
Shifting knowledge to insight

www.enterprises.up.ac.za

For quotations on in-house training, email quote@enterprises.up.ac.za

+27 (0)12 434 2500           +27 (0)12  434 2505            info@enterprises.up.ac.za            Private Bag X41, Hatfield, 0028 

Though supervisors (first-line managers) might attend courses 
to improve their managerial skills, their soft skills are often 
neglected. The Soft Skills for First-Line Managers two-
day course will provide you with the necessary soft skills to 
improve your day-to-day operations by focusing on skills 
including conducting meetings and managing your time, 
amongst others.

Course content

• How to conduct a meeting
• Time management skills
• Presentation skills
• E-mail etiquette
• Conflict resolution

Learning outcomes

After successfully completing this course, you will be able to
• conduct effective meetings
• manage your time more effectively
• improve your presentation skills
• improve your e-mail etiquette, and
• improve your ability to manage conflict situations.

Who should enrol?

Any first-line manager from either the public or the private 
sector as well as employees earmarked for a first-line 
managerial position.

Course fees

R6 600.00 (VAT incl.) 
Course fees include all course materials and refreshments 
during contact days.

Course fees must be paid in full 14 days prior to course 
start dates. Proof of payment can be submitted to
enrolments@enterprises.up.ac.za.

Admission requirements

Prospective delegates should at least have a National Senior 
Certificate (Grade 12) or equivalent qualification.

Accreditation and certification

Enterprises University of Pretoria (Pty) Ltd is wholly owned 
by the University of Pretoria. As a public higher education 
institution, the University of Pretoria functions in accordance 
to the Higher Education Act 101 of 1997. Enterprises University 
of Pretoria offers short courses on behalf of the University 
and these short courses are not credit-bearing, and do not 
lead to formal qualifications on the National Qualifications 
Framework (NQF) – unless stated otherwise. Delegates who 
successfully complete a short course and comply with the 
related assessment criteria (where applicable) are awarded 
certificates of successful completion and/or attendance by the 
University of Pretoria.

Registration and enquiries

Course coordinator
Marcia Skosana
Tel: +27 (0)12 434 2606
Cell: +27 (0)84 967 0766
Email: marcia.skosana@enterprises.up.ac.za

Course leader
Dr Johan Vogel
Business Management 
Tel: +27 (0)12 420 3364
Email: johan.vogel@up.ac.za 
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