduna,
Presentation Skills Ath 15t 13t 24 September

7th _ 1gth

164 | Administrative 1&2 |Kano, May | Lagos, July Calabar,
Work Processes 4th 15t 13t -24% August 17t —
and Procedures 28t
Course
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165 | Contracts 1&2 |llorin,June |Kaduna, July |Enugu, Sept
Administration 15t -26 13t — 24 7t —18%
from Award to
Completion

166 | Public 1&2 |Lagos, May |Calabar, June [Kano, Sept
Administration 18t - 2gth 15t — 26t 7th — 18t
Management

167 | Office 1&2 |lIbadan, Kano, May llorin, Sept
Management & April 61 - At sth 14t — 25t
Effective 17
Administration
Skills

168 | Electronic & 1&2 |Abuja, Kano, June Port
Archiving Records March 2" — | 15% - 26t Harcourt,
Management 13t Sept 7 —

18th

169 | Exceptional 18&2 |May4th— Lagos, July Port
Performance 151 38 Dk Harcourt,
Management for Sept 14%-
Secretaries & PA’s 25t
Interpersonal 1&2 |Enugu, Ibadan, Kaduna,

170 | Effectiveness in August 37 —

April 6 - gh July 61— 17t
Management 141
17th
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9-TRANSPORT AND LOGISTICS MANAGEMENT PROGRAM ME

Course fee: ONE WEEK COURSE (N400,000) - TWO WEEKS COURSE (N 600,000)

Jan5"-16", Jan 26" = 30" , February 2™~ 13", Feb 23rd- 27", March 9" -20", Mar 23" - 27" , April

Schedule Dates: _,, > th & th 3th ’ th y th 3 th %d / < th 9 ’ th3 / o4 P th
6" —17 ,April20" —24", May 4" —15",May 18" - 22", June 8" 19", Jun 22™ 26", July 6~ - 17",
July 20" -24" ,August 10" - 21", Aug 24" - 28", September 7" -18", Sept 21 -25", October 5"
-16",0ct 26" - 30", November 16" - 20",Nov 23" - 27", December 7" -18" 2026.
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LIST OF TRANSPORT AND LOGISTICS MANAGEMENT COURSES

® Advanced Transport Technology

e Security & Protocol Management in Transport Operations
e Transport and Logistics Management

e Fleet Management Masterclass

e Transport Facility Management, Operation & Maintenance
e Tracking & Global Positioning System (GPS)

e Fleet Safety Management

® Eco- Friendly Defensive Driving

® Vessel & Cargo Management

® Lean Six-Sigma in Transport & Logistics

® Inventory Management

e Supply Chain Management Fundamentals

e Enterprise Resource Planning (ERP) in Transport Operations

® Occupational Health Safety & Effective Fleet Workshop Management

MAINFIELD TRAINING (?
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Overview: This course offers specialization in supply chain management, it explains
indepth onlogistics, operations, planning, and sourcing.

Course Contents:
e Warehousing and Inventory
e E-Logistics
e Logistics Network Design
e SixSigma Quality and Lean Practices
e Forecasting Approach
[ ]

Creating a Productive Supplier-Client strategic relationships

Who Should Attend: Transportation Planners, Logistics & Operation unit,
Transportation Analyst, Terminal Managers.

Course Overview

In the Logistics program, delegates will focus on the movement of goods,
including costs, inventory control, government regulations, and traffic
management.

Course Contents

* BestPracticestoInventoryand Facilities Management

o Effective Communication with Personaland Vendor Management
e Transportation & Traffic Management

e Transportation Economics

* Relevant Government Regulations

MAINFIELD TRAINING
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Who Should Attend: Transportation Planners, Logistics & Operation unit,
Transportation Analyst, Terminal Managers.

Inventory Management

Course Overview: Inventory Management Course covers key elements of Inventory
control and management, including inventory cost components, types and uses of
inventory and planning inventory levels.

Course Contents:

e Introductionto Inventory Management

e Metrics&Rolesassociated withinventory management
e Maintaining Inventory accuracy

* Monitoring and Analysing Inventory Management

e InventoryControl

Who should attend:-Who Should Attend: Transportation Planners, Logistics &
Operation unit, Transportation Analyst, Terminal Managers.

Supply Chain and Enterprise Resource Planning (ERP)

CourseOverview:

This courseis designed fo r professionals who wish to increase profits and stakeholder value
in their organizations, the course delivers the decision-making tools necessary to design
valueinthe global supply chain.

Course Contents:
e Supply Chain Management Tools & Integrated Capabilities
e Supply Chain Logistics
e ProcurementandRisk Management

MAINFIELD TRAINING (?
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* ERPInfrastructureand Product |ifecycle
e Customer-Relationship Management
e Collaborationin Supply Chain Management

Who Should Attend: Logistics & Operation Unit, Sales Unit, ERP users and Professionals.

15. Principles of Lean Six-Sigmain Transport and Logistics

Course Overview: The trucking and transportation industry have started to move into
lean and Six Sigma in larger numbers due to its success in continuous process improvement
by companies around the country.

Much Like in Logistics and Supply chain trucking companies, Six Sigma methodology is use to
support the goal of making operations more efficient and effective.

Course Content:
The Pare to Principle
Plan, Do, Check, Act(PCDA)
Logistics Planning
Work-Breakdown Structure
Process Maps

Who Should Attend: Logistics & Operation Unit, Sales Unit, ERP users and Professionals.
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171 | Advanced Transport 1&2 Kaduna, Ibadan, FCT Abuja,
Technology May 4" - |July 13"~ | Sept 7" -
15t 24t 18th
172 | Security & Protocol 1&2 Kano, June | Calabar, llorin, Sept
Management in Transport 15t — 26" | July 13— | 14th— 25t
Operations 24t
173 | Transport and Logistics 1&2 Kaduna, Ibadan, Port
Management May 11" — | August 3¢ | Harcourt,
22nd — 14t October 5"
— 16t
174 | Fleet Management 1&2 FCT Abuja, | Kano, Enugu,
Masterclass June 15" — | August September
26" 10" —21 | 14™"—25%
175 | Transport Facility 1&2 llorin, Kaduna, Lagos,
Management, Operation & N August October
_ July 13™ - X A ) A
Maintenance 171" —=28" | 19*" - 30"
24t
176 | Tracking & Global 1&2 Nasarawa, | llorin, Kaduna,
Positioning System (GPS) May 4t - August 3¢ | October
15 - 14 19 -30"
177 | Fleet Safety Management |1 &2 Calabar, Kano, FCT Abuja,
June 15" - | August Sept 14™ —
26" 17t —28™ | 25%
178 | Eco- Friendly Defensive 1&2 Port Ibadan, Kaduna,
Driving Harcourt, |June 15"— | Sept 14 -
26th 25th
CONSULTLTD  Ne 96 (%



179 | Vessel & Cargo 1&2 FCT Abuja, | llorin, Kaduna,
Management May 18" — A October
July 13* —
20t 12th 23t
24

180 | Lean Six-Sigma in Transport| 1 &2 Port Ibadan, Kano,

& Logistics Harcourt, | August September
May 18" - | 10t- 21t 14th 25t
29th

181 | Inventory Management 1&2 Kaduna, Kano, Lagos,

. | August 3 | October
May 18" - th th t
-14 19" -30°

29th

182 | Supply Chain Management| 1 &2 Ibadan, Kaduna, Calabar,
Fundamentals June 15" - | July 13" — | September

264 24 14th —25th

183 | Enterprise Resource 1&2 Kano, Lagos, Enugu,

Planning (ERP) inTransport ol .20 August September
u =

Operations v 10th— 215t | 17th 25t
24

184 | Occupational Health Safety| 1 &2 llorin, FCT Abuja, | Lagos, Sept

& Effective Fleet Workshop . [July 13" - | 14% - 257
May 11 -

Management g 24
—22"

185 | Hydraulics & Air Brakes 1&2 Kaduna, Ibadan, FCT Abuja,
System May 4" - | July 13" — | Sept 14" -

15t 24" 25"

186 | Automobile Engine 1&2 Kano, July | Calabar, llorin, Sept
Fundamentals, Service & 13t —24% | August 14th — 25t
Repair 10t —21st

187 | Facility Management 1&2 Kaduna, Ibadan, Port
Operations June 15™ — | August 3™ | Harcourt,

26t — 14 September
7th_ 18th
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10. Accounting and Financial Programme

Venue: FCT Abuja, Nasarawa, Lagos, Enugu, Port Harcourt, Warri, Benin, Kaduna,Kano, Calabar,
Minna, llorin, Ibadan.

Course fee: ONE WEEK COURSE (N400,000) - TWO WEEKS COURSE (N 600,000)

Schedule Dates: Jan 5"-16", Jan 26" - 30" , February 2"~ 13", Feb 23rd- 27", March 9" -20", Mar 23" -27" , April
6" —17", April 20" — 24", May 4" —15",May 18" — 22", June 8" 19", Jun 22™ 26", July 6" —
17", July 20™ - 24" ,August 10” - 217, Aug 24" - 28", September 7" —18", Sept 21 -25",
October 5" —16™,0ct 26" - 30", November 16" — 20",Nov 23" - 27", December 7" -18" 2026.

LIST OF TRAINING COURSES
Accounting and Book Keeping
Financial Modeling and Valuation
Analysing Financial Statements
Tax Accounting Systems and
Administration
Corporate Finance and Strategy for
Managers
Developing PPP Programmes and
Initiatives
Driving Performance Through Enhanced
Strategic and Financial Planning
Finance for Non-Finance Managers
Financial Accounting and Planning
Project Cost Management
Improving Management Performance
through Budgeting and Cost Control
International Public Sector Accounting
Standards (IPSAS)
International Financial Reporting
Standards (IFRS)

MAINFIELD TRAINING

* Project Financein PPP and PFl's

* Public Finance Management

*Withholding Tax Processes and
Application

*Corporate Finance Theory and Practice

*Building a Financial Model

This course is for beginners in Accounting,
struggling in understanding basic
accounting concepts and techniques like
Double Entry System, Rules for Debit and
Credit, Journalizing Process, Ledgers, Trial
Balance, Rectification of Errors, Bank
Reconciliation Statements, Final Accounts,
Partnership Accounting, Company
Accounting.

Atthe end of the training, participants will
e Understand Need And Importance
Of Accounting
e Understand Book Keeping,



Objectives And Advantages
Understand Accounting Process,
Accounting Cycle,

Understand Users Of Accounting
Information

Understand Branches Of Accounting
Understand Basic Accounting Terms
Understand Accounting Assumptions,
Concepts And Principles

Understand Rules Of Accounting
Understand Journal, Ledger, Trial
Balance And Final Accounts
Preparation

COURSE OUTLINE:

v

v

Introduction to Accounting;

Book Keeping and Accounting -
Objectives and Process;

Accountancy, Accounting and Book
Keeping;

Technical Termsin Accounting

Accounting Assumptions, Concepts
and Principles

Double Entry System

Basic Accounting Procedures Rules for
Debit and Credit

Journalising Process and Ledger

Subsidiary Books covering Sales and
Purchases Books

Purchase Returns and Sales Returns
Books

Cash Book, Bills of Exchanges and
Related Books

Journal Book/Journal Proper

MAINFIELD TRAINING
CONSULT LTD
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v" Bank Reconciliation Statement

FINANCIAL MODELING AND VALUATION
COURSE OVERVIEW: This course is a
comprehensive bundle of MS Excel, Valuation,
Accounting, Financial Analysis and Financial
Modeling. Financial Analyst Training involves
analyzing companies' financials in detailed manner.
Financial Modeling course will study in details the
balance sheet, income statements, cash flow,
projections along with the financial model in
practical.
COURSE OBJECTIVES: Participants will learn
e Master Microsoft Excel and many of its
advancedfeatures
e Become one of the top Excel users in your
team
e Carry out regular tasks faster than ever
before
e Build P&L statements from a raw data
extraction
e Acquirefinancial modeling skills
o Discoverhowtovalueacompany
e BuildValuationmodels fromscratch
e Createmodels with multiple scenarios
e Design professional and good-looking
advanced charts
e Become a proficient user able to work with
Excel functions, pivot tables, visualizations,
and advanced features

COURSE OUTLINE:

¢ Introductionto Excelcharts

e Financial Functionsin Excel

e Business Analysis techniques applied in
Excel

¢ Financial Modeling Fundamentals

e Introductionto Company Valuation

e Building Discounted Cash flow model in
Excel

e (Capital Budgeting

o,



ACCOUNTINGAND BOOKEEPING

This course is for beginners in Accounting,
struggling in understanding basic
accounting concepts and techniques like
Double Entry System, Rules for Debit and
Credit, Journalizing Process, Ledgers, Trial
Balance, Rectification of Errors, Bank
Reconciliation Statements, Final Accounts,
Partnership Accounting, Company
Accounting.

COURSE OBJECTIVES:
At the end of the training, participants will
e Understand Need And Importance
Of Accounting
e Understand Book Keeping,
Objectives And Advantages
e Understand Accounting Process,
Accounting Cycle,
e Understand Users Of Accounting

Information

e Understand Branches Of
Accounting

e Understand Basic Accounting
Terms

e Understand Accounting
Assumptions, Concepts And
Principles

e Understand Rules Of Accounting

e Understand Journal, Ledger, Trial
Balance And Final Accounts
Preparation

COURSE OUTLINE:

v"Introduction to Accounting;

v Book Keeping and Accounting -
Objectives and Process;

v Accountancy, Accounting and
Book Keeping;

v' Technical Terms in Accounting

v" Accounting Assumptions, Concepts
and Principles

MAINFIELD TRAINING
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v Double Entry System

v' Basic Accounting Procedures Rules
for Debit and Credit

v Journalising Process and Ledger

v" Subsidiary Books covering Sales and
Purchases Books

v Purchase Returns and Sales Returns
Books

v' Cash Book, Bills of Exchanges and
Related Books

v Journal Book [ Journal Proper

v Bank Reconciliation Statement

FINANCIAL MODELING AND VALUATION
COURSE OVERVIEW: This course is a
comprehensive bundle of MS Excel, Valuation,
Accounting, Financial Analysis and Financial
Modeling. Financial Analyst Training involves
analyzing companies' financials in detailed
manner. Financial Modeling course will study in
details the balance sheet, income statements,
cash flow, projections along with the financial
model in practical.
COURSE OBJECTIVES: Participants will learn

e Master Microsoft Excel and many of its

advanced features
e Become one of the top Excel users in your

team

e Carry out regular tasks faster than ever
before

e Build P&L statements from a raw data
extraction

e Acquire financial modeling skills

e Discover how to value a company

e Build Valuation models from scratch

e (Create models with multiple scenarios

e Design professional and good-looking
advanced charts

e Become a proficient user able to work with
Excel functions, pivot tables, visualizations,
and advanced features

Q



COURSE OUTLINE:
e Introduction to Excel charts
e Financial Functions in Excel
e Business Analysis techniques applied in Excel
e Financial Modeling Fundamentals
e Introduction to Company Valuation
e Building Discounted Cash flow model in Excel
e (Capital Budgeting
INTERNATIONAL PUBLIC SECTOR ACCOUNTING STANDARDS (IPSAS)
Course Overview
International Public Sector Accounting Standards (IPSAS) are being introduced in almost
every country in the world. This course helps dele%ates meet the challenges of introducing

IPSAS and secure the benefits of improved financial management to help secure
organizational objectives and goals of their public service organization.

Who Should Attend
Finance professionals in the public sector, anyone who requires an understanding of
international financial reporting standards within the public sector, Accountants and Finance
staff at all levels involved in the preparation of financial statements, IFRS and IPSAS
implementation and Maintenance Teams, Internal Auditors and Consultants dealing with
financial reporting.

Course Outcomes
Delegates will gainknowledge and skills to:

e Describe clearly the backgroundto IPSAS and itsintroduction to the public sector

¢ Identify and apply the links and implications to and for broader strategies, including
financial management, taxation, asset management, governance and accountability

e Understandtheaccounting standards and theirimplementationissues

e Explain how introducing IPSAS in the public sector will have implications for internal
and external audits

e Knowtheaccounting requirements of IPSAS

e Develop the skills to aid implementation, capacity development, benefits realization
andrisk-management plans.

CONSULT LTD
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Key Course Outlines

J Unique Learning and assessment programme tailored for public sector

o High Quality and Practical Programme developed by public sector financial
reporting experts

o Supports both direct IPSAS adoption and implementation of IFRS modified
forthe publicsector

o Financial reporting transparency

PUBLICFINANCE MANAGEMENT

Course Overview

This course focuses on analyzing public financial management, reviewing
systems of finance administration within the public sector and highlighting the
need and possibility for reform. This will help with streamlining public
expenditure, planning and budgeting.

Who Should Attend

The course is ideal for all managers and senior officers in the public sector who
handle the task of managing public funds and have responsibility for
administering financial structures within their respective departments. The
course will also suit private sector directors, managers, consultants and budget
analystsin publicfinance positions.

Course Outcomes
Delegates will gain knowledge and skills to

e Demonstrateabetterunderstanding of public fiscal administration

e Acquire improved capacity to reconcile financial plans and target
achievement

e Implement financial management reform and improve on existing
structures

e Demonstrate expertise and capacity building in the civil service

Recognize the changing face of financial controls for medium-term financial
strategy thatisimplemented.

Key Course Qutlines

Financial Management

Best Practicein central government

Local Authority management practices

Impact of leading practice in parastatal organizations
Public economics and finance:role of the government

M
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188 | Analysing Financial 1&2 Kaduna, Ibadan, FCT Abuja,
Statements May 18" - |July 13"~ | Sept 7" -
29" 24" 18
189 | Corporate Finance and 1&2 Kano, July | Calabar, llorin, Sept
Strategy for Managers 6th—17™" | August 3¢ | 14t — 25t
— 14
190 | Accounting and Book 1&2 Kaduna, Ibadan, Port
Keeping June 15" — | August Harcourt,
260 17t — 28t | September
14% —25%
191 | Strategic and Financial 1&2 FCT Abuja, | Kano, Enugu,
Planning June 15" — | August October
26" 17t —28" | 19" — 29"
192 | Finance for NonFinance 1&2 llorin, July | Kaduna, Lagos,
Managers gth -1 7t August 3¢ | October
_ 14th 12th _ 23rd
193 | Tax Accounting Systemd 1 &2 Nasarawa, | llorin, Kaduna,
and Administration May 4" - | August 3¢ | October
15th _14th 12th _23rd
194 | Improving Management 1&2 Calabar, Kano, FCT Abuja,
Performance Through June 15" - | August 3¢ | Sept 14" —
Budgeting and Cost Control 26 — 14t 25t
195 | International Public Sector | 1 &2 Port Ibadan, Kaduna,
Accounting Standards Harcourt, |June 15" — | Sept 14" -
(IPSAS) May 18"— | 26% 25t
29"
CoNsULT D NG 103 (2



Project Finance in PPP and Kaduna, Lagos, July | Port
PFl’s June 15" - [ 6" —17" | Harcourt,
26t Sept 7t —
18th
197 | Public Finance 1&2 Kano, May | Enugu, FCT Abuja,
Management 11% —22M | june 15 - | Sept 7" —
26th 18th
198 | Withholding Tax Processes | 1 &2 FCT Abuja, | Kano, Calabar,
and Application July 13" - | August Oct 19t —
24 17 -28" | 30"
199 | Corporate Finance Theory |1 &2 Nasarawa, | Calabar, Ibadan,
and Practice May 18" - | June 15" - | August 17t
20t 26 —28th
200 | Building a Financial Model |1 &2 Kaduna, Ibadan, FCT Abuja,
May 4™ - | July 13" — | Sept 14" -
155 24t 25t

MAINFIELD TRAINING
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11. OIL, GAS AND ENERGY MANAGEMENT

Course fee: ONE WEEK COURSE (N400,000) - TWO WEEKS COURSE (N 600,000)

Schedule Dates: Jans5"-16",Jan 26" -30" , February 2"~ 13", Feb 23rd- 27", March 9" -20", Mar 23" - 27" , April
] 1 y 9 B » AP
6" —17", April 20" - 24", May 4" - 15",May 18" = 22", June 8" - 19", Jun 22" 26", July 6" —17",
July 20" -24" ,August 10" - 21", Aug 24" - 28", September 7" - 18", Sept 21* -25", October 5"
-16",0ct 26" - 30", November 16" - 20",Nov 23“ - 27", December 7" -18" 2026.
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LIST OF TRAINING COURSES
 Oil Spill Detection using GIS

» Advanced Strategies in Oil & Gas Economics and Management
* Drafting Power Purchase Agreements (PPAs)

* Oil & Gas Modelling: A Practical Approach

e Oil & Gas Production Management

 Practical Data Analysis and Reporting Techniques Infographics
* Oil & Gas Facility Management

» Theory of Constraints in Oil & Gas Construction Projects

» Facility Management

* Health, Safety and Environment
* Oil and Gas Asset Management
» Oil and Gas Exploration

» Energy Reform and Management
* Waste Management

* Lean and Value Management

* Sustainable Energy

I’-?ag';‘:_:;'\* e &

i : o = 1 A
W K * L g L") Wi

R m

N
- L—

4 - -3t r ]
RIAIK ELED. D RURIAIG e g M
GRS 1D i, :
g . ¢ N . - "
y .- t o 5 7 v




MTC 011 Oil, Gas, Energy Management Programme
201 | Oil Spill Detection using GIS| 1 &2 llorin, FCT Abuja | Lagos, Sept
JJuly 6 - | 14t — 25t
May 18" Y
17th
_ 29th
202 | Advanced Strategies in Oil | 1 &2 Kano, Lagos, Port-
& Gas Economics and . . Harcourt,
May 4" - July 13*— o
Management Sept 14" —
15 24
25th
203 | Drafting Power Purchase 1&2 FCT Abuja, | llorin, Kaduna,
Agreements (PPAs) May 4™ — " August 10"
) July 13" — .
15t -21°
24"
204 | Oil & Gas Modelling: A 1&2 Port Ibadan, Kano,
Practical Approach Harcourt, |August 39 |September
May 4" - | - 14t 14th 25t
15th
205 | Oil & Gas Production 1&2 Kano, May | Lagos, Kano,
Management INERSPP™ | AL SIS September
17th- 28" | 7th- 18
206 | Practical Data Analysisand | 1 &2 Ibadan, Kaduna, Calabar,
Reporting Techniques June 15" - | July 13"~ | September
Infographics 26k 2 14th — 25t
207 | Oil & Gas Facility 1&2 Kano, Lagos, Enugu,
Management : August 3¢ | September
‘IU|y 15t - - 14th 14th 25th
26! i
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12. DIGITAL MARKETING =

We designed this digital marketing course based on only useful in theory. Each course covers a
our experience working with clients in various digital marketing channel in detail with
industries and on the feedback we received from checklists and actionable tips you can apply to
our students. What differentiates this course from your digital marketing campaigns. It is suitable
the rest is that it will not only teach you the theory, for beginners and anyone that wants to learn
but it will show you step-by-step how to use digital digital marketing in the fastest possible way.
marketing to boost your online presence. As an The course content is updated regularly to take
active digital marketing agency, we continually into account the latest digital marketing
optimize our processes by testing different theories techniques and practices. The digital marketing
and techniques, and our findings are transferred to course bundle has ten courses covering all
our online courses. For you, this means that you can major aspects of digital marketing. In particular,
focus on digital marketing practices and itincludes the following courses:

procedures that are proven to work and are not

MAINFIELD TRAINING ‘g__
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SEO /)l

Venue: FCT Abuja, Nasarawa, Lagos, Enugu, Port Harcourt, Warri, Benin, Kaduna,Kano, Calabar,
Minna, llorin, Ibadan.

Course fee: ONE WEEK COURSE (N400,000) - TWO WEEKS COURSE (N 600,000)

Schedule Dates: jan5"-16", Jan 26" - 30" , February 2™-13", Feb 23rd- 27", March 9" -20", Mar 23" - 27" , April

6" —17", April 20" — 24", May 4" —15",May 18" — 22", June 8" 19", Jun 22™ 26", July 6" —
17", July 20" - 24" ,August 10" - 21", Aug 24" - 28", September 7" - 18", Sept 21™ -25",
October 5" —16™,0ct 26" - 30", November 16" — 20",Nov 23" - 27", December 7" -18" 2026.

LIST OF TRAINING COURSES
Digital Advertising and E-Commerce
Digital Marketing Basics Course (How To
Generate Sales Leads)
Content Marketing Course
Email Marketing Course
Social Media Marketing Course
Google Analytics Course
Marketing Psychology ( How to Become a
Master of Influence)
Marketing Masterclass for Senior Executives
and Leaders ‘
Copywriting and Content Marketing DIGITAL
Artificial Intelligence in Digital Marketing MARKETING
Amazon Kindle Publishing and Marketing .
Create a Social Media Marketing Strategy
B2B Marketing for Beginners

MAINFIELD TRAINING
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DIGITAL ADVERTISING AND E-COMMERCE: This
Course explains in detail the strategy and techniques
usedin bringing your business to life through marketing
and advertising. This course explains the basic
principles as well as the other core areas relevantin the
ever-changing world of digital advertisement. This
course will be valuable for business owners who want
to promote theirservices or products online.

COURSE OBJECTIVES: Upon successful completion of
this course, participants willbe able to
» Acquire Skills that can be applied to any
aspect of business to compete globally
¢ ldentity how ads are measured and the most
common standard sizes set by IAB
» Define cookies and various types of targeting
¢ Discuss what metrics are generally tracked and
what standard benchmarks are
* Analyse reporting metrics based on the
publisher display, rich media, video and
social media

COURSE OUTLINE

» Digital marketing basics and Media

o Types of Advertisement ( Banner ads, Video
ads, and rich media) Facebook / Instagram Ads

* Industry standards used in developing
premium contents for advertisement and
marketing

» Digital Ads and Digital Ads Ecosystem

¢ Ecommerce and Search engine optimization

» Branding and Content marketing
» Digital Marketing and Reporting
o Google Analytics (including Google Analytics 4)

DIGITAL MARKETING BASICS COURSE

(How to Generate Sales Leads)

The Digital Marketing Basics course will teach you the
fundamentals of digital marketing. You'll learn what
digital marketing is and how to design and execute a
successful digital

MAINFIELD TRAINING
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marketing campaign. It also includes a
study guide to help you organize your
learning and take full advantage of the
course bundle material.

COURSE OBJECTIVES: Participants Will
Learn

The fundamentals of digital marketing
and e-commerce

Customers engagement and attraction
through digital marketing channels like
search and email

Measure marketing performance
through analytics and present insights
Build e-commerce stores, analyze online
performance, and grow customer
loyalty

COURSE CONTENTS

Lesson - Digital Marketing Basics NEW
Digital Marketing Study Guide

What is Digital Marketing?

Digital Marketing Strategy

The role of a Digital Marketing Manager
Digital Marketing Checklist

CONTENT MARKETING COURSE : The
Content Marketing Course will teach you how
to use content to increase brand awareness,
achieve better SEO rankings, and engage with
(SEO) your audience in the various digital marketing
channels.

COURSE OBJECTIVES: On this course,
participants will learn
*  What type of content to create
and when to publish it, which
audience to target
* How to measure the
effectiveness of your content
marketing campaigns.
* The core strategies content
marketers use to acquire and
retain customers profitably.

&



How to develop, organize and
implement a content marketing
strategy.

* Analyze and measure the
effectiveness of content marketing

*  Write compelling copy, use a
strategic framework when writing.

¢ Build your professional brand and
authority through content
marketing.

¢ How to put the ideas presented to
you into action and build your own
personal brand through content
marketing.

COURSE CONTENTS
¢ Content Marketing Basics
¢ Content Marketing Strategy
* Whatis evergreen content
* How to create linkable and shareable
content
Content Writing and Promotion
Content Marketing Tools

EMAIL MARKETING COURSE

The Email Marketing Course will teach you
how to use email as a sales and
communication channel. You'lllearn how to
get email subscribers fast, how to use email
automation to increase conversions, and
how to dramatically reduce your email
marketing costs.

COURSE OBJECTIVES: At the end of the
course, participants should:

e Understand the marketing management
concepts and frameworks, and apply these
to a new or existing business

e Develop skills to analyze and synthesize
information and derive insights related to
marketing management, from several
perspectives

e Enhance business communication skills
required to work effectively with a
marketing team

MAINFIELD TRAINING 111
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COURSE CONTENTS

Email Marketing Basics

Email Marketing Campaigns

How to create an email list

How to get more email subscribers
Email Marketing Automation
Email Marketing Tools

Email Tools and Costs

Email Marketing Checklist

SOCIAL MEDIA MARKETING
COURSE

This course is for beginners to Social
Media Marketing. It's for people that
don't know how to get started with
social media and need a plan to help
them prioritize their activities. You'll
learn how to create a social media
marketing strategy, how to run
successful social media campaigns and
how to increase your Facebook
followers.

COURSE OBJECTIVES: Participants will

¢ Understand everything about
Social Media Marketing!

¢ Create highly optimized and high
quality paid ads on all Social
Media platforms.

¢ Learn Instagram Marketing A-Z
and how to monetize the social
platform.

¢ Learn Twitter Marketing
strategies for LASER focused ads.

e MASTER YouTube marketing,
including: layout, content
creation, and video ads!

¢ Optimize your LinkedIn profile
and use LinkedIn ads to grow
your business.

¢ Use Web 2.0 blogs to further
expand your reach with SEO and
content marketing.

¢ Learn the power of Pinterest
promoted pins and ALL the

%



Pinterest Marketing strategies we
implement for our clients!

COURSE CONTENTS
¢ Social Media Marketing Basics
¢ What is social media marketing?
¢ Social Media Marketing Strategy NEW
¢ How to create a social media strategy
¢ How to run social media campaigns
e Facebook Marketing
¢ How to get more FB followers fast
¢ Social Media Marketing Checklist

GOOGLE ANALYTICS COURSE: The Google Analytics
Course shows you how to use Google Analytics
(Universal Analytics and Google Analytics 4) to
monitor the performance of your website and make
data-driven decision to get more traffic and sales.

OURSE OBJECTIVES: Participants will

» Use Google Business to benefit your local
business and help your Search Engine
Optimization.

¢ Gain an immersive understanding of the
practices and processes used by a junior or
associate data analyst in their day-to-day job.

o Learn key analytical skills (data cleaning,
analysis, & visualization) and tools
(spreadsheets, SQL, R programming,
Tableau)

e Understand how to clean and organize data
for analysis, and complete analysis and
calculations using spreadsheets, SQL and R
programming

* Learn how to visualize and present data
findings in dashboards, presentations and
commonly used visualization platforms

COURSE OUTLINE
¢ Universal Analytics Basics
e Introduction to Google Analytics
¢ Google Tag Assistant
* Google Analytics Basic Settings
* Google Analytics and Google Search Console
¢ Universal Analytics and SEO
¢ Whatis bounce rate and How to Reduce

MAINFIELD TRAINING 112
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Bounce rate

Google Analytics popular reports for SEOs.
Advanced Universal Analytics

Google Analytics 4 Basics NEW

Google Analytics 4 Reports NEW
Introduction to GA4 Reporting and How to
Customize Reports

Advanced Google Analytics 4 NEW



209 | Digital Advertising and E 1&2 Kano, June | Calabar, llorin, Sept
Commerce 15t — 26" | July 13— | 14t — 25
24"
210 | Digital Marketing Basics 1&2 Kaduna, Ibadan, Port
Course (How To Generate May 11" — | August Harcourt,
Sales Leads) 22nd 10" =21t | October
12th _ 23rd
211 | Content Marketing Course | 1 &2 FCT Abuja, | Kano, Enugu,
June 15" — | August 3¢ | September
26th _ 14th 14th _ 25th
212 | Marketing Masterclass for | 1 &2 llorin, July | Kaduna, Lagos,
Senior Executives and 13t -24% | August 3¢ | October
Leaders — 14th 19th — 30th
213 | Copywriting and Content |1 &2 Calabar, Kano, llorin,
Marketing March 16" " November
th Sept 147 - ond _q3th
-27 et -
214 | Artificial Intelligence in 1&2 Port Ibadan, Kano,
Digital Marketing Harcourt, | 14™-25" | November
March 9" | Sept 2nd 13t
_ 20th
215 | Amazon Kindle Publishing | 1 &2 Kaduna, Lagos, Enugu,
and Marketing May 18" -
Y July 13- | Sept 7t —
29th
24" 18
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13.CUSTOMER SERVICE PROGRAMME

These training programme consist of courses that afford employees and organizations the
opportunity to achieve, exceed and maintain increased sustainable performance. Mid-Management
Staff of different organization have exceeded their targets by attending some of our courses. Our
courses also provides platforms for meeting, networking, and exchanging ideas with participants from
different backgrounds, cultures and teams in organizations. Our past participants have had their
horizons expanded, built profitable networks, broadened their experiences, and applied the new
knowledge, skills, and attitudes acquired back in their organizations. Consequently, our courses have
helped in the re-orientation of the work places of sponsoring organizations making them to reflect
modernizationand globalization.

Venue: FCT Abuja, Nasarawa, Lagos, Enugu, Port Harcourt, Warri, Benin, Kaduna, Kano,
Calabar, Minna, llorin, Ibadan

Course fee: ONE WEEK COURSE (N400,000) - TWO WEEKS COURSE (N 600,000)

Schedule Dates: Jan5"-16", Jan 26" — 30" , February 2™~ 13", Feb 23rd- 27", March 9" -20", Mar 23" - 27" ,
April 6" —17", April 20" — 24", May 4" - 15",May 18" — 22™, June 8" - 19", Jun 22™ -26", July
6" —17", July 20" -24" ,August 10" - 21", Aug 24" - 28", September 7" -18", Sept 21™ -
25", October 5" —16",0ct 26" - 30", November 16" - 20",Nov 23 - 27", December 7" -18"

LIST OF TRAINING COURSES Emotional Intelligence

» Customer Service and Management e Customer Retention (Maximizing Profit)

e Customer Service Masterclass o Soft Skills Fundamentals in Customer

¢ Administrative Support Management Service

» Developing Customer Service Skills and o Service Delivery Best Practices
Support for Customer Service Executives o Customer Service Toolbox

o Customer Service Communication Skills » Customer Service Contact Centers

o Customer Analysis- Knowing Your o Client Retention and Growth Strategies
Customer » Customer Service to Customer

¢ Cold Calling And Tele-Marketing Relationship Management

o Customer Service Mastery (Customer
Service, Support and Experience)

» Digital Customer Service

* Keys to exceptional Customer Service with

MAINFIELD TRAINING ‘ —
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CUSTOMER SERVICE AND MANAGEMENT:
Customer Service and Customer Management form
the major pillars, upon which a business can be
sustained, and successfully promoted. The
importance of having good Customer Service
cannot be overemphasized. Customer Service
refers to the process of providing services to
clients/customers before, during or after they buy
something orreceive services fromyou.

CUSTOMER SERVICE MASTERCLASS:
Customer Service plays a critical role in
today's business world. This masterclass
course will explore the skills involved in
dealing with customers, customer
complaints and the legal and ethical duties of
customer service personnel. Participants will
learn about customer types, needs and

COURSE OBJECTIVES: Course participants
will learn the following:

» Basic Ingredients needed to
champion the customer service
function

o Core strategies and attitudes
needed to become successful in
proving customer service

e Creating your own customer service
strategy

¢ Conducting surveys through
questionnaires and interviews

» Dealing with people face-to-face or
through the phone

* Using the Internet and e-mail in
customer service

» Calming irate and upset customers

* Resolving conflicts

COURSE OUTLINE:

¢ Creating a Customer Focused
Structure and Organization

¢ Building your Customer Service
Strategy

e Customer Surveys: Questionnaires
and Interviews

e Service Standards; Rewards and
Recognitions

¢ Phone & Email Etiquettes

» Handling Tough and Difficult
Customers (Managing Conflicts)

o Effective Human Relations, Body
Language and Gesticulations

¢ Handling Customer Complaints

e Customer Service on the Web

wants, measuring service standards and the
difference between customers and
consumers. The course goes on to discuss
the concept of mystery shopper programs
and the ways in which customer opinions
influence product and service evolvement.

COURSE OBJECTIVES: By the end of this course,
participants will be able to

» Explain the Principles of Customer
Service within an Organization

o Identify the difference between
consumer and customer

o Explain the role of Customer
Relationship Management (CRM)

» Discuss how to manage timely responses
and to manage the stress of pressure
and negativity.

o Discuss how to resolve customer queries

COURSE OUTLINE:

* The context of customer services

e Customer Types and Measuring Service
Standards

» ldentifying Customer Types, Needs,
Wants and Measuring Service Standards

* Mystery Shopper Programmes

e The Consumer Rights Act and
Implications

» Personal Skills in Delivering Customer
Service Excellence

e Customer Queries, Complaints and
Compliance Management

» Developing Loyal Customers and
Employees

¢ Money Laundering and Managing
Customer Data

ADMINISTRATIVE SUPPORT

MANAGEMENT: This course teaches

participants the basics of organization,

resource and time management and

MAINFIELD TRAINING 115 ‘%
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communication. The course explains how to Learn how to interact positively

manage office resources and time more with customers
effectively to improve everyone's . Learn to communicate effectively
performance, showing how to improve verbal . Learn to create and implement
and non-verbal communication skills to service standards
influence othersand empower self. . Learn to evaluate and monitor
service standards
COURSE OBJECTIVES: By the end of this ° Learn to create memorable
course, participants will be able to customer service experience
. Describe the importance and
practice of good organizational skills COURSE OUTLINE:
. Explain the process of Maintaining . Developing a Positive Attitude
effective Time Management . Going a Step Beyond what is
. Recognize how to provide expected
excellent customer service . Dealing with Complaints and
. Outline how to quickly prioritize Problems
and execute tasks . Developing Verbal and Nonverbal
o Demonstrate how to deal with Communication

specialized tasks
Appreciate the importance of
verbal communication skills

Customer Service Best Practices
Attracting Loyal Customers

COURSE OUTLINE:
e Managing Time
» Verbal Communication Skills
* Non-Verbal Communication Skills
e Special Tasks Management
e Business Administration
e Self-Empowering Skills
e The Team of Two

DEVELOPING CUSTOMER SERVICE
SKILLS AND SUPPORT FOR CUSTOMER
SERVICE EXECUTIVES:
This course exposes the participants to basics
of customer service and translates that
knowledge into practical application.
Participants will know how a positive attitude,
going a step beyond basic customer service,
and dealing effectively with complaints will
enhance their work experience. Participants
will learn the difference between internal and
external customers and will learn how the
development and implementation of a
comprehensive customer service policy
promotes consistency in how customers are
treated and keeps customers happy.
COURSE OBJECTIVES: At the end of the course,
participants will

. Understand customer service

M

A
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CUSTOMER SERVICE COMMUNICATION

SKILLS
This course covers a must have important skills in
customer service. A customer service professional

spends mostly 80% of his/her time in communicating.

Several communication models, channels and
policies will be dissected during this class to provide
participants with a total package experience in
engaging and managing customers better.

COURSE OBJECTIVES: At the end of this Course,
participants will learn
o Essentials of Customer Service
» Developing a Customer-Centric Mindset
¢ Where and When Does Customer Service take
place
* Developing a Customer Friendly Attitude
o The Need for Customer Service ( Penalties and
Rewards)

COURSE OUTLINE:

» Developing Effective Communication Skills

* Presenting a Professional Image

¢ Channels of effective Communication

» Verbal and Non-verbal Communication Skills

* Key Body Language Aspects

o The choice of Words (May I, Please, Thank
You) Etiquettes

» Tone of Voice (Inflection, Energy, Volume and
Pace)

CUSTOMER ANALYSIS- KNOWING YOUR
CUSTOMER

Knowing Your Customer (KYC) provides the
foundation for quality customer service and focuses
on building life-long customer relationships
strategies. It provides basics of interest in getting to
know the customers better, what their concerns and
expectations are and how to satisfy them.

COURSE OBJECTIVES: Participants at the end of
this course will [earn
¢ What makes Customers Upset?
» Customer Profiling
e Accurately identify customer's concern and
expectations
o Affirming the Customer's Value
» Quality Service Delivery and Satisfaction

MAINFIELD TRAINING
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COURSE OUTLINE:

* Knowing Your Customer

* Amiable Details Oriented

e Customer Expectations

» Assertive Working Style- Results Oriented
» Analytical- Details Oriented

¢ Dominant Behavioral Style

» Determining your level of service

» 5 key Steps of calming upset customers

¢ Customer Emotional Intelligence

COLD CALLING AND TELE-MARKETING:

Cold calling is the solicitation of business
from potential customers who have had
no prior contact with the sales person
conducting the call. It is attempt to
convince potential customers to
purchase either the salesperson's
product or service.

COURSE OBJECTIVES: Participants at the end

of this course will be able to

o Deliver your opener

* Ask power ( thought provoking)
questions to create meaningful dialog

o Make power (benefit) statements to
establish credibility

e Qualify the prospect as to need, desire,
decision making capability and Money

¢ Gather Information from customers

e Cross-sell organizational products
effectively

COURSE OUTLINE:

. Cold Calling Strategy

. Mastering the Telephone

. Answering the Telephone

. A Professional Greeting

. Active Listening

. Customer Online Support

. Scripted Responses

. Putting Callers on Hold and
Transferring a call

. Closing the Call

oy



218 | Customer Service 1&2 Nasarawa, | Kano, June | Calabar,
Masterclass March 9t - | 15t — 26t | July 13 —
20t 24t
219 | Administrative Support 1&2 FCT Abuja, | Kano, June | Enugu,
Management May 11 - | 15%-26™" | August 17
22nd _28th
220 | Customer Service 1&2 Kano, May | Calabar, Kaduna,
Communication Skills 181 29" | June 15" - | July 13™ —
26" 24"
221 | Customer Analysis- 1&2 FCT Abuja, | Lagos, Port
Knowing Your Customer June 14t Harcourt,
" July 13%— "
- 25 August 10
24th
-21°
222 | Cold Calling And Tele- 1&2 Calabar, FCT Abuja, | Ibadan,
Marketing June 151 - | August 3@ | September
26th - 14th 7th _18th
223 | Customer Service Mastery |1 &2 Kaduna, llorin, Enugu,
(Customer Service, Support May 11" — | June 15" — | August 10"
and Experience) D nd 26t —21st
224 | Digital Customer Service 1&2 Enugu, Ibadan, Kano, Sept
June 15" - | August 7t - 18t
26 17t -28%
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To understand the role that data professionals play
across industries, it's important to first understand
what Data Science and analytics is. We have more
data than ever before. But data alone cannot tell us
much about the world around us. We need to
interpret the information and discover hidden
patterns. This is where data science comes in. Data
science uses algorithms to understand raw data

and Analytics brings together theory and practice
to identify and communicate data-driven insights
that allow managers, stakeholders, and other
executives in an organization to make more
informed decisions. Experienced data
professionals consider their work in a larger
context, within their organization and in
consideration of various external factors.
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Venue: FCT Abuja, Nasarawa, Lagos, Enugu, Port Harcourt, Warri, Benin, Kaduna, Kano,

Calabar, Minna, llorin, Ibadan

Course fee: ONE WEEK COURSE (N400,000) - TWO WEEKS COURSE (N 600,000)

Schedule Dates: jan 5"-16", Jan 26" - 30" , February 2™~ 13", Feb 23rd- 27", March 9" -20", Mar 23 - 27",
April 6 —17", April 20" - 24", May 4" —15",May 18" - 22™, June 8" - 19", Jun 22™ 26", July
6" —17", July 20" - 24" ,August 10" - 21", Aug 24" - 28", September 7" -18", Sept 21* -
25", October 5" —16™,0ct 26" - 30", November 16" — 20",Nov 23" - 27", December 7" -18"

2026.

Data Science A-Z

Data Management

Data Analysis

Statistics for Business Analytics and Data
Science Masterclass

Microsoft Excel - Data Visualization, Excel
Charts & Graphs

Microsoft Power Bi Essentials

Learning Python for Data Analysis and
Visualization

Machine Learning

Data Visualization for Beginners

Data Storytelling

Dynamic Dashboards and Data Analysis

MAINFIELD TRAINING
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with Data Studio
Data Visualization with MATLAB
Google Spreadsheet from Ato Z

Data science is the
domain of study that deals with vast volumes
of data using modern tools and techniques to
find unseen patterns, derive meaningful
information, and make business decisions.

At the end of this
course, participants will learn
Types of Data Statistical Analysis
Knowing your target customers
New Innovations
How to reduce Operational Cost



This course will give you a full overview of the Data
Science journey. Upon completing this course you
will know how to clean and prepare your data for
analysis, how to perform basic visualization of your
data, how to model your data, how to curve-fit your
data and finally, how to present your findings and
wow the audience

COURSE OBJECTIVES:

Participants will learn

how to

o Successfully perform all stepsina
complex Data science project

e (Clean data and look for anomalies

* Present data science projects to
stakeholders

e Perform Basic Visualization of your data

e Curve-fit your data

COURSE OUTLINE:

¢ Whatis Data Science

o Data Science Lifecycle

» Data Science tools and Applications

o Data methods, scientific analysis, and
statistics

¢ Forecasting Algorithms and Data Model

¢ Create Basic Data Visualization

¢ Introduction to Tableau

¢ Data Mining in Tableau

e Linear Regression

e Scripts Creation in SQL

+ SQL Server Integration Services (SSIS)

DATA MANAGEMENT: : Data is a collection of
facts and statistics, such as numbers, words,
measurements, images, videos, observations or
descriptions of things. Data management is the
process of collecting, organizing, safeguarding,
and storing an organization's data so that it
may be used for analysis and business decision-
making. Data management solutions are crucial
for making sense of the enormous amounts of
data that enterprises are producing and
consuming at previously unheard-of rates.

COURSE OBJECTIVES: Participants at the end of

the course will learn
° What is Data
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»  Sources of Data Collection

o Types of Data (Qualitative,
Quantitative Data, Nominal and
Ordinal Data)

. Data Management Best Practices

COURSE OUTLINE:

* What is Data Management

- Data management processes and
plans

+ Benefits and Challenges of Data
management

+ Data Modelling and Cataloguing

+ Data Security and Architecture

+  ETLs ( Extract, Transform, Load)

+ Data Quality Management

+ Data management best practices

DATA ANALYSIS: Data Analysis is the process of
inspecting, cleaning, transforming and
modelling data for Business decision-making. It
ensures that the data that is reported and used
can be trusted, Data analysis and governance
helps to ensure quality data is available, usable,
secureand hasintegrity.

Data Analyst don't work with just data, they
might be part of an overall data governance
team

COURSE OBJECTIVES: Participants at the end
of the course will learn

o Whatis Data

» Sources of Data Collection

¢ Help solve Problems

e Obtain Accurate data

COURSE OUTLINE:

¢ Introduction to Data Analysis

* Roles and Responsibilities of a Data
Analyst

o Types of Data Statistical Analysis (
Descriptive, Diagnostic, Predictive and
Prescriptive)

o Data Collection Process

» Data Analysis Life cycle

» Data Visualization and Interpretation

o Data Analysis Tools

» Data Modelling using Power BI

e Using Data in Project Management
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STATISTICS FOR BUSINESS ANALYTICS

AND DATA SCIENCE MASTERCLASS.

If you are aiming for a career as a Data Scientist or
Business Analyst then brushing up on your statistics
skills is something you need to do. On this course
you will quickly get the absolutely essential stats
knowledge for a Data Scientist or Analyst. This is a
very practical course that have specifically included
real-world examples of business challenges to
show you how you could apply this knowledge to
boost your career. At the same time you will master
topics such as distributions, the z-test, the Central
Limit Theorem, hypothesis testing, confidence
intervals, statistical significance and many more!

COURSE OBJECTIVES: Participants will learn at this
course
e WhataNormal Distributionis
e Understandstandard deviations
e The difference between continuous and
discrete variables
e Understand what a sampling distribution is
andthe Central Limit Theorem
e ApplytheCentral Limit Theoremin practice
e Apply Hypothesis Testing for Means and for
Proportions
e Understand the difference between a
normal distribution and a t-distribution
e Understand and apply statistical
significance
e (reate confidence intervals and understand
the potential pitfalls of overusing p-Values

COURSE OUTLINE:

e Essentials of Business Statistics

e Statistical Distribution

e CentralLimit Theorem

e HypothesisTesting

e Statistical Significance

e UsingT-ScoreandT-Tables

e Usethez-ScoreandZ-Tables

MICROSOFT EXCEL - DATA VISUALIZATION,

EXCEL CHARTS & GRAPHS
What comes to people's mind when they think of
Excel, is that they will say "spreadsheets'. The truth
is, Excel is an incredibly powerful and dynamic data
visualization platform for those willing to think
beyond rows, columns, and primitive pie charts.
This course gives you a deep, 100% comprehensive
understanding of Excel's latest data visualization

MAINFIELD TRAINING
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tools and techniques. This Course will show you
when, why, and how to use each Excel chart type,
introduce key data visualization best practices,
and guide you through interactive, hands-on
demos and Excel exercises every step of the way.

COURSE OBJECTIVES: At the end of this
course Participants will

e Understand WHEN, WHY, and HOW to use
20+ charttypesinExcel 2016+

e Learnadvanced Exceltools like automated
dashboards, scrolling charts, dynamic
formats,and more

e Master unique tips, tools and case studies
that you won't find in any other Excel
course, guaranteed

e Explore fun, interactive, and highly
effective lessons from a best-selling Excel
instructor

e Build 10+ Excel projects designed to take
your data visualization skills to the next
level

COURSE OUTLINE: We will cover advanced
Exceldatavisualization topicson

e Customimageoverlay charts

e Automation with named ranges and
OFFSET/COUNTA functions

e Scroll & Zoom functionality with Excel
form controls

e Animated charts to visualize changes over
time

e Dynamic, custom Excel dashboards

e Value-based chartformatting

e Customgauge charts & pacing charts

e Gridvisuals using Excelarray formulas

MICROSOFT POWER BIESSENTIALS

This is a comprehensive introduction to Microsoft
Power Bl, Master Power Bl Desktop, the Power B
service & Power Bl mobile. This user-friendly
course is designed to familiarize you with
Microsoft Power Bl's business intelligence
capabilitiesin the most logical order.

The course reflect the way in which Microsoft
Power Bl works and the order in which operations
are carried out, each of the sections in this course
starts with an overview and ends with a section
summary which recaps the key topics covered and
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reminds you where these techniques fit into the
overall Microsoft Power Bl cycle.

COURSE OBJECTIVES: At the end of this course
Participants will learn

e Essentials of Power BI

e How to use Power Bl Desktop to import and
model dataand createreports.

e How to use the Power Bl service for the
creation of dashboards, collaboration and
sharing of content.

e Tailor Microsoft Power Bl to Organization use

COURSE OUTLINE:

e (Getting Started,

e Connectingto Data,

e DataWrangling and Data Modelling,

e DAXformulasusing DAXlanguage

e Visualization using Cards, KPI Visual and the
Gauge

e Publishing & Sharing.

Createreportsand dashboards
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Data Science A-Z Kaduna, Ibadan, FCT Abuja,
May 11" — | July 6= | Sept 14t -
22" 17t 25t
226 | Data Management 1&2 Kano, July | Calabar, llorin, Sept
13t —24%" | August 14th — 25t
17th _ 28th
227 | Data Analysis 1&2 Kaduna, Ibadan, Port
June 15" — | August 3 | Harcourt,
26 — 14t September
7th _ 18th
228 | Statistics for Business 1&2 FCT Abuja, | Kano, Enugu,
Analytics and Data Science June 15" — | August 3¢ | October 5™
Masterclass 26t — 14th — 16"
229 | Microsoft Excel Data 1&2 llorin, July | Kaduna, Lagos,
Visualization, Excel Charts 6th -17t August 3¢ | October
& Graphs — 14t 12th — 23
230 | Microsoft Power BI 1&2 Nasarawa, | llorin, Kaduna,
Essentials May 11" - | August October
22nd 17th _28th 19th _30th
231 | Learning Python for Data 1&2 Calabar, Kano, FCT Abuja,
Analysis and Visualization June 15" - | August Sept 14 —
26th 17th _ 28th 25th
232 | Machine Learning 1&2 Port Ibadan, Kaduna,
Harcourt, |June 15" — | Sept 7" -
May 18" — | 26t 18
29th
2
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233 | Data Visualization for 1&2 Kaduna, Lagos, July | Port
Beginners June 15T - | 13t —24™ | Harcourt,
26t Sept 14" —
25th
234 | Data Storytelling 1&2 Kaduna, Ibadan, FCT Abuja,
May 4" - | July 13t — | Sept 14" -
15 24 25
235 | Dynamic Dashboards and 1&2 Kano, Enugu, FCT Abuja,
Data Analysis with Data August September | June 15™ —
Studio 10" —21 | 14" —25" | 26
236 | Data Visualization with 1&2 Kaduna, Lagos, llorin, July
MATLAB August 3" | October 13t 24t
_ 14th 5th _ 16th
237 | Google Spreadsheet from A| 1 &2 llorin, Kaduna, Nasarawa,
toZ August October May 18 -
17th _ 28th lzth _23rd 29th

MAINFIELD TRAINING
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15. ORGANIZATION AND PERSONAL MANAGEMENT
PROGRAMME

Venue: FCT Abuja, Nasarawa, Lagos, Enugu, Port Harcourt, Warri, Benin, Kaduna,Kano, Calabar,
Minna, llorin, Ibadan.

Course fee: ONE WEEK COURSE (N400,000) - TWO WEEKS COURSE (N 600,000)

Schedule Dates:
Jan5"-16", Jan 26" - 30" , February 2™-13", Feb 23rd- 27", March 9" -20", Mar 23“- 27" ,
April 6" —17", April 20" - 24", May 4" - 15",May 18" — 22", June 8" - 19", Jun 22™ -26", July
6" —17", July 20" -24" ,August 10" - 21", Aug 24" - 28", September 7" -18", Sept 21™ -25",
October 5" —16™,0ct 26" - 30", November 16" — 20",Nov 23" - 27", December 7" -18" 2026.

|
MAINFIELD TRAINING ~
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Managing the Boss at Kano, June | Calabar, llorin, Sept
workplace 15" —26" |July 6"~ | 14" —25"
17t
Emotional Intelligence at 1&2 Kaduna, Ibadan, Port
workplace May 18" — | August 3¢ | Harcourt,
29t — 14 October
12th _ 23rd
Effective Negotiationand |1 &2 FCT Abuja, | Kano, Enugu,
Mediation skills June 15" — | August September
26th 1oth _ 21st 7th _ 18th
Managing Change, People | 1 &2 llorin, July | Kaduna, Lagos,
and Processes 13th 24th August October 5"
17th _ 28th _ 16th
Work Ethics for enhanced |1 &2 Calabar, Kano, llorin,
Productivity at workplace March 2" November
13t SePLTT= | gin p7e
) 18t )
Organizational Culture, 1&2 Port Ibadan, Kano,
Structure and Strategy Harcourt, | 14™-25™ | November
March 16" | Sept 16th -27th
_ 27th
Leading a High Performing | 1 &2 Kaduna, Lagos, Enugu,
Team May 11t -
Z/ July 13— | Sept 7t —
22"
24 18
CorporateEtiquette and 1&2 Kano, May | Enugu, Lagos, Sept
Protocol Management Ath —15% | August 3¢ | 7th—18%
-14%
:A
127 &



Managing the Boss

Emotional Intelligence

Office Etiquettes and Courtesy
Use of First Aid

On Time- On Target management

Balanced Scorecard as a tool for performance
management

Corporate Etiquette and Protocol
Management

Effective Negotiation and Mediation Skills
Effective Time Management Skills

Excellent Customer Service: Going the Extra
Mile

Management Skills for Executive Secretaries
and PA

Managing Change, People and Processes
Facility and Vendor Management

Supply Chain and Logistics
Travel and Fleet Management

Advanced Communication Skills for Managers
and Leaders

Coaching and Mentoring Skills for Managers
Impressive Presentation and Public Speaking
Skills
Advanced excel skills for Finance Managers
Asset Liability Management: Tools and
Techniques

Business Financial Forecasting and Modeling
Corporate Finance Theory and Practice

Cost Optimization: A Strategic Emphasis
Effective Budgeting  and Financial
Management

Corporate Tax Planning and Management for
Tax Payers

Effective Disaster Management

Forensic Auditing and Accounting
International Financial Reporting Standards
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Course Fee: ONE WEEK COURSE (N400,000) - TWO WEEKS COURSE (N 600,000)

Schedule Dates:
Jan5"-16", Jan 26" - 30" , February 2™~ 13", Feb 23rd- 27", March 9" -20", Mar 23" - 27" ,
April 6" —17", April 20" - 24", May 4" —15",May 18" - 22™, June 8" - 19", Jun 22™ 26", July
6" —17", July 20" - 24" ,August 10" - 21", Aug 24" - 28", September 7" -18", Sept 21 -25",
October 5" —16™,0ct 26" — 30", November 16" - 20",Nov 23 - 27", December 7" -18" 2026.

International  Public Sector Accounting
Standard (IPSAS)

Interpreting and Using Financial Report for
Non-Finance Managers

Public Financial Management: Reporting and
Auditing

Best Practice in Procurement Management

Contract Management

Project Appraisal and Impact Analysis nT" En
Project Planning and Scheduling

Effective Stress Management

Brand Innovation and Product Management

Strategic Protocol Management and Effective P n 0 FEss I 0 an

Public Relations

HR Recruitment and Selection
Negotiation and Influencing Skills for Tnnl N I N G
Managers

Health and Safety in Workplace
Effective Records Management

Understanding Organizational Culture and

Behavior at Work place

Lean and Value Management
Research Methodology and Analytics
Corporate Social Responsibility (CSR)
Security and Crime Prevention

Vocational Training Masterclass
Cyber Security Masterclass
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Overview: With community development program, you will be prepared with practical tools to
meet today's challenges as a project director, community leader, grassroots activist, funder, or field
worker in community-based organizations and governmental and non-governmental institutions.
The program is highly customizable and offers many specializations for you to choose from.
Additionally, the ability to create your own specialization from our wide breadth of community
development courses allows you to tailor the program to meet your individual needs and

organisational interests.

List of training courses: To earn a certificate in sustainable community development, Participates
canchoose from a list of courses in the Programme. Each course runs for five days and requires a
minimum of 40 hours boardroom participation.

e Sustainable Community Development Masterclass Certification

e Community planning and development

e Economic development

e Food security/agriculture \

e Participatory facilitation

e Political empowerment

e Natural resources management [

e Community-Based Mapping —— i: ﬁ:
MAINFIELD TRAINING 130 ( "\—
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Course Fee: ONE WEEK COURSE (N400,000) - TWO WEEKS COURSE (N 600,000)

Schedule Dates:
Jans5"-16", Jan 26" - 30" , February 2™- 13", Feb 23rd- 27", March 9" -20", Mar 23- 27" ,
April 6" —17", April 20" - 24", May 4" —15",May 18" - 22™, June 8" - 19", Jun 22™ -26", July
6" —17", July 20" -24" ,August 10" - 21", Aug 24" - 28", September 7" -18", Sept 21 -25",
October 5" —16™,0ct 26" - 30", November 16" - 20",Nov 23 - 27", December 7" -18" 2026.

Who to Attend: Project director, Community leader, Grassroots Activist, Funder, or field worker,
Project Officers, Monitoring & Evaluation Officers in community-based organizations and

governmental and non-governmental institutions.
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SUSTAINABLE COMMUNITY
DEVELOPMENT MASTERCLASS

This course provides a framework for community
development based on a participatory, bottom-
up, multi-sector model. Various approaches have

been used in community development with

varying degrees of success. One approach that has

consistently demonstrated effectiveness is the
Village Earth model based on participatory
practices. Through personal and structural
empowerment, the objectives of economic well-
being, environmental sustainability, and socio-
cultural vitalization can be met. By looking at an
overview of the entire development process and
using case studies, this course will prepare
participants to work in the field of community
development and illuminate how all of the
development efforts fit together to support the

overall goal of sustainability.

OBJECTIVES

« Upon completion of this course participants

will be able to:

» Compare different development approaches
and evaluate their effectiveness.

» Understand the basic principles that underlie
sustainable  development.Incorporate

participatory  practices into community
developme

» the basic principles that underlie sustainable
development.Incorporate participatory

practices into community development
activities.

» Design a development project based on the

Village Earth model

MAINFIELD TRAINING 132
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COMMUNITY
MOBILIZATION

What is it that turns a group of individuals into an
organization  or social movement? What
structural, social, or even psychological barriers
inhibit or prevent individuals and groups from
getting involved and working together for
change? We define community mobilization as
both an initial and ongoing process central to any
community and social change effort that seeks to
build support and participation of individuals,
groups, and institutions to work towards a
common goal or vision.

OBJECTIVES

Upon completion of this course participants will
be able to:

* Understand the role of community
mobilization in the context of human rights-

based approaches to community
development.
* Better understand the causes and

psychological effects of poverty oppression.
» Better communicate with individuals and

communities to enhance trust and solidarity.
e Assist communities in the analysis and

transformation of their world.

TECHNOLOGY AND COMMUNITY-

BASED DEVELOPMENT

Technology plays an important part in the
community development process. This course
covers the principles of using technology
effectively in community development, and uses
examples and case studies to illustrate successful
technology implementations.

To be successful, applying technology requires the
practitioner to carefully consider and select the
appropriate technologies; incorporate hard
technologies (solar cells, irrigation systems and
other tools) and effective techniques for using
them; and develop a plan encompassing all of the
activities associated with using technology, from
the initial investigation to maintenance and

support.
&
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OBJECTIVES
After completing this course, participants will be
able to select appropriate technology for their
community development project and develop a
plan to assure successful implementation.

COMMUNITY-BASED
MAPPING

Mapping can be a powerful tool for communities
to use to better manage their resources, plan for
the future, record and utilize local knowledge,
raise awareness about areas of concern in their
environmental and social landscape, and
communicate their priorities and concerns to
external agencies or governmental officials.

This course explores theories, ethics, applications,
and methods of community-based mapping and
its role in participatory learning and action as well
as larger processes of integrated community-
based development. While drawing on many of
the recent case studies, academic writings, and
reports from the field, the course is highly
interactive and emphasizes sharing experiences,
ideas and insights from course participants.

OBJECTIVES

Upon completion of this course, participants will

be able to:

® Understand the basic principles, theories, and
ethics of community-based mapping and its
role in community-based development.

® |dentify which mapping methods and tools are
most appropriate to achieve the desired
objectives.

® Understand some of the political, cultural, and
social organizational factors in community-
based mapping projects.

® C(Collect and map geographic information
through local knowledge and participation of
community members.

® Locate and utilize existing geographic
information datasets for specific project areas.

® Understand the basic features of Geographic
Position Systems (GPS) and Geographic

MAINFIELD TRAINING
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Information  Systems (GIS) and their

applications.

ENGAGEMENT THROUGH
LEADERSHIP

This course is designed to help you develop skills
and awareness in order to empower and engage
your community through leadership training.
Many sections in this course use theory and
methods that are adapted. Participation is
important for the course, as each section will lay a
foundation for the next. In order to help you
develop your own leadership style, the course will
build and expand upon concepts through
discussions and experiential tools divided into
sections. Sections 1 and 2 provide a foundation in
self-leadership. Section 3 provides the transition
between leading self and leading with others, and
Sections 4 and 5 focuses on leading with others.

OBJECTIVES

Upon completion of this course participants will

be able to:

» Define leadership for self, learn about other
course mates' opinions of leadership, and
apply these definitions to a leadership
framework

* ldentify core personal values and explore how
values affect personal leadership styles.

* Understand the role of vision in leadership and
explore tools for developing both personal
and organizational vision.

» Explore the many sources of power, apply
power sources to leadership styles, and make a
plan for “powerful leadership”.

* Learn how to lead in diverse situations.

* Understand how to communicate effectively
as a leader, especially when giving and

t{

receiving feedback.
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PARTICIPATORY MONITORING
AND EVALUATION

This course stresses participatory methods in
monitoring and evaluation, where multiple
stakeholders are involved in the process of
planning, collecting, interpreting, communicating,
and using information. This approach emphasizes
a regular monitoring process that leads to
continuous improvements. The course uses a case
study and team discussions to illustrate the

participatory monitoring and evaluation process.

OBJECTIVES

« Upon completion of this course the student

will be able to:

» Plan a monitoring and evaluation project

» Develop evaluation questions that address
stakeholders needs.

« Select the most appropriate data collection
method for a given situation.

« Effectively communicate monitoring and
evaluation data.

* Use the monitoring information to achieve
continuous improvement

SOCIAL ENTREPRENEURSHIP
AND ENTERPRISE DEVELOPMENT

One of the biggest challenges we face in today's
global economy is the alleviation and ultimate
elimination of poverty. Unemployment, lack of
economic opportunities and the inability to
provide for one's needs and those of one's family,
lead to destructive consequences at the individual
level and can lead to crime and armed conflict at

the social level.

MAINFIELD TRAINING
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This course will examine entrepreneurship and
enterprise generation as a key foundation of the
development of both economic and social capital,

as well as individual and community

empowerment. Its main emphasis will be the

exploration of entrepreneurship  with an

imperative to drive social change and build

sustainable ventures. Its focus will be on

designing enterprises for the base of the

economic  pyramid in the context of

disadvantaged communities. We will participate

in the unfolding dialogue about what constitutes a
“social entrepreneur”, develop an understanding
of the power of “disruptive innovation”, and

study success stories from around the world.
This course will require critical thinking and be
highly interactive. Students will share their
experiences, ideas, insights and challenges.
Participants will be able to apply the learning from
this course to their own start-ups and field

projects.

OBJECTIVES
Upon completion of this course, participants will
be able to:

* Understand

the role

development in poverty reduction.

of enterprise

+ Identify key elements to designing a successful
social venture.

* Analyze social entrepreneurship in the context
of developing sustainable businesses.

» Network with resource organizations for social
enterprise development projects.

M
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COMMUNITY PARTICIPATION
AND CONFLICT RESOLUTION

Over the last three decades, community conflict
resolution has become a world-wide export,
embraced by many organizations throughout the
world. This practice includes community
mediation, facilitation, collaborative problem
solving,  conflict  resolution, conflict
transformation and even conflict transcendence.
Looking more closely at these processes and
practices, we will explore their social and cultural
significance  and applicability  in various
communities.

In this course we will examine the nature of
community-driven  conflict resolution, while
exploring the power dynamics of disputes and
their contexts and how we seek to find our own
center in relation to such disputes. The course will
be largely issue-focused, rather than skill-based,
with an eye toward working with indigenous
communities and in other sensitive cultural

contexts.

MAINFIELD TRAINING 135
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OBJECTIVES

Upon completion of this course, participants will
be able to:

Examine the nature of community conflict
resolution processes and practice.

Reflect upon our cultural assumptions about
conflict resolution.

Explore the dynamics and contexts of power in
disputes.

Find our own center in relation to conflict

processes
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We offer Seminar Courses across every major technical and management discipline to ensure that the

transformations we deliver are result-driven, cost-effective and sustainable.

CONTACT US:

Plot 1240 Cadastral Zone D13 Kaura District
Kenuj 02 Mall, Gudu,

F.c.t, Abuja,

Emial:mainfieldtc@gmail.com

Website: www.mainfieldtc.com

Tel: 08091362361, 08163207407
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