auoghall apiull jlgoll alaill afgll @’

Federal Authority For Government Human Resources

The Federal Government
Training Officers’ Guide to Use
Training and Development Systems

www.fahr.gov.ae

Federal Authority | 4—alad) 44







Federal Authority For Government Human Resources

&y0g5all ayinll 3lgoll ahail aisgl @’

United Arab Emirates

The Federal Government
Training Officers’ Guide to Use
Training and Development Systems

Copyright @ 2017 The Federal Authority for Government Human Resources (FAHR)

All rights reserved.

No part of this manual may be used, reproduced, or transmitted in any form or media or
by any means (electronic, mechanical, photocopying, recording, or any information storage
and retrieval system) without the prior written permission of the Federal Authority for
Government Human Resources (FAHR), except as provided in the terms and conditions
related to the usage of the Authority’s publications.

PO Box 2350 Abu Dhabi, United Arab Emirates
T +971 2 4036000 F+9712 6266767

PO Box 5002 Dubai, United Arab Emirates
T +971 4 2319000 F+971 4 2959888

Federal Authority | sl 3id Sea

BOCE

www.fahr.gov.ae
info@fahr.gov.ae
@FAHR_UAE

Call Center: 600525524




Table of Contents

Introduction: 5
merdeObJectNeS ................................................................................................................................................... 6 ......
Fo pinclesof g andevloprens 7
Sccond, Objethesof g andDevdopmens 7
Third, Training and Development at the Federal Government 7
A-Individual Development Plan Concept 8
"""""""""""" bndvidial Devlopmenc P Objecives 8
C—Formsofﬂammg ................................................................................................................................... 8 ......
"""""""""""" o Mecharimof s Enrymothe e 5
Fourth,Th Key Tsining Sources AvalbeforFederal Government Employees. 15

Mechanism of Accessing the Page of the Preferred E-Learning Partners for the Federal 15

Government “Al Mawrid”

Mechanism of Accessing Al-Maaref Website and Requesting to Join the Training 20

Courses



m The Federal Government Training Officers’ Guide to Use Training and Development Systems

Introduction:

By definition, training is a planned activity that
aims to develop capabilities and technical,
behavioral and managerial skills of the personnel.
The purpose of doing that is enable them to
achieve effective and fruitful performance so
that the entity and personal individual goals with
the highest possible efficiency are reached. At
the federal government, training is considered
to be a means of developing human capital
that is depended on in raising the functional
competency of employees. According to its
modern concept, training and development
shall be considered as a key strategic framework
that supports performance as part of human
resources development system, which s
continuously sought by the government to
achieve. The objective of doing that is to cope
with the challenges posed by the changing work
requirements, considering that training would
lead to the transfer of the technical and practical
knowledge in a way that enables the employee
and the ministry or federal entity to deal with
the changes and developments imposed by the
cognitive acceleration within work environment,
in addition to technical skills accompanying such
changes.
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1. To identify the fundamental principles of the
federal government employees training and
development system, and its connection to
the other systems as part of human resources
system.

2. To identify the objectives sought by training
at the federal government and its followed
mechanisms, and to educate the training officer
on the continuing education fundamentals and
its methodologies.

3. To be familiarized with the key training and
development system stages, and ensure that the
optimal implementation is made and to benefit
from all training and development electronic
system features so that training process is
supported.

4. To establish the Federal Government training
and development system basics, according to
the stages and mechanisms provided by the
electronic system in order to enhance usage
and facilitate the procedures for the proper
application of the systems.

5. To introduce the Federal Government E-
Learning Portal Initiative (Al Mawrid), and the

Objectives: services provided to the employees and training

officers in federal ministries and entities.

The Guide
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First, Principles of Training and Development System as Approved by the
Federal Government:

The Federal Authority for Government Human Resources ensures to provide the best applicationsin the
field of Federal Government human resources employees. It also constantly seeks to develop everything
that chiefly backs work procedures and that guarantees their easy and smooth implementation.
Moreover, it also operates within a methodology that does not ignore the interdependence of systems
and makes sure to sustain their connection with laws and legislations, in addition to the vision and
aspirations of the government about human resources empowerment. Therefore, the most important
principles that the Authority has ensured to emphasize as part of the development and training
system are as follows:

o To establish an integrated relationship between the federal government strategy priorities
and training and development requirements.

o To strengthen the connection between performance management system and training and
development system.

o To provide continuing and integrated training and development opportunities to all federal
government employees.

o To guarantee transparency, equality, justice and equal opportunities in training and
development process regardless of the job category to which the employee belongs.

o To develop criteria for measuring the extent of impact of results of applying training and
development programs upon the institutional and individual performance.

Second, Objectives of Training and Development System and its Followed
Mechanisms:

To consolidate the basic principles that are emphasized by the Authority in the field of training and
development, it has kept in mind the importance of human resources and the necessity of developing
their job performance. It has also taken the responsibility of providing all techniques supporting the
federal entities to stress the importance of the training process, and the human resources department’s
role in organizing such a process and its procedures, where it aims to:

o To ensure that individual development plans are developed so that strengths are reinforced
and performance - related development aspects are identified and tackled.

o To help the federal entities qualify the employees so that they can occupy the current and
future vacant jobs by providing the various forms of training and development for their
employees.

o To gauge the extent of impact of results of implementing training and development
programs upon the institutional and individual performance.

o Todevelop training and development activities on the basis of using the best latest practices
pertaining to the determination of training needs of the ministry and development of the
required training plans.
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Third, Training and Development Stages:

Training and development system at the Federal Government consists of four main stages:

Identifying Training and Development Needs:

The training, development and activities’ priorities are determined as per the strategic requirements,
initiatives and competencies, as well as the employees’ annual performance appraisal results analysis.
Moreover, the federal systems provide some supporting tools for such a process, where the individual
development plan provides inputs that are based upon annual performance results. They also feed
the basic data of training needs analysis form, which is conducted by the training officer, according to
the main analysis factors through which the required fundamental knowledge and skills are elicited in
order to develop the final training plan for the federal entity.

Training and Development Plans:

In the two months of March and April of each year, the concerned training department shall prepare
the training plan for the entity, according to the final analysis of the training needs. This plan is
conducted in consultation on that with all those concerned at the entity, where it is presented for
final approval after modifications and comments are made to it by the parties concerned.

Implementation of Training and Development Programs:

Theannual planisimplemented, according to the principles prescribed in the trainingand development
system. Also, the Authority attempts to provide a number of initiatives that support the application
process and seeks to optimally benefit from the available resources. Thus, the preferred training
partners at the Federal Government initiative ((Maarif)) provides a broad base of the approved highly
efficient training providers, in a manner that serves training plans and ensures the provision of effective
programs to the federal entities with high quality standards.

As for ((Al-Mawrid)) Port, which is considered the most interactive electronic platform at the Federal
Government’s level, it works to provide electronic training programs that include various forms
of training, such as electronic training and live virtual workshops as well as the read and recorded
materials.

Review of Training and Development Programs Effectiveness:

This means the review of training input or outcomes, including improvement of training programs,
and response to any change of needs, training program evaluation and review of the acquired skills.
Thus, training process evaluation is considered to be one of the key indicators that contribute to
improving the level of services provided. It also guarantees the investment value that is represented
in human resources development. Therefore, it is necessary to ensure about the professional benefit
is achieved.
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Fourth, Training and Development System at Federal Government

Since the training and development process is considered to be a shared responsibility whose positive
results are achieved only by that each party involved carries out the duties assigned to each optimally
in light of responsibilities determined by such system. After all the entry of all individual development
plans into the system is completed by employees during the month of February, the direct manager
should collect and analyze training needs. Moreover, he has to create training plans via the electronic
training and development system by following the steps below:

Gathering and analyzing training needs

and creating training plans by using individual development plans:

Accessing the Individual Development Plans

To access the individual development plans for the entity’s employees, you need to do that via
“training officer screens”, and select “training screen”, then make an inquiry by selecting the plan year
in the “fiscal year” field, and select (empty/vacant), which is the first option in the “applicable” field.
Thus, the individual development plans are unclassified by yes/no by the training officer, and then “go”

is selected.
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Training Needs Analysis

The training needs list pops up, where the training officer analyzes the needs and select the applicable
training requests and link the courses, (observing that titles and groups must be standardized).
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Determination of Applicable Training Requests

”

Select the applicable training courses and then click “Applicable”.
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Linking Courses at the Courses Bank

The training officer shall link all applicable training requests to correct courses at the courses bank to
develop a training plan by clicking “Link the course”.
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Creation of Training Course to be Linked to Training Requests

Select the course and then select “Creating and linking the Course”
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Creating a Training Course to be Linked to Training Requests

The training needs list pops up, where the training officer analyzes the needs and select the applicable
training requests and link the courses, (observing that titles and groups must be standardized).
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Classification: It shall be as per the approved job families; hence, when pressing any of such
classifications, the training programs listed under this job family will be shown.
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Creating an Evaluation

After the analysis is completed and the applicable requests are selected and they are linked to courses,
the training officer shall select all training courses and press “Evaluation Creation” button to create a
training plan.
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Creating a Training Plan

After the training plan is created and linked, all applicable training courses shall be selected and an
evaluation creation is selected in order to create “ a training plan” by filling out the plan information,
such as (training plan name, fiscal year and adopted budget), and then “save” option is clicked.
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Training Plan Inquiry

The training officer shall search for the plan that has been prepared by using his authority or power
to access and select the training officer screens, and then clicking the “training plan”. An inquiry can
be made through the search feature available on the screen attached, or search by selecting the fiscal
year, and then clicking “go”. Once the plan pops up, the officer shall select “plan preparation” feature.
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Training Courses Scheduling

The training officer shall schedule the courses via the screen below by selecting the required course
and then select “course scheduling” to enter the training course details.
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Training Course Scheduling

The training officer shall select “automatic sorting” to facilitate the course scheduling process, and
then he shall complete the course information as indicated in the screen below. When done with the
information completion, he shall select “save course”.

Such steps shall be repeated in case of all courses scheduled in the training plan for approval.
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Training Courses Review

On this screen, the training officer can display the total required courses, total booked courses and
total remaining courses to be booked along with the budget and cost approved. When review of data
is completed, the training officer shall select “Submit for approval’, where the system sends it to the
direct manager for approval and acceptance.
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Approving Training Plan

As soon as the training officer sends the plan for acceptance and approval, a notice on the action
menu is received by the direct manager of the training officer. When clicking such notice, the direct
manager can access and review the plan, and then either reject or accept it by selecting “Approve”.
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Sending a Notification on Approving Training Plan to the Training Officer

After the training plan is approved by the direct manager, the system shall automatically send a
notification to the training officer on the training plan approval status.
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Review of the Training Plan

To review the training plan, it can be accessed through the training officer’s authority. Then, “Training
and Development Dept.” feature can be selected and “Guide Admin.” is clicked. After that, all approved
training plans for the entity in addition to the new plan shall pop up.
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Training Plan Details

To review the plan details, the training plan for the year is selected, and then any scheduled course is
selected. After that, “form of training” is selected.
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Then, press “class ” that exists on the training courses column on the “form of training” table showing
the training course information.
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Details of the Training Course Held

After accessing the class screen and selecting “Update” that can be seen on the top of the screen, the
“courses held” screen through which the class - related information is filled out, such as:

« Start date

« Enddate

« Start time

« Endtime

« Duration and unit
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Information of the Training Course Held

Start date of registration (which is prior to date of the class)
Status of the training course for the annual plan

«  Within the annual plan: If the training course is part of the entity as developed at
the beginning of the year.

« Outside the annual plan: This is in case that the training course is additional and
unspecified at the beginning of the year, such as Human Resources Club and other
training courses that are conducted throughout the year without being scheduled
at the beginning of the year.

Select “Application”
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Data of the Attendees of the Training Course Held

After the training course information is entered, “Go” that exists on the course conducted screen on
the top shall be selected to determine the maximum number of attendees of the training course.

In case a number larger than those already registered to attend the course in the “Maximum number
of attendees” is entered and “Apply” button is pressed, the training course status shall be “confirmed”,
where more employees can be added therein.
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Training Courses Registration

On the “courses held” screen, and when selecting “registrations”, it is possible to review names of
employees who are nominated to attend training courses. At all stages, the training officer shall follow
up the implementation of training courses, and monitor the changes to make sure that they are

reflected on the system correctly.
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Sending a Notification to the Employee on his Registration in the Training Course

When the employee is registered in a training course, the system will automatically send a course
registration notification to the employee. Also, a notification will be sent in case any change to the
course date or time occurs.

When pressing the notification, all details of the training course in which the employee is registered
shall pop up.
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Update of the Registration Status

After the training course is completed and employees’ attendance is checked, the training officer
accesses the course held screen and registrations are selected, then the update screen shall pop up so
that the employee attendance is recorded.

« Registration status: Attended

« Reason for change: Attended training
+  Successful attendance: Yes

«  “Implemented” has been selected

A notification will be sent to the employee’s direct manager after the elapse of three months from the
training course date to measure the training impact upon the employee’s performance.
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Screens of the Individual Development Plan Reports
To access the Individual Development Plan Reports entered into the system via the “Training Officer”

feature, press ((Reports)) — ((Submit Reports)).
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And then press: Name and select “Individual Development Plans Menu”
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And then press:

« Display + Requests « Search
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Fifth, Federal Government E- Learning Portal Initiative (Al Mawrid)

For the purpose of achieving the desired results from employees training and development planning
process, and preparing the development and training plan in line with the recent managerial practices,
and contributing to providing support to the Federal Government training officers, the Federal
Authority for Government Human Resources has launched the Federal Government E- Learning
Portal Initiative (Al Mawrid) by late 2019. This is considered an integrated platform to provide all
continuing education services, and also various self-learning sources that are directed in a manner that
serves development of future cognitive and professional skills for Federal Government employees.

Advantages of Subscription to the Platform

When subscribing to “Al Mawrid” platform, training officers at the federal ministries and entities shall
be able to:

+ Manage the entity training courses.
+ Obtain paid interactive electronic courses licenses.

+ Link the professional competencies framework by the UAE Model for Government
Leadership.

« Upload training materials (PDF-word-video-policies-procedures) and link them to the
employee aptitude evaluation test.

« Conduct internal and external surveys at the Federal Government level and analyze the
results.

« Use the virtual class feature in training or meetings.

« Activate smart report systems to manage training and knowledge.

Subscription to the Platform Requirements

In the event that the entity would like to prepare a full scenario about its own training plan, the
training manager shall provide IT Corner Company that manages “Al Mawrid” platform with the
following requirements:

« Training needs analysis list if any, and in case that there is no list, the Company shall create
a scenario about the individual training plan for each employee at the entity, as per the
determinants below:

« Job grade
+ Job category
+ Job family

+ In case the plan is approved by the Training Department, it is reflected upon “Al Mawrid”
platform, and the Company shall be entrusted with the task of training the team that is
concerned with training at the entity on how to be nominated to join training courses,
obtaining the reports from the platform and dealing with “Al Mawrid” platform features.

« Each entity can present its own professional courses in word- pdf format to manage Al
Mawrid” platform to be converted to an interactive material. Moreover, the aim is to make it
available on the system with a classification for the entity, where the due fees and cost must
be paid for one time, it has no paid licenses.
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Below is an example on a typical training plan from

Al Mawrid Platform that can be used by the training officer:

Main Job Family

Auxiliary job family Proposed Programs by Al-Mawrid

Professional Specialized Category

Information Technology (IT)

Advanced Artificial

Information Technology (IT) alliranes () s

Information Technology (IT)

Information Technology (IT) Foundational blockchain

Information Technology (IT)

Information Technology (IT) Phishing scam

Information Technology (IT)

Information Technology (IT) | Foundational Artificial Intelligence

Information Technology (IT)

Information Technology (IT) Internet of Things

Information Technology (IT)

Information Technology (IT) Awareness Information Security

Information Technology (IT) | Information Technology (IT) Information Security
Information Technology (IT) Networks Cloud and Business
Information Technology (IT) | Information Technology (IT) Service Leadership
Information Technology (IT) Information Security Electronic Security
Institutional Development Research and Studies Managing foresight
Institutional Development Strategic Planning 4th Generation Criteria
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Main Job Family

Auxiliary job family

Proposed Programs by Al-Mawrid

Institutional Development

Institutional Excellence

ISO 9001:2015

Institutional Development

Institutional Development

High Performance
Teams inside the Company

Using social media platforms

Media Media in raising awareness about
government services
. Social, electronic, audio and L . .
Media . . Marketing via social media
print media
Media Media Social media at the workplace

Economy and Statistics

Statistics (Statistical Analysis)

Advanced Statistical Analysis

Economy and Statistics

Statistics (Statistical Analysis)

SPSS Mastering
Statistical Analysis Program

Audit and Governance

Audit and Governance

Advanced Institutional Governance

Programs and Projects
Management

Programs and Projects
Management

Fundamentals
of Project Management

Programs and Projects
Management

Training and Development

Train the Trainer

Human Resources

Training and Development

Measuring Training Results

Human Resources

Human Resources

Talent Management

Human Resources

Selection and Recruitment

Recruitment Strategies
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Main Job Family

Auxiliary job family

Proposed Programs by Al-Mawrid

Human Resources

Human Resources

High performance
Remote Working Groups

Health and Safety Occupational Safety and Wo?lfg Ic:czalifztg)ilneering

Health and Safety Emergency, Crisis and Disasters | Crisis and Disasters Management

Health and Safety Emergency, Crisis and Disasters Crisis Management

Health and Safety Health and Safety Using Fire Extinguisher

Health and Safety Health and Safety Global Safety Practices

Health and Safety Health and Safety Lifting and Cranes Safety

Health and Safety Health and Safety ISO 50001

Health and Safety Health and Safety in RCi:I:ellAzpzf::;::cy

Health and Safety Health and Safety Roles ?nd Responsibilities in
Performing Safety- Related Tasks

Health and Safety Health and Safety Work on Heights

Health and Safety Health and Safety Electrical Safety

Health and Safety Health and Safety Biological Safety

Awareness Course
Health and Safety Health and Safety on Occupational Health

and Safety System ISO 45001
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Main Job Family

Auxiliary job family

Proposed Programs by Al-Mawrid

Mechanical Devices Risks & their

Health and Safety Health and Safety Protection Mechanism
Health and Safety Health and Safety Handling Chemicals
Health and Safety Health and Safety Risk Assessment / Fire Risks
Health and Safety Health and Safety Investigation into Accidents
Health and Safety Health and Safety Advanced Fire Extinguishing
Health and Safety Health and Safety AEESY) /Nli::;l:’;/ iardens [Fire
Health and Safety Health and Safety Safety and Crisis Management
Health and Safety Health and Safety Envir%\::]zgzszslt;\yz::ecrljafety
Health and Safety Health and Safety Lifting / Loading Safety Rules
Health and Safety Health and Safety Scaffolding Inspection and Work
Health and Safety Health and Safety Fire Safety /Fire Wardens /
Health and Safety Health and Safety S:/{];;);;::wcel;ttiv;rii?:zesrgg Olzi(s;l;s
Health and Safety Health and Safety Firefighting — Foundational
Health and Safety Health and Safety Investigation Leadership
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Main Job Family

Auxiliary job family

Proposed Programs by Al-Mawrid

Orientation and Induction Training

Health and Safety Health and Safety o s B Sty
Health and Safety Health and Safety Manual Handling
Health and Safety Health and Safety Risk Assessment
Health and Safety Health and Safety Slipping, Tripping and Falling
Health and Safety Health and Safety Defensive Leadership
Health and Safety Health and Safety Display Equipment

Supervisory and Leadership Category

Institutional Development

Institutional Development

Development of New Managers

Institutional Development

Institutional Development

Management with 6 Sigma Process

Institutional Development

Institutional Development

Managers with Medium Positions

Institutional Development

Institutional Development

Team Building through Harmony

Institutional Development

Institutional Development

Leadership and Influence

Institutional Development

Institutional Development

Office Policy for Managers

Institutional Development

Institutional Development

Self — Leadership

Institutional Development

Institutional Development

Creating
and Managing Virtual Team
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Main Job Family

Auxiliary job family

Proposed Programs by Al-Mawrid

Institutional Development

Institutional Performance

Women in Leadership

Institutional Development

Knowledge Management

Knowledge Management

Finance and Accounting

Finance and Accounting

Budgets and Financial Reports

Human Resources

Employees Performance
Management

Performance Management

Human Resources

Training and Development

Conveying
the Constructive Criticism

Human Resources

Training and Development

Team Building for Managers

Human Resources

Training and Development

How to become
a Well-Loved Manager

Human Resources

Training and Development

Supervising Others

Human Resources

Training and Development

Training and Orientation

Human Resources

Training and Development

Skills Simplification

Human Resources

Benefits and Rewards

Employee Motivation

Human Resources

Employee Relations

Executive Category

Conducting Annual
Employees Reviews

Media

Media

Art of Public Speaking
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Main Job Family

Auxiliary job family

Proposed Programs by Al-Mawrid

Marketing and Events

Management

Media R Events Planning

Media Marketing and Events Fundamentals of Internet
Management /Online Marketing

Media Marketing and Events Fundamentals of Marketing
Management

Media Marketing and Events Multilevel Marketing
Management

Media Marketing and Events Overcoming Sales Obstacles
Management

Media Media Speaking on the Phone Etiquette

Media Media Media and Public Relations

Media Marketing and Events Social Media Marketing

Audit and Governance

Audit and Governance

Institutional Governance
— Foundation Level

Institutional Development

Customer Service

Customer Happiness

Institutional Development

Customer Service

Call Center Training

Institutional Development

Customer Service

Customer Support

Institutional Development

Customer Service

corporate Behavior Development
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Main Job Family

Auxiliary job family

Proposed Programs by Al-Mawrid

Institutional Development

Institutional Development

Customer Service

Institutional Development

Customer Service

Dealing with
the Difficult Customers

Health and Safety Health and Safety Harassment at the Workplace
Health and Safety Health and Safety Heaatltt::r\]/\(:o\?l/(i::ing
Health and Safety Health and Safety Safety at the Workplace
Health and Safety Health and Safety Safety and Crisis Management
Health and Safety Health and Safety Safety under Heat
Health and Safety Health and Safety Brief Orientation on Safety
Health and Safety Health and Safety inD\j\floililEignnv(i):oS::xt
Introductory Material
Health and Safety Health and Safety about Services and Environment
Office Work Scope
Health and Safety Health and Safety Narrow Workplaces
Health and Safety Health and Safety Noise at Workplace
Health and Safety Health and Safety Behavior Based - Safety
Health and Safety Health and Safety Environment Awareness
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Main Job Family

Auxiliary job family

Proposed Programs by Al-Mawrid

Health and Safety

Health and Safety

Senior Executive
Officers Safety Briefing

Health and Safety

Health and Safety

Environment Awareness

Finance and Accounting

Contracts and Procurement

Fundamentals of Negotiation

Finance and Accounting

Contracts and Procurement

Contracts Management

Human Resources

Employee Relations

Employee Service
Termination Process

Human Resources

Human Resources

Generation Gaps

Human Resources

Human Resources

Human Resources Department

Human Resources

Human Resources

Millennium Qualification

Human Resources

Human Resources

Workplace Diversity

Human Resources

Human Resources Planning

Work Succession Planning

Human Resources

Selection and Recruitment

Staff Employment

Human Resources

Training and Development

Trade Shop Employees Training

Information Technology (IT)

Information Technology (IT)

Networking Management
inside the Establishment

Support Services

Support Services

Call Center Training

Support Services

Support Services

Proposals Writing
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Main Job Family

Auxiliary job family

Proposed Programs by Al-Mawrid

It includes all job families

It includes all job families

Presentation and Speaking Skills

It includes all job families

It includes all job families

Teamwork Groups Dynamics

It includes all job families

It includes all job families

Problem-Solving and Creative
Decision — Making

It includes all job families

It includes all job families

Leading Change

It includes all job families

It includes all job families

Time Management and Work
Pressure Control

It includes all job families

It includes all job families

Violence at Workplace

It includes all job families

It includes all job families

Institutional Loyalty

It includes all job families

It includes all job families

Reading

It includes all job families

It includes all job families

Happiness and Positivity

It includes all job families

It includes all job families

Time Management and Work
Pressure Control

It includes all job families

It includes all job families

Political Empowerment in the UAE

It includes all job families

It includes all job families

Leading Change

It includes all job families

It includes all job families

Effective Orientation

It includes all job families

It includes all job families

Firmness and Self-Confidence
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Main Job Family

Auxiliary job family

Proposed Programs by Al-Mawrid

It includes all job families

It includes all job families

Problem-Solving Creativity

It includes all job families

It includes all job families

Creativity Development

It includes all job families

It includes all job families

Interpersonal Skills

It includes all job families

It includes all job families

Time Management

It includes all job families

It includes all job families

Communication Strategies

It includes all job families

It includes all job families

Ten Simple Skills you Need

It includes all job families

It includes all job families

Presentation Skills

It includes all job families

It includes all job families

Body Language Fundamentals

It includes all job families

It includes all job families

Work Ethics

It includes all job families

It includes all job families

Leading Change

It includes all job families

It includes all job families

Teamwork and Team Building

It includes all job families

It includes all job families

Communication with Network
outside the Company

It includes all job families

It includes all job families

Workplace Ethics

It includes all job families

It includes all job families

Cooperative Business Writing

It includes all job families

It includes all job families

Social Media at Workplace
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Main Job Family

Auxiliary job family

Proposed Programs by Al-Mawrid

It includes all job families

It includes all job families

Administrative Office Procedures

It includes all job families

It includes all job families

Practical Writing

It includes all job families

It includes all job families

Executive and Personal Assistants

It includes all job families

It includes all job families

Meeting Management

It includes all job families

It includes all job families

Management Support

It includes all job families

It includes all job families

Fundamental Bookkeeping

It includes all job families

It includes all job families

Organizational Skills

It includes all job families

It includes all job families

Anger Control

It includes all job families

It includes all job families

Attention Management

It includes all job families

It includes all job families

Emotional Intelligence

It includes all job families

It includes all job families

Self-Awareness Improvement

It includes all job families

It includes all job families

Increase your Happiness

It includes all job families

It includes all job families

Life Training Basics

It includes all job families

It includes all job families

Workplace Anxiety Management

It includes all job families

It includes all job families

Personal Productivity
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Main Job Family

Auxiliary job family

Proposed Programs by Al-Mawrid

It includes all job families

It includes all job families

Taking Initiatives

It includes all job families

It includes all job families

Goal Setting and Getting Things
Done

It includes all job families

It includes all job families

Job Search Skills

It includes all job families

It includes all job families

Personal Finance Affairs
Management

It includes all job families

It includes all job families

Public Speaking

It includes all job families

It includes all job families

Social Education

It includes all job families

It includes all job families

Social Intelligence

It includes all job families

It includes all job families

Stress Management

It includes all job families

It includes all job families

Critical Thinking

It includes all job families

It includes all job families

Mental Awareness Enhancement
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The training officer may benefit from all training programs or obtaining all Al Mawrid Platform
Services, according to the preferential prices attached, as per the cooperation agreement concluded
with the Federal Authority for Government Human Resources and IT Corner. In case that the entity
would like to use all services provided by the Al-Mawrid Platform, please see the details of the cost
incurred by package of features of managing and following up courses:

Ser. No. | Number of the Entity Employees | Minimum Licenses | License Expiration Period

1 1-300 500 Annual

2 301-700 1000 Annual

3 701-2000 2000 Annual

4 2001-5000 4000 Annual

5 Over 5000 6000 Annual

Ser. No. Description ‘ Cost per Time
1 Materials with Word or PPT format within 50 pages 40,000
2 Materials with Word or PPT format within 80 pages 55,000
3 Materials with Word or PPT format within 120 pages 65,000
4 Interactive books within 100 pages, including Infographic video on the 18,000
book profile

5 Infographic video 2D for around 3 minutes 9,000
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