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MT1 - SPSS Program

Overview

SPSS provides a powerful statistical analysis and data management system in a Graphical environment.
This workshop introduces participants to the basic functions of SPSS and teaches the Skills necessary to
perform a variety of statistical functions.

Objectives:

e Navigate around the SPSS software

e Work with data in SPSS

e Perform a variety of statistical analysis functions

Target audience:

Anyone engaged in quantitative research. Participants have good PC skills, a basic knowledge of Excel
and a working Knowledge of statistical concepts. No previous SPSS experience is required.

Date: May 2015 (12 Sessions about 24 Hrs.)

MT2- Microsoft Publisher
Objectives:
By the end of this course, participants will be able to perform the following tasks:
1- Publisher Basics:
0 Useful Definitions
o0 Open Publisher
0 Create New Publications
2- Projects:
0 Create a Calendar
3- Save Your Publication
4- Print Your Publication
5- Create Other Publications
0 Create a Business Card
o0 Create a Greeting Card

o Create abrochure
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6- Use Publisher’s Help
Trainer: Ali Diab
Date: April 2015

MT3-Microsoft Project Management

Objective:

This introduction course is designed for individuals who want to use Microsoft Office Project Professional.

The topics in this course cover the critical skills necessary to create and modify a project plan file that

contains tasks, resources, and resource assignments.

Learning Objectives:

After completing this course, participants will be able to:

e Understand the concepts of project scheduling and management, the project lifecycle, triple
constraints and explanation of terms.

e Understand MS Project screen.

e Know how to create a project — specifying ‘Schedule From’ date, entering tasks, recurring tasks and
milestones.

o Define task relationships, specifying lead and lag time.

e Save a project — definition of the project baseline.

e Navigate through a project — editing tasks using task information, entering constraints.

e Assigning notes, attaching documents and drawings to tasks.

Trainer: Ali Diab

Date: March 2015

MTé6- Work Life Balance

Objective:

e Understanding the concepts of work life balance, stress and resilience.
e The mastery of stress management.

o Identifying stressors and applying stress management strategies.

e Values and goal setting.
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The power of perception.

Dealing with different personalities, handling difficult situations and people.
Self - awareness tools.

Giving and receiving feedback.

Emotional intelligence.

Covey's Seven Habits of Highly Effective People.

Focus of control and self-talk cycle.

Learning optimism, resilience and being.

Time management.

Getting it to work in the real world.

Date: 15 April 2015

MT7-Become a paperless Office

Learning Objectives

1-

Understand the Challenges of Paper Use:

Understand the challenges of using paper.

Understand the environmental impacts of using paper.

Learn about the cost and efficiency benefits of reducing paper.

Understand the reasons why users still print documents.

2- Ways to Reduce Paper: Useful Definitions:

Understand how to utilize available technology to reduce paper.

Learn how to reduce paper through better electronic organization of documents.

Discover other electronic ways to manage and process information instead of through paper.
Understand basic printer and scan functions options to reduce paper.

Gain strategies on tracking meeting notes electronically.

Learn easy and simple paper reduction measures in the office.

Review of key office paper policies to reduce paper consumption.

Date: 15 March 2015
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