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OUR SERVCES 
Prince Mohammad Bin Fahd University aims to be among the potential contributors for 
employee development ensuring that the Kingdom develops the necessary manpower 
with the appropriate competencies, technical knowledge and foresight to rise to the 
challenges that face Saudi Arabia, and the world, ahead. 

Employee training and development is one of the most important investments an 
organization will make to ensure its future sustainability in today’s competitive global 
landscape.  As such PMU now offers a wide range of training services that can be 
customized to fit any business’s needs. These workshops can be taught on campus, on 
site or at any venue upon the customer’s request.   

All courses will be delivered by PMU’s qualified international business faculty members 
who are experts in their chosen business fields.  These short courses will be conducted 
in multiple day sessions and at the end of each course participants will receive a 
certification of completion provided by Prince Mohammad University. 

*Public courses are also available for organizations with 10 or more 
employees.  Trainings can be conducted onsite, on campus or any 
specified location. 

**Please direct all inquires about this course to our email address 
atcorporatetraining@pmu.edu.sa, call us at 966 3 849 9773 or visit our 
website at http://www.pmuentrepreneur.org/ 
 

 

Prince Mohammad University 
Department of Business Affairs & Development 

P.O. Box 1664 
Al Khobar, Saudi Arabia 31952 

Contact: 966 3 849 9773 
Fax: 966 3 896 4564 

Email: corporatetraining@pmu.edu.sa 
Website: http://www.pmuentrepreneur.org/ 

 

mailto:corporatetraining@pmu.edu.sa
mailto:corporatetraining@pmu.edu.sa
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Customer Service & Workplace Etiquette  
2-Day Session 
 
Course Overview 
This workshop will focus on those concepts essential to workplace discipline, etiquette 
and punctuality.  Additional topics of discussion will include customers’ behaviors, 
decision points & actions, translating insights into understandable and usable 
conclusions, and designing programs that truly respond to a customer-driven world. 
 
Benefits for Employees 
This workshop is designed for faculty and staff.  The goal of this professional course is to 
practice correct universal business etiquette practices that lead to great customer 
service.  The practical, work place based theory, case studies and hands on activities will 
teach participants to tackle problems relevant to their organization’s needs when 
dealing with internal and external customers. 
 
Expected Learning Outcomes 

 At the end of this course participants will be able to discuss the differences 

between casual and professional communication. 

 At the end of this course participants will be able to discuss the importance of 

follow-through and accountability in communicating information at work.  

 At the end of this course participants will be able to discuss the role of listening 

skills in good communication.  

 At the end of this course participants will be able to discuss ways to deal with 

difficult people.  

 

 At the end of this course participants will be able to discuss the importance of 

accepting responsibility for mistakes and learning from mistakes.  

 Understand the concepts and general paradigms of customer insights and 

experiences within the overall organization. 
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Course Topics to be Covered 

 Business Communication  

 Accountability in the Workplace 

 Good Listening skills 

 Anger Management 

 Dealing with Difficult People 

 Decision Making & Acceptance 

 Customer Service Best Practices 
 
Course Materials, Methodology & Deliverables 
This course will be delivered by instructor facilitation, group and individual workbook 
exercises. The primary purpose of this course is to provide a hands-on approach by 
encouraging participation and collaboration. 

*Public courses are also available for organizations with 10 or more 
employees.  Trainings can be conducted onsite, on campus or any specified 
location. 

**Please direct all inquires about this course to our email address at 
corporatetraining@pmu.edu.sa, call us at 966 3 849 9773 or visit our 
website at http://www.pmuentrepreneur.org/. 
 
 

 

 

 

 

 
 

mailto:corporatetraining@pmu.edu.sac
http://www.pmuentrepreneur.org/
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Business Communication Skills 
2-Day Session 
 
This workshop in Business Communications is intended to meet the demand for English 
as a 2nd language employees and managers who have a need to communicate 
effectively in business settings.  

The importance of effective communication was acknowledged as early as the days of 
Pericles, a famous orator in the times of ancient Greece, who noted, "The thinking 
human being not able to express himself stands at the same level as those who cannot 
think". The ability to communicate well can never be overemphasized because no 
matter what organization you work for, be it a large corporation like IBM, Merrill-Lynch, 
Siemens, McDonald's, or Mobil, or a small individually-owned food-stall or a grocery 
store, or a non-profit organization such as a hospital or a library, the ability to 
communicate effectively is very important.   

Business communication courses teach the one thing that is perhaps the most valuable 
for the future employee to know.  This one basic skill is the ability to organize and 
express ideas in writing and in speaking.  The letter, the report, or memorandum, the 
'ten-minute' presentation' to a committee are basic tools of an employee." In a 
knowledge-based economy, the ability to communicate information in clear and concise 
terms is becoming more important and more critical to your career.  
 
Benefits for Employees 
This workshop is designed for faculty and staff.  The goal of this professional 
certification course is to practice correct universal business etiquette practices that lead 
to great customer service.  The practical, work place based theory, case studies and 
hands on activities will teach participants to tackle problems relevant to their 
organization’s needs when dealing with internal and external customers. 
 
Expected Learning Outcomes 

By the end of this workshop, you should be able to: 

 Understand the fundamental principles of effective business communication;  

 apply the critical and creative thinking abilities necessary for effective 

communication in today's business world;  
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 Organize and express ideas in writing and speaking to produce messages suitably 

tailored for the topic, objective, audience, communication medium and context; 

and  

 Demonstrate clarity, precision, conciseness and coherence in your use of 

language.  

Course Topics to be Covered 

 Basic Workplace Communication  

 Written Documents 

 PowerPoint Presentations 

 
Course Materials, Methodology & Deliverables 
This course will be delivered by instructor facilitation, group and individual workbook 
exercises. The primary purpose of this course is to provide a hands-on approach by 
encouraging participation and collaboration. 

*Public courses are also available for organizations with 10 or more 
employees.  Trainings can be conducted onsite, on campus or any specified 
location. 

**Please direct all inquires about this course to our email address at 
corporatetraining@pmu.edu.sa, call us at 966 3 849 9773 or visit our 
website at http://www.pmuentrepreneur.org/. 

 

 

 

 

 

mailto:corporatetraining@pmu.edu.sac
http://www.pmuentrepreneur.org/
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Effective Time, Task & Work Planning  
2-Day Session 

 
Course Overview 
This workshop will focus on those concepts essential to effective time management.  
Effective Time, Task & Work Planning is the act or process of exercising conscious 
control over the amount of time spent on specific activities, especially to increase 
efficiency or productivity. Time management may be aided by a range of skills, tools, 
and techniques used to manage time when accomplishing specific tasks, projects and 
goals. This set encompasses a wide scope of activities, and these include planning, 
allocating, setting goals, delegation, analysis of time spent, monitoring, organizing, 
scheduling, and prioritizing. 
 
Benefits for Employees 
A time management system is a crucial aspect of effective workplace management and 
this short course will help participants develop essential processes, tools, techniques, 
and methods to manage their time and by doing so reduce workplace related stress. 
 
Expected Learning Outcomes 

 At the end of this course participants will be able to define time management 

and opportunity cost.    

 At the end of this course participants will be able to discuss the importance of 

project planning. 

 At the end of this course participants will have developed their own Personal 

Knowledge Management (PKM) system. 

 At the end of this course participants will be able to create to do list and use 

other time management applications.   

 At the end of this course participants will be informed about habits of highly 

successful people.  

 At the end of this course participants will be able to understand the complex 

relationship between stress and time management.  

http://en.wikipedia.org/wiki/Management
http://en.wikipedia.org/wiki/Planning
http://en.wikipedia.org/wiki/Allocating
http://en.wikipedia.org/wiki/Goal_setting
http://en.wikipedia.org/wiki/Monitoring
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Course Topics to be Covered 

 Time Management Definitions 

 Project Planning  

 Personal Knowledge Management (PKM)  

 Creating To-Do Lists  

 My Daily Schedule  

 7 Habits of Highly Successful People 
 

 Stress Management & Coping Strategies 
 
Course Materials, Methodology & Deliverables 
This course will be delivered by instructor facilitation, group and individual workbook 
exercises. The primary purpose of this course is to provide a hands-on approach by 
encouraging participation and collaboration. 

*Public courses are also available for organizations with 10 or more 
employees.  Trainings can be conducted onsite, on campus or any specified 
location. 

**Please direct all inquires about this course to our email address at 
corporatetraining@pmu.edu.sa, call us at 966 3 849 9773 or visit our 
website at http://www.pmuentrepreneur.org/. 

 
 
 
 
 

 

http://www.studygs.net/todolist.htm
mailto:corporatetraining@pmu.edu.sac
http://www.pmuentrepreneur.org/
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Key Performance Indicators (KPI’s) & APPRAISAL  
2-Day Session 
 
Course Overview 
One of the most important functions of managers and supervisors is to effectively 
manage resources, and one of the most important resources they have is the staff they 
supervise. Managing them (and consequently their performance) begins with designing 
the jobs – determining what duties are important to include in a job, what the 
qualifications are to fulfill those duties and what level of performance is needed to meet 
the mission of the department. Performance management continues with the filling of 
the job with the best candidate, the training of the new hire and the continuous 
coaching to clarify expectations.    

Management of performance is important to being a good supervisor and clarification 
of expectations and performance feedback is also important to those they supervise. 
Consequently, all supervisors are expected to participate in a performance management 
program with their staff.  

This short course is designed to train supervisors to develop Key Performance Indicators 
and effective appraisal tools that will allow for successful training and faculty 
evaluations.   

Workshop Objectives 

 Increase two-way communication between supervisors and employees  

 Clarify mission, goals, responsibilities, priorities and expectations  

 Identify and resolve performance problems  

 Recognize quality performance  

 Provide a basis for administrative decisions such as promotions, succession and 

strategic planning, and pay for performance.  

 Develop appropriate KGI’s per department needs. 

 Develop effective appraisal tools 
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Workshop Outcomes 

 Understand the approach to develop KPI’s 

 Build internal skills and capabilities 

 Understand how strategy is supported by metrics 

 Develop one or more KPI’s 

 Develop a performance feedback & survey mechanism 

* Participants should bring the following materials to this hand on workshop. 

  Organizational Mission, Vision and Strategic Statements 

 Departmental Mission, Vision and Strategic Statements 

 Departmental Job Descriptions 
 

Course Materials, Methodology & Deliverables 
This course will be delivered by instructor facilitation, group and individual workbook 
exercises. The primary purpose of this course is to provide a hands-on approach by 
encouraging participation and collaboration. 

*Public courses are also available for organizations with 10 or more 
employees.  Trainings can be conducted onsite, on campus or any specified 
location. 

**Please direct all inquires about this course to our email address at 
corporatetraining@pmu.edu.sa, call us at 966 3 849 9773 or visit our 
website at http://www.pmuentrepreneur.org/. 

 
 
 
 

mailto:corporatetraining@pmu.edu.sac
http://www.pmuentrepreneur.org/
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Leadership & Management Skills  
2-Day Session 

 
Course Overview 
This workshop will focus on those concepts essential to effective managerial leadership.  
Leadership & Management Skills for Supervisors is designed to introduce some of the 
issues surrounding the definition of leadership. During the course participants will be 
challenged to evaluate their own personal style of leadership, address the issue of 
direction and purpose of leadership, and discuss issues related to the leader working 
with subordinates.  In addition, conduct in official meetings and working in teams will be 
discussed in relation to differences of opinions, individual agendas, or various ideas on 
how to meet goals and objectives.   
 
Benefits for Employees 
This workshop is designed for supervisor level personnel, team leaders and 
superintendents.  The goal of this professional certification/qualification course is to 
provide the opportunity for personal development through discussion and exercises in 
communication, leadership effectiveness and innovative management practices.  The 
practical, work place based theory and case studies will teach participants to tackle 
problems relevant to their organization’s needs. 
 
Expected Learning Outcomes 

 At the end of this course participants will be able to speak about the skills 

possessed by leaders.  

 At the end of this course participants will be able to discuss the qualities 

possessed by leaders. 

 At the end of this course participants will be able to explain the variety of models 

of leadership styles, as well as provide some example instruments used to assess 

individual personalities.   

 At the end of this course participants will be able to implement change within 

their organization by using the philosophy of teamwork and hierarchical 

structures. 
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 At the end of this course participants will be able to utilize new strategies for 

individual and group decision-making. 

 At the end of this course participants will be able to solve both human 

performance and technical problems.  

Course Topics to be Covered 

 Authentic Leadership 

 Effective Communication & Conflict Resolution 

 Responsibility & Accountability 

 Personal & Organizational Change 

 Innovating Management Techniques 

 Personality Styles & Motivating Others 

 
Course Materials, Methodology & Deliverables 
This course will be delivered by instructor facilitation, group and individual workbook 
exercises. The primary purpose of this course is to provide a hands-on approach by 
encouraging participation and collaboration. 

*Public courses are also available for organizations with 10 or more 
employees.  Trainings can be conducted onsite, on campus or any specified 
location. 

**Please direct all inquires about this course to our email address at 
corporatetraining@pmu.edu.sa, call us at 966 3 849 9773 or visit our 
website at http://www.pmuentrepreneur.org/. 

 
 
 
 
 

mailto:corporatetraining@pmu.edu.sac
http://www.pmuentrepreneur.org/
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Supervisory Skills & the Art of Decision Making 
2-Day Session 
 
Course Overview 
This workshop will focus on developing supervisory skills through effective decision 
making.  Supervisory Skills & the Art of Decision Making is a course designed to discuss 
the roles of a supervisor, competencies, recognizing strengths and weaknesses and 
supporting performance management through effective decision making.  Decision 
Making can be regarded as the mental processes (cognitive) resulting in the selection of 
a course of action among several alternative scenarios.  Every decision making process 
produces a final choice and this course will seek to understand that process. 
 
Benefits for Employees 
This short course is designed for supervisor level personnel and team leaders.  The 
practical, work place based theory and case studies will teach participants to tackle 
problems relevant to their organization’s needs. 
 
Expected Learning Outcomes 

 At the end of this course participants will be able to understand that planning is 

necessary for progress, and objectives, strategies, and policies are essential 

elements of planning. 

 At the end of this course participants will be able to write clear and measurable 

objectives using S.M.A.R.T. 

 At the end of this course participants will be able to appreciate the importance 

of contingency plans. 

 At the end of this course participants will be able to understand the principles of 

authority, accountability, and responsibility while applying them in their 

managerial leadership role. 

 At the end of this course participants will be able to apply leadership and 

motivating skills for optimum employee performance. 
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 At the end of this course participants will be able to identify situations where 

advanced decision-making techniques and problem-solving methods should be 

applied. 

Course Topics to be Covered 

 Strategic Planning Using S.M.A.R.T.  

 Key Performance Indicators & Key Responsibility Areas  

 Contingency Planning 

 Responsibility & Accountability 

 Decision Making Stages &  Processes 

 Steps to Effective Decision Making 

 

Course Materials, Methodology & Deliverables 
This course will be delivered by instructor facilitation, group and individual workbook 
exercises. The primary purpose of this course is to provide a hands-on approach by 
encouraging participation and collaboration. 

*Public courses are also available for organizations with 10 or more 
employees.  Trainings can be conducted onsite, on campus or any specified 
location. 

**Please direct all inquires about this course to our email address at 
corporatetraining@pmu.edu.sa, call us at 966 3 849 9773 or visit our 
website at http://www.pmuentrepreneur.org/. 

 
 

 

 

 

 

 

 

mailto:corporatetraining@pmu.edu.sac
http://www.pmuentrepreneur.org/
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Running Business Meetings 
2-Day Session 
 
Course Overview 
This workshop offers a “hands-on” approach in which participants work through various 
business procedures, such as conducting meetings, taking minutes and delivering 
PowerPoint presentations.  In a company, much time is devoted to meetings, whether in 
small groups or in large gatherings.  As such, effectiveness in a meeting depends on 
one's ability to listen, as well as one's skill-set in presenting material and facilitating 
communication among other participants during the meeting. 
 
Benefits for Employees 
This short course is designed for supervisor level personnel and team leaders.  The 
practical, work place based theory and case studies will teach participants to tackle 
problems relevant to their organization’s needs. 
 
Expected Learning Outcomes 

 At the end of this course participants will be able to conduct meetings in an 

orderly and formal process. 

 At the end of this course participants will be able to create meeting agendas. 

 At the end of this course participants will be able to formulate and record 

accurate meeting minutes. 

 At the end of this course participants will be able to create and deliver 

persuasive PPT presentations. 

 At the end of this course participants will be able to delegate responsibility and 

allocate tasks during meetings. 

 At the end of this course participants will understand the need for a meeting 

back-up plan.  

Course Topics to be Covered 

 Meeting Agendas 

 Meeting Minutes 
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 PowerPoint 

 Delegating Responsibility & Allocating Tasks 

 Key Performance Indicators & Key Responsibility Areas  

 Meeting Contingency Planning 

 

Course Materials, Methodology & Deliverables 
This course will be delivered by instructor facilitation, group and individual workbook 
exercises. The primary purpose of this course is to provide a hands-on approach by 
encouraging participation and collaboration. 

*Public courses are also available for organizations with 10 or more 
employees.  Trainings can be conducted onsite, on campus or any specified 
location. 

**Please direct all inquires about this course to our email address at 
corporatetraining@pmu.edu.sa, call us at 966 3 849 9773 or visit our 
website at http://www.pmuentrepreneur.org/. 
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Effective Business Writing Skills 
2-Day Session 
 
Course Overview 
This workshop presents business grammar and vocabulary to non-native speakers and 
requires students to apply this knowledge to reading, writing, and speaking the 
language of business English.  This highly interactive training session is designed to help 
the business communicator improve writing skills such as preparation, organization, 
understanding the needs of the reader, avoiding common grammar and spelling 
mistakes, and basic editing. Throughout the course participants will have the 
opportunity to work on documents they have developed or will need to develop for real 
world business purposes. 
 
Benefits for Employees 
This short course is designed for supervisor level personnel and team leaders.  The 
practical, work place based theory and case studies will teach participants to tackle 
problems relevant to their organization’s needs. 
 
Expected Learning Outcomes 

 At the end of this course participants will be able to apply the five-step PRIDE 

method to create effective written communications.  

 At the end of this course participants will be able to write a clear purpose 

statement. 

 At the end of this course participants will be able to identify behavioral styles 

and understand how they may affect communication.  

 During this course participants will practice creating business reports, memos, e-

mails, and formal letters. 
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Course Topics to be Covered 

 5-Step PRIDE Writing Method 

 Behavior & Personality Styles 

 Business Reports 

 Memos 

 Formal Letters 

 

Course Materials, Methodology & Deliverables 
This course will be delivered by instructor facilitation, group and individual workbook 
exercises. The primary purpose of this course is to provide a hands-on approach by 
encouraging participation and collaboration. 

*Public courses are also available for organizations with 10 or more 
employees.  Trainings can be conducted onsite, on campus or any specified 
location. 

**Please direct all inquires about this course to our email address at 
corporatetraining@pmu.edu.sa, call us at 966 3 849 9773 or visit our 
website at http://www.pmuentrepreneur.org/. 

 
 

 

 
 
 
 
 
 

mailto:corporatetraining@pmu.edu.sac
http://www.pmuentrepreneur.org/
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Workshop Payments & Confirmations 
 

Participant Scheduling 
PMU Training & Development Department works hard to make our training accessible 
to Eastern Province participants at a low costs.  As such, we require a minimum 
participant requirement for each course.  If you need to cancel your attendance, please 
inform us at least 3- business days prior to a workshop, as we can let someone on the 
waiting list attend.  
 
We begin workshops promptly and ask that you please show up 15-20 minutes before 
the scheduled start. Although you may be registered to attend the workshop, you will 
need to sign the attendance form when you arrive; this is the only record PMU will have 
of your attendance and we cannot issue a certificate if you do not sign-in and participate 
in the full workshop(s).  
 
Payment & Refund Policy 
Payment(s) for workshops are due in full 7-business days prior to a workshop.  In order 
to receive a refund for a course already paid for, cancelations must be made at least 3-
business days prior to the schedule start date.   
 

*Bank Deposit or Payment Delivery Information 
 
Bank Deposit 

Bank Account Name:  Prince Mohammad Bin Fahd University 
Bank:    SAMBA BANK 
Bank Account Number: 017-000-8576 
IBAN Number:   SA 404 00-00-00-00-00 17-000-8576 

 
Hand Delivery: 
 
Pay by SPAN at PMU’s English Language Institute.   
 
English Language Institute 
Prince Mohammad Program for Youth & Development (PMPYD) 
Opposite Al-Othaim Mall 
Prince Mohammad Bin Fahd Road, Dammam 
Contact:   Mazen Al-Hajri #038418530. 
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Workshop Registration Form 
 
Please complete the registration form and return it, along with payment, to FAX# 966 
3 896 4564 or EMAIL – corporatetraining@pmu.edu.sa.  Please direct all questions to 
OFFICE# 966 3 849 9773. 
 
 *I understand the above requirements and agree to the terms and participation 
requirements.   
 

Workshop Name:  _____________________________________________ 
 

 
Workshop Dates:  _____________________________________________ 
 
 
Course Dates:  ________________________________________________ 
 
 
Name: ______________________________________________________ 
 
 
Address: ____________________________________________________ 
 
 
City: _____________________________ Post Code: _________________ 
 
 
Mobile:  (966) ________________________________ 
  
 
Email: _______________________________________________________  
 

Signature: ________________________________   Date: ______________ 

mailto:corporatetraining@pmu.edu.sa

