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Final Report About The Training Course Conducted

By

Arab Americare Foundation In Bethlehem District

Introduction:

The main goal for this training course is:

1. Improve and enhance the capabilities and skills of new graduates and readiness to work in the local market

Training Name:

· Professional Development Program.
The topics of the course:

· Capacity Building Of new graduates.

Date and Period:

Training for the one groups:

•
The training course started on August.03.2015 and completed August.09.2015.

•
The duration of the course is 37 hours during 6 days.

Place of training:

· The activity took place at the hall of Hodaly Information Technology, Bethlehem District.

The instructors:

· 3 trainers participated in the activity as follows:

1. Samir Alshiekh 

taught 25 hours

2. Mr.Osama                    
taught 06 hours
3. Mr.Nael 


taught 06 hours

Total


     37 hours

The target groups:

11 representatives from Bethlehem University In Palestine participated in this activity.. List of names attached.

Methodology of training:

The training focused on applied and practical methods by using the following concepts:

•
Brainstorming regards the definition of  role in leading and developing the organization.

•
Presenting the subjects by involving the trainees in discussion and encouraging dialogue.

•
Dividing the large group into small groups and given these small groups specific tasks as example, proposal writing.

Subject of the course:

· Business and Email writing

· Introduction to technical writing.

· Types of technical correspondence – memo, letters, abstracts, emails.

· Revising and editing.

· Punctuation.

· Organizing ideas in a useful fashion.

· Report writing.

· Proposal writing.

· English Language

· Using impressive range of learning resources.
· Communicate effectively, accurately and confidently through solid grammar work, a focus on high-frequency vocabulary and regular well-Structured.
· Job Roles.
· Those needing to improve their English language skills, whether for  business needs, educational advancement, or everyday conversation.

· Prerequisites

· Vocabulary

· Reading & listening

· Task & Speaking 

· Functions & Situations

· Impression Management 

· What is the management and importance

· Effective presentation

· Effective communication techniques.

· Interpersonal communication.

· Business communication.

· Listening skills.

· Curriculum development.

· Raising organizations’ communication
· CV writing / Presentation / Branding
· Writing an effective resume

· CV/resume definition

· Why is a resume important

· Fact sheet

· Different types of resume

· Chronological resume

· Functional resume

· Combinations CV
· Presentation

· What your CV should always include

· Other information

· What your CV should never include

· Action words

· CV checklist – content

· CV checklist – design

· A winning CV is

· What are employers looking for

· Cover letter 

· Structure of a cover letter
· Interview favorite questions 
· Tips
· Time management 
· Personal time management.

· How to use time.

· Work in priority order.

· Planning, allocating, setting goals, analysis of time spent, monitoring, organizing and scheduling.

· Customer service.

· Coaching and leadership 
· Leadership skills.
· Skills management.
· Teams and groups.

· Presentation skills.

· Project planning.

· Self motivation.

· Delegation

· Project planning.

· Self motivation.

· Delegation
· Body language 
· Computer Skills
· Concepts of Information Technology (IT)

· Using the Computer and Managing Files-Windows 

· Word Processing

· Excel Processing

· Spreadsheets

· Presentation
Positive aspect of the training:

· The participants were interested enthusiastic about all the subject.

· The instruction followed a democratic system in managing their sessions.

· The participants have gained reasonable skills experiences which will enable them to prepare and write project project proposals.

· The hall was comfortable and very convenient.

· Hospitality for the trainees was acceptable.

· The relationships among the participants were in harmony.

Method of training: 

Using the following methods:
· Evaluation each meeting by participants.

· Collective interactions.

· Discussion groups, mini. 

· Practical exercises, individually and collectively.

Recommendations:

· The participants are hoping to get other training in Computers Internet Skills.

· To give more attention to women and youth sectors in future training.

Evaluation: 

· Training has been evaluated by the participants through evaluation forms and the results were very satisfactory. The rate of evaluation 96%
Attachments:

1. The schedule of the training course.

2. Photocopy of the training.

3. Advertisement copy of the training.
4. List of the names of trainees.

5. Evaluation forms and notes of trainees.
With My Kindest Greeting

     Trainer

Sameer Alsheikh
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