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}}wHO SHOULD ATTEND 

Bookkeepers, accounts clerks and 

administrators 

Assistant managers, junior managers, 

supervisors and team leaders 

Recent graduates and new employees 

who need help finding their place in the 

business world 

Reception, secretarial, administrative 

and support staff who want to improve 

their job performance and career 

prospects 

* TAKE HOME TOOLS

A detailed manual/workbook and 

electronic copy of course material 

A notepad & pen 

One month of free telephonic and e

mail support included 

COURSE INFORMATION 

}}OUTCOMES 
After attending this course attendees should be able to: 

I > Improved self-esteem and a positive attitude through confident
behaviour 

> Enhanced work performance through co uctive conflict managem , nt 

> Better decision making and improved re· tions il)&.! ith client and
colleagues

> No more being the victim: you will gain the r spect of your peers

> Gain more control of what happens in your wo k environment, and
your personal life

> Achieve targets and exceed your manager's expectation tih □ugh
self-belief and confidence in your own talents

> Show yourself capable of more responsibili .
promotion!

}}LEVEL 2 BBBEE STATUS 

* TERMS & CONDITIONS
► PAYMENTS: 

> 

> 

Payment terms are 30 (thirty) days from date of course completion, The final invoice will be based on the confirmed minimum number of delegates provided as follows: 

COURSES INSIDE GAUTENG: At least SEVEN working days prior to the course 

COURSES OUTSIDE GAUTENG: At least TEN working days prior to the course 

Absent delegates are charged for, 

POSTPONEMENTS: 

POSTPONE WITHOUT COSTS: 

PAY 25% OF THE COURSE FEE: 

PAY 1 00% OF THE COURSE FEE: 

If you advise us at least TWO weeks prior to the course 

If you advise us less than TWO weeks prior to the course 

If you advise us within ONE week of the scheduled course 

Once you have postponed, you cannot subsequently cancel without being liable for the FULL course fee, 

A new date convenient to both parties will be agreed upon, however all postponements need to be utilised within SIX months of the original scheduled course date, 

CANCELLATIONS: 

CANCEL WITHOUT COSTS: 

PAY 50"/a OF THE COURSE FEE: 

PAY 1 00% OF THE COURSE FEE: 

If you advise us at least TWO weeks prior to the course 

If you advise us less than TWO weeks prior to the course 

If you advise us within ONE week of the scheduled course 

► PRESENTERS: 

Should it be necessary, AstroTech Training reserves the right to substitute the presenter, 

► VENUE: 

If you have chosen to use the AstroTech Conference Centre as the venue for your training, the terms and conditions specific to Conferencing will be provided separately 
for your acceptance and signature, 

► COMMUNICATION 

When a person registers on the Astra Tech websrt:.e, is registered on an AstroTech course or sends an email to Astra Tech, that person consents to receiving communications 
electronically or otherwise from Astr□Tech and/or its business partners, 

► DISCLAIMER 

AstroTech Training will not be held responsible for any loss, damage or harm, direct, indirect, consequential or otherwise and howsoever arising that may be caused 
to any person or property during the providing of any services by AstroTech to the client. 

eSpending with Astr□Tech counts twice! You can claim 125% of any 

training spend with us towards your Procurement scorecard, and 

everything spent with us on training your qualifying staff will count 

towards your Skills Development target! 


