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GERMAN 

 ECDL (GER & SWI) 

 ENVIRONMENTAL, SAFETY & HEALTH AND 

TRANSPORTATION COURSEWARE 

 BUSINESS SKILLS COURSEWARE 

 DESKTOP SKILLS COURSEWARE 

 IT SKILLS COURSEWARE 
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ENVIRONMENTAL, SAFETY & HEALTH 
AND TRANSPORTATION COURSEWARE 

ENVIRONMENTAL, SAFETY & HEALTH, 
AND TRANSPORTATION 

 Safety and Health 

Computerergonomie / Computer Ergonomics  ............ SAHB412 

Brandschutz und Sicherheit / Fire Prevention 

and Safety .................................................................... SAHB427 

Erste Hilfe -- Grundlagen / First Aid--Basic  ............... SAHB429 

Office Safety  ............................................................... SAHB458 

Bewusstsein für Sicherheit am Arbeitsplatz / 

Workplace Security Awareness ................................... SAHB487 

BUSINESS STRATEGY AND 
OPERATIONS 

OPERATIONS CURRICULUM - GERMAN 

 Six Sigma Green Belt: Six Sigma and the 

Organization 

Six Sigma und Lean in Unternehmen / Six 

Sigma and Lean in the Organization ............. oper_05_a01_bs_de 

Design for Six Sigma im Unternehmen / Design 

for Six Sigma in the Organization ................ oper_05_a02_bs_de 

 Six Sigma Green Belt: Define 

Prozesse und Kundenanalyse in Six 

Sigma-Projekten / Processes and Customer 

Analysis in Six Sigma Projects ..................... oper_06_a01_bs_de 

Six Sigma: Projekte und Teams in Grundzügen 

/ Basics of Six Sigma Projects and Teams .... oper_06_a02_bs_de 

Managementwerkzeuge in Six Sigma-Projekten / 

Tools for Planning and Managing Six Sigma 

Project Opportunities .................................... oper_06_a03_bs_de 

Einsatz der Six Sigma-Analysewerkzeuge und 

-Metriken für Projektentscheidungen  / Using 

Six Sigma Analysis Tools and Metrics for 

Project Decisions .......................................... oper_06_a04_bs_de 

 Six Sigma Foundations 

Einführung in Six Sigma / Introduction to 

Six Sigma...................................................... oper_10_a01_bs_de 

 Six Sigma Black Belt (2007 BOK): Define 

Stimme des Kunden (Voice of the Customer - 

VOC) in Six Sigma / Using Voice of the 

Customer in Six Sigma ................................. oper_14_a01_bs_de 

 Six Sigma Foundations 

Einführung in Six Sigma / Six Sigma 

Introduction ................................................................OPERB131 

FINANCE, HUMAN RESOURCES AND 
ADMINISTRATION 

ADMINISTRATIVE SUPPORT 
CURRICULUM 

 Essential Skills for Administrative Support 

Professionals 

Verwaltungsfachkräfte: Vertreten des 

Vorgesetzten / Administrative Professionals: 

Representing Your Boss ................................... ad_01_a01_bs_de 

Verwaltungsfachkräfte: Allgemeine 

Verwaltungsaufgaben / Administrative 

Professionals: Common Administrative Support 

Tasks ................................................................ ad_01_a02_bs_de 

Verwaltungsfachkräfte: Optimieren der 

Beziehung zu Ihrem Vorgesetzten / 

Administrative Professionals: Maximizing 

Your Relationship with Your Boss ................... ad_01_a03_bs_de 

Verwaltungsfachkräfte: Interaktion mit 

anderen / Administrative Professionals: 

Interacting with Others ..................................... ad_01_a04_bs_de 

Verwaltungsfachkräfte: Zeigen Sie sich von 

Ihrer besten Seite / Administrative 

Professionals: Putting Your Best Foot Forwardad_01_a05_bs_de 

FINANCE, HUMAN RESOURCES AND 
ADMINISTRATION 

FINANCE & ACCOUNTING 
CURRICULUM 

 Fundamental Finance for non-Finance 

Professionals 

Die Prinzipien der Finanzplanung / The 

Principles of Financial Management ............... fin_01_a01_bs_de 

Grundlagen der Finanzplanung / The Basics of 

Budgeting ........................................................ fin_01_a02_bs_de 

Cashflowmanagement / Management of Cash 

Flows ............................................................... fin_01_a03_bs_de 

Finanzberichte / Financial Statements  ............ fin_01_a04_bs_de 
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 Accounting Fundamentals 

Grundprinzipien und Rahmenkonzept der 

Rechnungslegung  / Basic Accounting 

Principles and Framework ............................... fin_03_a01_bs_de 

Bilanzgleichung und Finanzberichte / The 

Accounting Equation and Financial Statementsfin_03_a02_bs_de 

MANAGEMENT AND LEADERSHIP 

MANAGEMENT CURRICULUM - 
GERMAN 

 Managing Organizational Change 

Change-Management: Wandel verstehen / 

Managing Change: Understanding Change mgmt_13_a01_bs_de 

Change-Management: Positive Unterstützung 

für den Wandel / Managing Change: Building 

Positive Support for Change ....................... mgmt_13_a02_bs_de 

Change-Management: Umgang mit Widerstand 

gegen den Wandel / Managing Change: Dealing 

with Resistance to Change .......................... mgmt_13_a03_bs_de 

Change-Management: Organisatorischen Wandel 

stärken / Managing Change: Sustaining 

Organizational Change ............................... mgmt_13_a04_bs_de 

 Business Coaching Essentials 

Business Coaching: Vorbereitung auf das 

Coaching / Business Coaching: Getting Ready 

to Coach ...................................................... mgmt_14_a01_bs_de 

Business Coaching: Die Durchführung von 

Coachingsitzungen / Business Coaching: 

Conducting Coaching Sessions ................... mgmt_14_a02_bs_de 

Business Coaching: Aufbau der 

Coachingbeziehung / Business Coaching: 

Building the Coaching Relationship ........... mgmt_14_a03_bs_de 

Business Coaching: Die Anwendung 

verschiedener Coachingstile / Business 

Coaching: Using Different Coaching Stylesmgmt_14_a04_bs_de 

MANAGEMENT AND LEADERSHIP 

LEADERSHIP CURRICULUM - GERMAN 

 Leadership Essentials 

Grundlagen der Personalführung: Motivieren 

von Mitarbeitern / Leadership Essentials: 

Motivating Employees .................................. lead_05_a01_bs_de 

Grundlagen der Personalführung: Vermitteln 

der Vision / Leadership Essentials: 

Communicating Vision ................................. lead_05_a02_bs_de 

Grundlagen der Personalführung: Leiten durch 

emotionale Intelligenz / Leadership 

Essentials: Leading with Emotional 

Intelligence .................................................... lead_05_a04_bs_de 

Grundlagen der Personalführung: Stärkung 

Ihres Einflusses als Führungskraft / 

Leadership Essentials: Building Your 

Influence as a Leader ..................................... lead_05_a03_bs_de 

Grundlagen der Personalführung: Leiten der 

Geschäftsausübung / Leadership Essentials: 

Leading Business Execution .......................... lead_05_a05_bs_de 

Grundlagen der Personalführung: Lenken von 

Innovation / Leadership Essentials: Leading 

Innovation ..................................................... lead_05_a06_bs_de 

Grundlagen der Personalführung: 

Erfolgreiches Führen durch Veränderungen / 

Leadership Essentials: Leading Change ........ lead_05_a07_bs_de 

Grundlagen der Personalführung: Erstellen 

eines persönlichen Entwicklungsplans für 

Führungskräfte / Leadership Essentials: 

Creating Your Own Leadership Development Planlead_05_a08_bs_de 

PROFESSIONAL EFFECTIVENESS 

COMMUNICATION CURRICULUM - 
GERMAN 

 Building Improved Work Relationships 

Effektive Kundenbeziehungen / Effective 

Relationships with Customers ....................comm_12_a04_bs_de 

 E-mail Essentials for Business 

Wirksames Einsetzen von E-Mail und Instant 

Messaging / Using E-mail and Instant 

Messaging Effectively ................................comm_17_a01_bs_de 

Adressieren und Weiterleiten von E-Mails / 

Addressing and Redistributing E-mail ........comm_17_a02_bs_de 

Verwalten Ihrer E-Mails / Managing Your 

E-mail .........................................................comm_17_a03_bs_de 

 Telephone Essentials for Business 

Erforderliche Kenntnisse für professionell 

geführte Telefongespräche / Essential Skills 

for Professional Telephone Calls ................comm_18_a01_bs_de 

 Interpersonal Communication 

Zwischenmenschliche Kommunikation: 

Selbstbewusst kommunizieren / Interpersonal 

Communication: Communicating with Confidencecomm_21_a01_bs_de 
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Zwischenmenschliche Kommunikation: Planung 

Ihrer Botschaft / Interpersonal 

Communication: Targeting Your Message comm_21_a02_bs_de 

Zwischenmenschliche Kommunikation: 

Grundregeln des Zuhörens / Interpersonal 

Communication: Listening Essentials ........ comm_21_a03_bs_de 

Zwischenmenschliche Kommunikation: 

Durchsetzungsstark kommunizieren / 

Interpersonal Communication: Communicating 

Assertively ................................................. comm_21_a04_bs_de 

Zwischenmenschliche Kommunikation: 

Zugänglich sein / Interpersonal 

Communication: Being Approachable ....... comm_21_a05_bs_de 

 Workplace Conflict 

Konflikte am Arbeitsplatz: Konflikte 

erkennen und darauf eingehen / Workplace 

Conflict: Recognizing and Responding to 

Conflict ...................................................... comm_22_a01_bs_de 

Konflikte am Arbeitsplatz: 

Konfliktlösungsstrategien / Workplace 

Conflict: Strategies for Resolving Conflictscomm_22_a02_bs_de 

 Negotiation essentials 

Grundlagen des Verhandelns: Was versteht man 

unter Verhandeln? / Negotiation Essentials: 

What Is Negotiation? ................................. comm_24_a01_bs_de 

Grundlagen des Verhandelns: Planen von 

Verhandlungen  / Negotiation Essentials: 

Planning for Negotiation ............................ comm_24_a02_bs_de 

Grundlagen des Verhandelns: Kommunizieren / 

Negotiation Essentials: Communicating .... comm_24_a03_bs_de 

 Effective Listening Skills 

Zuhören und Verstehen / Listening for 

Comprehension ........................................................ COMMB152 

Verbesserte Zuhörfähigkeiten / Enhancing 

Your Listening Skills ............................................... COMMB154 

 Effective Use of Feedback for Business 

Ein Leitfaden für Manager / Giving Feedback: 

A Manager's Guide .................................................. COMMB525 

PROFESSIONAL EFFECTIVENESS 

PERSONAL DEVELOPMENT 
CURRICULUM - GERMAN 

 Optimizing Your Work/Life Balance 

Optimieren Ihrer Work-Life-Balance: 

Analysieren der Balance in Ihrem Leben / 

Optimizing Your Work/Life Balance: Analyzing 

Your Life Balance ........................................... pd_06_a01_bs_de 

Optimieren Ihrer Work-Life-Balance: Bewahren 

Ihrer Lebensbalance  / Optimizing Your 

Work/Life Balance: Maintaining Your Life 

Balance ............................................................ pd_06_a02_bs_de 

Optimieren Ihrer Work-Life-Balance: 

Stressbewältigung / Optimizing Your 

Work/Life Balance: Taking Control of Your 

Stress ............................................................... pd_06_a03_bs_de 

 Diversity on the Job 

Heterogenität am Arbeitsplatz: Die Bedeutung 

von Heterogenität am Arbeitsplatz / 

Diversity on the Job: The Importance of 

Diversity and the Changing Workplace ........... pd_07_a01_bs_de 

Heterogenität am Arbeitsplatz: Ihr 

Verhältnis zur Heterogenität  / Diversity on 

the Job: Diversity and You .............................. pd_07_a02_bs_de 

 Telecommuting and the Remote Employee 

Grundlagen zu Telearbeitsplätzen: Maximieren 

der Produktivität als räumlich getrennt 

arbeitender Mitarbeiter / Telecommuting 

Basics: Maximizing Productivity as a Remote 

Employee......................................................... pd_08_a01_bs_de 

Grundlagen zu Telearbeitsplätzen: 

Kommunikationsstrategien für räumlich 

getrennt arbeitende Mitarbeiter / 

Telecommuting Basics: Communication 

Strategies for the Remote Employee ............... pd_08_a02_bs_de 

 Generating Creative & Innovative Ideas 

Erzeugen kreativer und innovativer Ideen: 

Steigern Ihrer Kreativität / Generating 

Creative and Innovative Ideas: Enhancing 

Your Creativity ................................................ pd_09_a01_bs_de 

Erzeugen kreativer und innovativer Ideen: 

Maximieren der Teamkreativität / Generating 

Creative and Innovative Ideas: Maximizing 

Team Creativity ............................................... pd_09_a02_bs_de 

Erzeugen kreativer und innovativer Ideen: 

Überprüfen und Ausbauen von Ideen / 

Generating Creative and Innovative Ideas: 

Verifying and Building on Ideas ..................... pd_09_a03_bs_de 

 Managing Your Career 

Karrieremanagement: Erstellen eines Plans / 

Managing Your Career: Creating a Plan.......... pd_10_a01_bs_de 
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Karrieremanagement: Der richtige Weg / 

Managing Your Career: Getting on the Right 

Track ................................................................ pd_10_a02_bs_de 

Karrieremanagement: Grundlagen für Aufbau 

und Pflege eines sozialen Netzwerks im 

Berufsleben / Managing Your Career: 

Professional Networking Essentials ................. pd_10_a03_bs_de 

Karrieremanagement: Sie und Ihr Vorgesetzter 

/ Managing Your Career: You and Your Boss . pd_10_a04_bs_de 

Karrieremanagement: Nutzen der 

Leistungsbeurteilung / Managing Your Career: 

Leveraging the Performance Appraisal ............ pd_10_a05_bs_de 

 Effective Time Management 

Zeitmanagement: Analyse Ihrer Zeiteinteilung 

/ Time Management: Analyzing Your Use of Timepd_11_a01_bs_de 

Zeitmanagement: Planung und Priorisierung 

Ihrer Zeit / Time Management: Planning and 

Prioritizing Your Time .................................... pd_11_a02_bs_de 

Zeitmanagement: Vermeidung von Zeitdieben / 

Time Management: Avoiding Time Stealers ... pd_11_a03_bs_de 

 Problem Solving and Decision Making Strategies 

Probleme lösen: Grundlagen / Problem 

Solving: The Fundamentals ............................. pd_12_a01_bs_de 

Probleme lösen: Eigene Stärken erkennen und 

ausbauen / Problem Solving: Determining and 

Building Your Strengths .................................. pd_12_a02_bs_de 

Probleme lösen: Genauer nachgehakt / Problem 

Solving: Digging Deeper ................................. pd_12_a03_bs_de 

Entscheidungen treffen: Grundlagen / 

Decision Making: The Fundamentals .............. pd_12_a04_bs_de 

Entscheidungen treffen: Instrumente und 

Techniken / Decision Making: Tools and 

Techniques ....................................................... pd_12_a05_bs_de 

Entscheidungen treffen: Schwierige 

Entscheidungen treffen / Decision Making: 

Making Tough Decisions ................................. pd_12_a06_bs_de 

 Overcoming Overload - Managing Memory and 

Time 

Zeit als Ressource / Time as a Resource  ........................ PDB121 

Zeit sinnvoll nutzen / Eliminate the Time 

Wasters ........................................................................... PDB122 

Organisation als Erinnerungshilfe / Organize 

to Remember .................................................................. PDB123 

Zeitmanagement und Erinnerungshilfen / 

Create Your Time and Memory Management 

Program .......................................................................... PDB124 

 Problem-solving and Decision-making for 

Business 

Das Problem umreißen / Framing the Problem ............... PDB232 

Alternativen bei der Problemlösung schaffen 

/ Generating Alternatives in Problem Solving ................. PDB233 

Dynamische Entscheidungsfindung / Dynamic 

Decision Making ............................................................. PDB234 

PROJECT EFFECTIVENESS 

PROJECT MANAGEMENT CURRICULUM 
- GERMAN 

 Project Management for Non-Project Managers 

Grundlagen des Projektmanagements / Project 

Management Fundamentals ........................... proj_01_a01_bs_de 

Übergang in die Projektleiterrolle / 

Transitioning into a Project Management Roleproj_01_a02_bs_de 

Initiierung und Planung eines Projektes / 

Initiating and Planning a Project ................... proj_01_a03_bs_de 

Ein Projekt leiten / Managing a Project  ........ proj_01_a04_bs_de 

Fehlersuche und Abschluss des Projektes / 

Troubleshooting and Closing the Project....... proj_01_a05_bs_de 

 Program Management (PMI® Standard-aligned) 

Einführung in das Programmmanagement / 

Introduction to Program Management ........... proj_02_a01_bs_de 

Programmlebenszyklus und Organisation / 

Program Life Cycle and Organization ........... proj_02_a02_bs_de 

Programmmanagementprozesse und die 

Initiierungsprozessgruppe / Program 

Management Processes and the Initiating 

Process Group ............................................... proj_02_a03_bs_de 

Programmplanung  / Program Planning  ....... proj_02_a04_bs_de 

Die Ausführungsprozessgruppe / The Executing 

Process Group ............................................... proj_02_a05_bs_de 

Überwachung, Steuerung und Abschluss von 

Programmen / Monitoring, Controlling, and 

Closing Programs .......................................... proj_02_a06_bs_de 

 Portfolio Management (PMI® Standard-aligned) 

Einführung in das Portfoliomanagement / 

Introduction to Portfolio Management .......... proj_03_a01_bs_de 

Portfoliomanagementprozesse im Unternehmen / 

Portfolio Management Processes and the 

Organization .................................................. proj_03_a02_bs_de 

Portfoliomanagementprozessgruppen / 

Portfolio Management Process Groups ......... proj_03_a03_bs_de 
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 Project Management Foundations (PRINCE2-

aligned) 

Überblick über die Leitung eines 

PRINCE2-konformen Projektes / Overview of 

Project Managing a PRINCE2-aligned Projectproj_04_a01_bs_de 

 Project Management Essentials - (PMBOK® 

Guide - Fourth Edition-aligned) 

Projekte innerhalb von Unternehmen leiten / 

Managing Projects within Organizations ....... proj_05_a01_bs_de 

Überblick Projektmanagement / Project 

Management Overview .................................. proj_05_a02_bs_de 

Projektmanagement-Prozessgruppen / Project 

Management Process Groups ......................... proj_05_a03_bs_de 

 Project Integration Management (PMBOK® 

Guide - Fourth Edition-aligned) 

Integrierte Initiierung und Planung / 

Integrated Initiation and Planning .................. proj_06_a01_bs_de 

Integrierte Projektdurchführung, Überwachung 

und Steuerung / Integrated Project 

Execution, Monitoring, and Control .............. proj_06_a02_bs_de 

Integrierte Änderungssteuerung und Abschluss 

eines Projekts / Integrated Project Change 

Control and Close .......................................... proj_06_a03_bs_de 

 Project Scope Management (PMBOK® Guide - 

Fourth Edition-aligned) 

Projektanforderungen und Inhalt und Umfang 

definieren / Project Requirements and 

Defining Scope .............................................. proj_07_a01_bs_de 

Erstellung eines Projektstrukturplans / 

Create Work Breakdown Structure ................ proj_07_a02_bs_de 

Überwachung und Steuerung von Projektinhalt- 

und umfang / Monitoring and Controlling 

Project Scope ................................................. proj_07_a03_bs_de 

 Project Time Management (PMBOK® Guide - 

Fourth Edition-aligned) 

Projektvorgänge und Vorgangsfolge festlegen 

und anordnen / Defining and Sequencing 

Project Activities ........................................... proj_08_a01_bs_de 

Ressourcen für Vorgänge und die 

Vorgangsdauer schätzen / Estimating Activity 

Resources and Durations ............................... proj_08_a02_bs_de 

Projektterminplan erstellen und überwachen / 

Developing and Controlling the Project 

Schedule ........................................................ proj_08_a03_bs_de 

 Project Cost Management (PMBOK® Guide - 

Fourth Edition-aligned) 

Projektkosten schätzen und budgetieren / 

Estimating and Budgeting Project Costs ....... proj_09_a01_bs_de 

Kostensteuerung / Controlling Costs  ............ proj_09_a02_bs_de 

 Project Quality Management (PMBOK® Guide - 

Fourth Edition-aligned) 

Qualitätsplanung in Projekten / Project 

Quality Planning ............................................ proj_10_a01_bs_de 

Qualitätssicherung und Qualitätslenkung / 

Quality Assurance and Quality Control ......... proj_10_a02_bs_de 

 Project Human Resource Management (PMBOK® 

Guide - Fourth Edition-aligned) 

Personalbedarfsplanung in Projekten / 

Planning Project Human Resources............... proj_11_a01_bs_de 

Personalmanagement in Projekten / Managing 

Project Human Resources.............................. proj_11_a02_bs_de 

 Code of Ethics and Professional Conduct (PMI® 

Standard-aligned) 

Die Rolle der Ethik im Projektmanagement / 

The Role of Ethics in Project Management ... proj_15_a01_bs_de 

Grundwerte und ethische Standards des PMI® / 

Core PMI® Values and Ethical Standards..... proj_15_a02_bs_de 

 Project Management for IT Professionals 

Einführung in das Management von 

IT-Projekten / Introduction to IT Project 

Management ............................................................... PROJB351 

Der Lebenszyklus eines IT-Projekts / The 

Life Cycle of an IT Project ......................................... PROJB353 

PROJECT EFFECTIVENESS 

TEAM BUILDING CURRICULUM 

 Leading Teams 

Leiten von Teams: Starten eines 

erfolgreichen Teams / Leading Teams: 

Launching a Successful Team ...................... team_03_a01_bs_de 

Leiten von Teams: Festlegen von Zielen, 

Rollen und Richtlinien / Leading Teams: 

Establishing Goals, Roles, and Guidelines ... team_03_a02_bs_de 

Leiten von Teams: Entwickeln des Teams und 

seiner Kultur / Leading Teams: Developing 

the Team and its Culture .............................. team_03_a03_bs_de 
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Leiten von Teams: Aufbauen von Vertrauen und 

Engagement / Leading Teams: Building Trust 

and Commitment ......................................... team_03_a04_bs_de 

Leiten von Teams: Fördern effektiver 

Kommunikation und Zusammenarbeit / Leading 

Teams: Fostering Effective Communication and 

Collaboration ............................................... team_03_a05_bs_de 

Leiten von Teams: Motivieren und Steigern 

der Leistung / Leading Teams: Motivating and 

Optimizing Performance .............................. team_03_a06_bs_de 

Leiten von Teams: Umgang mit Konflikten / 

Leading Teams: Dealing with Conflict ........ team_03_a07_bs_de 

Leiten von Teams: Management virtueller 

Teams / Leading Teams: Managing Virtual Teamsteam_03_a08_bs_de 

 Optimizing Your Performance on a Team 

Als Teammitglied effektiv handeln / Being an 

Effective Team Member .............................. team_02_a01_bs_de 

Festlegen von Teamzielen und 

Verantwortlichkeiten / Establishing Team 

Goals and Responsibilities ........................... team_02_a02_bs_de 

Elemente eines zusammenhaltenden Teams / 

Elements of a Cohesive Team ..................... team_02_a03_bs_de 

Effektive Teamkommunikation / Effective Team 

Communication ........................................... team_02_a04_bs_de 

Verbessern der Teamleistung mithilfe von 

Feedback / Using Feedback to Improve Team 

Performance ................................................. team_02_a05_bs_de 

SALES AND CUSTOMER FACING 
SKILLS 

SALES CURRICULUM - GERMAN 

 Strategic Account Sales Skills 

Die strategische Verkaufsmethode / The 

Strategic Account Sales Approach ............................. SALEB131 

Ihren Kunden verstehen / Understanding Your 

Customer ................................................................... SALEB132 

Effektive Sondierungsgespräche durchführen / 

Conducting Effective Sales Research Meetings ........ SALEB133 

Mit den Schlüsselpersonen Ihres Kunden 

arbeiten / Working with Your Customer's Key 

Players ....................................................................... SALEB134 

Erfolgreiche Verkaufspräsentationen halten  

/ Delivering High-impact Sales Presentations ............ SALEB135 

 Inside Sales Skills 

Gesprächsvorbereitung für 

Outbound-Telefonate / Preparing for Outbound 

Sales Calls ................................................................. SALEB121 

Telefonische Verkaufsgespräche einleiten / 

Initiating Outbound Sales Calls .................................. SALEB122 

Telefonische Verkaufsgespräche führen / 

Completing Outbound Sales Calls .............................. SALEB123 

SALES AND CUSTOMER FACING 
SKILLS 

CUSTOMER SERVICE CURRICULUM - 
GERMAN 

 Customer Service Fundamentals 

Kundendienst-Grundlagen: Aufbau von Rapport 

in Kundenbeziehungen / Customer Service 

Fundamentals: Building Rapport in Customer 

Relationships ................................................. cust_09_a01_bs_de 

Kundendienst vor Ort / Customer Service in 

the Field ......................................................... cust_09_a02_bs_de 

Der telefonische Kundendienst / Customer 

Service over the Phone .................................. cust_09_a03_bs_de 

Interner Kundenservice / Internal Customer 
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and 
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PROJECT EFFECTIVENESS 

PROJECT MANAGEMENT CURRICULUM 
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 Project Management Essentials - (PMBOK® 
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プロジェクトマネジメント入門 / An Introduction to Project 

Management ................................................................ PROJ7511 
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Project Life 

Cycles and Stakeholders .............................................. PROJ7512 

プロジェクト─プロセス群とプロジェクトの立上げ / 

Introduction to 

Project Process Groups and Initiating a 
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プロジェクト─計画 / Project Planning  ..................... PROJ7514 

プロジェクト─ 実行、監視コントロールと終結 / Executing, 
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and 
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効果的なチーム コミュニケーション / Effective Team 
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Using Feedback to 

Improve Team Performance ......................... team_02_a05_bs_ja 
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チームの統率: 目標、役割、ガイドラインの設定 / Leading 

Teams: 

Establishing Goals, Roles, and Guidelines .... team_03_a02_bs_ja 

チームの統率: チームとその文化の育成 / Leading Teams: 

Developing the Team and its Culture ............ team_03_a03_bs_ja 

チームの統率: 信頼関係の構築と責任感の付与 / Leading 
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Building Trust and Commitment ................... team_03_a04_bs_ja 
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Teams: Fostering Effective Communication and 
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Leading Teams: 

Motivating and Optimizing Performance ...... team_03_a06_bs_ja 

チームの統率: 衝突に対処する / Leading Teams: Dealing 
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チームの統率: 仮想チームの管理 / Leading Teams: 

Managing 
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 Participating in a Project Team 
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顧客ニーズの発掘と拡大 / Finding the Pain You Can Cure SALE7143 
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HUMAN RESOURCES CURRICULUM 
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O Clima para o Desempenho  / The Climate for 

Performance .................................................................... HRC104 

 Managing Diversity and Inclusiveness 
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MANAGEMENT AND LEADERSHIP 

MANAGEMENT CURRICULUM 
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Performance ............................................................. MGMTC342 
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Performance-based Appraisals................................. MGMTC142 

 Managing Problem Performance 
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 Supporting Employees through the Change 
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Execução de Negócios / Leadership 
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Performance .............................................................. LEADC146 
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 E-mail Essentials for Business 

Usando E-mail e Mensagens Instantâneas 

Efetivamente / Using E-mail and Instant 
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Endereçando e Redistribuindo E-mail / 

Addressing and Redistributing E-mail ..... comm_17_a02_bs_ptbr 

Gerenciando Seu E-mail / Managing Your 

E-mail ...................................................... comm_17_a03_bs_ptbr 

 Telephone Essentials for Business 

Habilidades Essenciais para Chamadas 

Telefônicas Profissionais / Essential Skills 

for Professional Telephone Calls ............. comm_18_a01_bs_ptbr 

 Business Writing Essentials 

Como Redigir com Objetividade / Writing with 

Intention ................................................................... COMMC011 

 Emotional Intelligence in the Workplace 

Trabalho de Equipe e Inteligência Emocional 

/ Teamwork and Emotional Intelligence .................. COMMC143 

Aumentando a inteligência emocional / 

Increasing Your Emotional Intelligence .................. COMMC144 

 Managing and Working with Difficult People 

Pessoas difíceis no local de trabalho / 

Difficult People in the Workplace ........................... COMMC161 

 Assertive Communication 

A Asserção Profissional  / Professional 

Assertiveness ........................................................... COMMC171 

A assertividade de dentro para fora / 

Assertiveness from the Inside Out ........................... COMMC172 

 Email Essentials 

E-mail e Comunicação Empresarial / E-mail 

and Organizational Communication ........................ COMMC233 

 Effective Use of Feedback for Business 

Um Guia do Gerente / Giving Feedback: A 

Manager's Guide ...................................................... COMMC525 

 Mastering Interpersonal Communication  

O Lado Interpessoal dos Conflitos / The 

Interpersonal Side of Conflict .................................. COMMC114 

Habilidade Profissional Interpessoal / 

Interpersonal Business Savvy .................................. COMMC115 

Ampliar as Habilidades Interpessoais dos 

Funcionários / Developing Interpersonal 

Skills in Your People ............................................... COMMC116 

PROFESSIONAL EFFECTIVENESS 

PERSONAL DEVELOPMENT 
CURRICULUM 

 Telecommuting and the Remote Employee 

Fundamentos do trabalho à distância: 

Maximizando a produtividade como empregado 

remoto / Telecommuting Basics: Maximizing 

Productivity as a Remote Employee .............. pd_08_a01_bs_ptbr 

Fundamentos das Telecomunicações: 

Estratégias de Comunicações para o 

Trabalhador a Distância / Telecommuting 

Basics: Communication Strategies for the 

Remote Employee ......................................... pd_08_a02_bs_ptbr 

 Generating Creative & Innovative Ideas 

Gerando Idéias Criativas e Inovadoras: 

Melhorando Sua Criatividade / Generating 

Creative and Innovative Ideas: Enhancing 

Your Creativity .............................................. pd_09_a01_bs_ptbr 

Gerando Idéias Criativas e Inovadoras: 

Maximizando a Criatividade da Equipe / 

Generating Creative and Innovative Ideas: 

Maximizing Team Creativity ........................ pd_09_a02_bs_ptbr 

Ter idéias inovadoras e criativas: Verificar 

e ampliar idéias / Generating Creative and 

Innovative Ideas: Verifying and Building on 

Ideas .............................................................. pd_09_a03_bs_ptbr 

 Creativity and Innovation in the Workplace 

Gerando Idéias Criativas e Inovadoras / 

Generating Creative and Innovative Ideas ....................... PDC032 

Avaliando Idéias Criativas e Inovadoras / 

Evaluating Creative and Innovative Ideas ....................... PDC033 

PROJECT EFFECTIVENESS 

PROJECT MANAGEMENT CURRICULUM  

 Advanced Project Management - Project Time 

Management - PMBOK-aligned 

Planejamento das Atividades de um Projeto / 

Project Activity Planning ........................................... PROJC241 
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 Advanced Project Management - Project HR 

Management (PMBOK-aligned) 

Planejamento Organizacional de Projetos / 

Project Organizational Planning ................................. PROJC271 

PROJECT EFFECTIVENESS 

TEAM BUILDING CURRICULUM 

 Optimizing Your Performance on a Team 

Sendo um Membro de Equipe Eficaz / Being an 

Effective Team Member ............................ team_02_a01_bs_ptbr 

Estabelecendo objetivos e responsabilidades 

de equipes / Establishing Team Goals and 

Responsibilities .......................................... team_02_a02_bs_ptbr 

Elementos de uma Equipe Coesa / Elements of 

a Cohesive Team ....................................... team_02_a03_bs_ptbr 

Comunicação Eficaz em Equipe / Effective 

Team Communication ............................... team_02_a04_bs_ptbr 
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Improve Team Performance ...................... team_02_a05_bs_ptbr 
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um Projeto / Maintaining Project Team Peak 

Performance ............................................................. TEAMC145 
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Estratégias Eficazes de Integração de 

Equipes / Effectively Communicating in Teams ...... TEAMC171 

 Participating in a Project Team 

Atividades de Integração de Equipe: Um 
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Inside Job ................................................................. TEAMC133 
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CUSTOMER SERVICE CURRICULUM 
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Pontos Fundamentais de um Excepcional 

Atendimento ao Cliente / Fundamentals of 
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 Microsoft Office 2003: Beginning Word 

Introdução ao Word 2003 / Getting Started 
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Project Activity Planning ............................................ PROJC241 
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Planejamento Organizacional de Projetos / 
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Optimisation des relations avec votre 

supérieur / Administrative Professionals: 

Maximizing Your Relationship with Your Boss ad_01_a03_bs_fr 

Professionnels de l'administration : 

Échanges avec les autres / Administrative 

Professionals: Interacting with Others .............. ad_01_a04_bs_fr 

Professionnels de l'administration : Mettre 

tous les atouts de son côté / Administrative 

Professionals: Putting Your Best Foot Forward ad_01_a05_bs_fr 

MANAGEMENT AND LEADERSHIP 

MANAGEMENT CURRICULUM 

 Moving into Management 

Occupation d'un poste à responsabilité / 

Taking on a Management Role .................... mgmt_03_a01_bs_fr 

Obtenir un poste de direction : 

Responsabilités et craintes / Becoming a 

Manager: Responsibilities and Fears ........... mgmt_03_a02_bs_fr 

Obtenir un poste de direction : Diriger et 

communiquer / Becoming a Manager: Leading 

and Communicating .................................... mgmt_03_a03_bs_fr 

 Crucial Skills for Tomorrow's Managers 

Compétences des responsables de demain / 

Tomorrow's Managers' Competencies ......... mgmt_04_a01_bs_fr 

Outils de développement des responsables de 

demain / Tomorrow's Managers' Development 

Tools............................................................ mgmt_04_a02_bs_fr 

GÃ©rer en tant qu'accompagnateur et 

conseiller / Managing as Coach and Counselormgmt_04_a03_bs_fr 

Gérer en tant que chef de projet / Managing 

as Project Champion .................................... mgmt_04_a04_bs_fr 

Introduction à la garantie de responsabilité 

/ A Primer for Ensuring Accountability ....... mgmt_04_a05_bs_fr 

 Effective Delegation 

Les bases de la délégation / The Basics of 

Delegation ................................................... mgmt_07_a01_bs_fr 

Délégation : l'approche personnelle / 

Delegation: the Personal Approach ............. mgmt_07_a02_bs_fr 

Gestion de la délégation / Managing 

Delegation ................................................... mgmt_07_a03_bs_fr 

 Appraising Performance 

Évaluation continue des performances / 

Assessing Performance Continuously ......... mgmt_11_a01_bs_fr 

Évaluations des performances / Performance 

Reviews ....................................................... mgmt_11_a02_bs_fr 

 Managing Organizational Change 

Gestion du changement : Compréhension du 

changement / Managing Change: Understanding 

Change ........................................................ mgmt_13_a01_bs_fr 

Gestion du changement : Construction d'un 

soutien positif au changement / Managing 

Change: Building Positive Support for Changemgmt_13_a02_bs_fr 

Gestion du changement : Gestion de la 

résistance au changement / Managing Change: 

Dealing with Resistance to Change ............. mgmt_13_a03_bs_fr 
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Gestion du changement : Soutien du 

changement structurel / Managing Change: 

Sustaining Organizational Change ............... mgmt_13_a04_bs_fr 

 Business Coaching Essentials 

Accompagnement professionnel : Préparation à 

l'accompagnement / Business Coaching: 

Getting Ready to Coach ............................... mgmt_14_a01_bs_fr 

Accompagnement professionnel : Animation de 

sessions d'accompagnement / Business 

Coaching: Conducting Coaching Sessions... mgmt_14_a02_bs_fr 

Accompagnement professionnel : Établissement 

de la relation d'accompagnement / Business 

Coaching: Building the Coaching Relationshipmgmt_14_a03_bs_fr 

Accompagnement professionnel : Utilisation 

de différents styles d'accompagnement / 

Business Coaching: Using Different Coaching 

Styles ........................................................... mgmt_14_a04_bs_fr 

 Management Essentials 

Principes de direction fondamentaux : 

Direction de vos collaborateurs / Management 

Essentials: Directing Others......................... mgmt_15_a01_bs_fr 

Principes de direction fondamentaux : 

Délégation / Management Essentials: 

Delegating.................................................... mgmt_15_a02_bs_fr 

Principes de direction fondamentaux : 

Évolution des collaborateurs directs / 

Management Essentials: Developing Your 

Direct Reports .............................................. mgmt_15_a03_bs_fr 

Principes de direction fondamentaux : 

Affrontement d'un comportement difficile 

chez un employé / Management Essentials: 

Confronting Difficult Employee Behavior... mgmt_15_a04_bs_fr 

Principes de direction fondamentaux : 

Gestion d'une équipe hétérogène / Management 

Essentials: Managing a Diverse Team ......... mgmt_15_a05_bs_fr 

Principes de direction fondamentaux : 

Traitement équitable des collaborateurs 

directs / Management Essentials: Treating 

Your Direct Reports Fairly .......................... mgmt_15_a06_bs_fr 

Principes de direction fondamentaux : Se 

montrer attentionné envers ses 

collaborateurs directs / Management 

Essentials: Caring about Your Direct Reportsmgmt_15_a07_bs_fr 

 Talent Management Essentials 

Gestion des talents : Notions de base / 

Talent Management: Basics ......................... mgmt_18_a01_bs_fr 

Gestion des talents : Planification / Talent 

Management: Planning ................................ mgmt_18_a02_bs_fr 

Gestion des talents : Acquisition des 

talents / Talent Management: Acquiring Talentmgmt_18_a03_bs_fr 

Gestion des talents : Développement et 

engagement de talents / Talent Management: 

Developing and Engaging Talent ................ mgmt_18_a04_bs_fr 

Gestion des talents : Rétention des talents 

/ Talent Management: Retaining Talent ...... mgmt_18_a05_bs_fr 

MANAGEMENT AND LEADERSHIP 

LEADERSHIP CURRICULUM 

 Leadership Essentials 

Principes de direction fondamentaux : 

Motiver les employés / Leadership 

Essentials: Motivating Employees .................. lead_05_a01_bs_fr 

Principes de direction fondamentaux : 

Communication d'une vision / Leadership 

Essentials: Communicating Vision ................. lead_05_a02_bs_fr 

Principes de direction fondamentaux : 

Établissement de votre influence en tant que 

dirigeant / Leadership Essentials: Building 

Your Influence as a Leader ............................. lead_05_a03_bs_fr 

Principes de direction fondamentaux : La 

direction par l'intelligence émotionnelle / 

Leadership Essentials: Leading with 

Emotional Intelligence ................................... lead_05_a04_bs_fr 

Principes de direction fondamentaux : 

Conduite de l'exécution professionnelle / 

Leadership Essentials: Leading Business 

Execution........................................................ lead_05_a05_bs_fr 

Principes de direction fondamentaux : 

Conduite de l'innovation / Leadership 

Essentials: Leading Innovation ....................... lead_05_a06_bs_fr 

Principes de direction fondamentaux : 

Conduite du changement / Leadership 

Essentials: Leading Change ............................ lead_05_a07_bs_fr 

Principes de direction fondamentaux : 

Création de votre propre plan de 

développement de vos compétences en tant que 

dirigeant / Leadership Essentials: Creating 

Your Own Leadership Development Plan ...... lead_05_a08_bs_fr 

PROFESSIONAL EFFECTIVENESS 

COMMUNICATION CURRICULUM  

 How to Write an Effective Internal Business Case 

Rédaction d'une analyse de rentabilité / 

Writing a Business Case .............................. comm_01_a02_bs_fr 

 Effective Listening 

Principes de base de l'écoute / Listening 

Basics .......................................................... comm_03_a01_bs_fr 
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 Giving Successful Presentations 

Les clés d'une présentation réussie / 

Presenting Successfully .............................. comm_05_a01_bs_fr 

Les clés d'une communication efficace / 

Delivering the Message .............................. comm_05_a02_bs_fr 

Ressources disponibles pour les 

présentations / Available Presentation 

Resources .................................................... comm_05_a03_bs_fr 

 The Effective Business Meeting 

Organiser des réunions de travail efficaces 

/ Planning an Effective Business Meeting .. comm_06_a01_bs_fr 

Diriger des réunions de travail efficaces / 

Leading an Effective Business Meeting ...... comm_06_a02_bs_fr 

Participer efficacement à des réunions de 

travail / Participating Effectively in a 

Business Meeting ........................................ comm_06_a03_bs_fr 

 Professionalism and Business Etiquette 

Le protocole de base en entreprise  / 

Standard Business Etiquette........................ comm_11_a01_bs_fr 

Étiquette en matière de communication 

commerciale / Communication Business 

Etiquette ...................................................... comm_11_a02_bs_fr 

Bonnes pratiques en réunion / Etiquette at 

the Business Meeting .................................. comm_11_a03_bs_fr 

Code de conduite en entreprise pour les 

cadres / Business Etiquette for Supervisors comm_11_a04_bs_fr 

 E-mail Essentials for Business 

Utilisation efficace de l'email et de la 

messagerie instantanée / Using E-mail and 

Instant Messaging Effectively .................... comm_17_a01_bs_fr 

Adressage et redistribution d'emails / 

Addressing and Redistributing E-mail ........ comm_17_a02_bs_fr 

Gestion des emails / Managing Your E-mail comm_17_a03_bs_fr 

 Telephone Essentials for Business 

Compétences essentielles pour les appels 

téléphoniques professionnels / Essential 

Skills for Professional Telephone Calls ...... comm_18_a01_bs_fr 

 Interpersonal Communication 

Communication interpersonnelle : Communiquer 

avec assurance / Interpersonal 

Communication: Communicating with Confidencecomm_21_a01_bs_fr 

Communication interpersonnelle : Cibler 

votre message / Interpersonal Communication: 

Targeting Your Message ............................. comm_21_a02_bs_fr 

Communication interpersonnelle : Principes 

d'écoute fondamentaux / Interpersonal 

Communication: Listening Essentials ......... comm_21_a03_bs_fr 

Communication interpersonnelle : Communiquer 

avec assertivité / Interpersonal 

Communication: Communicating Assertivelycomm_21_a04_bs_fr 

Communication interpersonnelle : Être 

accessible / Interpersonal Communication: 

Being Approachable .................................... comm_21_a05_bs_fr 

 Workplace Conflict 

Conflits sur le lieu de travail : 

Identification et réaction aux conflits / 

Workplace Conflict: Recognizing and 

Responding to Conflict ................................ comm_22_a01_bs_fr 

Conflits sur le lieu de travail : Stratégies 

de résolution des conflits / Workplace 

Conflict: Strategies for Resolving Conflicts comm_22_a02_bs_fr 

 Negotiation essentials 

Principes de négociation fondamentaux : 

Qu'est-ce que la négociation ? / Negotiation 

Essentials: What Is Negotiation? ................. comm_24_a01_bs_fr 

Principes de négociation fondamentaux : 

Planification d'une négociation  / 

Negotiation Essentials: Planning for 

Negotiation .................................................. comm_24_a02_bs_fr 

Principes de négociation fondamentaux : La 

communication / Negotiation Essentials: 

Communicating ........................................... comm_24_a03_bs_fr 

 Emotional Intelligence Essentials 

Qu'est-ce que l'intelligence émotionnelle ? 

/ What is Emotional Intelligence? ............... comm_25_a01_bs_fr 

Amélioration de vos compétences en 

intelligence émotionnelle : Conscience et 

gestion de soi / Improving Your Emotional 

Intelligence Skills: Self-awareness and 

Self-management ......................................... comm_25_a02_bs_fr 

Utilisation de l'intelligence émotionnelle 

au travail / Using Emotional Intelligence on 

the Job ......................................................... comm_25_a03_bs_fr 

 Fundamentals of Cross Cultural Communication 

Culture et son effet sur la communication / 

Culture and Its Effect on Communication ... comm_26_a01_bs_fr 

Communication entre les cultures / 

Communicating Across Cultures ................. comm_26_a02_bs_fr 

Amélioration de la communication dans les 

relations interculturelles / Improving 

Communication in Cross-cultural Relationshipscomm_26_a03_bs_fr 
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 Listening Essentials 

Principes d'écoute fondamentaux : Bases de 

l'écoute / Listening Essentials: The Basics 

of Listening ................................................. comm_28_a01_bs_fr 

Principes d'écoute fondamentaux : 

Amélioration de vos capacités d'écoute / 

Listening Essentials: Improving Your 

Listening Skills ........................................... comm_28_a02_bs_fr 

 Constructive Feedback and Criticism 

Communication de commentaires / Giving 

Feedback ..................................................... comm_29_a01_bs_fr 

 Effective Listening Skills 

Améliorer ses compétences en matière 

d'écoute / Enhancing Your Listening Skills ............. COMMG154 

 Effective Use of Feedback for Business 

Comment faire des commentaires : le guide du 

responsable  / Giving Feedback: A Manager's 

Guide ....................................................................... COMMG525 

PROFESSIONAL EFFECTIVENESS 

PERSONAL DEVELOPMENT 
CURRICULUM 

 Optimizing Your Work/Life Balance 

Optimisation de votre équilibre travail/vie 

privée : Analyse de votre équilibre de vie / 

Optimizing Your Work/Life Balance: Analyzing 

Your Life Balance ............................................ pd_06_a01_bs_fr 

Optimisation de votre équilibre travail/vie 

privée : Maintien de votre équilibre de vie 

/ Optimizing Your Work/Life Balance: 

Maintaining Your Life Balance ........................ pd_06_a02_bs_fr 

Optimisation de votre équilibre travail/vie 

privée : Contrôle de votre stress / 

Optimizing Your Work/Life Balance: Taking 

Control of Your Stress ...................................... pd_06_a03_bs_fr 

 Diversity on the Job 

Diversité au travail : Importance de la 

diversité et d'un lieu de travail en 

évolution / Diversity on the Job: The 

Importance of Diversity and the Changing 

Workplace......................................................... pd_07_a01_bs_fr 

Diversité au travail : La diversité et vous 

/ Diversity on the Job: Diversity and You ......... pd_07_a02_bs_fr 

 Telecommuting and the Remote Employee 

Bases du télétravail : Optimisation de la 

productivité en tant qu'employé à distance / 

Telecommuting Basics: Maximizing 

Productivity as a Remote Employee ..................pd_08_a01_bs_fr 

Bases du télétravail : Stratégies de 

communication pour les employés qui 

travaillent à distance / Telecommuting 

Basics: Communication Strategies for the 

Remote Employee .............................................pd_08_a02_bs_fr 

 Generating Creative & Innovative Ideas 

Production d'idées créatives et innovantes : 

Amélioration de votre créativité / 

Generating Creative and Innovative Ideas: 

Enhancing Your Creativity ................................pd_09_a01_bs_fr 

Production d'idées créatives et innovantes : 

Optimisation de la créativité d'une équipe / 

Generating Creative and Innovative Ideas: 

Maximizing Team Creativity ............................pd_09_a02_bs_fr 

Production d'idées créatives et innovantes : 

Vérification et enrichissement d'idées / 

Generating Creative and Innovative Ideas: 

Verifying and Building on Ideas .......................pd_09_a03_bs_fr 

 Managing Your Career 

Gestion de votre carrière : Création d'un 

plan / Managing Your Career: Creating a Plan ..pd_10_a01_bs_fr 

Gestion de votre carrière : Se mettre sur la 

bonne voie / Managing Your Career: Getting 

on the Right Track .............................................pd_10_a02_bs_fr 

Gestion de votre carrière : Principes 

fondamentaux d'un réseau / Managing Your 

Career: Professional Networking Essentials ......pd_10_a03_bs_fr 

Gestion de votre carrière : Vous et votre 

supérieur / Managing Your Career: You and 

Your Boss ..........................................................pd_10_a04_bs_fr 

Gestion de votre carrière : Optimisation de 

l'évaluation des performances / Managing 

Your Career: Leveraging the Performance 

Appraisal ...........................................................pd_10_a05_bs_fr 

 Effective Time Management 

Gestion du temps : Analyse de l'emploi de 

votre temps / Time Management: Analyzing 

Your Use of Time ..............................................pd_11_a01_bs_fr 

Gestion du temps : Planification et 

hiérarchisation de votre temps / Time 

Management: Planning and Prioritizing Your 

Time ..................................................................pd_11_a02_bs_fr 
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Gestion du temps : Limitation des voleurs de 

temps / Time Management: Avoiding Time 

Stealers ............................................................. pd_11_a03_bs_fr 

 Problem Solving and Decision Making Strategies 

Résolution des problèmes : Éléments 

fondamentaux / Problem Solving: The 

Fundamentals .................................................... pd_12_a01_bs_fr 

Résolution des problèmes : Identification et 

développement de vos points forts / Problem 

Solving: Determining and Building Your 

Strengths ........................................................... pd_12_a02_bs_fr 

Résolution des problèmes : Approfondissement 

/ Problem Solving: Digging Deeper .................. pd_12_a03_bs_fr 

Prise de décision : Éléments fondamentaux / 

Decision Making: The Fundamentals ............... pd_12_a04_bs_fr 

Prise de décision : Outils et techniques / 

Decision Making: Tools and Techniques .......... pd_12_a05_bs_fr 

Prise de décision : Prise de décisions 

difficiles / Decision Making: Making Tough 

Decisions .......................................................... pd_12_a06_bs_fr 

 Dealing with Organizational Change 

Compréhension du changement structurel / 

Understanding Organizational Change ............. pd_13_a01_bs_fr 

Préparation du changement structurel / 

Preparing for Organizational Change ............... pd_13_a02_bs_fr 

Adhésion au changement structurel / 

Embracing Organizational Change ................... pd_13_a03_bs_fr 

PROJECT EFFECTIVENESS 

PROJECT MANAGEMENT CURRICULUM 

 Project Management Essentials - (PMBOK® 

Guide - Fourth Edition-aligned) 

Management de projet en organisation / 

Managing Projects within Organizations ........ proj_05_a01_bs_fr 

Aperçu du management de projet / Project 

Management Overview ................................... proj_05_a02_bs_fr 

Groupes de processus de management de projet 

/ Project Management Process Groups ........... proj_05_a03_bs_fr 

 Project Integration Management (PMBOK® 

Guide - Fourth Edition-aligned) 

Initiation et planification intégrées / 

Integrated Initiation and Planning ................... proj_06_a01_bs_fr 

Exécution, surveillance et maîtrise 

intégrées du projet / Integrated Project 

Execution, Monitoring, and Control ............... proj_06_a02_bs_fr 

Maîtrise intégrée des modifications de 

projet et Clôture / Integrated Project 

Change Control and Close .............................. proj_06_a03_bs_fr 

 Project Scope Management (PMBOK® Guide - 

Fourth Edition-aligned) 

Exigences du projet et définition du contenu 

/ Project Requirements and Defining Scope ... proj_07_a01_bs_fr 

Créer la structure de découpage du projet / 

Create Work Breakdown Structure ................. proj_07_a02_bs_fr 

Surveillance et maîtrise du contenu du 

projet / Monitoring and Controlling Project 

Scope .............................................................. proj_07_a03_bs_fr 

 Project Time Management (PMBOK® Guide - 

Fourth Edition-aligned) 

Définir et Organiser en séquence les 

activités du projet / Defining and 

Sequencing Project Activities ......................... proj_08_a01_bs_fr 

Estimation des ressources et durées des 

activités / Estimating Activity Resources 

and Durations ................................................. proj_08_a02_bs_fr 

Développement et maîtrise de l'échéancier du 

projet / Developing and Controlling the 

Project Schedule ............................................. proj_08_a03_bs_fr 

 Project Cost Management (PMBOK® Guide - 

Fourth Edition-aligned) 

Estimation et budgétisation des coûts du 

projet / Estimating and Budgeting Project 

Costs ............................................................... proj_09_a01_bs_fr 

Maîtrise des coûts / Controlling Costs  ........... proj_09_a02_bs_fr 

 Project Quality Management (PMBOK® Guide - 

Fourth Edition-aligned) 

Planification de la qualité du projet / 

Project Quality Planning ................................ proj_10_a01_bs_fr 

Assurance qualité et contrôle qualité / 

Quality Assurance and Quality Control .......... proj_10_a02_bs_fr 

 Project Human Resource Management (PMBOK® 

Guide - Fourth Edition-aligned) 

Planification des ressources humaines du 

projet / Planning Project Human Resources ... proj_11_a01_bs_fr 

Management des ressources humaines du projet 

/ Managing Project Human Resources ........... proj_11_a02_bs_fr 
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 Project Communications Management (PMBOK® 

Guide - Fourth Edition-aligned) 

Parties prenantes et plan de management de 

la communication  / Stakeholders and the 

Communication Management Plan ................. proj_12_a01_bs_fr 

Processus pour le management de la 

communication du projet / Processes for 

Managing Project Communications ................ proj_12_a02_bs_fr 

 Project Risk Management (PMBOK® Guide - 

Fourth Edition-aligned) 

Plan de management des risques  / Risk 

Management Planning .................................... proj_13_a01_bs_fr 

Identification des risques du projet / 

Identifying Project Risks ................................ proj_13_a04_bs_fr 

Réalisation de l'analyse des risques / 

Performing Risk Analysis ............................... proj_13_a02_bs_fr 

Réponse aux risques, surveillance et 

maîtrise / Risk Response, Monitor, and 

Control ............................................................ proj_13_a03_bs_fr 

 Project Procurement Management (PMBOK® 

Guide - Fourth Edition-aligned) 

Planification des approvisionnements du 

projet / Planning Project Procurement ............ proj_14_a01_bs_fr 

Gérer les approvisionnements / Managing 

Procurements .................................................. proj_14_a02_bs_fr 

 Code of Ethics and Professional Conduct (PMI® 

Standard-aligned) 

Le rôle de l'éthique dans le management de 

projet / The Role of Ethics in Project 

Management ................................................... proj_15_a01_bs_fr 

Valeurs fondamentales de PMI® et normes 

éthiques / Core PMI® Values and Ethical 

Standards ........................................................ proj_15_a02_bs_fr 

PROJECT EFFECTIVENESS 

TEAM BUILDING CURRICULUM 

 Optimizing Your Performance on a Team 

Être un membre efficace au sein d'une équipe 

/ Being an Effective Team Member .............. team_02_a01_bs_fr 

Définition des objectifs et des 

responsabilités d'une équipe / Establishing 

Team Goals and Responsibilities .................. team_02_a02_bs_fr 

Éléments d'une équipe soudée / Elements of a 

Cohesive Team ............................................. team_02_a03_bs_fr 

Communication d'équipe efficace / Effective 

Team Communication ................................... team_02_a04_bs_fr 

Utilisation des commentaires pour améliorer 

les performances d'une équipe / Using 

Feedback to Improve Team Performance ...... team_02_a05_bs_fr 

 Leading Teams 

Conduite d'équipes : Lancement d'une équipe 

performante / Leading Teams: Launching a 

Successful Team ............................................ team_03_a01_bs_fr 

Conduite d'équipes : Définition des buts, 

des rôles et des instructions / Leading 

Teams: Establishing Goals, Roles, and 

Guidelines ..................................................... team_03_a02_bs_fr 

Conduite d'équipes : Développement de 

l'équipe et de sa culture / Leading Teams: 

Developing the Team and its Culture ............ team_03_a03_bs_fr 

Conduite d'équipes : Établissement d'un 

climat de confiance et d'engagement / 

Leading Teams: Building Trust and Commitmentteam_03_a04_bs_fr 

Conduite d'équipes : Favoriser une 

communication et une collaboration efficaces 

/ Leading Teams: Fostering Effective 

Communication and Collaboration ................ team_03_a05_bs_fr 

Conduite d'équipes : Motivation et 

optimisation des performances / Leading 

Teams: Motivating and Optimizing Performanceteam_03_a06_bs_fr 

Conduite d'équipes : Gestion des conflits / 

Leading Teams: Dealing with Conflict .......... team_03_a07_bs_fr 

Conduite d'équipes : Gestion d'équipes 

virtuelles / Leading Teams: Managing Virtual 

Teams ............................................................ team_03_a08_bs_fr 

SALES AND CUSTOMER FACING 
SKILLS 

SALES CURRICULUM 

 Sales: A Focus on Solutions 

De la vente d'un produit à la vente d'une 

solution / Moving from Product Selling to 

Solution ......................................................................SALEG141 

Prospecter efficacement / Power Prospecting  ............SALEG142 

Influencer les décisions de vos clients / 

Influencing Your Customer's Decision .......................SALEG144 

Présenter votre solution  / Presenting Your 

Solution ......................................................................SALEG145 

Établir des relations pour un succès durable 

/ Building Relationships for Continuing 

Success .......................................................................SALEG146 
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SALES AND CUSTOMER FACING 
SKILLS 

CUSTOMER SERVICE CURRICULUM 

 IT Infrastructure Library (ITIL) Foundations V3 

ITIL Version 3 - ITIL et le cycle de vie des 

services / ITIL V3 - ITIL and the Service 

Lifecycle ............................................................. ib_itil_a01_it_fr 

ITIL V3 - Principes fondamentaux de la 

stratégie des services / ITIL V3 - Service 

Strategy Fundamentals........................................ ib_itil_a02_it_fr 

ITIL V3 - Processus de la stratégie des 

services / ITIL V3 - Service Strategy 

Processes ............................................................ ib_itil_a03_it_fr 

ITIL V3 - Principes fondamentaux de la 

conception des services / ITIL V3 - Service 

Design Fundamentals.......................................... ib_itil_a04_it_fr 

Processus de la conception des services / 

ITIL V3 - Service Design Processes ................... ib_itil_a05_it_fr 

Processus et principes de la transition des 

services / ITIL V3 - Service Transition 

Processes and Principles ..................................... ib_itil_a06_it_fr 

ITIL V3 : Principes et fonctions de 

l'exploitation des services / ITIL V3 - 

Service Operation Principles and Functions ....... ib_itil_a07_it_fr 

ITIL V3 - Processus d'exploitation des 

services / ITIL V3 - Service Operation 

Processes ............................................................ ib_itil_a08_it_fr 

ITIL V3 : Principes fondamentaux de 

l'amélioration permanente des services / 

ITIL V3 - Continual Service Improvement 
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Windows Server 2008 / Monitor Network 

Infrastructure in Windows Server 2008 ........ ws_mwci_a08_it_fr 

OPERATING SYSTEMS AND SERVER 
TECHNOLOGIES 

MICROSOFT .NET SERVER 

 Microsoft Windows Server 2003: Managing and 

Maintaining the Server Environment 

Windows Server 2003 - Concepts de base / 

Windows Server 2003: Basic Concepts ......................124011_FR 

Windows Server 2003 - Gestion des 

utilisateurs, des groupes et des ordinateurs 

/ Windows Server 2003: Managing Users, 

Groups, and Computers ..............................................123546_FR 

Windows Server 2003 - Gestion de l'accès aux 

ressources / Windows Server 2003: Managing 

Resource Access .........................................................123572_FR 

Windows Server 2003 - Gestion du matériel, 

des disques et des périphériques logiques / 

Windows Server 2003: Managing Hardware, 

Disks, and Logical Devices ........................................123582_FR 

Windows Server 2003 - Gestion de 

l'environnement de Server 2003 / Windows 

Server 2003: Managing the Server Environment ........123605_FR 

Windows Server 2003 - Gestion de la 

récupération en cas d'urgence / Windows 

Server 2003: Managing Disaster Recovery ................123583_FR 

 Microsoft Windows Server 2003: Implementing, 

Managing, and Maintaining a Network 

Infrastructure 

Windows Server 2003 : Déploiement, gestion 

et maintenance du protocole TCP/IP ..........................125865_FR 

Windows Server 2003 : Déploiement, gestion 

et maintenance DHCP ................................................126071_FR 

Windows Server 2003 : Déploiement, gestion, 

maintenance de la résolution de noms ........................125926_FR 

Windows Server 2003 : Déploiement, gestion 

et maintenance de la sécurité réseau ...........................125927_FR 

Windows Server 2003 : Déploiement, gestion 

et maintenance de l'accès distant ................................125928_FR 

Windows Server 2003 : Déploiement, gestion 

et maintenance du routage ..........................................126092_FR 

Windows Server 2003 : Maintenace d'une 

infrastructure réseau ...................................................125929_FR 

 Microsoft Windows Server 2003: Planning and 

Maintaining a Network Infrastructure 

Windows Server 2003 : Planification de 

l'infrastructure réseau .................................................127946_FR 

Windows Server 2003 : Planification de la 

résolution de noms .....................................................127959_FR 

Windows Server 2003 : Mise en place du 

routage et de l'accès distant ........................................127971_FR 

Windows Server 2003 : Planification de la 

disponibilité du réseau ................................................128023_FR 
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Windows Server 2003 : Planification des 

rôles et de la sécurité du serveur ................................ 128052_FR 

Windows Server 2003 : Planification d'une 

infrastructure de sécurité ............................................ 128064_FR 

 Microsoft Windows Server 2003: Planning, 

Implementing, and Maintaining the Active 

Directory Infrastructure  

Planification et implémentation d'une 

infrastructure Active Directory .................................. 126360_FR 

Planification des services Active Directory  .............. 126378_FR 

Sites, réplication et approbations Active 

Directory .................................................................... 126379_FR 

Implémentation d'utilisateurs et de groupes 

Active Directory ........................................................ 126380_FR 

Planification et implémentation d'une 

stratégie de groupe ..................................................... 126381_FR 

 Microsoft Windows Server 2003: Designing an 

Active Directory and Network Infrastructure 

Microsoft Windows Server 2003 : Conception 

de l'infrastructure ....................................................... 115388_FR 

Microsoft Windows Server 2003 : Création 

d'une conception ........................................................ 115395_FR 

Microsoft Windows Server 2003 : Concept et 

logique de l'infrastructure des services 

réseau ......................................................................... 116156_FR 

Microsoft Windows Server 2003 : Services RAS 

pour l'infrastructure réseau ........................................ 116411_FR 

Microsoft Windows Server 2003 : 

Infrastructure réseau et configuration 

physique d'Active Directory ...................................... 116122_FR 

Microsoft Windows Server 2003 : 

Configuration physique de l'infrastructure 

réseau II - Connexion Internet ................................... 116412_FR 

OPERATING SYSTEMS AND SERVER 
TECHNOLOGIES 

UNIX 

 UNIX: Operating System Fundamentals 

Introduction à UNIX  ................................................... 78920_FR 

Architecture d'un système UNIX  ................................ 78924_FR 

 UNIX: Shell Programming 

Notions de base sur les scripts de Shell 

UNIX ........................................................................... 83855_FR 

Utilitaires UNIX d'écriture de scripts de 

shell ............................................................................110852_FR 

Ecriture de programmes de shell UNIX  ..................... 83877_FR 

 UNIX: The User Environment 

Personnalisation de l'environnement 

utilisateur UNIX .......................................................... 80536_FR 

Utilisation des fichiers et répertoires UNIX  ............... 80533_FR 

Utilisation de programmes UNIX  ............................... 80534_FR 

Edition et impression de texte sous UNIX .................. 80535_FR 

INTERNET AND NETWORK 
TECHNOLOGIES 

COMPTIA NETWORKING, 
INTERNETWORKING, AND SECURITY 
TECHNOLOGIES 

 CompTIA Network+ 2005 

Notions fondamentales sur la mise en réseau 

/ The Fundamentals of Networking ............................218678_FR 

Technologies de réseau local / LAN 

Technologies ..............................................................218693_FR 

Protocoles réseau / Networking Protocols  .................218703_FR 

Adressage IP et découpage en sous-réseaux / 

IP Addressing and Subnetting ....................................218741_FR 

Utilisation des protocoles TCP/IP / Working 

with TCP/IP ................................................................221224_FR 

Réseaux étendus et connectivité à distance / 

WANs and Remote Connectivity ...............................218759_FR 

Systèmes d'exploitation réseau et clients / 

Network Operating Systems and Clients ....................218763_FR 

Sécurité du réseau / Network Security  .......................218760_FR 

Dépannage du réseau / Network 

Troubleshooting .........................................................218761_FR 

Tolérance aux pannes et récupération 

d'urgence / Fault Tolerance and Disaster 

Recovery ....................................................................218762_FR 

INTERNET AND NETWORK 
TECHNOLOGIES 

COMPTIA NETWORK+ CERTIFICATION 

 Network+ 

Couches supérieures du modèle OSI  .......................... 64165_FR 

Systèmes d'exploitation et TCP/IP  ............................. 65777_FR 

Accès à distance et sécurité du réseau  ........................ 65847_FR 

Tolérance aux pannes et dépannage de réseaux  .......... 65860_FR 
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INTERNET AND NETWORK 
TECHNOLOGIES 

DATA/TELECOMMUNICATIONS 

 Voice over IP Fundamentals 

Conception d'une solution VoIP  ............................... 110787_FR 

 Virtual Private Networks 

Solutions de réseau privé virtuel / Virtual 

Private Networks Solutions ......................................... 82685_FR 

INTERNET AND NETWORK 
TECHNOLOGIES 

WIRELESS COMMUNICATIONS 

 Wireless Security 

Sécurité et environnement sans fil / 

Security and the Wireless Environment ..................... 222741_FR 

 Wireless LANs 

Technologies de réseaux locaux sans fil  ..................... 72034_FR 

INTERNET AND NETWORK 
TECHNOLOGIES 

SECURITY SOLUTIONS 

 The Certified Information Systems Security 

Professional (CISSP) Domains 

Sécurité des informations et gestion des 

risques / Information Security and Risk 

Management .............................................................. 243962_FR 

Architecture et modèle de sécurité / 

Security Architecture and Design .............................. 243975_FR 

Contrôle des accès / Access Control  ......................... 243986_FR 

Sécurité des applications / Application 

Security ...................................................................... 243998_FR 

Sécurité des opérations / Operations 

Security ...................................................................... 244020_FR 

Cryptographie / Cryptography  .................................. 244031_FR 

ENTERPRISE DATA SYSTEMS 

ORACLE 9I 

 Eléments fondamentaux d'une base de données 

Oracle 9i : Architecture et gestion 

Architecture et outils de gestion Oracle9i ................... 58265_FR 

Gestion des bases de données et des 

instances dans Oracle9i ............................................... 58268_FR 

Structures des bases de données dans 

Oracle9i ....................................................................... 58271_FR 

 Eléments fondamentaux d'une base de données 

Oracle 9i : Sauvegarde et récupération 

Présentation de la sauvegarde et de la 

récupération, et configuration dans Oracle9i ............... 66137_FR 

Sauvegarde et récupération gérées par 

l'utilisateur ou RMAN dans Oracle9i .......................... 66138_FR 

Maintenance de Recovery Manager dans 

Oracle9i ....................................................................... 66139_FR 

Transport et chargement de données dans 

Oracle9i ....................................................................... 66140_FR 

 Eléments fondamentaux d'une base de données 

Oracle 9i : Gestion du stockage des données 

Stockage des données dans Oracle9i  .......................... 59293_FR 

Tables et index dans Oracle9i  ..................................... 59296_FR 

Intégrité des données dans Oracle9i  ........................... 59299_FR 

 Eléments fondamentaux d'une base de données 

Oracle 9i : Gestion de l'accès à la base de 

données / Oracle9i Database Fundamentals: 

Managing Database Access 

Utilisateurs et profils dans Oracle9i  ........................... 61604_FR 

Privilèges et rôles dans Oracle9i  ................................ 61608_FR 

Mondialisation et audit dans Oracle9i  ........................ 61611_FR 

 Eléments fondamentaux d'une base de données 

Oracle 9i : Gestion du stockage des données 

Présentation des réseaux pour les 

administrateurs Oracle9i .............................................. 66078_FR 

Configuration de réseau Oracle dans Oracle9i  ........... 66079_FR 

 Base de données Oracle 9i : Introduction à SQL / 

Oracle9i Database: Introduction to SQL 

Introduction à Oracle et SQL dans Oracle9i  ............... 66155_FR 

Fonctions SQL dans Oracle9i  ..................................... 66472_FR 

Sous-requêtes, rapports et contrôle d'accès 

utilisateur dans Oracle9i .............................................. 66925_FR 

Définition et manipulation de données dans 

Oracle9i ....................................................................... 67002_FR 
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ENTERPRISE RESOURCE PLANNING 
SYSTEMS 

SAP R/3 RELEASE 4.6 

 SAP ABAP Programming Fundamentals 

Notions fondamentales sur le langage ABAP / 

ABAP Fundamentals ................................................. 235539_FR 

Programmation ABAP I / ABAP Programming I  ..... 235540_FR 

Programmation ABAP II / ABAP Programming II  .. 235541_FR 

WEB DESIGN 

SCRIPTING AND WEB LANGUAGES 

 Introduction to XML: Language Basics 

Notions de base sur le langage XML / XML 

Language Basics .......................................................... 70151_FR 

Feuilles de style et liens / Style Sheets 

and Links ..................................................................... 70152_FR 

PROJECT EFFECTIVENESS 

PROJECT MANAGEMENT CURRICULUM 

 Project Management Essentials - (PMBOK® 

Guide - Fourth Edition-aligned) 

Management de projet en organisation / 

Managing Projects within Organizations ........ proj_05_a01_bs_fr 

Aperçu du management de projet / Project 

Management Overview ................................... proj_05_a02_bs_fr 

Groupes de processus de management de projet 

/ Project Management Process Groups ........... proj_05_a03_bs_fr 

 Project Integration Management (PMBOK® 

Guide - Fourth Edition-aligned) 

Initiation et planification intégrées / 

Integrated Initiation and Planning ................... proj_06_a01_bs_fr 

Exécution, surveillance et maîtrise 

intégrées du projet / Integrated Project 

Execution, Monitoring, and Control ............... proj_06_a02_bs_fr 

Maîtrise intégrée des modifications de 

projet et Clôture / Integrated Project 

Change Control and Close .............................. proj_06_a03_bs_fr 

 Project Scope Management (PMBOK® Guide - 

Fourth Edition-aligned) 

Exigences du projet et définition du contenu 

/ Project Requirements and Defining Scope ... proj_07_a01_bs_fr 

Créer la structure de découpage du projet / 

Create Work Breakdown Structure ................. proj_07_a02_bs_fr 

Surveillance et maîtrise du contenu du 

projet / Monitoring and Controlling Project 

Scope .............................................................. proj_07_a03_bs_fr 

 Project Time Management (PMBOK® Guide - 

Fourth Edition-aligned) 

Définir et Organiser en séquence les 

activités du projet / Defining and 

Sequencing Project Activities ......................... proj_08_a01_bs_fr 

Estimation des ressources et durées des 

activités / Estimating Activity Resources 

and Durations ................................................. proj_08_a02_bs_fr 

Développement et maîtrise de l'échéancier du 

projet / Developing and Controlling the 

Project Schedule ............................................. proj_08_a03_bs_fr 

 Project Cost Management (PMBOK® Guide - 

Fourth Edition-aligned) 

Estimation et budgétisation des coûts du 

projet / Estimating and Budgeting Project 

Costs ............................................................... proj_09_a01_bs_fr 

Maîtrise des coûts / Controlling Costs  ........... proj_09_a02_bs_fr 

 Project Quality Management (PMBOK® Guide - 

Fourth Edition-aligned) 

Planification de la qualité du projet / 

Project Quality Planning ................................ proj_10_a01_bs_fr 

Assurance qualité et contrôle qualité / 

Quality Assurance and Quality Control .......... proj_10_a02_bs_fr 

 Project Human Resource Management (PMBOK® 

Guide - Fourth Edition-aligned) 

Planification des ressources humaines du 

projet / Planning Project Human Resources ... proj_11_a01_bs_fr 

Management des ressources humaines du projet 

/ Managing Project Human Resources ........... proj_11_a02_bs_fr 

 Project Communications Management (PMBOK® 

Guide - Fourth Edition-aligned) 

Parties prenantes et plan de management de 

la communication  / Stakeholders and the 

Communication Management Plan ................ proj_12_a01_bs_fr 
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Processus pour le management de la 

communication du projet / Processes for 

Managing Project Communications ................ proj_12_a02_bs_fr 

 Project Risk Management (PMBOK® Guide - 

Fourth Edition-aligned) 

Plan de management des risques  / Risk 

Management Planning .................................... proj_13_a01_bs_fr 

Identification des risques du projet / 

Identifying Project Risks ................................ proj_13_a04_bs_fr 

Réalisation de l'analyse des risques / 

Performing Risk Analysis ............................... proj_13_a02_bs_fr 

Réponse aux risques, surveillance et 

maîtrise / Risk Response, Monitor, and 

Control ............................................................ proj_13_a03_bs_fr 

 Project Procurement Management (PMBOK® 

Guide - Fourth Edition-aligned) 

Planification des approvisionnements du 

projet / Planning Project Procurement ............ proj_14_a01_bs_fr 

Gérer les approvisionnements / Managing 

Procurements .................................................. proj_14_a02_bs_fr 

 Code of Ethics and Professional Conduct (PMI® 

Standard-aligned) 

Le rôle de l'éthique dans le management de 

projet / The Role of Ethics in Project 

Management ................................................... proj_15_a01_bs_fr 

Valeurs fondamentales de PMI® et normes 

éthiques / Core PMI® Values and Ethical 

Standards ........................................................ proj_15_a02_bs_fr 

PROJECT EFFECTIVENESS 

TEAM BUILDING CURRICULUM 

 Optimizing Your Performance on a Team 

Être un membre efficace au sein d'une équipe 

/ Being an Effective Team Member .............. team_02_a01_bs_fr 

Définition des objectifs et des 

responsabilités d'une équipe / Establishing 

Team Goals and Responsibilities .................. team_02_a02_bs_fr 

Éléments d'une équipe soudée / Elements of a 

Cohesive Team ............................................. team_02_a03_bs_fr 

Communication d'équipe efficace / Effective 

Team Communication .................................. team_02_a04_bs_fr 

Utilisation des commentaires pour améliorer 

les performances d'une équipe / Using 

Feedback to Improve Team Performance ..... team_02_a05_bs_fr 

 Leading Teams 

Conduite d'équipes : Lancement d'une équipe 

performante / Leading Teams: Launching a 

Successful Team ............................................ team_03_a01_bs_fr 

Conduite d'équipes : Définition des buts, 

des rôles et des instructions / Leading 

Teams: Establishing Goals, Roles, and 

Guidelines ..................................................... team_03_a02_bs_fr 

Conduite d'équipes : Développement de 

l'équipe et de sa culture / Leading Teams: 

Developing the Team and its Culture ............ team_03_a03_bs_fr 

Conduite d'équipes : Établissement d'un 

climat de confiance et d'engagement / 

Leading Teams: Building Trust and Commitmentteam_03_a04_bs_fr 

Conduite d'équipes : Favoriser une 

communication et une collaboration efficaces 

/ Leading Teams: Fostering Effective 

Communication and Collaboration ................ team_03_a05_bs_fr 

Conduite d'équipes : Motivation et 

optimisation des performances / Leading 

Teams: Motivating and Optimizing Performanceteam_03_a06_bs_fr 

Conduite d'équipes : Gestion des conflits / 

Leading Teams: Dealing with Conflict .......... team_03_a07_bs_fr 

Conduite d'équipes : Gestion d'équipes 

virtuelles / Leading Teams: Managing Virtual 

Teams ............................................................ team_03_a08_bs_fr 

IT BUSINESS 

IT BUSINESS 

 Technical Support Agent Skills 

Notions fondamentales sur le support 

technique / Technical Support Essentials .................. CUSTG162 

Compétences de survie d'un agent de support 

technique / Technical Support Agent Survival 

Skills.......................................................................... CUSTG164 

 IT Infrastructure Library (ITIL) Foundations V3 

ITIL Version 3 - ITIL et le cycle de vie des 

services / ITIL V3 - ITIL and the Service 

Lifecycle ............................................................. ib_itil_a01_it_fr 

ITIL V3 - Principes fondamentaux de la 

stratégie des services / ITIL V3 - Service 

Strategy Fundamentals ....................................... ib_itil_a02_it_fr 

ITIL V3 - Processus de la stratégie des 

services / ITIL V3 - Service Strategy 

Processes ............................................................ ib_itil_a03_it_fr 

ITIL V3 - Principes fondamentaux de la 

conception des services / ITIL V3 - Service 

Design Fundamentals ......................................... ib_itil_a04_it_fr 
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Processus de la conception des services / 

ITIL V3 - Service Design Processes ................... ib_itil_a05_it_fr 

Processus et principes de la transition des 

services / ITIL V3 - Service Transition 

Processes and Principles ..................................... ib_itil_a06_it_fr 

ITIL V3 : Principes et fonctions de 

l'exploitation des services / ITIL V3 - 

Service Operation Principles and Functions ....... ib_itil_a07_it_fr 

ITIL V3 - Processus d'exploitation des 

services / ITIL V3 - Service Operation 

Processes ............................................................ ib_itil_a08_it_fr 

ITIL V3 : Principes fondamentaux de 

l'amélioration permanente des services / 

ITIL V3 - Continual Service Improvement 

Fundamentals ...................................................... ib_itil_a09_it_fr 

 Customer Support, Skills 

Interagir avec le client / Interacting with 

the Customer ................................................... cust_02_a01_bs_fr 

Communiquer efficacement / Effective 

Communication Skills .................................... cust_02_a02_bs_fr 
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PROJECT EFFECTIVENESS 

TEAM BUILDING CURRICULUM 

 Leading Teams 

Leidinggeven aan teams: Doelen, rollen en 

richtlijnen bepalen / Leading Teams: 

Establishing Goals, Roles, and Guidelines ... team_03_a02_bs_nl 

Leidinggeven aan teams: Het team en de 

teamcultuur ontwikkelen / Leading Teams: 

Developing the Team and its Culture ........... team_03_a03_bs_nl 

Leidinggeven aan teams: Effectieve 

communicatie en samenwerking bevorderen / 

Leading Teams: Fostering Effective 

Communication and Collaboration ............... team_03_a05_bs_nl 

Leidinggeven aan teams: Management van 

virtuele teams / Leading Teams: Managing 

Virtual Teams ............................................... team_03_a08_bs_nl 

DESKTOP COMPUTER SKILLS 

MICROSOFT OFFICE 2007 

 Microsoft Office 2007: Beginning Word 

Aan de slag met Word 2007 / Getting Started 

with Word 2007 .......................................... mo_bgwd_a01_dt_nl 

Werken met tekst en alinea's in Word 2007 / 

Working with Text and Paragraphs in Word 2007mo_bgwd_a02_dt_nl 

 Microsoft Office 2007: Beginning Excel 

Aan de slag met Excel 2007 / Getting Started 

with Excel 2007 ........................................... mo_bgex_a01_dt_nl 

Gegevens en werkbladen bewerken en opmaken 

in Excel 2007 bewerken / Manipulating and 

Formatting Data and Worksheets................. mo_bgex_a02_dt_nl 

 Microsoft Office 2007: Beginning PowerPoint 

Aan de slag met PowerPoint 2007 / Getting 

Started with PowerPoint 2007 ..................... mo_bgpp_a01_dt_nl 

Afbeeldingen toevoegen aan presentaties in 

PowerPoint 2007 / Adding Graphics to 

Presentations in PowerPoint 2007 ............... mo_bgpp_a02_dt_nl 

DESKTOP COMPUTER SKILLS 

MICROSOFT OFFICE XP 

 Microsoft Office XP: Advanced Excel 2002 

Geavanceerd gegevensbeheer in Excel 2002  .............. 31757_NL 

Geavanceerde gegevensbewerkingen en 

-analyses in Excel 2002 ............................................... 31763_NL 

 Microsoft Office XP: Advanced Word 2002 

Geavanceerde opmaak en navigatie ............................ 33880_NL 

Geavanceerde documentfuncties  ................................ 33883_NL 

Samenwerkingsfuncties in Word 2002  ....................... 33888_NL 

 Microsoft Office XP: Beginning Access 2002 

(non-audio) 

Inleiding tot Access 2002  ........................................... 35371_NL 

Access 2002 voor gevorderden ................................... 35376_NL 

 Microsoft Office XP: Beginning Excel 2002 (non-

audio) 

Basisfuncties van Excel 2002  ..................................... 31768_NL 

Excel 2002 optimaliseren  ........................................... 31772_NL 

 Microsoft Office XP: Beginning Outlook 2002 

(non-audio) 

Inleiding tot Outlook 2002  ......................................... 37710_NL 

 Microsoft Office XP: Beginning PowerPoint 2002 

(non-audio) 

Presentaties maken met PowerPoint 2002  .................. 39525_NL 

 Microsoft Office XP: Beginning Word 2002 

Documenten maken in Word 2002  ............................. 31793_NL 

Werken met documenten in Word 2002  ..................... 31798_NL 

DESKTOP COMPUTER SKILLS 

MICROSOFT OFFICE 2003 

 Microsoft Office 2003: Beginning Word 

Aan de slag met Word 2003 / Getting Started 

with Word 2003 ......................................................... 112997_NL 

 Microsoft Office 2003: Beginning Excel 

Basisfuncties van Excel 2003 / Basic 

Features of Excel 2003 .............................................. 113187_NL 



 DUTCH 

 

 

 
 

www.skillsoft.com 
©2011 SkillSoft Ireland Limited – Information subject to change. 

 
 

 74 

 Microsoft Office 2003: Beginning PowerPoint 

Eenvoudige presentaties maken met PowerPoint 

2003 / Creating Basic Presentations using 

PowerPoint 2003........................................................ 121838_NL 

BUSINESS STRATEGY AND 
OPERATIONS 

OPERATIONS CURRICULUM 

 Six Sigma Black Belt (2007 BOK): Define 

Voice of the Customer gebruiken in Six Sigma 

/ Using Voice of the Customer in Six Sigma . oper_14_a01_bs_nl 

FINANCE, HUMAN RESOURCES AND 
ADMINISTRATION 

FINANCE & ACCOUNTING 
CURRICULUM 

 Fundamental Finance for non-Finance 

Professionals 

De grondbeginselen van financieel management 

/ The Principles of Financial Management ...... fin_01_a01_bs_nl 

MANAGEMENT AND LEADERSHIP 

MANAGEMENT CURRICULUM 

 Managing Organizational Change 

Verandermanagement: verandering begrijpen / 

Managing Change: Understanding Change .mgmt_13_a01_bs_nl 

Verandermanagement: positieve steun voor 

verandering opbouwen / Managing Change: 

Building Positive Support for Change .........mgmt_13_a02_bs_nl 

Verandermanagement: omgaan met verzet tegen 

verandering / Managing Change: Dealing with 

Resistance to Change ...................................mgmt_13_a03_bs_nl 

PROFESSIONAL EFFECTIVENESS 

COMMUNICATION CURRICULUM 

 Building Improved Work Relationships 

Effectieve relaties met klanten / Effective 

Relationships with Customers .................... comm_12_a04_bs_nl 

 Interpersonal Communication 

Persoonlijke communicatie: essentiële 

luistervaardigheden / Interpersonal 

Communication: Listening Essentials ........ comm_21_a03_bs_nl 

Persoonlijke communicatie: assertief 

communiceren / Interpersonal Communication: 

Communicating Assertively ....................... comm_21_a04_bs_nl 

Persoonlijke communicatie: benaderbaar zijn 

/ Interpersonal Communication: Being 

Approachable ............................................. comm_21_a05_bs_nl 

 Emotional Intelligence in the Workplace 

Je emotionele intelligentie verhogen / 

Increasing Your Emotional Intelligence ................... COMMJ144 

 Managing and Working with Difficult People 

Lastige mensen op de werkplek / Difficult 

People in the Workplace: Replaced .......................... COMMJ161 

 Assertive Communication 

Assertiviteit van binnenuit / Assertiveness 

from the Inside Out................................................... COMMJ172 

PROFESSIONAL EFFECTIVENESS 

PERSONAL DEVELOPMENT 
CURRICULUM 

 Decision-making and Problem-solving for 

Business 

Problemen oplossen: alternatieven genereren 

/ Problem Solving: Generating Alternatives ..... pd_04_a03_bs_nl 

PROJECT EFFECTIVENESS 

TEAM BUILDING CURRICULUM 

 Leading Teams 

Leidinggeven aan teams: Doelen, rollen en 

richtlijnen bepalen / Leading Teams: 

Establishing Goals, Roles, and Guidelines ... team_03_a02_bs_nl 

Leidinggeven aan teams: Het team en de 

teamcultuur ontwikkelen / Leading Teams: 

Developing the Team and its Culture ........... team_03_a03_bs_nl 

Leidinggeven aan teams: Effectieve 

communicatie en samenwerking bevorderen / 

Leading Teams: Fostering Effective 

Communication and Collaboration ............... team_03_a05_bs_nl 
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motor / Powered Industrial Truck Safety ...................... SAH1463 

Seguridad para la radiación  / Radiation 

Safety ............................................................................ SAH1471 

Protección Respiratoria / Respiratory 

Protection ...................................................................... SAH1474 

Prácticas de trabajo seguras / Safe Work 

Practices ....................................................................... SAH1475 

Resbalones, tropezones y caídas / Slips, 

Trips, and Falls ............................................................. SAH1479 

Seguridad durante los procesos de excavación 

y apertura de zanjas / Trenching and 

Excavation Safety ......................................................... SAH1483 

Soldadura, corte y soldadura fuerte / 

Welding, Cutting, and Brazing ..................................... SAH1485 

Bloqueo/etiquetado por personas autorizadas 

/ Lockout/Tagout for Authorized Persons . esh_sah_a08_sh_esdo 

Comunicación de peligros: El derecho a saber 

del empleado / Hazard Communication: An 

Employee's Right to Know ........................ esh_sah_a27_sh_esdo 

 Transportation 

DOT1: Tabla de materiales peligrosos, MP 

(del inglés, HAZMAT, HMT)  / DOT 1: 

Hazardous Materials Table ......................................... TRNS1201 

DOT (Department of Transportation - 

Departamento de Transporte) 2: Embalar y 

Etiquetar  /  DOT 2: Packaging and Labeling ............. TRNS1202 

DOT 3: Documentos de transporte / DOT 3: 

Shipping Papers .......................................................... TRNS1203 

DOT 4: Carga y almacenamiento / DOT 4: 

Loading and Storage ................................................... TRNS1204 

LEGAL COMPLIANCE COURSEWARE 

COMPLIANCE 

 HR Compliance 

Concientización sobre la diversidad en el 

lugar de trabajo / Workplace Diversity 

Awareness .................................................. lchr_01_a03_lc_esdo 

 Harassment 

Conocimiento sobre el acoso sexual de los 

empleados / Employee Sexual Harassment 

Awareness .................................................... lch_01_a01_lc_esdo 

Sensibilización sobre acoso sexual para 

supervisores y gerentes: edición para varios 

estados / Supervisor and Manager Sexual 

Harassment Awareness – Multi-State Editionlch_01_a04_lc_esdo 
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CANADIAN FRENCH 

 LEGAL COMPLIANCE COURSEWARE 

 ENVIRONMENTAL, SAFETY & HEALTH AND 

TRANSPORTATION COURSEWARE 
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LEGAL COMPLIANCE COURSEWARE 

COMPLIANCE 

 Harassment 

Harcèlement et prévention de la violence 

dans l'environnement de travail canadien / 

Harassment and Violence Prevention in the 

Canadian Workplace ..................................... lch_01_a06_lc_frca 

ENVIRONMENTAL, SAFETY & HEALTH 
AND TRANSPORTATION COURSEWARE 

ENVIRONMENTAL, SAFETY & HEALTH, 
AND TRANSPORTATION 

 Safety and Health 

Système d'information sur les 

matières/Workplace Hazardous Materials 

Information System ...................................................... SAH6488 
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POLISH 

 IT SKILLS COURSEWARE 

 DESKTOP SKILLS COURSEWARE 

 BUSINESS SKILLS COURSEWARE 
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PROJECT EFFECTIVENESS 

PROJECT MANAGEMENT CURRICULUM 
- POLISH 

 Advanced Project Management - Project 

Integration Management 

Przygotowanie planu projektu / Project Plan 

Development ............................................................... PROJD221 

Realizacja planu projektu i całościowa 

kontrola zmian / Project Plan Execution and 

Overall Change Control .............................................. PROJD222 

 Project Management Essentials - (PMBOK® 

Guide - Third Edition-aligned) 

Wstęp do zarządzania projektami / An 

Introduction to Project Management .......................... PROJD511 

Cykl życia projektu i jego interesariusze / 

Project Lifecycles and Stakeholders ........................... PROJD512 

Wprowadzenie do Grup projektów i 

rozpoczynanie projektu / Introduction to 

Project Process Groups and Initiating a 

Project ......................................................................... PROJD513 

Planowanie projektu / Project Planning  ..................... PROJD514 

Wykonanie, Kontrola i Zamknięcie projektu / 

Executing, Monitoring & Controlling, and 

Closing a Project ......................................................... PROJD515 

PROJECT EFFECTIVENESS 

TEAM BUILDING CURRICULUM 

 Optimizing Your Performance on a Team 

Byc efektywnym czlonkiem zespolu / Being an 

Effective Team Member ............................... team_02_a01_bs_pl 

Okreslanie celów i obowiazków zespolu / 

Establishing Team Goals and Responsibilitiesteam_02_a02_bs_pl 

Elementy spójnego zespolu / Elements of a 

Cohesive Team ............................................. team_02_a03_bs_pl 

Efektywna komunikacja w zespole / Effective 

Team Communication .................................. team_02_a04_bs_pl 

Wykorzystywanie informacji zwrotnych do 

usprawnienia pracy zespolu / Using Feedback 

to Improve Team Performance ..................... team_02_a05_bs_pl 

 Leading Teams 

Kierowanie zespolami: Tworzenie zespolu 

odnoszacego sukcesy / Leading Teams: 

Launching a Successful Team ...................... team_03_a01_bs_pl 

Kierowanie zespolami: Okreslanie celów, ról 

oraz wytycznych / Leading Teams: 

Establishing Goals, Roles, and Guidelines ... team_03_a02_bs_pl 

Kierowanie zespolami: Rozwój zespolu i jego 

kultury / Leading Teams: Developing the Team 

and its Culture .............................................. team_03_a03_bs_pl 

Kierowanie zespolami: Budowanie zaufania i 

zaangazowania / Leading Teams: Building 

Trust and Commitment ................................. team_03_a04_bs_pl 

Kierowanie zespolami: Promowanie efektywnej 

komunikacji i wspólpracy / Leading Teams: 

Fostering Effective Communication and 

Collaboration ................................................ team_03_a05_bs_pl 

Kierowanie zespolami: Motywowanie i 

optymalizacja pracy / Leading Teams: 

Motivating and Optimizing Performance ..... team_03_a06_bs_pl 

Kierowanie zespolami: Radzenie sobie z 

konfliktem / Leading Teams: Dealing with 

Conflict ......................................................... team_03_a07_bs_pl 

IT BUSINESS 

IT BUSINESS 

 Technical Support Agent Skills 

Ocena zachowania klienta / Assessing 

Customer Behavior .................................................... CUSTD163 

Umiejetnosci konsultanta pomocy technicznej 

/ Technical Support Agent Survival Skills ................ CUSTD164 

DESKTOP COMPUTER SKILLS 

MICROSOFT OFFICE XP 

 Microsoft Office XP - Advanced Access 2002 

Zaawansowany projekt bazy danych w programie 

Access 2002 ............................................................... 116022_PL 

 Microsoft Office XP: Advanced Excel 2002 

Zaawansowana obróbka danych w programie 

Excel 2002 .................................................................. 114461_PL 

 Microsoft Office XP: Advanced PowerPoint 2002 

Dostosowywanie, uruchamianie i emitowanie 

prezentacji programu PowerPoint 2002 ...................... 116195_PL 
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 Microsoft Office XP: Advanced Word 2002 

Zaawansowane funkcje formatowania i 

nawigacji w programie Word 2002 ............................ 114968_PL 

 Microsoft Office XP: Beginning PowerPoint 2002 

Tworzenie prezentacji przy użyciu programu 

PowerPoint 2002........................................................ 115027_PL 

 Microsoft Office XP: Beginning Word 2002 

Praca z dokumentami w programie Word 2002  ........ 114346_PL 

 Microsoft Office XP: Beginning Access 2002 

Podstawowe informacje o programie Access 

2002 ........................................................................... 117147_PL 

Rozszerzone wiadomości o programie Access 

2002 ........................................................................... 117172_PL 

 Microsoft Office XP: Beginning Excel 2002 

Podstawowe funkcje programu Excel 2002  .............. 115096_PL 

Optymalizowanie programu Excel 2002  ................... 115117_PL 

DESKTOP COMPUTER SKILLS 

MICROSOFT OFFICE 2003 

 Microsoft Office 2003: Beginning Outlook 

Formatowanie i zarządzanie wiadomościami w 

programie Outlook 2003 ............................................ 128879_PL 

Planowanie wydarzeń, terminów i spotkań w 

programie Outlook 2003 ............................................ 128880_PL 

Korzystanie z list zadań, list kontaktów i 

Notatek w programie Outlook 2003 .......................... 128881_PL 

DESKTOP COMPUTER SKILLS 

MICROSOFT PROJECT 2002 (AUDIO) 

 Microsoft Project 2002: Beginners 

Pierwsze kroki z programem Project 2002  ............... 117545_PL 

Praca z programem Project 2002  .............................. 117554_PL 

Śledzenie i tworzenie raportów w programie 

Project 2002 ............................................................... 117565_PL 

DESKTOP COMPUTER SKILLS 

MICROSOFT OFFICE 2007 

 Microsoft Office 2007: Beginning Excel 

Pierwsze kroki w programie Excel 2007 / 

Getting Started with Excel 2007 ................... mo_bgex_a01_dt_pl 

BUSINESS STRATEGY AND 
OPERATIONS 

OPERATIONS CURRICULUM 

 Six Sigma Foundations 

Wprowadzenie do Six Sigma / Six Sigma 

Introduction ............................................................... OPERD131 

 Six Sigma Team Implementation 

Six Sigma: Zmniejszanie zmienności w celu 

podnoszenia jakości / Six Sigma:  Reducing 

Variation to Improve Quality .................................... OPERD141 

Six Sigma: Słuchanie głosu klienta / Six 

Sigma:  Listening to the Voice of the 

Customer ................................................................... OPERD142 

Model DMAIC metodologii Six Sigma: 

Definiowanie problemu / Six Sigma DMAIC:  

Defining the Problem ................................................ OPERD143 

Model DMAIC metodologii Six Sigma: Pomiar 

procesu / Six Sigma DMAIC:  Measuring the 

Process ...................................................................... OPERD144 

Model DMAIC metodologii Six Sigma: Analiza 

danych / Six Sigma DMAIC:  Analyzing the Data .... OPERD145 

Model DMAIC metodologii Six Sigma: Analiza 

procesu / Six Sigma DMAIC:  Analyzing the 

Process ...................................................................... OPERD146 

Model DMAIC metodologii Six Sigma: Poprawa 

procesu / Six Sigma DMAIC:  Improving the 

Process ...................................................................... OPERD147 

Model DMAIC metodologii Six Sigma: Kontrola 

poprawionego procesu / Six Sigma DMAIC:  

Controlling the Improved Process ............................. OPERD148 

BUSINESS STRATEGY AND 
OPERATIONS 

MARKETING CURRICULUM 

 Strategic Marketing in Action 

Elementy strategii marketingowej / Elements 

of Marketing Strategy .................................................. MKTD201 

Analiza rynku / Analyzing the Market  ....................... MKTD202 

Pisanie planu marketingowego: Faza 1 / 

Writing a Marketing Plan: Phase 1 .............................. MKTD204 
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Pisanie planu marketingowego: kreatywna 

strategia / Writing the Marketing Plan: 

Creative Strategy ........................................................ MKTD205 

Tworzenie kampanii marketingowej / Creating 

a Marketing Campaign ............................................... MKTD206 

Zarzadzanie marketingowe / Marketing 

Management ............................................................... MKTD207 

Analiza finansowa w efektywnym marketingu / 

Financial Analysis for Successful Marketing ............. MKTD208 

 Online Branding Strategy 

Strategie budowania marki online / 

Strategies for Building an Online Brand ..................... MKTD223 

 Product Management Essentials 

Wprowadzenie do zarządzania produktem / 

Introduction to Product Management ......................... MKTD241 

Opracowywanie strategii nowego produktu / 

Developing a New-product Strategy ........................... MKTD242 

Ustalanie cen i analiza rentownosci dla 

kierowników produktu / Pricing and 

Profitability for Product Managers ............................. MKTD243 

FINANCE, HUMAN RESOURCES AND 
ADMINISTRATION 

FINANCE & ACCOUNTING 
CURRICULUM 

 Fundamental Finance for non-Finance 

Professionals 

Podstawy budzetowania / The Basics of 

Budgeting ........................................................ fin_01_a02_bs_pl 

 Business Finance for Managers 

Wprowadzenie do finansów / Introduction to 

Finance .......................................................................... FIND141 

 Finance Fundamentals for non-Finance 

Professionals 

Podstawy budzetowania / Basics of Budgeting ............. FIND152 

Zarzadzanie przeplywem srodków pienieznych / 

Managing Cash Flows ................................................... FIND153 

Zrozumienie sprawozdan finansowych / 

Understanding Financial Statements .............................. FIND154 

 Managerial Accounting 

Decyzje zwiazane z zarzadzaniem i budzet 

inwestycyjny / Managerial Decisions and 

Capital Budgeting .......................................................... FIND242 

Kalkulacja kosztów / Cost Accounting 

Decisions ....................................................................... FIND244 

FINANCE, HUMAN RESOURCES AND 
ADMINISTRATION 

HUMAN RESOURCES CURRICULUM 

 Behavioral Interviewing 

Przeprowadzanie wywiadu behawioralnego / 

Conducting the Behavioral-based Interview ................... HRD214 

Przygotowanie sie do roli kandydata / 

Preparing as the Interviewee .......................................... HRD215 

 Effective Hiring and Interviewing Skills 

Skuteczne prowadzenie rozmów 

kwalifikacyjnych / Effective Interviewing ..................... HRD232 

MANAGEMENT AND LEADERSHIP 

MANAGEMENT CURRICULUM - POLISH 

 Effectively Managing Top Performers 

Najefektywniejsi pracownicy – zarządzanie i 

nagradzanie / Managing and Rewarding Top 

Performers ................................................... mgmt_01_a01_bs_pl 

 The Essentials of Mentoring 

Skuteczny mentoring / Mentoring Effectively mgmt_10_a01_bs_pl 

Menadzer w roli mentora / Mentoring as a 

Manager ...................................................... mgmt_10_a02_bs_pl 

Wdrozenie programu mentoringu w organizacji  

/ Implementing a Mentoring Program for the 

Organization ................................................ mgmt_10_a03_bs_pl 

 Business Coaching Essentials 

Coaching biznesowy: Przygotowanie do roli 

coacha / Business Coaching: Getting Ready to 

Coach .......................................................... mgmt_14_a01_bs_pl 

Coaching biznesowy: Prowadzenie sesji 

coachingu / Business Coaching: Conducting 

Coaching Sessions ....................................... mgmt_14_a02_bs_pl 
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Coaching biznesowy: Budowanie relacji w 

coachingu / Business Coaching: Building the 

Coaching Relationship .................................mgmt_14_a03_bs_pl 

Coaching  iznesowy: Sto sowanie róznych 

stylów coachingu / Business Coaching: Using 

Different Coaching Styles ............................mgmt_14_a04_bs_pl 

 Managing Others through Change 

Komunikacja i wprowadzanie zmian / 

Communicating and Reinforcing Change ................ MGMTD332 

 Delegation Skills 

Osobiste podej?cie w delegowaniu / The 

Personal Approach in Delegation ............................ MGMTD262 

 Coach with Confidence 

Udane relacje pomiedzy coachem a osoba 

coachowana / Successful Coaching 

Relationships ........................................................... MGMTD282 

Nastawienia, emocje i coaching / Mindsets, 

Emotions, and Coaching .......................................... MGMTD285 

MANAGEMENT AND LEADERSHIP 

LEADERSHIP CURRICULUM 

 Leadership Essentials 

Podstawy przywództwa: Motywowanie 

pracowników / Leadership Essentials: 

Motivating Employees ................................... lead_05_a01_bs_pl 

Podstawy przywództwa: Komunikowanie wizji / 

Leadership Essentials: Communicating Visionlead_05_a02_bs_pl 

Podstawy przywództwa: Budowanie Twojego 

wplywu jako lidera / Leadership Essentials: 

Building Your Influence as a Leader ............. lead_05_a03_bs_pl 

Podstawy przywództwa: Przewodzenie z uzyciem 

inteligencji emocjonalnej / Leadership 

Essentials: Leading with Emotional 

Intelligence .................................................... lead_05_a04_bs_pl 

Podstawy przywództwa: Przewodzenie wykonaniu 

biznesowemu / Leadership Essentials: Leading 

Business Execution ........................................ lead_05_a05_bs_pl 

Podstawy przywództwa: Przewodzenie innowacji 

/ Leadership Essentials: Leading Innovation . lead_05_a06_bs_pl 

Podstawy przywództwa: Przewodzenie zmianie / 

Leadership Essentials: Leading Change ........ lead_05_a07_bs_pl 

Podstawy przywództwa: Tworzenie wlasnego 

planu rozwoju przywództwa / Leadership 

Essentials: Creating Your Own Leadership 

Development Plan .......................................... lead_05_a08_bs_pl 

 Business Execution 

Skuteczność w  iznesie - praktyka / Business 

Execution in Action ................................................... LEADD153 

PROFESSIONAL EFFECTIVENESS 

COMMUNICATION CURRICULUM - 
POLISH 

 Giving Successful Presentations 

Skuteczna prezentacja / Presenting 

Successfully ................................................ comm_05_a01_bs_pl 

Przedstawianie prezentacji / Delivering the 

Message ...................................................... comm_05_a02_bs_pl 

Dostepne pomoce prezentacyjne / Available 

Presentation Resources ............................... comm_05_a03_bs_pl 

 E-mail Essentials for Business 

Efektywne korzystanie z poczty e-mail i 

wiadomosci blyskawicznych / Using E-mail and 

Instant Messaging Effectively .................... comm_17_a01_bs_pl 

Adresowanie i rozsylanie e-maili / 

Addressing and Redistributing E-mail ........ comm_17_a02_bs_pl 

Zarzadzanie poczta e-mail / Managing Your 

E-mail ......................................................... comm_17_a03_bs_pl 

 Telephone Essentials for Business 

Podstawowe umiejetnosci profesjonalnego 

prowadzenia rozmów telefonicznych / 

Essential Skills for Professional Telephone 

Calls ........................................................... comm_18_a01_bs_pl 

 Workplace Conflict 

Konflikt w miejscu pracy: Rozpoznawanie i 

reagowanie na konflikt / Workplace Conflict: 

Recognizing and Responding to Conflict ... comm_22_a01_bs_pl 

Konflikt w miejscu pracy: Strategie 

rozwiazywania konfliktów / Workplace 

Conflict: Strategies for Resolving Conflictscomm_22_a02_bs_pl 

 Meeting the Presentation Challenge 

Prezentacja jako narzędzie zarządzania / 

Presentation as a Management Tool ........................ COMMD326 

 Effective Business Meetings 

Planowanie skutecznych spotkan biznesowych / 

Planning Effective Business Meetings .................... COMMD331 
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 Negotiating to Win: Getting the Results You 

Want 

Zawieranie transakcji / Crafting a Deal  .................. COMMD501 

Proces negocjacji / The Negotiation Process  .......... COMMD503 

Dynamika interakcji / The Dynamics of 

Interaction ................................................................ COMMD504 

Kiedy prowadzenie negocjacji napotyka na 

trudności / When the Going Gets Tough ................. COMMD506 

PROFESSIONAL EFFECTIVENESS 

PERSONAL DEVELOPMENT 
CURRICULUM 

 Telecommuting and the Remote Employee 

Podstawy telepracy: Maksymalizowanie 

produktywnosci zdalnego pracownika / 

Telecommuting Basics: Maximizing 

Productivity as a Remote Employee ................. pd_08_a01_bs_pl 

Podstawy telepracy: Strategie komunikacji 

dla pracownika zdalnego / Telecommuting 

Basics: Communication Strategies for the 

Remote Employee ............................................. pd_08_a02_bs_pl 

 Generating Creative & Innovative Ideas 

Opracowywanie twórczych i innowacyjnych 

rozwiazan: Zwiekszanie kreatywnosci / 

Generating Creative and Innovative Ideas: 

Enhancing Your Creativity ............................... pd_09_a01_bs_pl 

Opracowywanie twórczych i innowacyjnych 

rozwiazan: maksymalizowanie kreatywnosci 

zespolu / Generating Creative and Innovative 

Ideas: Maximizing Team Creativity ................. pd_09_a02_bs_pl 

Generating Creative and Innovative Ideas: 

Verifying and Building on Ideas ....................... pd_09_a03_bs_pl 

 Problem Solving and Decision Making Strategies 

Rozwiazywanie problemów: Podstawy / Problem 

Solving: The Fundamentals .............................. pd_12_a01_bs_pl 

Rozwiazywanie problemów: Okreslanie i 

budowanie wlasnych silnych stron / Problem 

Solving: Determining and Building Your 

Strengths ........................................................... pd_12_a02_bs_pl 

Rozwiazywanie problemów: Schodzac glebiej / 

Problem Solving: Digging Deeper .................... pd_12_a03_bs_pl 

Podejmowanie decyzji: Podstawy / Decision 

Making: The Fundamentals .............................. pd_12_a04_bs_pl 

Podejmowanie decyzji: narzedzia i techniki / 

Decision Making: Tools and Techniques .......... pd_12_a05_bs_pl 

Podejmowanie decyzji: Podejmowanie trudnych 

decyzji / Decision Making: Making Tough 

Decisions .......................................................... pd_12_a06_bs_pl 

 Problem-solving and Decision-making for 

Business 

Podstawy skutecznego myślenia / Foundations 

of Effective Thinking ..................................................... PDD231 

Wdrażanie i ocena decyzji / Implementing and 

Evaluating a Decision ..................................................... PDD235 

 Working More Effectively - Taking Control of 

Your Time 

Ty i twój czas  / You and Your Time  ............................ PDD151 

 Creativity and Innovation in the Workplace 

Podstawy kreatywnosci i innowacji / The 

Foundations of Creativity and Innovation ...................... PDD031 

Tworzenie kreatywnych i innowacyjnych 

pomyslów / Generating Creative and 

Innovative Ideas ............................................................. PDD032 

Ocena twórczych i nowatorskich pomyslów / 

Evaluating Creative and Innovative Ideas ...................... PDD033 

Wdrazanie twórczych i nowatorskich pomyslów 

/ Implementing Creative and Innovative Ideas ............... PDD034 

PROJECT EFFECTIVENESS 

PROJECT MANAGEMENT CURRICULUM 
- POLISH 

 Advanced Project Management - Project 

Integration Management 

Przygotowanie planu projektu / Project Plan 

Development .............................................................. PROJD221 

Realizacja planu projektu i całościowa 

kontrola zmian / Project Plan Execution and 

Overall Change Control .............................................. PROJD222 

 Project Management Essentials - (PMBOK® 

Guide - Third Edition-aligned) 

Wstęp do zarządzania projektami / An 

Introduction to Project Management .......................... PROJD511 

Cykl życia projektu i jego interesariusze / 

Project Lifecycles and Stakeholders ........................... PROJD512 

Wprowadzenie do Grup projektów i 

rozpoczynanie projektu / Introduction to 

Project Process Groups and Initiating a 

Project ........................................................................ PROJD513 
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Planowanie projektu / Project Planning  ..................... PROJD514 

Wykonanie, Kontrola i Zamknięcie projektu / 

Executing, Monitoring & Controlling, and 

Closing a Project ......................................................... PROJD515 

PROJECT EFFECTIVENESS 

TEAM BUILDING CURRICULUM 

 Optimizing Your Performance on a Team 

Byc efektywnym czlonkiem zespolu / Being an 

Effective Team Member ............................... team_02_a01_bs_pl 

Okreslanie celów i obowiazków zespolu / 

Establishing Team Goals and Responsibilitiesteam_02_a02_bs_pl 

Elementy spójnego zespolu / Elements of a 

Cohesive Team ............................................. team_02_a03_bs_pl 

Efektywna komunikacja w zespole / Effective 

Team Communication .................................. team_02_a04_bs_pl 

Wykorzystywanie informacji zwrotnych do 

usprawnienia pracy zespolu / Using Feedback 

to Improve Team Performance ..................... team_02_a05_bs_pl 

 Leading Teams 

Kierowanie zespolami: Tworzenie zespolu 

odnoszacego sukcesy / Leading Teams: 

Launching a Successful Team ...................... team_03_a01_bs_pl 

Kierowanie zespolami: Okreslanie celów, ról 

oraz wytycznych / Leading Teams: 

Establishing Goals, Roles, and Guidelines ... team_03_a02_bs_pl 

Kierowanie zespolami: Rozwój zespolu i jego 

kultury / Leading Teams: Developing the Team 

and its Culture ............................................... team_03_a03_bs_pl 

Kierowanie zespolami: Budowanie zaufania i 

zaangazowania / Leading Teams: Building 

Trust and Commitment ................................. team_03_a04_bs_pl 

Kierowanie zespolami: Promowanie efektywnej 

komunikacji i wspólpracy / Leading Teams: 

Fostering Effective Communication and 

Collaboration ................................................ team_03_a05_bs_pl 

Kierowanie zespolami: Motywowanie i 

optymalizacja pracy / Leading Teams: 

Motivating and Optimizing Performance ..... team_03_a06_bs_pl 

Kierowanie zespolami: Radzenie sobie z 

konfliktem / Leading Teams: Dealing with 

Conflict ......................................................... team_03_a07_bs_pl 

SALES AND CUSTOMER FACING 
SKILLS 

SALES CURRICULUM - POLISH 

 Sales: A Focus on Solutions 
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在 Outlook 2007 中使用日历 / Using the Calendar in 

Outlook 2007 ................................................ mo_bgol_a03_dt_zh 

在 Outlook 2007 

中使用联系人、任务、便笺，以及自定义界面 / Using 

Contacts, Tasks, Notes, and Customizing the 

Interface in Outlook 2007 ............................. mo_bgol_a04_dt_zh 

在 Outlook 2007 中完成搜索、打印项目，及处理 RSS 源 / 

Completing Searches, Printing Items, and 

Working with RSS Feeds in Outlook 2007 .. mo_bgol_a05_dt_zh 

 Microsoft Office 2007: Advanced Outlook 

自定义 Outlook 2007和使用“日记” / Customizing 

Outlook 2007 and Using the Journal ............ mo_adol_a01_dt_zh 

在 Outlook 2007中配置规则、通知和垃圾邮件设置 / 

Configuring 

Rules, Alerts, and Junk E-mail Settings in 

Outlook 2007 ................................................ mo_adol_a02_dt_zh 

在 Outlook 2007中使用 SharePoint、日历和窗体 / Working 

with SharePoint, Calendars, and Forms in 

Outlook 2007 ................................................ mo_adol_a03_dt_zh 
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 Microsoft Office 2007: Beginning Access 

开始使用 Access 2007 / Getting Started with 

Access 2007 ................................................. mo_bgac_a01_dt_zh 

基本 Access 2007表 / Basic Access 2007 Tables mo_bgac_a02_dt_zh 

基本Access 2007窗体 / Basic Access 2007 Forms mo_bgac_a03_dt_zh 

Access 2007 中的查询与报表 / Queries and Reports in 

Access 2007 ................................................. mo_bgac_a04_dt_zh 

DESKTOP COMPUTER SKILLS 

MICROSOFT OFFICE XP 

 Microsoft Office XP - Advanced Access 2002 

Access 2002中的高级数据库设计 / Advanced Database 

Design in Access 2002............................................... 116022_ZH 

Access 2002中的高级数据库功能 / Advanced Database 

Features in Access 2002 ............................................ 116051_ZH 

 Microsoft Office XP: Advanced Excel 2002 

Excel 2002中的高级数据管理 / Advanced Data 

Management in Excel 2002 ....................................... 114461_ZH 

在Excel 2002中使用高级数据处理和分析 / Advanced Data 

Manipulation and Analysis in Excel 2002 ................. 114635_ZH 

 Microsoft Office XP: Advanced FrontPage 2002 

在FrontPage 2002中创建和修改Web站点 / Building and 

Modifying Web Sites in FrontPage 2002 ................... 115955_ZH 

在FrontPage 2002中增强和发布网站 / Enhancing and 

Publishing Web Sites in FrontPage 2002 ................... 115977_ZH 

 Microsoft Office XP: Advanced Outlook 2002 

Outlook 2002的管理 / Managing Outlook 2002  ...... 114389_ZH 

 Microsoft Office XP: Advanced PowerPoint 2002 

自定义、运行和广播PowerPoint 2002演示文稿 / 

Customizing, 

Running, and Broadcasting PowerPoint 2002 

Presentations .............................................................. 116195_ZH 

PowerPoint 2002的定制以及Office XP集成 / PowerPoint 

2002 Customization and Office XP Integration ......... 116211_ZH 

 Microsoft Office XP: Advanced Word 2002 

Word 2002的高级格式和导航 / Advanced Formatting and 

Navigation in Word 2002 .......................................... 114968_ZH 

在Word 2002中的高级文档特征 / Advanced Document 

Features in Word 2002 ............................................... 114983_ZH 

Word 2002中的协作功能 / Collaborative Features in 

Word 2002 ................................................................. 115008_ZH 

 Microsoft Office XP: Beginning FrontPage 2002 

FrontPage 2002基础 / FrontPage 2002 Basics  ......... 114938_ZH 

使用FrontPage 2002增强并管理Web站点 / Enhancing and 

Managing Web Sites with FrontPage 2002 ............... 114955_ZH 

 Microsoft Office XP: Beginning Outlook 2002 

Outlook 2002介绍 / Introducing Outlook 2002 ........ 115146_ZH 

 Microsoft Office XP: Beginning PowerPoint 2002 

利用PowerPoint 2002创建演示文稿 / Creating 

Presentations using PowerPoint 2002 ........................ 115027_ZH 

 Microsoft Office XP: Beginning Word 2002 

在Word 2002中创建文档 / Creating Documents in Word 

2002 ........................................................................... 114325_ZH 

在Word 2002中使用文档 / Working with Documents in 

Word 2002 ................................................................. 114346_ZH 

 Microsoft Office XP: New Features for Advanced 

Users 

Office XP高级应用 / Office XP for the Advanced 

User ........................................................................... 116275_ZH 

 Microsoft Office XP: Beginning Access 2002 

介绍Access 2002 / Introduction to Access 2002  ...... 117147_ZH 

中级Access 2002 / Intermediate Access 2002 .......... 117172_ZH 

 Microsoft Office XP: Beginning Excel 2002 

Excel 2002的基本功能 / Basic Features of Excel 

2002 ........................................................................... 115096_ZH 

优化Excel 2002 / Optimizing Excel 2002  ................ 115117_ZH 

DESKTOP COMPUTER SKILLS 

MICROSOFT OFFICE 2003 

 Microsoft Office 2003: Beginning Word 

介绍 Word 2003 / Getting Started with Word 

2003 ........................................................................... 112997_ZH 
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 Microsoft Office 2003: Beginning Excel 

Excel 2003 的基本功能 / Basic Features of Excel 

2003 ........................................................................... 113187_ZH 

 Microsoft Office 2003: Beginning PowerPoint 

使用 PowerPoint 2003 创建基本演示文稿 / Creating Basic 

Presentations using PowerPoint 2003 ........................ 121838_ZH 

DESKTOP COMPUTER SKILLS 

MICROSOFT WINDOWS XP FOR END 
USERS 

 Microsoft Windows XP - Getting Started 

介绍Windows XP / Introducing Windows XP  ......... 112615_ZH 

 Microsoft Windows XP - New Features 

Windows XP：基本知识 / Windows XP: Fundamentals 112553_ZH 

Windows XP：高级 / Windows XP: Advanced ....... 112554_ZH 

 Microsoft Windows XP for Beginners 

开始学习Microsoft Windows XP / Getting Started 

with Microsoft Windows XP ..................................... 112949_ZH 

启动并运行Microsoft Windows XP / Up and Running 

with Microsoft Windows XP ..................................... 112954_ZH 

DESKTOP COMPUTER SKILLS 

MICROSOFT PROJECT 2002 (AUDIO) 

 Microsoft Project 2002: Beginners 

启动Project 2002 / Getting Started with 

Project 2002 ............................................................... 117545_ZH 

启动和运行Project 2002 / Up and Running with 

Project 2002 ............................................................... 117554_ZH 

通过Project 2002进行跟踪和报告 / Tracking and 

Reporting with Project 2002 ...................................... 117565_ZH 

 Microsoft Project 2002: Advanced 

Project 2002中的数据源、模板和自定义 / Data Sources, 

Templates, and Customization in Project 2002 .......... 117348_ZH 

Project 2002中的工作组、合作和高级报告选项 / Workgroup, 

Collaboration, and Advanced Reporting 

Options in Project 2002 ............................................. 117361_ZH 

DESKTOP COMPUTER SKILLS 

MICROSOFT WINDOWS VISTA 

 Microsoft Windows Vista for the End User 

开始学习 Windows Vista / Getting Started with 

Windows Vista ............................................ mv_wveu_a01_it_zh 

在 Windows Vista 中“处理文件”、“程序”以及“打印” / Work 

with Files, Programs, and Printing in 

Windows Vista ............................................ mv_wveu_a02_it_zh 

用 Windows Vista 进行“导航”和“系统维护” / Navigating 

the Web and System Maintenance with Windows 

Vista ............................................................ mv_wveu_a03_it_zh 

BUSINESS STRATEGY AND 
OPERATIONS 

OPERATIONS CURRICULUM - CHINESE 
(MANDARIN) 

 Logistics Management 

物流管理概论 / Overview of Logistics Management OPERA311 

库存管理 / Inventory Management  .......................... OPERA312 

供 应 链 管 理 / Supply Chain Management  ............ OPERA313 

 Six Sigma Foundations 

6σ入门 / Six Sigma Introduction  ............................. OPERA131 

 Six Sigma Team Implementation 

6σ：减少偏差，提高质量 / Six Sigma:  Reducing 

Variation to Improve Quality .................................... OPERA141 

6σ：倾听客户的声音 / Six Sigma:  Listening to the 

Voice of the Customer ............................................... OPERA142 

6σDMAIC：定义问题 / Six Sigma DMAIC: Defining the 

Problem ..................................................................... OPERA143 

6σ DMAIC：测量流程 / Six Sigma DMAIC:  Measuring 

the Process ................................................................. OPERA144 

6σDMAIC：分析数据 / Six Sigma DMAIC:  Analyzing 

the Data ..................................................................... OPERA145 

6σ DMAIC：分析流程 / Six Sigma DMAIC:  Analyzing 

the Process ................................................................. OPERA146 

6σDMAIC：改进流程 / Six Sigma DMAIC:  Improving 

the Process ................................................................. OPERA147 

6σ的DMAIC: 控制改进后的流程 / Six Sigma DMAIC: 

Controlling the Improved Process ............................. OPERA148 

 Supply Chain Management 

供应链管理基础 / The Fundamentals of Supply Chain 

Management .............................................................. OPERA501 

供应链管理策略 / Supply Chain Management Strategies OPERA502 



 CHINESE MANDARIN 

 

 

 
 

www.skillsoft.com 
©2011 SkillSoft Ireland Limited – Information subject to change. 

 
 

 102 

供应链规划与库存管理 / Supply Chain Planning and 

Inventory Management .............................................. OPERA503 

BUSINESS STRATEGY AND 
OPERATIONS 

STRATEGIC PLANNING CURRICULUM - 
CHINESE (MANDARIN) 

 How to Write a Business Case 

商务计划书的构成要素 / Fundamental Components of a 

Business Case ............................................................ STGYA211 

目标市场开发策略（无音频） / Developing Target Market 

Strategy ...................................................................... STGYA212 

理解定位（无音频） / Understanding Positioning  . STGYA213 

市场和销售计划（无音频） / The Marketing and Sales Plan STGYA214 

计划书展示 / Presenting Your Case  ......................... STGYA216 

 The Fundamentals of Globalization 

全球化与变化中的世界（无音频）/ Globalization and Our 

Changing World ........................................................ STGYA351 

全球化与你的公司（无音频）/ Globalization and Your 

Company ................................................................... STGYA352 

从全球角度进行管理（无音频）/ Managing from a Global 

Viewpoint .................................................................. STGYA354 

 Systems Thinking in the 21st Century 

什么是系统思维（无音频） / What is Systems Thinking? STGYA401 

建立一个健康的组织系统（无音频）/ Building a Healthy 

System  ...................................................................... STGYA402 

系统化思维模型与思维技巧（无音频）/ Systems-thinking 

Models 

and Thinking Skills .................................................... STGYA403 

系统原型（无音频）/ System Archetypes  .............. STGYA404 

将系统思维融入你的个人生活 / Taking Systems Thinking into 

Your Personal Life ..................................................... STGYA407 

BUSINESS STRATEGY AND 
OPERATIONS 

MARKETING CURRICULUM - CHINESE 
(MANDARIN) 

 Strategic Marketing in Action 

营销战略要素 / Elements of Marketing Strategy  ...... MKTA201 

市场分析 / Analyzing the Market  ............................. MKTA202 

战略营销中的竞争要素 / Competitive Factors in 

Strategic Marketing .................................................... MKTA203 

制定营销计划：第一阶段 / Writing a Marketing Plan: 

Phase 1 ........................................................................ MKTA204 

制定营销计划：有创意的战略 / Writing the Marketing Plan: 

Creative Strategy ......................................................... MKTA205 

营 销 活 动 的 策 划 / Creating a Marketing 

Campaign .................................................................... MKTA206 

营销管理 / Marketing Management  ........................... MKTA207 

成功营销的财务分析 / Financial Analysis for 

Successful Marketing .................................................. MKTA208 

 Product Management Essentials 

制定新产品策略 / Developing a New-product Strategy MKTA242 

产品经理如何确定价格和收益率 / Pricing and Profitability 

for Product Managers .................................................. MKTA243 

 Strategic Brand Management 

品牌管理概论（无音频） / Introduction to Brand 

Management ................................................................ MKTA211 

管理品牌的创造性元素（无音频） / Managing the Creative 

Elements of Brand ....................................................... MKTA213 

FINANCE, HUMAN RESOURCES AND 
ADMINISTRATION 

FINANCE/ACCOUNTING CURRICULUM - 
CHINESE (MANDARIN) 

 Fundamental Finance for non-Finance 

Professionals 

财务管理原理 / The Principles of Financial 

Management .................................................... fin_01_a01_bs_zh 

预算基础知识 / The Basics of Budgeting  ...... fin_01_a02_bs_zh 

现金流管理 / Management of Cash Flows  .... fin_01_a03_bs_zh 

财务报表 / Financial Statements  .................... fin_01_a04_bs_zh 

 Accounting 101 

会计基础 / Accounting Fundamentals  ......................... FINA121 

 Business Finance for Managers 

公司财务入门 / Introduction to Finance  ...................... FINA141 

公司财务预算 / Making Budgets Work  ....................... FINA142 

企业融资 / Sources of Funding  .................................... FINA145 

 Advanced Business Finance 

企业重组（无音频） / Corporate Restructuring  ......... FINA215 

企业财务风险管理 / Financial Risk Management  ...... FINA216 
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国际金融（无音频） / International Finance  .............. FINA217 

FINANCE, HUMAN RESOURCES AND 
ADMINISTRATION 

ADMINISTRATIVE SUPPORT 
CURRICULUM 

 The Effective Administrative Support 

Professional 

行政支持专业人员入门（无音频） / Getting Started--The 

Administrative Support Professional .......................... ADMA101 

运用有效的商务沟通技巧（无音频） / Using Effective 

Business 

Communication .......................................................... ADMA103 

行政职能（无音频） / Administrative Functions  .... ADMA104 

FINANCE, HUMAN RESOURCES AND 
ADMINISTRATION 

HUMAN RESOURCES CURRICULUM - 
CHINESE (MANDARIN) 

 How to Interview and Hire the Right People 

进 行 有 效 的 面 试 / Conducting Effective 

Interviews ....................................................................... HRA202 

 Behavioral Interviewing 

招聘者:精心打造行为面试 / Preparing for the Behavioral 

Interview ......................................................................... HRA213 

行为面试实战 / Experiencing the Behavioral-based 

Interview ......................................................................... HRA216 

 Recruiting & Retention Strategies for the Tight 

Labor Market 

成功的招聘 / Recruiting Successfully  .......................... HRA223 

 HRCI Professional in Human Resources (PHR) 

人力资源基础 (HRCI/PHR) / Human Resources 

Fundamentals (HRCI/PHR - 2007-aligned) .................... HRA261 

MANAGEMENT AND LEADERSHIP 

MANAGEMENT CURRICULUM - 
CHINESE (MANDARIN) 

 Appraising Performance 

持续评估绩效 / Assessing Performance Continuously mgmt_11_a01_bs_zh 

绩效审核 / Performance Reviews  ............. mgmt_11_a02_bs_zh 

 Managing Organizational Change 

管理变革:理解变革 / Managing Change: Understanding 

Change ....................................................... mgmt_13_a01_bs_zh 

管理变革:为变革赢得积极的支持 / Managing Change: 

Building 

Positive Support for Change ....................... mgmt_13_a02_bs_zh 

管理变革:应对变革阻力 / Managing Change: Dealing with 

Resistance to Change.................................. mgmt_13_a03_bs_zh 

管理变革:维持组织变革 / Managing Change: Sustaining 

Organizational Change ............................... mgmt_13_a04_bs_zh 

 Business Coaching Essentials 

业务辅导:做好辅导的准备 / Business Coaching: Getting 

Ready to Coach .......................................... mgmt_14_a01_bs_zh 

业务辅导:进行辅导谈话 / Business Coaching: Conducting 

Coaching Sessions ...................................... mgmt_14_a02_bs_zh 

业务辅导:建立辅导关系 / Business Coaching: Building 

the Coaching Relationship .......................... mgmt_14_a03_bs_zh 

业务辅导:使用不同的辅导方式 / Business Coaching: Using 

Different Coaching Styles .......................... mgmt_14_a04_bs_zh 

 Essential Skills For Tomorrow's Managers 

未来经理的能力 / Competencies for Tomorrow's 

Managers ................................................................. MGMTA111 

未来经理的培养 / Development Tools for Tomorrow's 

Managers ................................................................. MGMTA112 

作为教练和顾问的经理 / The Manager as Coach and 

Counselor ................................................................ MGMTA113 

作为项目领导人的经理 / The Manager as Project Champion MGMTA114 

经理如何确保责任到位 / A Manager's Primer for Ensuring 

Accountability ......................................................... MGMTA115 

未来经理的持续学习 / Continuous Learning for 

Tomorrow's Managers ............................................. MGMTA116 

 Moving from Technical Professional to 

Management 

利用沟通技巧达到成功的管理 / Communication Skills for 

Successful Management .......................................... MGMTA122 

 Managing Others through Change 

超越变革的挑战 / Overcoming the Challenges of 

Change .................................................................... MGMTA333 
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 Managing Technical Professionals 

为专业技术人员制定职业规划 / Developing Career Plans for 

Your Technical Professionals .................................. MGMTA294 

 360-Degree Performance Appraisal 

关于360度绩效反馈 / About 360-Degree Performance 

Feedback .................................................................. MGMTA151 

360度绩效反馈：实施 / Delivering 360-Degree 

Performance Feedback ............................................. MGMTA153 

 The Successful Facilitator 

协调者的角色（无音频）/ The Role of the Facilitator MGMTA271 

协调的基础：技术和工具（无音频） / Facilitative 

Fundamentals: Techniques and Tools ...................... MGMTA272 

 The Fundamentals of Business Crises 

Management 

做好应对企业危机的准备（无音频） / Preparing for Business 

Crises ....................................................................... MGMTA171 

商务危机的响应（无音频）/ Responding to Business Crises MGMTA172 

从商务危机中恢复（无音频）/ Recovering from Business 

Crises ....................................................................... MGMTA173 

 Mentoring Essentials 

有效指导（无音频）/ Effective Mentoring  .......... MGMTA251 

在导师的指导下取得成功（无音频） / Achieving Success 

with 

the help of a Mentor ................................................. MGMTA255 

 Making Change Work 

引导自己度过改变 / Guide Yourself Through Change MGMTA322 

MANAGEMENT AND LEADERSHIP 

LEADERSHIP CURRICULUM - CHINESE 
(MANDARIN) 

 Leadership Essentials 

领导素质:激励员工 / Leadership Essentials: 

Motivating Employees .................................. lead_05_a01_bs_zh 

领导素质:沟通愿景 / Leadership Essentials: 

Communicating Vision ................................. lead_05_a02_bs_zh 

领导素质：建立领导者的影响力 / Leadership Essentials: 

Building Your Influence as a Leader ............ lead_05_a03_bs_zh 

领导素质:运用情绪智力开展领导工作 / Leadership 

Essentials: 

Leading with Emotional Intelligence ............ lead_05_a04_bs_zh 

领导素质：领导业务执行 / Leadership Essentials: Leading 

Business Execution ....................................... lead_05_a05_bs_zh 

领导素质:领导创新 / Leadership Essentials: Leading 

Innovation ..................................................... lead_05_a06_bs_zh 

领导素质:领导变革 / Leadership Essentials: Leading 

Change .......................................................... lead_05_a07_bs_zh 

领导素质:制定个人领导力发展计划 / Leadership Essentials: 

Creating Your Own Leadership Development Planlead_05_a08_bs_zh 

 Leading from the Front Line 

21 世纪的挑战 / Challenges of the 21st Century  ..... LEADA121 

组织文化与领导力 / Organizational Culture and 

Leadership ................................................................. LEADA122 

激励并放权给雇员 / Energizing and Empowering 

Employees ................................................................. LEADA123 

领导力与知识型员工 / Leadership and the Knowledge 

Worker ...................................................................... LEADA124 

在基层领导改革 / Leading Change from the Front Line LEADA125 

领导力的原动力 / Dynamics of Leadership  ............ LEADA126 

 Business Execution 

企业执行力基础 / Foundations for Business Execution LEADA151 

建立企业执行力文化 / Creating a Business Execution 

Culture ....................................................................... LEADA152 

让企业执行力发挥作用 / Business Execution in Action LEADA153 

 Leadership in Senior Management 

高 级 领 导 原 则 / Senior Leadership Principles  .... LEADA201 

 Going from Management to Leadership 

领导的标志 / The Mark of a Leader  ........................ LEADA221 

沟通：达成共同愿景 / Communicating a Shared Vision LEADA222 

领导力的培养 / The Enabling Leader  ..................... LEADA223 

消除绩效的障碍 / Removing Performance Barriers  LEADA224 

领导与员工的沟通 / Communicating as a Leader  .. LEADA225 

训练：提高员工绩效 / Coaching for Performance  . LEADA226 

引导员工完成变革 / Leading through Change  ........ LEADA227 

领 导 模 式 / The Leader as a Model  ....................... LEADA228 

 Leading the Workforce Generations 

劳动力世代介绍 / Introduction to Work Force 

Generations ............................................................... LEADA231 

吸引、培养和维系劳动力世代 / Attracting, Developing, and 

Retaining Generations ............................................... LEADA232 

领导沉默一代和婴儿潮一代员工 / Leading Silent Generation 

and Baby Boom Workers .......................................... LEADA233 

领导 X 一代和新一代 / Leading Generations X and Next LEADA234 
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让跨代人团队运转 / Making Cross-generational Teams 

Work ..........................................................................LEADA235 

21 世纪的跨代员工 / Cross-generational Workers in 

the 21st Century .........................................................LEADA236 

 Going from Management to Leadership 

继任规划概述 / Succession Planning Overview  ......LEADA301 

继任规划战略 / Succession Planning Strategies  ......LEADA302 

继任规划与人力资源 / Succession Planning and Human 

Resources ...................................................................LEADA303 

继任规划管理 / Succession Planning Management  .LEADA304 

PROFESSIONAL EFFECTIVENESS 

COMMUNICATION CURRICULUM - 
CHINESE (MANDARIN) 

 Giving Successful Presentations 

传递信息 / Delivering the Message  ......... comm_05_a02_bs_zh 

 E-mail Essentials for Business 

高效地使用电子邮件和即时消息 / Using E-mail and Instant 

Messaging Effectively ............................... comm_17_a01_bs_zh 

指定电子邮件地址和重新分发电子邮件 / Addressing and 

Redistributing E-mail................................. comm_17_a02_bs_zh 

管理电子邮件 / Managing Your E-mail  .. comm_17_a03_bs_zh 

 Interpersonal Communication 

人际沟通:充满自信地沟通 / Interpersonal Communication: 

Communicating with Confidence .............. comm_21_a01_bs_zh 

人际沟通:定位信息 / Interpersonal Communication: 

Targeting Your Message ............................ comm_21_a02_bs_zh 

人际沟通:倾听的基本技巧 / Interpersonal Communication: 

Listening Essentials ................................... comm_21_a03_bs_zh 

人际沟通:以自我肯定的态度进行沟通 / Interpersonal 

Communication: Communicating Assertivelycomm_21_a04_bs_zh 

人际沟通:为人亲和 / Interpersonal Communication: 

Being Approachable .................................. comm_21_a05_bs_zh 

 Telephone Essentials for Business 

职业电话的基本技巧 / Essential Skills for 

Professional Telephone Calls ..................... comm_18_a01_bs_zh 

 Workplace Conflict 

工作中的冲突:了解和应对冲突 / Workplace Conflict: 

Recognizing and Responding to Conflict .. comm_22_a01_bs_zh 

工作中的冲突:解决冲突的策略 / Workplace Conflict: 

Strategies for Resolving Conflicts ..............comm_22_a02_bs_zh 

 Negotiation essentials 

谈判的基本技巧:什么是谈判？ / Negotiation Essentials: 

What Is Negotiation? ..................................comm_24_a01_bs_zh 

谈判的基本技巧:为谈判做准备 / Negotiation Essentials: 

Planning for Negotiation ............................comm_24_a02_bs_zh 

谈判的基本技巧:沟通 / Negotiation Essentials: 

Communicating ..........................................comm_24_a03_bs_zh 

 Mastering Interpersonal Communication  

商务沟通面面观 / The Many Faces of Communication COMMA113 

在团队中开发沟通技巧 / Developing Interpersonal Skills 

in Your People ......................................................... COMMA116 

 Business Etiquette and Professionalism  

日常商务礼仪 / Everyday Business Etiquette  ....... COMMA181 

沟通礼仪 / Communication Etiquette  .................... COMMA182 

礼仪与商务会议 / Etiquette and the Business Meeting COMMA183 

管理者礼仪（无音频）/ Etiquette for Supervisors COMMA184 

 Effective Listening Skills 

倾听的基本要素 / The Basics of Listening  ........... COMMA151 

从倾听到理解 / Listening for Comprehension  ...... COMMA152 

高层次的倾听技巧 / Listening for Higher Purposes COMMA153 

倾听技巧的应用 / Enhancing Your Listening Skills COMMA154 

 Building Better Work Relationships 

建立有效的跨职能关系 / Building Effective 

Interfunctional Relationships ................................... COMMA191 

 Effective Business Meetings 

筹备高效的商务会议 / Planning Effective Business 

Meetings .................................................................. COMMA331 

主持高效的商务会议 / Leading Effective Businesss 

Meetings .................................................................. COMMA332 

有效参加商务会议 / Participating Effectively in 

Business Meetings ................................................... COMMA333 

 Managing and Working with Difficult People 

工作中难以相处的人 / Difficult People in the 

Workplace ............................................................... COMMA161 
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 Negotiating to Win: Getting the Results You 

Want 

谈判流程 / The Negotiation Process  ...................... COMMA503 

谈判中的互动技巧 / The Dynamics of Interaction  COMMA504 

谈判高手 / The Master Negotiator  ......................... COMMA507 

 Getting Results Without Authority 

无职务情形下的领导力 / Leadership Without Authority COMMA513 

 Assertive Communication 

职场中的自信 / Professional Assertiveness  ........... COMMA171 

全面展现自己 / Assertiveness from the Inside Out COMMA172 

 Delivering Successful Presentations 

如何成功演讲 / Presenting to Succeed  .................. COMMA301 

如何利用演示资源（无音频）/ Presentation Resources 

Available to You ...................................................... COMMA303 

 International Communications 

不同文化对沟通的影响（无音频） / The Impact of Culture on 

Communication ....................................................... COMMA021 

全球沟通艺术（无音频） / The Art of Global 

Communication ....................................................... COMMA022 

改进跨文化交流能力（无音频） / Improving Your 

Cross-cultural Communications............................... COMMA023 

 Emotional Intelligence in the Workplace 

什么是情商？ / What Is Emotional Intelligence? 

Replaced .................................................................. COMMA141 

提高你的情商 / Increasing Your Emotional 

Intelligence .............................................................. COMMA144 

高情商领导（无音频） / The Emotionally Intelligent 

Leader ...................................................................... COMMA145 

 Effective Use of Feedback for Business 

给予反馈：经理人必读（无音频） / Giving Feedback:  A 

Manager's Guide ...................................................... COMMA525 

PROFESSIONAL EFFECTIVENESS 

PERSONAL DEVELOPMENT 
CURRICULUM - CHINESE (MANDARIN) 

 Generating Creative & Innovative Ideas 

萌发具有创造性和创新性的想法:增强创造力 / Generating 

Creative 

and Innovative Ideas: Enhancing Your 

Creativity ......................................................... pd_09_a01_bs_zh 

提出具有创造性和创新性的想法:最大限度地提高团队的创

造力 / Generating 

Creative and Innovative Ideas: Maximizing 

Team Creativity ............................................... pd_09_a02_bs_zh 

提出具有创造性和创新性的想法:验证并改进想法 / 

Generating Creative 

and Innovative Ideas: Verifying and Building 

on Ideas ........................................................... pd_09_a03_bs_zh 

 Managing Your Career 

管理你的职业生涯:制定规划 / Managing Your Career: 

Creating a Plan ................................................ pd_10_a01_bs_zh 

管理你的职业生涯:走上正轨 / Managing Your Career: 

Getting on the Right Track .............................. pd_10_a02_bs_zh 

管理你的职业生涯:专业关系网基础 / Managing Your Career: 

Professional Networking Essentials ................ pd_10_a03_bs_zh 

管理你的职业生涯:你与上司 / Managing Your Career: You 

and Your Boss ................................................. pd_10_a04_bs_zh 

管理你的职业生涯:利用绩效考核 / Managing Your Career: 

Leveraging the Performance Appraisal ........... pd_10_a05_bs_zh 

 Effective Time Management 

时间管理:分析时间使用情况 / Time Management: Analyzing 

Your Use of Time ............................................ pd_11_a01_bs_zh 

时间管理:规划时间并排定优先级 / Time Management: 

Planning 

and Prioritizing Your Time ............................. pd_11_a02_bs_zh 

时间管理:赶走时间小偷 / Time Management: Avoiding Time 

Stealers ............................................................ pd_11_a03_bs_zh 

 Problem Solving and Decision Making Strategies 

解决问题:基础知识 / Problem Solving: The 

Fundamentals .................................................. pd_12_a01_bs_zh 

解决问题:确定并强化你的优势 / Problem Solving: 

Determining and Building Your Strengths ...... pd_12_a02_bs_zh 

解决问题:深入挖掘 / Problem Solving: Digging Deeper pd_12_a03_bs_zh 

制定决策:基础知识 / Decision Making: The 

Fundamentals .................................................. pd_12_a04_bs_zh 

制定决策:工具和方法 / Decision Making: Tools and 

Techniques ...................................................... pd_12_a05_bs_zh 

制定决策:制定艰难决策 / Decision Making: Making Tough 

Decisions ......................................................... pd_12_a06_bs_zh 
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 Fast-tracking Your Career 

职场提升快车：管理你的上司 / The Boss Factor  ....... PDA135 

 Problem-solving and Decision-making for 

Business  

团队中的问题解决与决策制定 / Problem Solving and 

Decision 

Making in Groups ........................................................... PDA236 

 Working More Effectively - Taking Control of 

Your Time 

个人和时间 / You and Your Time  ................................ PDA151 

时间管理技巧 / Techniques for Better Time 

Management ................................................................... PDA152 

养成良好的时间管理习惯 / Developing Good Time 

Management Habits ........................................................ PDA153 

 Working More Fast-tracking Your Career 

职场成功快车：基本商务技能 / Basic Business Skills to Get 

You on the Fast Track..................................................... PDA132 

职场提升快车：管理你的上司 / The Boss Factor  ....... PDA135 

自我形象塑造 / Improving Your Image  ....................... PDA136 

 Living a Balanced Life 

寻求生活的平衡 / Finding Your Life Balance .............. PDA181 

成功地应对压力 / Success Over Stress  ........................ PDA182 

优化平衡的策略 / Strategies for Better Balance  ........... PDA183 

 Dealing with Organizational Change 

组织变革期间的沟通 / Communicating During 

Organizational Change ................................................... PDA193 

 Ethics in Business 

经理人商业道德（无音频）/ Managerial Business Ethics PDA172 

 Business Professionalism 

为自己工作 / Personal Accountability: Working for 

Your Inner Boss .............................................................. PDA261 

自我促进（无音频）/ Self-empowerment: Managing from 

Within ............................................................................. PDA262 

成功的终身学习（无音频）/ Successful Lifelong Learning PDA265 

 Creativity and Innovation in the Workplace 

创意与创新的基础 / The Foundations of Creativity and 

Innovation ....................................................................... PDA031 

产生改革创新想法 / Generating Creative and 

Innovative Ideas ............................................................. PDA032 

实施改革创新想法 / Implementing Creative and 

Innovative Ideas ............................................................. PDA034 

评估创意与创新 / Evaluating Creative and Innovative 

Ideas ............................................................................... PDA033 

 Working without a Net - The Business of Risk 

风险入门（无音频）/ Risk Basics  .............................. PDA241 

风险管理方法（无音频）/ Approaches to Risk Management PDA242 

决策与风险（无音频）/ Decisions and Risk  .............. PDA243 

战略规划与风险管理（无音频）/ Strategic Planning and Risk 

Management ................................................................... PDA244 

风险战略：刀刃上的游戏（无音频）/ Risk Strategies: The 

Cutting Edge ................................................................... PDA245 

 Achieving Organizational Excellence Through 

Critical Thinking 

批判性思维在组织中的作用 / The Role of Critical Thinking 

in Organizations ............................................................. PDA251 

培养基本的批判性思维技能 / Developing Fundamental 

Critical Thinking Skills .................................................. PDA252 

促进批判性思维的策略 / Strategies for Facilitating 

Critical Thinking ............................................................ PDA253 

管理中的批判性思维技能 / Critical Thinking Skills for 

Managing........................................................................ PDA254 

批判性思维的组织范围 / Organizational Scope of 

Critical Thinking ............................................................ PDA255 

PROJECT EFFECTIVENESS 

PROJECT MANAGEMENT CURRICULUM 

 Project Management Essentials - (PMBOK® 

Guide - Fourth Edition-aligned) 

组织项目管理 / Managing Projects within 

Organizations ................................................ proj_05_a01_bs_zh 

项目管理概览 / Project Management Overview proj_05_a02_bs_zh 

项目管理过程组 / Project Management Process Groups proj_05_a03_bs_zh 

 Project Integration Management (PMBOK® 

Guide - Fourth Edition-aligned) 

启动与规划整合 / Integrated Initiation and Planning proj_06_a01_bs_zh 

项目执行与监控整合 / Integrated Project Execution, 

Monitoring, and Control ................................ proj_06_a02_bs_zh 

项目整体变更控制与结束 / Integrated Project Change 

Control and Close .......................................... proj_06_a03_bs_zh 
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 Project Scope Management (PMBOK® Guide - 

Fourth Edition-aligned) 

项目需求和定义范围 / Project Requirements and 

Defining Scope .............................................. proj_07_a01_bs_zh 

创建工作分解结构 / Create Work Breakdown Structure proj_07_a02_bs_zh 

监控项目范围 / Monitoring and Controlling Project 

Scope ............................................................. proj_07_a03_bs_zh 

 Project Time Management (PMBOK® Guide - 

Fourth Edition-aligned) 

定义项目活动并排列活动顺序 / Defining and Sequencing 

Project Activities ........................................... proj_08_a01_bs_zh 

估算活动资源及其持续时间 / Estimating Activity Resources 

and Durations ................................................. proj_08_a02_bs_zh 

制定项目进度计划与控制项目进度 / Developing and 

Controlling 

the Project Schedule ...................................... proj_08_a03_bs_zh 

 Project Cost Management (PMBOK® Guide - 

Fourth Edition-aligned) 

项目成本的估算和预算 / Estimating and Budgeting 

Project Costs .................................................. proj_09_a01_bs_zh 

控制成本 / Controlling Costs  ....................... proj_09_a02_bs_zh 

 Project Quality Management (PMBOK® Guide - 

Fourth Edition-aligned) 

项目质量规划 / Project Quality Planning  .... proj_10_a01_bs_zh 

质量保证和质量控制 / Quality Assurance and Quality 

Control ........................................................... proj_10_a02_bs_zh 

 Project Human Resource Management (PMBOK® 

Guide - Fourth Edition-aligned) 

规划项目人力资源 / Planning Project Human Resources proj_11_a01_bs_zh 

管理项目人力资源 / Managing Project Human Resources proj_11_a02_bs_zh 

 Project Communications Management (PMBOK® 

Guide - Fourth Edition-aligned) 

干系人与沟通管理计划 / Stakeholders and the 

Communication Management Plan ................ proj_12_a01_bs_zh 

管理项目沟通的过程 / Processes for Managing Project 

Communications ............................................ proj_12_a02_bs_zh 

 Project Risk Management (PMBOK® Guide - 

Fourth Edition-aligned) 

规划风险管理 / Risk Management Planning proj_13_a01_bs_zh 

识别项目风险 / Identifying Project Risks  .... proj_13_a04_bs_zh 

实施风险分析 / Performing Risk Analysis  .. proj_13_a02_bs_zh 

风险应对和监控 / Risk Response, Monitor, and 

Control .......................................................... proj_13_a03_bs_zh 

 Project Procurement Management (PMBOK® 

Guide - Fourth Edition-aligned) 

规划项目采购 / Planning Project Procurement proj_14_a01_bs_zh 

管理采购 / Managing Procurements  ............ proj_14_a02_bs_zh 

 Code of Ethics and Professional Conduct (PMI® 

Standard-aligned) 

道德规范在项目管理中的作用 / The Role of Ethics in 

Project Management ...................................... proj_15_a01_bs_zh 

PMI® 核心价值观和道德标准 / Core PMI® Values and 

Ethical Standards ........................................... proj_15_a02_bs_zh 

 Project Management Essentials - (PMBOK® 

Guide - Third Edition-aligned) 

项目管理入门 / An Introduction to Project 

Management (PMBOK-Third Edition aligned) .......... PROJA511 

项目生命期和利益相关者 / Project Lifecycles and 

Stakeholders ............................................................... PROJA512 

项目过程组和项目启动入门 / Introduction to Project 

Process Groups and Initiating a Project ...................... PROJA513 

项目规划 / Project Planning  ..................................... PROJA514 

项目的执行、监控和收尾 / Executing, Monitoring & 

Controlling, and Closing a Project ............................. PROJA515 

 Project Integration Management (PMBOK® 

Guide - Third Edition-aligned) 

项目启动和项目计划准备 / Initiating a Project and 

Preparing the Project Plan .......................................... PROJA521 

执行和完成项目 / Project Integration: Executing and 

Completing a Project .................................................. PROJA522 

 Project Cost Management (PMBOK® Guide -

Third   Edition-aligned) 

活动费用估算 / Estimating Activity Costs  ............... PROJA551 

费用预算和控制 / Budgeting and Controlling Costs  PROJA552 

 Project Scope Management (PMBOK® Guide - 

Third Edition-aligned) 

项目范围规划 / Planning Project Scope  ................... PROJA531 

项目范围控制 / Controlling Project Scope  ............... PROJA532 
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 Project Time Management (PMBOK® Guide - 

Third Edition-aligned) 

项目时间管理基础 / Elements of Project Time 

Management ............................................................... PROJA541 

项目进度安排 / Project Scheduling  .......................... PROJA542 

 Project Quality Management (PMBOK® Guide - 

Third   Edition-aligned) 

质量规划 / Planning for Quality ................................ PROJA561 

质量保证与控制的执行 / Performing Quality Assurance 

and Control ................................................................. PROJA562 

 Project Human Resource Management (PMBOK® 

Guide - Third Edition-aligned) 

项目人力资源管理基础 / Elements of Project Human 

Resource Management ................................................ PROJA571 

项目人力资源管理实施 / Implementing Project Human 

Resource Management ................................................ PROJA572 

 Project Communications Management (PMBOK® 

Guide - Third Edition-aligned) 

沟通规划和信息发布 / Communications Planning and 

Information Distribution ............................................. PROJA581 

绩效报告和利益相关者管理 / Performance Reporting and 

Stakeholder Management ........................................... PROJA582 

 Project Risk Management (PMBOK® Guide - 

Third   Edition-aligned) 

规划和识别项目风险 / Planning and Identifying Project 

Risk ............................................................................. PROJA591 

项目风险分析 / Analyzing Project Risk  ................... PROJA592 

响应并控制项目风险 / Responding to and Controlling 

Project Risk ................................................................ PROJA593 

 Project Procurement Management (PMBOK® 

Guide - Third Edition-aligned)      

项目采购规划和询价 / Planning Project Procurement and 

Requesting Seller Responses ...................................... PROJA601 

选择供货商，执行与完成合同 / Choosing Sellers and 

Administering and Closing Contracts ......................... PROJA602 

 Project Management Professional Responsibility 

道德规范和专业知识 / Ethics and Professional 

Knowledge (PMBOK aligned) ................................... PROJA041 

利益相关者利益和多元文化 / Stakeholder Interests and 

Cultural Diversity (PMBOK aligned) ......................... PROJA042 

 Managing Software Project Outsourcing 

制定正确的外包决策 / Making the Right Outsourcing 

Decision .................................................................... 232192_ZH 

规划外包交易 / Planning the Outsourcing Deal  ...... 232202_ZH 

外包项目 / The Outsourcing Project  ........................ 232209_ZH 

确定项目质量标准和里程碑 / Determining Project Quality 

Standards and Milestones .......................................... 232224_ZH 

衡量项目外包是否成功 / Measuring Project Outsourcing 

Success ...................................................................... 232292_ZH 

PROJECT EFFECTIVENESS 

TEAM BUILDING CURRICULUM - 
CHINESE (MANDARIN) 

 Optimizing Your Performance on a Team 

做一名有效率的团队成员 / Being an Effective Team Member team_02_a01_bs_zh 

设定团队目标和职责 / Establishing Team Goals and 

Responsibilities ............................................ team_02_a02_bs_zh 

一个有凝聚力的团队的要素 / Elements of a Cohesive Team team_02_a03_bs_zh 

有效的团队沟通 / Effective Team Communication team_02_a04_bs_zh 

利用反馈提高团队绩效 / Using Feedback to Improve Team 

Performance ................................................. team_02_a05_bs_zh 

 Leading Teams 

领导团队:组建一支成功的团队 / Leading Teams: Launching a 

Successful Team ........................................... team_03_a01_bs_zh 

领导团队:确立目标、角色和准则 / Leading Teams: 

Establishing Goals, Roles, and Guidelines ... team_03_a02_bs_zh 

领导团队:发展团队及其文化 / Leading Teams: Developing 

the Team and its Culture .............................. team_03_a03_bs_zh 

领导团队:培养信任感和责任感 / Leading Teams: Building 

Trust and Commitment ................................. team_03_a04_bs_zh 

领导团队:培养有效的沟通和协作 / Leading Teams: Fostering 

Effective Communication and Collaborationteam_03_a05_bs_zh 

领导团队:激发成员积极性和提高团队绩效 / Leading Teams: 

Motivating and Optimizing Performance ..... team_03_a06_bs_zh 

领导团队:处理冲突 / Leading Teams: Dealing with 

Conflict ......................................................... team_03_a07_bs_zh 

领导团队：管理虚拟团队 / Leading Teams: Managing 

Virtual Teams ............................................... team_03_a08_bs_zh 

 Participating in a Project Team 

项目团队成员的自我引导 / The Self-directed Project Team 

Member .................................................................... TEAMA131 

团队的内部建设 / Team-building Is an Inside Job  . TEAMA133 
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 Participating in Teams 

有效的团队建立策略 / Effective Team-building 

Strategies .................................................................. TEAMA171 

团队内的有效沟通 / Effectively Communicating in 

Teams ....................................................................... TEAMA172 

个人在团队中的作用 / The Individual's Role in a Team TEAMA173 

PROJECT EFFECTIVENESS 

BUSINESS ANALYSIS 

 Certified Business Analysis Professional 

(CBAP™) 

商业分析的核心概念 / Core Concepts in Business 

Analysis ........................................................ cons_01_a01_bs_zh 

企业分析与商业案例 / Enterprise Analysis and Making a 

Business Case ............................................... cons_01_a02_bs_zh 

需求规划简介 / Introduction to Requirements 

Planning ........................................................ cons_01_a03_bs_zh 

需求规划和管理 / Requirements Planning and 

Management ................................................. cons_01_a04_bs_zh 

SALES AND CUSTOMER FACING 
SKILLS 

SALES CURRICULUM - CHINESE 
(MANDARIN) 

 Sales: A Focus on Solutions 

从产品销售向解决方案销售迈进 / Moving from Product 

Selling 

to Solution Selling ..................................................... SALEA141 

开 发 潜 在 客 户 的 能 力 / Power Prospecting  ...... SALEA142 

找出你能满足的客户需求 / Finding the Pain You Can Cure SALEA143 

如 何 影 响 客 户 的 决 定  / Influencing Your 

Customer's Decision .................................................. SALEA144 

呈现你的解决方案 / Presenting Your Solution  ....... SALEA145 

建立持续成功的客户关系 / Building Relationships for 

Continuing Success .................................................... SALEA146 

 Selling at the Executive Level 

为成功做准备 / Prepare for Success  ........................ SALEA221 

战略规划 / Strategic Planning  .................................. SALEA222 

复合销售成功之路 / Progressing through the Complex 

Sale ............................................................................ SALEA223 

呈现你的方案 / Presenting Your Proposition  .......... SALEA224 

双赢谈判法 / Negotiating to Mutual Benefit  ........... SALEA225 

从高层销售到战略合作关系 / From Executive-level Sale to 

Strategic Partnership...................................................SALEA226 

 Field Sales Skills 

现场销售基础 / Field Sales Foundations  ..................SALEA101 

规划现场销售法 / Planning Your Field Sales Approach SALEA102 

应用现场销售法 / Applying Your Field Sales Approach SALEA103 

完成现场销售法 / Completing Your Field Sales 

Approach ....................................................................SALEA104 

 Strategic Account Sales Skills 

战略客户销售法 / The Strategic Account Sales 

Approach ....................................................................SALEA131 

了解客户 / Understanding Your Customer  ...............SALEA132 

主持有效的销售调查会谈 / Conducting Effective Sales 

Research Meetings .....................................................SALEA133 

与客户的关键人物合作 / Working with Your Customer's 

Key Players ................................................................SALEA134 

提供有效的销售演示 / Delivering High-Impact Sales 

Presentations ..............................................................SALEA135 

SALES AND CUSTOMER FACING 
SKILLS 

CUSTOMER SERVICE CURRICULUM - 
CHINESE (MANDARIN) 

 Customer Service Fundamentals 

客户服务基本原则:建立良好的客户关系 / Customer Service 

Fundamentals: Building Rapport in Customer 

Relationships ................................................. cust_09_a01_bs_zh 

现场客户服务 / Customer Service in the Field cust_09_a02_bs_zh 

通过电话提供客户服务 / Customer Service over the Phone cust_09_a03_bs_zh 

内部客户服务 / Internal Customer Service  . cust_09_a04_bs_zh 

客户服务对抗与冲突 / Customer Service Confrontation 

and Conflict ................................................... cust_09_a05_bs_zh 

在组织中规划客户服务的方向 / Shaping the Direction of 

Customer Service in Your Organization ........ cust_09_a06_bs_zh 

 How to Excel at Customer Service 

杰出客户服务的基础知识 / Building the Service 

Foundation: Corporate Culture .................................. CUSTA101 

客户的声音 / Fundamentals of Exceptional Customer 

Service ....................................................................... CUSTA102 

客户的声音 / The Voice of the Customer  ................ CUSTA103 

提高客户服务技能 / Advancing Your Service Expertise CUSTA104 

客户服务中的冲突和对抗 / Customers, Conflict and 

Confrontation ............................................................ CUSTA105 
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战胜客户服务中的困难 / Overcoming Challenging Service 

Situations ................................................................... CUSTA106 

树立优质服务意识：EXCEL概念 / Instilling Service 

Excellence: the EXCEL Acronym ............................. CUSTA107 

 Measuring Customer Satisfaction 

找出顾客的需求 / Discovering What Your Customers 

Want .......................................................................... CUSTA131 

客户满意度：分析与实施 / Customer Satisfaction: 

Analysis and Implementation .................................... CUSTA133 

 Customer Relationship Managment 

保持优质的客户服务 / Sustaining Excellent Customer 

Service ....................................................................... CUSTA126 

 Frontline Call Center Skills 

呼叫中心的沟通技巧 / Call Center Communication Skills CUSTA112 

呼叫中心客户服务 / Call Center Customer Service  CUSTA113 

呼叫中心的电话销售技巧 / Call Center Telephone Sales CUSTA114 

 Excelling at Customer Service 

服务团队和服务明星 / Service Teams and Service Stars cust_05_a08_bs_zh 

 Internal Customer Service 

提供出色的内部客户服务 / Excellence in Internal 

Customer Service ....................................................... CUSTA141 

解决内部客户服务问题 / Overcoming Internal Customer 

Service Problems ....................................................... CUSTA143 

ENVIRONMENTAL, SAFETY & HEALTH 
AND TRANSPORTATION COURSEWARE 

ENVIRONMENTAL, SAFETY & HEALTH, 
AND TRANSPORTATION 

 Environmental 

Spill Prevention Control and Countermeasure 

Plan .............................................................................. ENVA104 

Storm Water Pollution Prevention   ............................. ENVA105 

Used Oil Management   ............................................... ENVA107 

 Safety and Health 

Accident Investigation and Reporting  ......................... SAHA402 

Behavior-based Safety for Supervisors  ....................... SAHA405 

Compressed Gas Safety  .............................................. SAHA411 

Computer Ergonomics  ................................................ SAHA412 

Defensive Driving  ...................................................... SAHA417 

Defensive Driving Techniques  ................................... SAHA418 

Electrical Safety Awareness  ....................................... SAHA419 

Emergency Disaster Preparedness   ............................. SAHA421 

Emergency Response  ................................................. SAHA422 

Ergonomics Awareness  .............................................. SAHA424 

Fire Prevention and Safety  ......................................... SAHA427 

First Aid--Basic  .......................................................... SAHA429 

First Aid--CPR  ........................................................... SAHA431 

First Aid--Medical Emergencies  ................................ SAHA432 

Forklift Safety  ............................................................ SAHA433 

Indoor Hoisting and Rigging  ...................................... SAHA443 

Job Hazard Analysis  ................................................... SAHA445 

Ladder and Scaffolding Safety  ................................... SAHA447 

Ladder Safety  ............................................................. SAHA448 

Material Handling and Storage  ................................... SAHA455 

Material Safety Data Sheets  ....................................... SAHA456 

Office Ergonomics  ..................................................... SAHA457 

Office Safety  .............................................................. SAHA458 

流感预防知识 / Pandemic Flu Awareness  ... esh_sah_a10_sh_zh 

Radiation Safety  ......................................................... SAHA471 

Respiratory Protection  ................................................ SAHA474 

Safe Work Practices  ................................................... SAHA475 

Signs and Tags  ........................................................... SAHA476 

Slips, Trips, and Falls   ................................................ SAHA479 

Welding, Cutting, and Brazing   .................................. SAHA485 

Workplace Safety Orientation  .................................... SAHA486 

Workplace Security Awareness  .................................. SAHA487 

 Security 

NFPA 1600 灾害/紧急事务管理 / NFPA 1600 

Disaster/Emergency Management ................. esh_sec_a01_sh_zh 

NFPA 1600 商务连续性计划 / NFPA 1600 Business 

Continuity Programs...................................... esh_sec_a02_sh_zh 
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LEGAL COMPLIANCE COURSEWARE 

COMPLIANCE 

 HR Compliance 

Data Protection Awareness in the UK/Record 

Retention ...................................................................... LCO8119 

UK Diversity in the Workplace  ................................... LCO8132 

UK Freedom of Information Act  ................................. LCO8141 

 Harassment 

UK Discrimination in the Workplace  .......................... LCO8203 

Age Discrimination in the UK  ..................................... LCO8131 

LEGAL COMPLIANCE COURSEWARE 
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BUSINESS STRATEGY AND 
OPERATIONS 

OPERATIONS CURRICULUM - UK 
ENGLISH 
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Identifying What the Customer Wants  ....................... OPER8122 
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Management ............................................................... OPER8404 

 Supply Chain Management 

The Fundamentals of Supply Chain Management  ..... OPER8501 

Supply Chain Management Strategies  ....................... OPER8502 

Supply Chain Planning and Inventory 

Management ............................................................... OPER8503 

BUSINESS STRATEGY AND 
OPERATIONS 

STRATEGIC PLANNING CURRICULUM - 
UK ENGLISH 

 How to Write a Business Case 

Fundamental Components of a Business Case  .......... STGY8211 

Developing Target Market Strategy  .......................... STGY8212 

BUSINESS STRATEGY AND 
OPERATIONS 

MARKETING CURRICULUM - UK 
ENGLISH 

 Strategic Marketing in Action 

Competitive Factors in Strategic Marketing  ............... MKT8203 

FINANCE, HUMAN RESOURCES AND 
ADMINISTRATION 

FINANCE/ACCOUNTING CURRICULUM - 
UK ENGLISH 
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 Business Finance for Managers 

Introduction to Finance  .................................................. FIN8141 

Making Budgets Work  ................................................... FIN8142 

Cash Management  ......................................................... FIN8143 

Financial Statements and Analysis  ................................ FIN8144 

Sources of Funding  ........................................................ FIN8145 

Manager's Performance Guide - Business 

Finance ........................................................................... FIN8146 

 Finance Fundamentals for non-Finance 

Professionals 

Principles of Financial Management .............................. FIN8151 

Understanding Financial Statements  .............................. FIN8154 
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FINANCE, HUMAN RESOURCES AND 
ADMINISTRATION 

KNOWLEDGE MANAGEMENT - UK 
ENGLISH 
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The Art of Knowledge Management  ....................... KNOW8101 

Knowledge as Capital  .............................................. KNOW8102 

Putting Knowledge to Work  .................................... KNOW8103 

Managing Knowledge Workers  ............................... KNOW8104 

Being a Knowledge Activist  .................................... KNOW8105 

FINANCE, HUMAN RESOURCES AND 
ADMINISTRATION 

HUMAN RESOURCES CURRICULUM - 
UK ENGLISH 

 Respecting Individual Rights 

Understanding Ethical Business Practice  ....................... HR8121 

Implementing Ethics in Business  ................................... HR8122 

Employment Rights  ....................................................... HR8123 

Managing Diversity  ....................................................... HR8124 

The Human Rights Act  .................................................. HR8125 

Harassment at Work  ...................................................... HR8126 

 Behavioral Interviewing 

Building a Firm Foundation  ........................................... HR8211 

Screening Applicants  ..................................................... HR8212 

Preparing for the Behavioural Interview  ........................ HR8213 

Conducting the Behavioural-based Interview  ................. HR8214 

Preparing as the Interviewee  .......................................... HR8215 

Experiencing the Behavioural-based Interview  .............. HR8216 

 Recruiting & Retention Strategies for the Tight 

Labor Market 

Recruiting for the 21st Century: The Market  .................. HR8221 

Recruiting for the 21st Century: Strategies ..................... HR8222 

Recruiting Successfully  .................................................. HR8223 

Online Recruiting  ........................................................... HR8224 

Facilitating Effective Recruiting  .................................... HR8225 

Retention  ........................................................................ HR8226 

MANAGEMENT AND LEADERSHIP 

MANAGEMENT CURRICULUM - UK 
ENGLISH 

 Moving into a Management Role 

Becoming a Manager  ............................................... MGMT8001 

A New Manager's Responsibilities and Fears  .......... MGMT8002 

Lead and Communicate Effectively as a New 

Manager ................................................................... MGMT8003 

A New Manager's Role in the Company's Future  .... MGMT8004 

 Essential Skills For Tomorrow's Managers 

PROJECT EFFECTIVENESS 

PROJECT MANAGEMENT CURRICULUM 
- UK ENGLISH 

 PRINCE2® 2009 Foundation 

Overview of Project Management (PRINCE2: 

2009-aligned) .............................................. ib_prin_a01_it_enuk 

Project Organization, Planning and Risk 

(PRINCE2: 2009-aligned) ........................... ib_prin_a02_it_enuk 

Project Quality, Change and Progress 

(PRINCE2: 2009-aligned) ........................... ib_prin_a03_it_enuk 

Starting Up, Initiating and Directing a 

Project (PRINCE2: 2009-aligned) ............... ib_prin_a04_it_enuk 

Controlling, Managing and Closing a Project 

(PRINCE2: 2009-aligned) ........................... ib_prin_a05_it_enuk 

Tailoring PRINCE2 to a Project Environment 

(PRINCE2: 2009-aligned) ........................... ib_prin_a06_it_enuk 
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 Project Management Foundations (PRINCE2-

aligned) 

Overview of Project Managing a 

PRINCE2-aligned Project .......................... proj_04_a01_bs_enuk 

Project Planning and Controlling a 

PRINCE2-aligned Project .......................... proj_04_a02_bs_enuk 

Managing Quality and Risk in a 

PRINCE2-aligned Project .......................... proj_04_a03_bs_enuk 

Initial and Ongoing Processes in a 

PRINCE2-aligned Project .......................... proj_04_a04_bs_enuk 

Controlling, Managing and Closing a 

PRINCE2-aligned Project .......................... proj_04_a05_bs_enuk 

Techniques for Managing a PRINCE2-aligned 

Project ........................................................ proj_04_a06_bs_enuk 

PROJECT EFFECTIVENESS 

TEAM BUILDING CURRICULUM - UK 
ENGLISH 

 Participating in a Project Team 

The Self-directed Project Team Member  .................. TEAM8131 

Project Team Communication Skills  ........................ TEAM8132 

Team-building Is an Inside Job  ................................. TEAM8133 

Troubleshooting for Project Teams  .......................... TEAM8134 

The Project Team Star Player  ................................... TEAM8135 

Improving Your Leadership Skills  ............................ TEAM8136 

 Cultivating a High-performance Project Team 

Building a High-performance Team  ......................... TEAM8141 

Harnessing Collective Knowledge  ............................ TEAM8142 

Managing a Project with Your Team  ........................ TEAM8143 

Revving up Your High-performance Project 

Team .......................................................................... TEAM8144 

Maintaining Project Team Peak Performance  ........... TEAM8145 

Fixing Broken Teams  ............................................... TEAM8146 

 Making Teams Work: Capitalizing on Conflict 

Team Conflict: The Seeds of Dissent  ....................... TEAM8211 

Analysing Workplace War Zones  ............................. TEAM8212 

Getting Past Clashes: Valuing Team Diversity  ......... TEAM8213 

Conquering Conflict through Communication  .......... TEAM8214 

The Path to Peace and Harmony  ............................... TEAM8215 

Manager's Performance Guide - Team Conflict 

Skills .......................................................................... TEAM8216 
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BUSINESS STRATEGY AND 
OPERATIONS 

STRATEGIC PLANNING CURRICULUM - 
KOREAN 

 Competitive Intelligence 

경쟁우위 지적자산: 기획 및 실행 / Competitive 

Intelligence: Planning and Direction........................... STGY3341 

경쟁우위 지적자산 : 인터넷등을 통한 정보 수집 / 

Competitive 

Intelligence: Information Gathering ........................... STGY3342 

경쟁우위 지적자산: 분석, 벤치마킹과 활용 / Competitive 

Intelligence: Analysis & Dissemination ..................... STGY3343 

MANAGEMENT AND LEADERSHIP 

MANAGEMENT CURRICULUM - 
KOREAN 

 Essential Skills For Tomorrow's Managers 

미래 관리자를 위한 핵심역량 / Competencies for 

Tomorrow's Managers .............................................. MGMT3111 

책임감을 고취시키는 관리자 입문 과정 / A Manager's Primer 

for Ensuring Accountability...................................... MGMT3115 

MANAGEMENT AND LEADERSHIP 

LEADERSHIP CURRICULUM - KOREAN 

 Going from Management to Leadership 

리더의 특징 / The Mark of a Leader  ....................... LEAD3221 

비전을 함께 나누는 리더 / Communicating a Shared 

Vision ........................................................................ LEAD3222 

격려자로서의 리더 / The Enabling Leader  ............. LEAD3223 

성과 장애요인을 제거하는 리더 / Removing Performance 

Barriers ...................................................................... LEAD3224 

최상의 커뮤니케이션을 가능케 하는 리더 / Communicating 

as a 

Leader ........................................................................ LEAD3225 

성과 향상 격려자로서의 리더 / Coaching for Performance LEAD3226 

변화를 주도하는 리더 / Leading Through Change  . LEAD3227 

업무 수행 모델로서의 리더 / The Leader as a Model LEAD3228 

PROFESSIONAL EFFECTIVENESS 

PERSONAL DEVELOPMENT 
CURRICULUM - KOREAN 

 Problem-solving and Decision-making for 

Business 

효율적 사고의 기초 / Professional Project Management 

(non-certification) ............................................................ PD3231 

문제 해결을 위한 대안 제시하기 / Generating Alternatives 

in Problem Solving .......................................................... PD3233 

능동적인 의사결정 / Dynamic Decision Making  ......... PD3234 

결정의 수행과 평가 / Implementing and Evaluating a 

Decision .......................................................................... PD3235 

그룹을 통한 문제해결과 의사결정 / Problem Solving and 

Decision Making in Groups ............................................. PD3236 

SALES AND CUSTOMER FACING 
SKILLS 

CONSULTING SKILLS 

 Consulting with the External Client 

외부 컨설팅의 필수 사항 / Essentials of External 

Consulting .................................................................. CONS3111 

고객 및 컨설턴트 관계 / The Client-Consultant 

Relationship ................................................................ CONS3112 

진단 및 계획 / Diagnosing and Planning  .................. CONS3113 

이행 관리 / Managing Delivery  ................................ CONS3114 
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OPERATIONS 

OPERATIONS CURRICULUM  

 Six Sigma Foundations 

六個標準差之簡介 / Six Sigma Introduction  .......... OPERE131 

 Supply Chain Management 

供應鏈管理的基本原則 / The Fundamentals of Supply 

Chain Management .................................................... OPERE501 

供應鏈管理策略 / Supply Chain Management Strategies OPERE502 

BUSINESS STRATEGY AND 
OPERATIONS 

STRATEGIC PLANNING CURRICULUM 

 How to Write a Business Case 

行銷與銷售計畫 / The Marketing and Sales Plan  .... STGYE214 

BUSINESS STRATEGY AND 
OPERATIONS 

MARKETING CURRICULUM - CHINESE 
(TRADITIONAL) 

 Strategic Marketing in Action 

行銷策略的基礎 / Elements of Marketing Strategy  ... MKTE201 

市場分析 / Analyzing the Market  .............................. MKTE202 

策略行銷中的競爭要素 / Competitive Factors in 

Strategic Marketing ..................................................... MKTE203 
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評估品牌效力 / Evaluating Brand Effectiveness  ....... MKTE215 

管理和維護品牌權益 / Managing and Maintaining Brand 

Equity .......................................................................... MKTE216 

 Competitive Marketing Strategies 

全球市場的競爭策略 / Competitive Strategies for a New 

Marketplace ................................................................. MKTE231 

超越競爭 / Surpassing the Competition  ..................... MKTE232 

 Product Management Essentials 

產品管理入門 / Introduction to Product Management MKTE241 

擬定新產品策略 / Developing a New-product Strategy MKTE242 

FINANCE, HUMAN RESOURCES AND 
ADMINISTRATION 

FINANCE/ACCOUNTING CURRICULUM - 
CHINESE (TRADITIONAL) 

 Advanced Business Finance 

財務風險管理 / Financial Risk Management  .............. FINE216 

 Practical Budgeting Skills for Business 

編製與分析營運預算 / Creating and Analyzing an 

Operating Budget .......................................................... FINE161 

資本預算之進與出 / The Ins and Outs of Capital 

Budgeting ...................................................................... FINE162 

有效的預算管理 / Effective Budget Management  ...... FINE163 

FINANCE, HUMAN RESOURCES AND 
ADMINISTRATION 

ADMINISTRATIVE SUPPORT 
CURRICULUM 

 Advanced Skills for Administrative Support 
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管理自己和周遭的人 / Managing Yourself and Those 

Around You ................................................................. ADME112 
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(TRADITIONAL) 
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 Knowledge Management Fundamentals 

知識管理的藝術 / The Art of Knowledge Management KNOWE101 

知識就是資本 / Knowledge as Capital  .................. KNOWE102 

發揮知識的作用 / Putting Knowledge to Work ..... KNOWE103 

管理知識工作者 / Managing Knowledge Workers  KNOWE104 

FINANCE, HUMAN RESOURCES AND 
ADMINISTRATION 

HUMAN RESOURCES CURRICULUM - 
CHINESE (TRADITIONAL) 
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有效的面試 / Conducting Effective Interviews ............. HRE202 

 Effective Hiring and Interviewing Skills 

僱用考量 / Hiring Considerations  ................................. HRE231 
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MANAGEMENT CURRICULUM 

 Essential Skills For Tomorrow's Managers 

未來經理的能力 / Competencies for Tomorrow's 

Managers ................................................................. MGMTE111 

未來經理人的培養 / Development Tools for Tomorrow's 

Managers ................................................................. MGMTE112 

扮演教練和顧問角色的經理人 / The Manager as Coach and 

Counselor ................................................................. MGMTE113 

捍衛專案的經理人 / The Manager as Project Champion MGMTE114 

未來經理人的責任 / A Manager's Primer for Ensuring 

Accountability ......................................................... MGMTE115 

未來經理的持續學習 / Continuous Learning for 

Tomorrow's Managers ............................................. MGMTE116 

 Moving from Technical Professional to 

Management 

從悲觀轉為樂觀 / The Path from Pessimism to 

Optimism ................................................................. MGMTE311 

主動中止負面思考的方法 / Proactive Approaches to Stop 

Negativity ................................................................ MGMTE312 

 Moving from Technical Professional to 

Management 

技術人員晉升管理階層的準備 / Management Development 

for 

Technical Professionals ............................................MGMTE121 

利用溝通技巧達到成功的管理 / Communication Skills for 

Successful Management ...........................................MGMTE122 

轉變成管理人員之策略 / Strategies for Transitioning 

into Management ......................................................MGMTE125 

 The Successful Facilitator 

會議促進師的基本技巧與方法 / Facilitative Fundamentals: 

Techniques and Tools ...............................................MGMTE232 

促進工作團隊與會議績效 / Facilitating Work Groups and 

Meetings ...................................................................MGMTE233 

 The Consummate Coach 

指導的基礎 / Foundations of Coaching  ..................MGMTE242 

 Mentoring Essentials 

有效的職場導師關係 / Effective Mentoring  ..........MGMTE251 

 Delegation Skills 

授權的基本原則 / Delegation Basics  .....................MGMTE261 

權責下授藝術 / The Personal Approach in Delegation MGMTE262 

 Managing Technical Professionals 

了解專業技術人員 / Understanding Technical 

Professionals ............................................................MGMTE291 

 Managing Others through Change 

克服變革所面臨的挑戰 / Overcoming the Challenges of 

Change .....................................................................MGMTE333 

 Performance Appraisal 

持續性績效考核 / Continuous Performance Assessment MGMTE341 

審核績效表現 / Reviewing Performance ................MGMTE342 

 Coach with Confidence 

輔導技巧 / Coaching Skills  .....................................MGMTE284 

心境、情緒與輔導 / Mindsets, Emotions and Coaching MGMTE285 

 Mentoring Essentials 

有效的職場導師關係 / Effective Mentoring  ..........MGMTE251 



 CHINESE TRADITIONAL 

 

 

 
 

www.skillsoft.com 
©2011 SkillSoft Ireland Limited – Information subject to change. 

 
 

 121 

二十一世紀的指導策略 / Mentoring Strategies in the 

21st Century ............................................................. MGMTE254 

 Supporting Employees through the Change 

Process 

透過改變進行管理 / Managing Through the Change MGMTE182 

 Managing Problem Performance 

辨識績效問題 / Identifying Problem Performance  MGMTE162 

改善問題績效 / Improving Problem Performance  . MGMTE163 

MANAGEMENT AND LEADERSHIP 

LEADERSHIP CURRICULUM - CHINESE 
(TRADITIONAL) 

 Leadership Essentials 

領導能力的本質:激勵員工 / Leadership Essentials: 

Motivating Employees ...............................lead_05_a01_bs_zhtw 

領導能力的本質:溝通願景 / Leadership Essentials: 

Communicating Vision ..............................lead_05_a02_bs_zhtw 

領導能力的本質:建立身為領導者的影響力 / Leadership 

Essentials: 

Building Your Influence as a Leader .........lead_05_a03_bs_zhtw 

領導能力的本質:以情緒智商領導 / Leadership Essentials: 

Leading with Emotional Intelligence .........lead_05_a04_bs_zhtw 

領導能力的本質:領導企業執行力 / Leadership Essentials: 

Leading Business Execution ......................lead_05_a05_bs_zhtw 

領導能力的本質:領導創新  / Leadership Essentials: 

Leading Innovation ....................................lead_05_a06_bs_zhtw 

領導能力的本質:領導變革 / Leadership Essentials: 

Leading Change .........................................lead_05_a07_bs_zhtw 

領導力的本質:打造您自己的領導力培養計畫 / Leadership 

Essentials: Creating Your Own Leadership 

Development Plan ......................................lead_05_a08_bs_zhtw 

 Leading from the Front Line 

迎接 21 世紀的挑戰 / Challenges of the 21st Century LEADE121 

激勵和授權員工 / Energizing and Empowering 

Employees ................................................................. LEADE123 

領導與知識工作者 / Leadership and the Knowledge 

Worker ....................................................................... LEADE124 

領導動態學 / Dynamics of Leadership  .................... LEADE126 

 Going from Management to Leadership  

領導力的培養 / The Enabling Leader  ...................... LEADE223 

領導者的溝通 / Communicating as a Leader  ........... LEADE225 

打造高績效的指導技巧 / Coaching for Performance LEADE226 

引導員工完成變革 / Leading through Change  ........ LEADE227 

PROFESSIONAL EFFECTIVENESS 

COMMUNICATION CURRICULUM - 
CHINESE (TRADITIONAL) 

 E-mail Essentials for Business 

有效地使用電子郵件與即時訊息 / Using E-mail and Instant 

Messaging Effectively ............................ comm_17_a01_bs_zhtw 

設定電子郵件地址和轉寄 / Addressing and Redistributing 

E-mail ..................................................... comm_17_a02_bs_zhtw 

管理您的電子郵件 / Managing Your E-mail comm_17_a03_bs_zhtw 

 Assertive Communication 

建立由內而外的自信 / Assertiveness from the Inside 

Out ........................................................................... COMME172 

 Delivering Successful Presentations 

成功的簡報 / Presenting to Succeed  ...................... COMME301 

可運用的演說資源 / Presentation Resources Available 

to You ...................................................................... COMME303 

 Effective Business Meetings 

策劃高效率的商務會議 / Planning Effective Business 

Meetings .................................................................. COMME331 

主持高效率的商務會議 / Leading Effective Businesss 

Meetings .................................................................. COMME332 

 Getting Results Without Authority 

建立同儕關係，實現個人目標 / Building Relationships to 

Get Results .............................................................. COMME511 

毋需權威的領導 / Leadership Without Authority  . COMME513 

透過主管，實現目標 / Getting Results from the Boss COMME516 

 Negotiating to Win: Getting the Results You 

Want 

談判程序 / The Negotiation Process  ...................... COMME503 

成功的談判 ─ 多變的互動技巧 / The Dynamics of 

Interaction ............................................................... COMME504 

談判高手 / The Master Negotiator  ......................... COMME507 

 Interpersonal Communication Skills for Business  

人際溝通流程 / The Process of Interpersonal 

Communications...................................................... COMME001 

溝通結果 / Communicate for Results  .................... COMME004 
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解決衝突的溝通技巧 / Communication Skills for 

Resolving Conflict ................................................... COMME006 

 Emotional Intelligence in the Workplace 

職場上的情緒智商 / Emotional Intelligence at Work COMME142 

團隊合作和情緒智商 / Teamwork and Emotional 

Intelligence .............................................................. COMME143 

增強自我 EQ / Increasing Your Emotional 

Intelligence .............................................................. COMME144 

 Anger Management in The Workplace 

管理您的憤怒 / Managing Your Anger  ................. COMME702 

PROFESSIONAL EFFECTIVENESS 

PERSONAL DEVELOPMENT 
CURRICULUM - CHINESE 
(TRADITIONAL) 

 Generating Creative & Innovative Ideas 

激發創意和創新構想:提升創造力 / Generating Creative and 

Innovative Ideas: Enhancing Your Creativitypd_09_a01_bs_zhtw 

激發創意和創新構想:大幅提昇團隊創造力 / Generating 

Creative 

and Innovative Ideas: Maximizing Team 

Creativity ..................................................... pd_09_a02_bs_zhtw 

激發創意和創新構想構想的核實與發展 / Generating Creative 

and 

Innovative Ideas: Verifying and Building on 

Ideas............................................................. pd_09_a03_bs_zhtw 

 Achieving Balance in Your Professional and 

Personal Life 

找出平衡點 / Discovering Balance  ............................... PDE111 

 Overcoming Overload - Managing Memory and 

Time 

時間就是資源 / Time as a Resource  ............................. PDE121 

找出多種解決問題的方法 / Generating Alternatives in 

Problem Solving ............................................................. PDE233 

 Problem-solving and Decision-making for 

Business 

問題建構 / Framing the Problem  .................................. PDE232 

團隊問題的解決與決策 / Problem Solving and Decision 

Making in Groups ........................................................... PDE236 

 Creativity and Innovation in the Workplace 

創意與創新的基礎 / The Foundations of Creativity and 

Innovation ....................................................................... PDE031 

產生具創意與創新的構想 / Generating Creative and 

Innovative Ideas .............................................................. PDE032 

評估具創意與創新的構想 / Evaluating Creative and 

Innovative Ideas .............................................................. PDE033 

執行具創意與創新的構想 / Implementing Creative and 

Innovative Ideas .............................................................. PDE034 

 Working More Effectively - Taking Control of 

Your Time 

時間與你 / You and Your Time  ..................................... PDE151 

有效管理時間的技巧 / Techniques for Better Time 

Management .................................................................... PDE152 

培養良好的時間管理習慣 / Developing Good Time 

Management Habits ......................................................... PDE153 

 Dealing with Organizational Change 

組織變革的觀點 / Perspectives on Organizational 

Change ............................................................................ PDE191 

 Business Professionalism 

個人責任感：依內在指標行事 / Personal Accountability: 

Working for Your Inner Boss .......................................... PDE261 

自我鞭策：從內在管理起 / Self-empowerment: Managing 

from Within ..................................................................... PDE262 

PROJECT EFFECTIVENESS 

PROJECT MANAGEMENT CURRICULUM 
- CHINESE (TRADITIONAL) 

 Project Management Essentials - (PMBOK® 

Guide - Third Edition-aligned) 

專案管理入門 / An Introduction to Project 

Management ................................................................ PROJE511 

專案的生命週期與利害關係人 / Project Lifecycles and 

Stakeholders ................................................................ PROJE512 

專案的策劃 / Project Planning ................................... PROJE514 

 Project Risk Management (PMBOK® Guide - 

Third   Edition-aligned) 

規劃並分辨專案的風險 / Planning and Identifying 

Project Risk ................................................................. PROJE591 
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 Project Quality Management (PMBOK® Guide - 

Third   Edition-aligned) 

規劃出高品質的專案 / Planning for Quality  ............ PROJE561 

執行品質擔保與控制 / Performing Quality Assurance and 

Control ........................................................................ PROJE562 

PROJECT EFFECTIVENESS 

TEAM BUILDING CURRICULUM  

 Leading Teams 

領導團隊:創建成功的團隊 / Leading Teams: Launching a 

Successful Team ...................................... team_03_a01_bs_zhtw 

領導團隊:建立目標、角色及指導方針 / Leading Teams: 

Establishing Goals, Roles, and Guidelinesteam_03_a02_bs_zhtw 

領導團隊:開發團隊及團隊文化 / Leading Teams: Developing 

the Team and its Culture .......................... team_03_a03_bs_zhtw 

領導團隊:建立信任與承諾 / Leading Teams: Building Trust 

and Commitment ..................................... team_03_a04_bs_zhtw 

領導團隊:培養有效溝通與協作的氣氛 / Leading Teams: 

Fostering 

Effective Communication and Collaborationteam_03_a05_bs_zhtw 

領導團隊:激勵團隊擁有最佳表現 / Leading Teams: 

Motivating 

and Optimizing Performance ................... team_03_a06_bs_zhtw 

領導團隊:處理衝突 / Leading Teams: Dealing with 

Conflict .................................................... team_03_a07_bs_zhtw 

領導團隊:管理虛擬團隊 / Leading Teams: Managing 

Virtual Teams .......................................... team_03_a08_bs_zhtw 

 Optimizing Your Performance on a Team 

成為高效率團隊成員 / Being an Effective Team Member team_02_a01_bs_zhtw 

建立團隊目標及職責 / Establishing Team Goals and 

Responsibilities ........................................ team_02_a02_bs_zhtw 

有凝聚力的團隊要素 / Elements of a Cohesive Team team_02_a03_bs_zhtw 

高效率團隊溝通 / Effective Team Communication team_02_a04_bs_zhtw 

 Cultivating a High-performance Project Team  

建立高績效團隊 / Building a High-performance Team TEAME141 

管理團隊專案 / Managing a Project with Your Team TEAME143 

 Participating in Teams 

有效的團隊建立策略 / Effective Team-building 

Strategies .................................................................. TEAME171 

團隊間的有效溝通 / Effectively Communicating in 

Teams ....................................................................... TEAME172 

 Leading Teams 

領導成功的團隊 / Leading Successful On-site Teams TEAME152 

輔導實體及虛擬團隊 / Facilitating On-site and Virtual 

Teams ........................................................................ TEAME154 

SALES AND CUSTOMER FACING 
SKILLS 

SALES CURRICULUM - CHINESE 
(TRADITIONAL) 

 Sales: A Focus on Solutions 

從產品銷售轉向策略銷售 / Moving from Product Selling to 

Solution ...................................................................... SALEE141 

開發潛在客戶 / Power Prospecting  .......................... SALEE142 

找出客戶的問題 / Finding the Pain You Can Cure  .. SALEE143 

影響客戶的決定 / Influencing Your Cusotmer's 

Decision ..................................................................... SALEE144 

提出你的解決方案 / Presenting Your Solution  ........ SALEE145 

建立持續成功的客戶關係 / Building Relationships for 

Continuing Success .................................................... SALEE146 

 Selling at the Executive Level 

銷售簡報 / Presenting Your Proposition  ................... SALEE224 

雙贏的談判技巧 / Negotiating to Mutual Benefit  .... SALEE225 

 SalesUniversity Communication 101 

銷售溝通的基本要點 / Sales Communications Essentials SALEE432 

 Strategic Account Sales Skills 

高震撼力的銷售簡報術 / Delivering High-Impact Sales 

Presentations .............................................................. SALEE135 

 Sales Team Management 

建立一個致勝的業務團隊 / Building a Winning Sales Team SALEE151 

運用業務工具管理銷售團隊 / Using Business Tools to 

Manage Sales Teams .................................................. SALEE152 

激勵常勝的業務團隊 / Motivating a Winning Sales Team SALEE153 

與業務團隊溝通 / Communicating in Sales Teams  . SALEE154 

SALES AND CUSTOMER FACING 
SKILLS 

CUSTOMER SERVICE CURRICULUM - 
CHINESE (TRADITIONAL) 
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 How to Excel at Customer Service 

建立服務的基礎：公司文化 / Building the Service 

Foundation: Corporate Culture .................................. CUSTE101 

傑出客戶服務的基礎 / Fundamentals of Exceptional 

Customer Service ....................................................... CUSTE102 

強化專業的服務技巧 / Advancing Your Service Expertise CUSTE104 

顧客、衝突與處理  / Customers, Conflict and 

Confrontation ............................................................. CUSTE105 

 Frontline Call Center Skills 

電話客服中心：溝通方法 / Call Center Communciation 

Skills .......................................................................... CUSTE112 

 Customer Relationship Management 

開拓電子化客戶關係 / Beginning Electronic Customer 

Relationships ............................................................. CUSTE125 

維護優良的客服品質 / Sustaining Excellent Customer 

Service ....................................................................... CUSTE126 

 Measuring Customer  Satisfaction 

找出顧客的需求 / Discovering What Your Customers 

Want .......................................................................... CUSTE131 

PROJECT EFFECTIVENESS 

PROJECT MANAGEMENT CURRICULUM 
- CHINESE (TRADITIONAL) 

 Project Management Essentials - (PMBOK® 

Guide - Third Edition-aligned) 

專案管理入門 / An Introduction to Project 

Management ............................................................... PROJE511 

專案的生命週期與利害關係人 / Project Lifecycles and 

Stakeholders ............................................................... PROJE512 

專案的策劃 / Project Planning  .................................. PROJE514 

 Project Risk Management (PMBOK® Guide - 

Third   Edition-aligned) 

規劃並分辨專案的風險 / Planning and Identifying 

Project Risk ................................................................ PROJE591 

 Project Quality Management (PMBOK® Guide - 

Third   Edition-aligned) 

規劃出高品質的專案 / Planning for Quality  ............ PROJE561 

執行品質擔保與控制 / Performing Quality Assurance and 

Control ........................................................................ PROJE562 

PROJECT EFFECTIVENESS 

TEAM BUILDING CURRICULUM  

 Leading Teams 

領導團隊:創建成功的團隊 / Leading Teams: Launching a 

Successful Team ....................................... team_03_a01_bs_zhtw 

領導團隊:建立目標、角色及指導方針 / Leading Teams: 

Establishing Goals, Roles, and Guidelinesteam_03_a02_bs_zhtw 

領導團隊:開發團隊及團隊文化 / Leading Teams: Developing 

the Team and its Culture .......................... team_03_a03_bs_zhtw 

領導團隊:建立信任與承諾 / Leading Teams: Building Trust 

and Commitment ...................................... team_03_a04_bs_zhtw 

領導團隊:培養有效溝通與協作的氣氛 / Leading Teams: 

Fostering 

Effective Communication and Collaborationteam_03_a05_bs_zhtw 

領導團隊:激勵團隊擁有最佳表現 / Leading Teams: 

Motivating 

and Optimizing Performance .................... team_03_a06_bs_zhtw 

領導團隊:處理衝突 / Leading Teams: Dealing with 

Conflict ..................................................... team_03_a07_bs_zhtw 

領導團隊:管理虛擬團隊 / Leading Teams: Managing 

Virtual Teams ........................................... team_03_a08_bs_zhtw 

 Optimizing Your Performance on a Team 

成為高效率團隊成員 / Being an Effective Team Member team_02_a01_bs_zhtw 

建立團隊目標及職責 / Establishing Team Goals and 

Responsibilities ........................................ team_02_a02_bs_zhtw 

有凝聚力的團隊要素 / Elements of a Cohesive Team team_02_a03_bs_zhtw 

高效率團隊溝通 / Effective Team Communication team_02_a04_bs_zhtw 

 Cultivating a High-performance Project Team  

建立高績效團隊 / Building a High-performance Team TEAME141 

管理團隊專案 / Managing a Project with Your Team TEAME143 

 Participating in Teams 

有效的團隊建立策略 / Effective Team-building 

Strategies ................................................................... TEAME171 

團隊間的有效溝通 / Effectively Communicating in 

Teams ........................................................................ TEAME172 

 Leading Teams 

領導成功的團隊 / Leading Successful On-site Teams TEAME152 

輔導實體及虛擬團隊 / Facilitating On-site and Virtual 

Teams ........................................................................ TEAME154 
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CHINESE CANTONESE 

 IT SKILLS COURSEWARE 

 DESKTOP SKILLS COURSEWARE 

 BUSINESS SKILLS COURSEWARE 
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PROJECT EFFECTIVENESS 

TEAM BUILDING CURRICULUM 

 Cultivating a High-performance Project Team 

建立卓越團隊 / Building a High-performance Team TEAMF141 

 Participating in Teams 

有效的團隊建立策略 / Effective Team-building 

Strategies ...................................................................TEAMF171 

團隊間的有效溝通 / Effectively Communicating in 

Teams ........................................................................TEAMF172 

BUSINESS STRATEGY AND 
OPERATIONS 

OPERATIONS CURRICULUM 

 Managing Customer-Driven Process 

Improvement 

改進流程以客為先 / Why Customer Driven?  .......... OPERF121 

識別顧客需要 / Identifying What the Customer Wants OPERF122 

管理流程改進項目 / Managing Process Improvements OPERF126 

 Logistics Management 

認識物流管理 / Overview of Logistics Management OPERF311 

施行存貨管理 / Inventory Management  ................... OPERF312 

掌握供應鍊管理基礎 / Supply Chain Management  . OPERF313 

BUSINESS STRATEGY AND 
OPERATIONS 

STRATEGIC PLANNING CURRICULUM 

 How to Write a Business Case 

撰寫商業提案需知 / Fundamental Components of a 

Business Case ............................................................ STGYF211 

確立市場定位 / Understanding Positioning  ............. STGYF213 

策動市場推廣及營銷計劃 / The Marketing and Sales Plan STGYF214 

 Strategic Management 

運用策略管理 – 分析與選擇 / Strategic Management - 

Analysis and Choice .................................................. STGYF302 

BUSINESS STRATEGY AND 
OPERATIONS 

MARKETING CURRICULUM 

 Strategic Marketing in Action 

認識市場策略要素 / Elements of Marketing Strategy MKTF201 

分析市場形勢 / Analyzing the Market  ...................... MKTF202 

綜合市場策略競爭因素 / Competitive Factors in 

Strategic Marketing ..................................................... MKTF203 

策劃行銷活動 / Creating a Marketing Campaign  ...... MKTF206 

推動市場管理 / Marketing Management  ................... MKTF207 

 Strategic Brand Management 

建立品牌 / Building Brand Equity  ............................. MKTF212 

FINANCE, HUMAN RESOURCES AND 
ADMINISTRATION 

FINANCE/ACCOUNTING CURRICULUM 

 Business Finance for Managers 

財務學入門 / Introduction to Finance  ........................... FINF141 

現金管理 / Cash Management  ...................................... FINF143 

分析財務報告 / Financial Statements and Analysis  ..... FINF144 

FINANCE, HUMAN RESOURCES AND 
ADMINISTRATION 

KNOWLEDGE MANAGEMENT 

 Knowledge Management Fundamentals 

實踐知識管理 / The Art of Knowledge Management KNOWF101 

FINANCE, HUMAN RESOURCES AND 
ADMINISTRATION 

HUMAN RESOURCES CURRICULUM 

 How to Interview and Hire the Right People 

甄選求職者之要素 / Critical Parameters for 

Evaluating Candidates ..................................................... HRF203 

MANAGEMENT AND LEADERSHIP 

MANAGEMENT CURRICULUM 
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 Essential Skills For Tomorrow's Managers 

裝備自己成為未來管理人 / Competencies for Tomorrow's 

Managers ................................................................. MGMTF111 

提昇指導與輔導技巧 / The Manager as Coach and 

Counselor ................................................................. MGMTF113 

掌握項目管理致勝之道 / The Manager as Project Champion MGMTF114 

未來經理人的責任 / A Manager's Primer for Ensuring 

Accountability ......................................................... MGMTF115 

未來經理的持續學習 / Continuous Learning for 

Tomorrow's Managers ............................................. MGMTF116 

 How to Overcome Negativity in the Workplace 

透過進取方法減少負面行為 / Proactive Approaches to Stop 

Negativity ................................................................ MGMTF312 

MANAGEMENT AND LEADERSHIP 

LEADERSHIP CURRICULUM 

 Leading from the Front Line 

組織文化和領導層 / Organizational Culture and 

Leadership ................................................................. LEADF122 

激勵和授權員工 / Energizing and Empowering 

Employees ................................................................. LEADF123 

領導動態學 / Dynamics of Leadership  .................... LEADF126 

 Going from Management to Leadership 

領導變革 / Leading through Change  ........................ LEADF227 

成為領袖典範 / The Leader as a Model  ................... LEADF228 

PROFESSIONAL EFFECTIVENESS 

COMMUNICATION CURRICULUM 

 Mastering Interpersonal Communication 

溝通面面觀  / The Many Faces of Communication  COMMF113 

人際商業智慧 / Interpersonal Business Savvy  ...... COMMF115 

 Emotional Intelligence at Work 

團隊與情緒智商 / Teamwork and Emotional 

Intelligence .............................................................. COMMF143 

提高你的情緒智商 / Increasing Your Emotional 

Intelligence .............................................................. COMMF144 

 Managing and Working with Difficult People 

應付刁難的工作伙伴 / Difficult People in the 

Workplace ................................................................COMMF161 

 Assertive Communication 

表現果斷力 / Professional Assertiveness  ...............COMMF171 

由內到外的進取心 / Assertiveness from the Inside Out COMMF172 

 Business Etiquette and Professionalism 

溝通禮儀 / Communication Etiquette  .....................COMMF182 

 Meeting the Presentation Challenge 

善用演說技巧 / Presentation as a Management Tool COMMF326 

 Negotiating to Win: Getting the Results You 

Want 

塑造圓滿的談判 / Crafting a Deal  .........................COMMF501 

談判程序 / The Negotiation Process  .......................COMMF503 

成功的談判 ─ 多變的互動技巧 / The Dynamics of 

Interaction ................................................................COMMF504 

毋需權威的領導 / Leadership Without Authority  ..COMMF513 

 Interpersonal Communication Skills for Business 

人際溝通流程 / The Process of Interpersonal 

Communication ........................................................COMMF001 

PROFESSIONAL EFFECTIVENESS 

PERSONAL DEVELOPMENT 
CURRICULUM 

 Overcoming Overload - Managing Memory and 

Time 

應用時間管理方法 / Create Your Time and Memory 

Management Program ..................................................... PDF124 

 Problem-solving and Decision-making for 

Business 

衍生多種解決問題的方法 / Generating Alternatives in 

Problem Solving .............................................................. PDF233 

 Working without a Net - The Business of Risk 

風險管理方法 / Approaches to Risk Management  ........ PDF242 
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 Working More Effectively - Taking Control of 

Your Time 

時間與你 / You and Your Time  ..................................... PDF151 

有效管理時間的技巧 / Techniques for Better Time 

Management: Replaced ................................................... PDF152 

PROJECT EFFECTIVENESS 

TEAM BUILDING CURRICULUM 

 Cultivating a High-performance Project Team 

建立卓越團隊 / Building a High-performance Team TEAMF141 

 Participating in Teams 

有效的團隊建立策略 / Effective Team-building 

Strategies ...................................................................TEAMF171 

團隊間的有效溝通 / Effectively Communicating in 

Teams ........................................................................TEAMF172 

SALES AND CUSTOMER FACING 
SKILLS 

SALES CURRICULUM 

 Sales: A Focus on Solutions 

從產品銷售轉向策略銷售 / Moving from Product Selling to 

Solution Selling .......................................................... SALEF141 

開發潛在客戶 / Power Prospecting  .......................... SALEF142 

SALES AND CUSTOMER FACING 
SKILLS 

CUSTOMER SERVICE CURRICULUM 

 Customer Relationship Management 

有效的補救服務 / Effective Service Recovery  ......... CUSTF123 

 Frontline Call Center Skills 

應用於客戶服務中心之溝通技巧 / Call Center 

Communication 

Skills ........................................................................... CUSTF112 

應用於客戶服務中心之服務技巧 / Call Center Customer 

Service ........................................................................ CUSTF113 

 How to Excel at Customer Service 

傑出客戶服務的基礎 / Fundamentals of Exceptional 

Customer Service ....................................................... CUSTF102 

提昇顧客服務素質 / Advancing Your Service Expertise CUSTF104 

平息與客戶的衝突 / Customers, Conflict and 

Confrontation ............................................................. CUSTF105 
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TURKISH 

 BUSINESS SKILLS COURSEWARE 

 DESKTOP SKILLS COURSEWARE 

 IT SKILLS COURSEWARE 
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MANAGEMENT AND LEADERSHIP 

MANAGEMENT CURRICULUM - 
TURKISH 

 Essential Skills For Tomorrow's Managers 

Koç ve Danışman Olarak Yönetici / The 

Manager as Coach and Counselor ............................. MGMT4113 

MANAGEMENT AND LEADERSHIP 

LEADERSHIP CURRICULUM - TURKISH 

 Leadership Essentials 

Liderligin Temelleri: Çalisanlari Motive 

Etme / Leadership Essentials: Motivating 

Employees ...................................................... lead_05_a01_bs_tr 
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Budgeting ........................................................................ FINI152 

Управление потоками денежных средств / 

Managing Cash Flows ..................................................... FINI153 

Финансовая отчетность для менеджеров / 

Understanding Financial Statements ............................... FINI154 

FINANCE, HUMAN RESOURCES AND 
ADMINISTRATION 

HUMAN RESOURCES CURRICULUM 

 Recruiting & Retention Strategies for the Tight 

Labor Market 

Успешный рекрутинг / Recruiting Successfully  .......... HRI223 

 Effective Hiring and Interviewing Skills 

Эффективные собеседования / Effective 

Interviewing .................................................................... HRI232 

 Effective Hiring and Interviewing 

Как выбрать лучшего кандидата / Choosing the 

Best Applicant ...................................................hr_03_a03_bs_ru 

MANAGEMENT AND LEADERSHIP 

MANAGEMENT CURRICULUM 
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 Coaching with Confidence 

Бизнес-коучинг / Business Coaching  ....... mgmt_09_a01_bs_ru 

Эффективный коучинг: внутренний мир коуча и 

его подопечных / Emotions, Mindsets and 

Coaching ..................................................... mgmt_09_a05_bs_ru 

 The Essentials of Mentoring 

Эффективное наставничество / Mentoring 

Effectively .................................................. mgmt_10_a01_bs_ru 

Наставничество как новый стиль руководства / 

Mentoring as a Manager ............................. mgmt_10_a02_bs_ru 

 Appraising Performance 

Непрерывная оценка персонала / Assessing 

Performance Continuously ......................... mgmt_11_a01_bs_ru 

Аттестация персонала / Performance Reviews mgmt_11_a02_bs_ru 

 Managing Organizational Change 

Управление изменениями: осмысление перемен / 

Managing Change: Understanding Change mgmt_13_a01_bs_ru 

Управление изменениями: создание позитивной 

поддержки нововведений / Managing Change: 

Building Positive Support for Change ........ mgmt_13_a02_bs_ru 

Управление изменениями: преодоление 

сопротивления переменам / Managing Change: 

Dealing with Resistance to Change ............ mgmt_13_a03_bs_ru 

Managing Change: Sustaining Organizational 

Change ........................................................ mgmt_13_a04_bs_ru 

 Business Coaching Essentials 

Бизнес-коучинг: Как стать эффективным коучем 

/ Business Coaching: Getting Ready to Coachmgmt_14_a01_bs_ru 

Бизнес-коучинг: Проведение коуч-сессий / 

Business Coaching: Conducting Coaching 

Sessions ...................................................... mgmt_14_a02_bs_ru 

Бизнес-коучинг: Построение взаимоотношений с 

подопечным / Business Coaching: Building the 

Coaching Relationship ................................ mgmt_14_a03_bs_ru 

Бизнес-коучинг: Различные стили коучинга / 

Business Coaching: Using Different Coaching 

Styles .......................................................... mgmt_14_a04_bs_ru 

 Moving into a Management Role 

Первые шаги в роли менеджера / Becoming a 

Manager .................................................................... MGMTI001 

Роль менеджера в компании XXI века / A New 

Manager's Role in the Company's Future ................. MGMTI004 

 Moving from Technical Professional to 

Management 

Стратегии перехода к роли менеджера / 

Strategies for Transitioning into Management .......... MGMTI125 

 360-Degree Performance Appraisal 

Основы оценки по методу 360 градусов  / 

About 360-Degree Performance Feedback ................ MGMTI151 

Проведение оценки по методу 360 градусов / 

Elements of a 360-degree Performance Review ........ MGMTI152 

 Supporting Employees through the Change 

Process 

Начало процесса изменений / Beginning the 

Change Process ......................................................... MGMTI181 

Управление в процессе перемен / Managing 

Through the Change .................................................. MGMTI182 

Внедрение изменений / Incorporating Change 

in Your Organization ................................................. MGMTI183 

 Delegation Skills 

Основы делегирования / Delegation Basics  ........... MGMTI261 

Персональный подход при делегировании / The 

Personal Approach in Delegation .............................. MGMTI262 

MANAGEMENT AND LEADERSHIP 

LEADERSHIP CURRICULUM 

 Leadership Essentials 

Основы лидерства: Эффективная мотивация 

персонала / Leadership Essentials: 

Motivating Employees .................................. lead_05_a01_bs_ru 

Основы лидерства: Передача видения / 

Leadership Essentials: Communicating Visionlead_05_a02_bs_ru 

Основы лидерства: Влияние лидера / 

Leadership Essentials: Building Your 

Influence as a Leader ..................................... lead_05_a03_bs_ru 

Основы лидерства: Эмоциональный интеллект 

лидера / Leadership Essentials: Leading with 

Emotional Intelligence .................................. lead_05_a04_bs_ru 

Основы лидерства: Проведение изменений / 

Leadership Essentials: Leading Change ........ lead_05_a07_bs_ru 

Основы лидерства: Ведение бизнеса / 

Leadership Essentials: Leading Business 

Execution....................................................... lead_05_a05_bs_ru 

Основы лидерства: Внедрение инноваций / 

Leadership Essentials: Leading Innovation ... lead_05_a06_bs_ru 
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Основы лидерства: Разработка индивидуального 

плана развития лидерских качеств / 

Leadership Essentials: Creating Your Own 

Leadership Development Plan ....................... lead_05_a08_bs_ru 

 Leading from the Front Line 

Лидерство в ХХI веке: сложности и их 

преодоление / Challenges of the 21st Century .......... LEADI121 

Организационная культура и лидерство / 

Organizational Culture and Leadership ...................... LEADI122 

Как заряжать сотрудников энергией / 

Energizing and Empowering Employees .................... LEADI123 

Управление интеллектуальными ресурсами 

компании / Leadership and the Knowledge 

Worker ........................................................................ LEADI124 

Роль лидера в проведении изменений / Leading 

Change from the Front Line........................................ LEADI125 

 Going from Management to Leadership 

Делегирование полномочий / The Ena ling 

Leader ......................................................................... LEADI143 

PROFESSIONAL EFFECTIVENESS 

COMMUNICATION CURRICULUM 

 Effective Listening 

Основы активного слушания / Listening Basics comm_03_a01_bs_ru 

Улучшение навыков слушания для достижения 

целей в бизнесе / Higher Purpose Listeningcomm_03_a03_bs_ru 

Развитие навыков слушания / Enhancing 

Listening Skills ........................................... comm_03_a04_bs_ru 

 Giving Successful Presentations 

Успешная презентация / Presenting 

Successfully ................................................ comm_05_a01_bs_ru 

 The Effective Business Meeting 

Эффективное участие в деловой встрече / 

Participating Effectively in a Business 

Meeting ....................................................... comm_06_a03_bs_ru 

 Building Improved Work Relationships 

Эффективные межкультурные взаимоотношения / 

Effective Intercultural Relationships .......... comm_12_a02_bs_ru 

Эффективные взаимоотношения с клиентами / 

Effective Relationships with Customers ..... comm_12_a04_bs_ru 

 E-mail Essentials for Business 

Основы деловой переписки по электронной 

почте и с помощью мессенджеров / Using 

E-mail and Instant Messaging Effectively .. comm_17_a01_bs_ru 

Отправка и пересылка электронных писем / 

Addressing and Redistributing E-mail ........ comm_17_a02_bs_ru 

Эффективное управление электронной почтой / 

Managing Your E-mail ............................... comm_17_a03_bs_ru 

 Telephone Essentials for Business 

Базовые навыки профессиональных телефонных 

звонков / Essential Skills for Professional 

Telephone Calls .......................................... comm_18_a01_bs_ru 

 Interpersonal Communication 

Межличностная коммуникация: Доверие, 

убедительность, уверенность / Interpersonal 

Communication: Communicating with Confidencecomm_21_a01_bs_ru 

Межличностная коммуникация: Сообщение, 

ориентированное на получателя / 

Interpersonal Communication: Targeting Your 

Message ...................................................... comm_21_a02_bs_ru 

Межличностная коммуникация: Активное 

слушание / Interpersonal Communication: 

Listening Essentials .................................... comm_21_a03_bs_ru 

Межличностная коммуникация: Уверенное 

общение / Interpersonal Communication: 

Communicating Assertively ....................... comm_21_a04_bs_ru 

Межличностная коммуникация: Коммуникативная 

доступность / Interpersonal Communication: 

Being Approachable ................................... comm_21_a05_bs_ru 

 Workplace Conflict 

Рабочие конфликты: идентификация и 

разрешение конфликтов / Workplace Conflict: 

Recognizing and Responding to Conflict ... comm_22_a01_bs_ru 

Рабочие конфликты: cтратегии разрешения 

конфликтов / Workplace Conflict: Strategies 

for Resolving Conflicts .............................. comm_22_a02_bs_ru 

 Negotiation essentials 

Ведение переговоров: Что такое переговоры? / 

Negotiation Essentials: What Is Negotiation?comm_24_a01_bs_ru 

Ведение переговоров: Планирование и 

подготовка / Negotiation Essentials: 

Planning for Negotiation ............................ comm_24_a02_bs_ru 

Ведение переговоров: Эффективная 

коммуникация / Negotiation Essentials: 

Communicating .......................................... comm_24_a03_bs_ru 
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 Interpersonal Communication Skills for Business  

Навыки общения на рабочем месте / 

Communication Skills for the Workplace ................. COMMI003 

Общение, направленное на достижение 

результата / Communicate for Results .................... COMMI004 

Навыки эффективного общения для лидеров / 

Communication Skills for Leadership ...................... COMMI005 

 Emotional Intelligence in the Workplace 

Что такое эмоциональный интеллект? / What Is 

Emotional Intelligence? ............................................ COMMI141 

Эмоциональный интеллект на работе / 

Emotional Intelligence at Work ................................ COMMI142 

Работа в команде и эмоциональный интеллект / 

Teamwork and Emotional Intelligence ..................... COMMI143 

Повышение эмоционального интеллекта / 

Increasing Your Emotional Intelligence ................... COMMI144 

Эмоциональная компетенция руководителя / The 

Emotionally Intelligent Leader ................................. COMMI145 

 Managing and Working with Difficult People 

Трудные люди в вашем офисе / Difficult 

People in the Workplace ........................................... COMMI161 

Взаимодействие с агрессивными людьми / 

Working with Aggressive People ............................. COMMI162 

Люди, которые мешают вам эффективно 

выполнять свою работу / Working with 

Negative People and Procrastinators ........................ COMMI163 

Взаимодействие с самонадеянными и двуличными 

людьми / Working with Arrogant and 

Duplicitous People .................................................... COMMI164 

 Business Etiquette and Professionalism 

Повседневный деловой этикет / Everyday 

Business Etiquette ..................................................... COMMI181 

 Email Essentials 

Деловая электронная переписка / Essentials 

of Electronic Communication ................................... COMMI231 

Оптимизация деловой электронной переписки / 

Optimizing Email at Work ........................................ COMMI232 

Электронная почта и корпоративное общение / 

E-mail and Organizational Communication.............. COMMI233 

E-mail как инструмент маркетинга / E-mail as 

a Marketing Tool ...................................................... COMMI234 

 Effective Business Meetings 

Планирование эффективных совещаний / 

Planning Effective Business Meetings ..................... COMMI331 

Проведение эффективных совещаний / Leading 

Effective Business Meetings .................................... COMMI332 

 Dealing with Conflict in the Workplace 

Понимание конфликта / Perspectives on 

Conflict ..................................................................... COMMI341 

Разрешение конфликтов / Handling Conflict 

with Others ............................................................... COMMI342 

Управление конфликтами в организации / 

Managing Conflict in the Organization .................... COMMI343 

 Negotiating to Win: Getting the Results You 

Want 

Искусство ведения переговоров/Crafting a 

Deal .......................................................................... COMMI501 

Контакты и общение/Connect and Communicate  . COMMI502 

Переговорный процесс / The Negotiation 

Process ..................................................................... COMMI503 

Динамика взаимодействия / The Dynamics of 

Interaction ................................................................ COMMI504 

Правила поведения за столом переговоров / 

Inclusive Negotiating ............................................... COMMI505 

Жесткие переговоры / When the Going Gets 

Tough ....................................................................... COMMI506 

Мастер переговоров / The Master Negotiator  ....... COMMI507 

 Effective Use of Feedback for Business 

Предоставление обратной связи / An Essential 

Guide to Giving Feedback ........................................ COMMI521 

Предоставление обратной связи: руководство 

для менеджеров / Giving Feed ack:  A 

Manager's Guide ....................................................... COMMI525 

PROFESSIONAL EFFECTIVENESS 

PERSONAL DEVELOPMENT 
CURRICULUM 

 Business Ethics 

Принятие этичных решений / Making Decisions 

Ethically ........................................................... pd_02_a01_bs_ru 

Бизнес-этика для менеджеров / Business 

Ethics for Managers.......................................... pd_02_a02_bs_ru 
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 Decision-making and Problem-solving for 

Business 

Решение проблем: разработка альтернатив 

/Problem Solving: Generating Alternatives ...... pd_04_a03_bs_ru 

Процесс принятия делового решения / Making 

Decisions Dynamically ..................................... pd_04_a04_bs_ru 

 Doing Business Professionally 

Цели и постановка целей / Goals and Setting 

Goals ................................................................. pd_05_a03_bs_ru 

Основы непрерывного самообучения / Pursuing 

Successful Lifelong Learning ........................... pd_05_a05_bs_ru 

 Telecommuting and the Remote Employee 

Основы удаленной работы: максимальная 

продуктивность дистанционного сотрудника / 

Telecommuting Basics: Maximizing 

Productivity as a Remote Employee ................. pd_08_a01_bs_ru 

Основы удаленной работы: коммуникационные 

стратегии для дистанционного сотрудника / 

Telecommuting Basics: Communication 

Strategies for the Remote Employee ................. pd_08_a02_bs_ru 

 Generating Creative & Innovative Ideas 

Творческое и инновационное мышление: 

развитие творческого подхода / Generating 

Creative and Innovative Ideas: Enhancing 

Your Creativity ................................................. pd_09_a01_bs_ru 

Творческое и инновационное мышление: 

совершенствование командного творчества / 

Generating Creative and Innovative Ideas: 

Maximizing Team Creativity ............................ pd_09_a02_bs_ru 

Творческое и инновационное мышление: 

проверка идей и их развитие / Generating 

Creative and Innovative Ideas: Verifying and 

Building on Ideas .............................................. pd_09_a03_bs_ru 

 Managing Your Career 

Управление карьерным ростом: cоздание плана 

/ Managing Your Career: Creating a Plan ......... pd_10_a01_bs_ru 

Управление карьерным ростом: определение 

пути / Managing Your Career: Getting on the 

Right Track ....................................................... pd_10_a02_bs_ru 

Управление карьерным ростом: развитие 

профессиональных связей / Managing Your 

Career: Professional Networking Essentials ..... pd_10_a03_bs_ru 

Управление карьерным ростом: вы и ваш 

начальник / Managing Your Career: You and 

Your Boss ......................................................... pd_10_a04_bs_ru 

Управление профессиональным ростом: 

извлечение максимальной пользы из аттестаций 

/ Managing Your Career: Leveraging the 

Performance Appraisal ..................................... pd_10_a05_bs_ru 

 Effective Time Management 

Управление временем: анализ временных затрат 

/ Time Management: Analyzing Your Use of Timepd_11_a01_bs_ru 

Управление временем: планирование времени и 

определение приоритетов / Time Management: 

Planning and Prioritizing Your Time ............... pd_11_a02_bs_ru 

Управление временем: борьба с «пожирателями 

времени» / Time Management: Avoiding Time 

Stealers ............................................................. pd_11_a03_bs_ru 

 Problem Solving and Decision Making Strategies 

Решение проблем: Введение / Pro lem Solving: 

The Fundamentals ............................................ pd_12_a01_bs_ru 

Решение проблем: Развитие навыков / Pro lem 

Solving: Determining and Building Your 

Strengths ........................................................... pd_12_a02_bs_ru 

Решение проблем: Глубокий анализ / Pro lem 

Solving: Digging Deeper .................................. pd_12_a03_bs_ru 

Принятие решений: Введение / Decision 

Making: The Fundamentals .............................. pd_12_a04_bs_ru 

Принятие решений: Инструменты и техники / 

Decision Making: Tools and Techniques ......... pd_12_a05_bs_ru 

Принятие решений: Сложные решения / Decision 

Making: Making Tough Decisions ................... pd_12_a06_bs_ru 

 Creativity and Innovation in the Workplace 

Основы развития креативности и 

инновационного мышления / The Foundations of 

Creativity and Innovation ................................................. PDI031 

Генерирование творческих и новаторских идей 

/ Generating Creative and Innovative Ideas ...................... PDI032 

Оценка творческих и новаторских идей / 

Evaluating Creative and Innovative Ideas ........................ PDI033 

Внедрение творческих и новаторских идей / 

Implementing Creative and Innovative Ideas ................... PDI034 

 Working More Effectively - Taking Control of 

Your Time 

Вы и ваше время/You and Your Time  ........................... PDI151 

Техники эффективного управления 

временем/Techniques for Better Time 

Management ..................................................................... PDI152 

Развитие навыков управления 

временем/Developing Good Time Management 

Habits ............................................................................... PDI153 
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 Living a Balanced Life 

Восстановление жизненного баланса / Finding 

Your Life Balance ............................................................ PDI181 

Успех вопреки стрессу/Success Over Stress  ................. PDI182 

Как достичь жизненного баланса/Strategies 

for Better Balance ............................................................. PDI183 

 Business Professionalism 

Руководство изнутри: личная ответственность, 

инициатива, самоконтроль  / Personal 

Accountability: Working for Your Inner Boss .................. PDI261 

Профессиональное самоутверждение: как 

управлять своей деятельностью / 

Self-empowerment: Managing from Within ..................... PDI262 

PROJECT EFFECTIVENESS 

PROJECT MANAGEMENT CURRICULUM 

 Project Management for Non-Project Managers 

Основы управления проектами / Project 

Management Fundamentals ........................... proj_01_a01_bs_ru 

Переход к роли менеджера проектов / 

Transitioning into a Project Management Roleproj_01_a02_bs_ru 

Инициация и планирование проекта / 

Initiating and Planning a Project .................... proj_01_a03_bs_ru 

Управление проектом и мониторинг / Managing 

a Project ......................................................... proj_01_a04_bs_ru 

Решение проблем и закрытие проекта / 

Troubleshooting and Closing the Project ....... proj_01_a05_bs_ru 

 Project Management Essentials - (PMBOK® 

Guide - Third Edition-aligned) 

Введение в управление проектами / An 

Introduction to Project Management ........................... PROJI511 

Жизненный цикл и участники проекта / Project 

Lifecycles and Stakeholders ........................................ PROJI512 

Введение в группы процессов проекта и 

инициация проекта / Introduction to Project 

Process Groups and Initiating a Project ....................... PROJI513 

Исполнение, мониторинг и управление, 

завершение проекта / Executing, Monitoring & 

Controlling, and Closing a Project ............................... PROJI515 

Планирование проекта / Project Planning  ................ PROJI514 

 Project Integration Management (PMBOK® 

Guide - Third Edition-aligned) 

Инициация проекта и подготовка плана 

управления проектом / Initiating a Project 

and Preparing the Project Plan...................................... PROJI521 

Интеграция проекта: исполнение и завершение 

проекта / Project Integration: Executing and 

Completing a Project .................................................... PROJI522 

 Project Scope Management (PMBOK® Guide - 

Third Edition-aligned) 

Планирование содержания проекта / Planning 

Project Scope ................................................................ PROJI531 

Управление содержанием проекта / Controlling 

Project Scope ................................................................ PROJI532 

 Project Time Management (PMBOK® Guide - 

Third Edition-aligned) 

Elements of Project Time Management  ...................... PROJI541 

Расписание проекта / Project Scheduling  .................. PROJI542 

 Project Cost Management (PMBOK® Guide -

Third   Edition-aligned) 

Оценка стоимости операций / Estimating 

Activity Costs ............................................................... PROJI551 

Разработка бюджета расходов и управление 

стоимостью / Budgeting and Controlling Costs .......... PROJI552 

 Project Quality Management (PMBOK® Guide - 

Third   Edition-aligned) 

Планирование качества / Planning for Quality  ......... PROJI561 

Обеспечение и контроль качества / Performing 

Quality Assurance and Control..................................... PROJI562 

 Project Human Resource Management (PMBOK® 

Guide - Third Edition-aligned) 

Управление человеческими ресурсами / 

Elements of Project Human Resource Management..... PROJI571 

Практика управления человеческими ресурсами 

проекта / Implementing Project Human 

Resource Management ................................................. PROJI572 

 Project Communications Management (PMBOK® 

Guide - Third Edition-aligned) 

Планирование коммуникаций и распространение 

информации / Communications Planning and 

Information Distribution ............................................... PROJI581 



 RUSSIAN 

 

 

 
 

www.skillsoft.com 
©2011 SkillSoft Ireland Limited – Information subject to change. 

 
 

 143 

Отчетность по исполнению и управление 

участниками проекта / Performance Reporting 

and Stakeholder Management ...................................... PROJI582 

 Project Risk Management (PMBOK® Guide - 

Third   Edition-aligned) 

Проектные риски: планирование управления и 

идентификация / Planning and Identifying 

Project Risk ................................................................. PROJI591 

Анализ рисков проекта / Analyzing Project 

Risk .............................................................................. PROJI592 

Проектные риски: реагирование и управление / 

Responding to and Controlling Project Risk ................ PROJI593 

 Project Procurement Management (PMBOK® 

Guide - Third Edition-aligned)      

Планирование покупок и запрос информации у 

продавцов/Planning Project Procurement and 

Requesting Seller Responses ....................................... PROJI601 

Выбор продавцов, администрирование и 

закрытие контрактов/Choosing Sellers and 

Administering and Closing Contracts .......................... PROJI602 

PROJECT EFFECTIVENESS 

TEAM BUILDING CURRICULUM 

 Optimizing Your Performance on a Team 

Как стать эффективным членом команды? / 

Being an Effective Team Member ................ team_02_a01_bs_ru 

Постановка целей и распределение ролей в 

команде / Esta lishing Team Goals and 

Responsibilities ............................................. team_02_a02_bs_ru 

Команда как единое целое / Elements of a 

Cohesive Team ............................................. team_02_a03_bs_ru 

Эффективное общение в команде / Effective 

Team Communication .................................. team_02_a04_bs_ru 

Использование обратной связи для повышения 

производительности команды / Using Feed ack 

to Improve Team Performance ..................... team_02_a05_bs_ru 

 Leading Teams 

Управление командой: Достижение успеха / 

Leading Teams: Launching a Successful Teamteam_03_a01_bs_ru 

Управление командой: Определение целей, 

назначение ролей и разработка рекомендаций / 

Leading Teams: Establishing Goals, Roles, 

and Guidelines .............................................. team_03_a02_bs_ru 

Управление командой: Развитие команды и 

командной культуры / Leading Teams: 

Developing the Team and its Culture ........... team_03_a03_bs_ru 

Управление командой: Развитие доверия и 

преданности / Leading Teams: Building Trust 

and Commitment .......................................... team_03_a04_bs_ru 

Управление командой: Эффективное общение и 

сотрудничество / Leading Teams: Fostering 

Effective Communication and Collaboration team_03_a05_bs_ru 

Управление командой: Мотивация и повышение 

производительности / Leading Teams: 

Motivating and Optimizing Performance ..... team_03_a06_bs_ru 

Управление командой: Разрешение конфликтов / 

Leading Teams: Dealing with Conflict ......... team_03_a07_bs_ru 

PROJECT EFFECTIVENESS 

BUSINESS ANALYSIS 

 Certified Business Analysis Professional 

(CBAP™) 

Основные понятия бизнес-анализа / Core 

Concepts in Business Analysis ...................... cons_01_a01_bs_ru 

Исследование компании и разработка 

бизнес-кейса / Enterprise Analysis and 

Making a Business Case ................................ cons_01_a02_bs_ru 

SALES AND CUSTOMER FACING 
SKILLS 

CUSTOMER SERVICE CURRICULUM 

 Customer Support, Process 

Повышение эффективности работы службы 

поддержки клиентов / Management Tools and 

Metrics .......................................................... cust_03_a03_bs_ru 

 Customer Service Fundamentals 

Основы клиентского сервиса: Построение 

отношений с клиентами / Customer Service 

Fundamentals: Building Rapport in Customer 

Relationships ................................................. cust_09_a01_bs_ru 

Основы клиентского сервиса: Процесс 

обслуживания / Customer Service in the Fieldcust_09_a02_bs_ru 

Основы клиентского сервиса: Обслуживание по 

телефону / Customer Service over the Phone cust_09_a03_bs_ru 

Основы клиентского сервиса: Внутренние 

клиенты / Internal Customer Service ............ cust_09_a04_bs_ru 

Основы клиентского сервиса: Разрешение 

конфликтов / Customer Service Confrontation 

and Conflict ................................................... cust_09_a05_bs_ru 
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Основы клиентского сервиса: Улучшение 

качества обслуживания / Shaping the 

Direction of Customer Service in Your 

Organization .................................................. cust_09_a06_bs_ru 

 Frontline Call Center Skills 
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INDIAN ENGLISH 

 BUSINESS SKILLS COURSEWARE 

 IT SKILLS COURSEWARE 



 INDIAN ENGLISH 

 

 

 
 

www.skillsoft.com 
©2011 SkillSoft Ireland Limited – Information subject to change. 

 
 

 146 

 

FINANCE, HUMAN RESOURCES AND 
ADMINISTRATION 

FINANCE & ACCOUNTING 
CURRICULUM 

 Fundamental Finance for non-Finance 

Professionals 

The Principles of Financial Management  .... fin_01_a01_bs_enin 

The Basics of Budgeting  .............................. fin_01_a02_bs_enin 

MANAGEMENT AND LEADERSHIP 

MANAGEMENT CURRICULUM 

 The Essentials of Mentoring 

Mentoring Effectively  ............................. mgmt_10_a01_bs_enin 

 Managing Organizational Change 

Managing Change: Understanding Change mgmt_13_a01_bs_enin 

Managing Change: Building Positive Support 

for Change ............................................... mgmt_13_a02_bs_enin 

Managing Change: Handling Resistance to 

Change / Managing Change: Dealing with 

Resistance to Change ............................... mgmt_13_a03_bs_enin 

Managing Change: Sustaining Organisational 

Change / Managing Change: Sustaining 

Organizational Change ............................ mgmt_13_a04_bs_enin 

 Business Coaching Essentials 

Business Coaching: Getting Ready to Coach mgmt_14_a01_bs_enin 

Business Coaching: Conducting Coaching 

Sessions ................................................... mgmt_14_a02_bs_enin 

Business Coaching: Building the Coaching 

Relationship ............................................. mgmt_14_a03_bs_enin 

Business Coaching: Using Different Coaching 

Styles ....................................................... mgmt_14_a04_bs_enin 

MANAGEMENT AND LEADERSHIP 

LEADERSHIP CURRICULUM 

 Moving from Management to Leadership 

The Communication of a Shared Vision  ... lead_01_a02_bs_enin 

Coaching Performance  .............................. lead_01_a06_bs_enin 

 Leadership Essentials 

Leadership Essentials: Motivating Employees lead_05_a01_bs_enin 

Leadership Essentials: Communicating Vision lead_05_a02_bs_enin 

Leadership Essentials: Building Your 

Influence as a Leader .................................. lead_05_a03_bs_enin 

Leadership Essentials: Leading with 

Emotional Intelligence ............................... lead_05_a04_bs_enin 

Leadership Essentials: Leading Business 

Execution.................................................... lead_05_a05_bs_enin 

Leadership Essentials: Leading Innovation lead_05_a06_bs_enin 

Leadership Essentials: Leading Change  .... lead_05_a07_bs_enin 

Leadership Essentials: Creating Your Own 

Leadership Development Plan .................... lead_05_a08_bs_enin 

PROFESSIONAL EFFECTIVENESS 

COMMUNICATION CURRICULUM 

 Giving Successful Presentations 

Presenting Successfully  ......................... comm_05_a01_bs_enin 

Delivering the Message  ......................... comm_05_a02_bs_enin 

 Emotional Intelligence at Work 

Emotional Intelligence in the Workplace comm_09_a02_bs_enin 

 Building Improved Work Relationships 

Effective Interfunctional Relationships  . comm_12_a01_bs_enin 

 Obtaining Results without Authority 

Getting Results by Building Relationships comm_13_a01_bs_enin 

 E-mail Essentials for Business 

Using E-mail and Instant Messaging 

Effectively .............................................. comm_17_a01_bs_enin 

Addressing and Redistributing E-mail  ... comm_17_a02_bs_enin 

Managing Your E-mail  .......................... comm_17_a03_bs_enin 

 Telephone Essentials for Business 

Essential Skills for Professional Telephone 

Calls ....................................................... comm_18_a01_bs_enin 

 Interpersonal Communication 

Interpersonal Communication: Communicating 

with Confidence ..................................... comm_21_a01_bs_enin 



 INDIAN ENGLISH 

 

 

 
 

www.skillsoft.com 
©2011 SkillSoft Ireland Limited – Information subject to change. 

 
 

 147 

Interpersonal Communication: Targeting Your 

Message .................................................. comm_21_a02_bs_enin 

Interpersonal Communication: Listening 

Essentials ................................................ comm_21_a03_bs_enin 

Interpersonal Communication: Communicating 

Assertively .............................................. comm_21_a04_bs_enin 

Interpersonal Communication: Being 

Approachable .......................................... comm_21_a05_bs_enin 

 Workplace Conflict 

Workplace Conflict: Recognizing and 

Responding to Conflict ........................... comm_22_a01_bs_enin 

Workplace Conflict: Strategies for Resolving 

Conflicts ................................................. comm_22_a02_bs_enin 

 Negotiation essentials 

Negotiation Essentials: What Is Negotiation? comm_24_a01_bs_enin 

Negotiation Essentials: Planning for 

Negotiation ............................................. comm_24_a02_bs_enin 

Negotiation Essentials: Communicating  comm_24_a03_bs_enin 

PROFESSIONAL EFFECTIVENESS 

PERSONAL DEVELOPMENT 
CURRICULUM 

 Take Control of Your Time by Working More 

Effectively 

Your Time and You  ..................................... pd_01_a01_bs_enin 

Techniques for Improved Time Management pd_01_a02_bs_enin 

Developing Excellent Time Management Habits pd_01_a03_bs_enin 

 Handling Organizational Change 

Preparing for Change  ................................... pd_03_a02_bs_enin 

 Decision-making and Problem-solving for 

Business 

Making Decisions Dynamically  ................... pd_04_a04_bs_enin 

 Generating Creative & Innovative Ideas 

Generating Creative and Innovative Ideas: 

Enhancing Your Creativity ........................... pd_09_a01_bs_enin 

Generating Creative and Innovative Ideas: 

Maximising Team Creativity / Generating 

Creative and Innovative Ideas: Maximizing 

Team Creativity ............................................ pd_09_a02_bs_enin 

Generating Creative and Innovative Ideas: 

Verifying and Building on Ideas .................. pd_09_a03_bs_enin 

 Managing Your Career 

Managing Your Career: Creating a Plan ...... pd_10_a01_bs_enin 

Managing Your Career: Getting on the Right 

Track ............................................................ pd_10_a02_bs_enin 

Managing Your Career: Professional 

Networking Essentials .................................. pd_10_a03_bs_enin 

PROJECT EFFECTIVENESS 

PROJECT MANAGEMENT CURRICULUM 

 Project Management Essentials - (PMBOK® 

Guide - Fourth Edition-aligned) 

Managing Projects within Organizations  ... proj_05_a01_bs_enin 

Project Management Overview  ................. proj_05_a02_bs_enin 

Project Management Process Groups  ........ proj_05_a03_bs_enin 

 Project Integration Management (PMBOK® 

Guide - Fourth Edition-aligned) 

Integrated Initiation and Planning  ............. proj_06_a01_bs_enin 

Integrated Project Execution, Monitoring, 

and Control ................................................. proj_06_a02_bs_enin 

Integrated Project Change Control and Close proj_06_a03_bs_enin 

 Project Time Management (PMBOK® Guide - 

Fourth Edition-aligned) 

Defining and Sequencing Project Activities proj_08_a01_bs_enin 

Estimating Activity Resources and Durations proj_08_a02_bs_enin 

Developing and Controlling the Project 

Schedule ..................................................... proj_08_a03_bs_enin 

 Project Cost Management (PMBOK® Guide - 

Fourth Edition-aligned) 

Estimating and Budgeting Project Costs  ... proj_09_a01_bs_enin 

Controlling Costs  ....................................... proj_09_a02_bs_enin 

 Project Quality Management (PMBOK® Guide - 

Fourth Edition-aligned) 

Project Quality Planning ............................ proj_10_a01_bs_enin 

Quality Assurance and Quality Control  ..... proj_10_a02_bs_enin 

PROJECT EFFECTIVENESS 
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TEAM BUILDING CURRICULUM 

 Optimizing Your Performance on a Team 

Being an Effective Team Member  ........... team_02_a01_bs_enin 

Establishing Team Goals and Responsibilities team_02_a02_bs_enin 

Elements of a Bonded Team / Elements of a 

Cohesive Team ......................................... team_02_a03_bs_enin 

Effective Team Communication  .............. team_02_a04_bs_enin 

Using Feedback to Improve Team Performance team_02_a05_bs_enin 

 Leading Teams 

Leading Teams: Launching a Successful Team team_03_a01_bs_enin 

Leading Teams: Establishing Goals, Roles, 

and Guidelines .......................................... team_03_a02_bs_enin 

Leading Teams: Developing the Team and its 

Culture ...................................................... team_03_a03_bs_enin 

Leading Teams: Building Trust and Commitment team_03_a04_bs_enin 

Leading Teams: Promoting Effective 

Communication and Collaboration / Leading 

Teams: Fostering Effective Communication and 

Collaboration ............................................ team_03_a05_bs_enin 

Leading Teams: Motivating and Optimizing 

Performance .............................................. team_03_a06_bs_enin 

Leading Teams: Dealing with Conflict  .... team_03_a07_bs_enin 

Leading Teams: Managing Virtual Teams team_03_a08_bs_enin 
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HINDI 

 IT SKILLS COURSEWARE 

 BUSINESS SKILLS COURSEWARE 
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PROJECT EFFECTIVENESS 

TEAM BUILDING CURRICULUM 

 Leading Teams 

                  : ए  सफल        ल    
     / Leading Teams: Launching a Successful 

Team ................................................... team_03_a01_bs_hi 

                  : ल  ,       ए , औ  

                      / Leading Teams: 
Establishing Goals, Roles, and Guidelinesteam_03_a02_bs_hi 

       ल       :     औ   स   स          
    स      / Leading Teams: Developing the 

Team and its Culture ........................... team_03_a03_bs_hi 

                  :     स औ          

    स       / Leading Teams: Building Trust 
and Commitment ................................. team_03_a04_bs_hi 

                  :       स     औ  स     
              / Leading Teams: Fostering 

Effective Communication and Collaborationteam_03_a05_bs_hi 

                  :                

     औ              / Leading Teams: 
Motivating and Optimizing Performanceteam_03_a06_bs_hi 

                  :       स         / 
Leading Teams: Dealing with Conflict . team_03_a07_bs_hi 

                  :      ल         
      / Leading Teams: Managing Virtual 

Teams ................................................. team_03_a08_bs_hi 

 Optimizing Your Performance on a Team 

       ए        स         / Being an 

Effective Team Member ...................... team_02_a01_bs_hi 

       ल                          

     / Establishing Team Goals and 
Responsibilities ................................... team_02_a02_bs_hi 

ए            एल     / Elements of a 
Cohesive Team ................................... team_02_a03_bs_hi 

      ल      स     / Effective Team 
Communication ................................... team_02_a04_bs_hi 

             स         लए           
           / Using Feedback to Improve Team 

Performance ........................................ team_02_a05_bs_hi 

MANAGEMENT AND LEADERSHIP 

LEADERSHIP CURRICULUM 

 Leadership Essentials 

ल              ए :                    

     / Leadership Essentials: Motivating 
Employees ............................................ lead_05_a01_bs_hi 

ल              ए :          स        / 
Leadership Essentials: Communicating Visionlead_05_a02_bs_hi 

ल              ए : ए  ल                  
                    / Leadership 

Essentials: Building Your Influence as a 
Leader ................................................... lead_05_a03_bs_hi 

ल              ए :                  स  
ल        / Leadership Essentials: Leading 

with Emotional Intelligence.................... lead_05_a04_bs_hi 

ल              ए :    स                

  ल      / Leadership Essentials: Leading 
Business Execution ............................... lead_05_a05_bs_hi 

ल              ए :              ल      / 
Leadership Essentials: Leading Innovationlead_05_a06_bs_hi 

ल              ए :              / 
Leadership Essentials: Leading Changelead_05_a07_bs_hi 

ल              ए :              ल       
    स             / Leadership Essentials: 

Creating Your Own Leadership Development Planlead_05_a08_bs_hi 

MANAGEMENT AND LEADERSHIP 

MANAGEMENT CURRICULUM 

 Managing Organizational Change 

           स     ल  ल       :            
स     / Managing Change: Understanding Changemgmt_13_a01_bs_hi 

           स     ल  ल       :            
 लए स        स              / Managing 

Change: Building Positive Support for Changemgmt_13_a02_bs_hi 

           स     ल  ल       :            

          स          / Managing Change: 
Dealing with Resistance to Change ....mgmt_13_a03_bs_hi 

           स     ल  ल       : स         
              ए      / Managing Change: 

Sustaining Organizational Change ......mgmt_13_a04_bs_hi 

 Business Coaching Essentials 

   स             :              लए 

           / Business Coaching: Getting 
Ready to Coach ..................................mgmt_14_a01_bs_hi 

   स             :          स      
स   ल   / Business Coaching: Conducting 

Coaching Sessions .............................mgmt_14_a02_bs_hi 

   स             :          स     

            / Business Coaching: Building 
the Coaching Relationship ..................mgmt_14_a03_bs_hi 
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   स             :                

   ल                 / Business Coaching: 
Using Different Coaching Styles ......... mgmt_14_a04_bs_hi 

PROFESSIONAL EFFECTIVENESS 

COMMUNICATION CURRICULUM 

 E-mail Essentials for Business 

ई-  ल औ        स              ल       
     / Using E-mail and Instant Messaging 

Effectively .......................................... comm_17_a01_bs_hi 

ई-  ल स      औ                  / Addressing 

and Redistributing E-mail .................. comm_17_a02_bs_hi 

     ई-  ल             / Managing Your 

E-mail ................................................ comm_17_a03_bs_hi 

 Interpersonal Communication 

     स  ल स    :        स    स   स     
     / Interpersonal Communication: 

Communicating with Confidence ....... comm_21_a01_bs_hi 

     स  ल स    :      स         ल    

     / Interpersonal Communication: 
Targeting Your Message ................... comm_21_a02_bs_hi 

     स  ल स    :            ए  / 
Interpersonal Communication: Listening 

Essentials .......................................... comm_21_a03_bs_hi 

     स  ल स    :             स  स     

     / Interpersonal Communication: 
Communicating Assertively ............... comm_21_a04_bs_hi 

     स  ल स    : स ल       / Interpersonal 
Communication: Being Approachable comm_21_a05_bs_hi 

 Workplace Conflict 

      ल         :                     औ  
 स   स                     / Workplace 

Conflict: Recognizing and Responding to 
Conflict .............................................. comm_22_a01_bs_hi 

    -  ल         :           स           
    लए             / Workplace Conflict: 

Strategies for Resolving Conflicts ..... comm_22_a02_bs_hi 

 Negotiation essentials 

स                        : स            
      ? / Negotiation Essentials: What Is 

Negotiation? ...................................... comm_24_a01_bs_hi 

स                        : स            

               / Negotiation Essentials: 
Planning for Negotiation .................... comm_24_a02_bs_hi 

स                        : स          / 
Negotiation Essentials: Communicatingcomm_24_a03_bs_hi 

PROFESSIONAL EFFECTIVENESS 

PERSONAL DEVELOPMENT 
CURRICULUM 

 Generating Creative & Innovative Ideas 

        औ                     :      

                / Generating Creative and 
Innovative Ideas: Enhancing Your Creativitypd_09_a01_bs_hi 

        औ                     :        
                         / Generating 

Creative and Innovative Ideas: Maximizing 
Team Creativity ....................................... pd_09_a02_bs_hi 

        औ                     :           
स               स       / Generating 

Creative and Innovative Ideas: Verifying and 
Building on Ideas .................................... pd_09_a03_bs_hi 

 Managing Your Career 

                        :             / 

Managing Your Career: Creating a Plan . pd_10_a01_bs_hi 

                        : स                 

/ Managing Your Career: Getting on the Right 
Track ....................................................... pd_10_a02_bs_hi 

                        :       ल 
                  ए  / Managing Your 

Career: Professional Networking Essentialspd_10_a03_bs_hi 

                        :    औ         स / 

Managing Your Career: You and Your Bosspd_10_a04_bs_hi 

                      :       स     ल 

स  ल             / Managing Your Career: 
Leveraging the Performance Appraisal ... pd_10_a05_bs_hi 

 Problem Solving and Decision Making Strategies 

स     स     :                  / Problem 
Solving: The Fundamentals .................... pd_12_a01_bs_hi 

स     स     :                         
    स / Problem Solving: Determining and 

Building Your Strengths .......................... pd_12_a02_bs_hi 

स     स     :     ई स  स     / Problem 

Solving: Digging Deeper ......................... pd_12_a03_bs_hi 

      ल   :   ल  स     / Decision Making: 

The Fundamentals .................................. pd_12_a04_bs_hi 

      ल   :       औ        / Decision 

Making: Tools and Techniques ............... pd_12_a05_bs_hi 

      ल   :            ल    / Decision 

Making: Making Tough Decisions ........... pd_12_a06_bs_hi 
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 Effective Time Management 

             :      स               

            / Time Management: Analyzing 
Your Use of Time .................................... pd_11_a01_bs_hi 

             :      स             औ  
                 / Time Management: 

Planning and Prioritizing Your Time ........ pd_11_a02_bs_hi 

             : स                ल        

स       / Time Management: Avoiding Time 
Stealers ................................................... pd_11_a03_bs_hi 

PROJECT EFFECTIVENESS 

TEAM BUILDING CURRICULUM 

 Leading Teams 

                  : ए  सफल        ल    

     / Leading Teams: Launching a Successful 
Team ................................................... team_03_a01_bs_hi 

                  : ल  ,       ए , औ  
                      / Leading Teams: 

Establishing Goals, Roles, and Guidelinesteam_03_a02_bs_hi 

       ल       :     औ   स   स          

    स      / Leading Teams: Developing the 
Team and its Culture ........................... team_03_a03_bs_hi 

                  :     स औ          
    स       / Leading Teams: Building Trust 

and Commitment ................................. team_03_a04_bs_hi 

                  :       स     औ  स     

              / Leading Teams: Fostering 
Effective Communication and Collaborationteam_03_a05_bs_hi 

                  :                
     औ              / Leading Teams: 

Motivating and Optimizing Performanceteam_03_a06_bs_hi 

                  :       स         / 

Leading Teams: Dealing with Conflict . team_03_a07_bs_hi 

                  :      ल         

      / Leading Teams: Managing Virtual 
Teams ................................................. team_03_a08_bs_hi 

 Optimizing Your Performance on a Team 

       ए        स         / Being an 
Effective Team Member ...................... team_02_a01_bs_hi 

       ल                          
     / Establishing Team Goals and 

Responsibilities ................................... team_02_a02_bs_hi 

ए            एल     / Elements of a 

Cohesive Team ................................... team_02_a03_bs_hi 

      ल      स     / Effective Team 

Communication ................................... team_02_a04_bs_hi 

             स         लए           

           / Using Feedback to Improve Team 
Performance ........................................team_02_a05_bs_hi 

SALES AND CUSTOMER FACING SKILLS 

CUSTOMER SERVICE CURRICULUM 

 Customer Service Fundamentals 

     स                स    :      
स         स             स      / Customer 

Service Fundamentals: Building Rapport in 
Customer Relationships ........................ cust_09_a01_bs_hi 

             स    / Customer Service in 
the Field ................................................ cust_09_a02_bs_hi 

            स    / Customer Service over 
the Phone.............................................. cust_09_a03_bs_hi 

            स    / Internal Customer 
Service .................................................. cust_09_a04_bs_hi 

     स                   ए         / 
Customer Service Confrontation and Conflictcust_09_a05_bs_hi 

     स             स                     
     / Shaping the Direction of Customer 

Service in Your Organization ................ cust_09_a06_bs_hi 
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SPANISH 

 BUSINESS SKILLS COURSEWARE 

 DESKTOP SKILLS COURSEWARE 

 LEGAL COMPLIANCE COURSEWARE 
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FINANCE, HUMAN RESOURCES AND 
ADMINISTRATION 

ADMINISTRATIVE SUPPORT 
CURRICULUM 

 Essential Skills for Administrative Support 

Professionals 

Profesionales administrativos: representar a 

su jefe / Administrative Professionals: 

Representing Your Boss ............................... ad_01_a01_bs_esdo 

Profesionales administrativos: tareas de 

apoyo administrativo comunes / 

Administrative Professionals: Common 

Administrative Support Tasks ...................... ad_01_a02_bs_esdo 

Profesionales administrativos: maximización 

de la relación con su jefe / Administrative 

Professionals: Maximizing Your Relationship 

with Your Boss ............................................. ad_01_a03_bs_esdo 

Profesionales administrativos: interactuar 

con otros / Administrative Professionals: 

Interacting with Others ................................. ad_01_a04_bs_esdo 

Profesionales administrativos: causar una 

buena impresión / dministrative 

Professionals: Putting Your Best Foot Forwardad_01_a05_bs_esdo 

MANAGEMENT AND LEADERSHIP 

MANAGEMENT CURRICULUM 

 Managing Organizational Change 

Gestión del cambio: entender el cambio / 

Managing Change: Understanding Changemgmt_13_a01_bs_esdo 

Gestión del cambio: construir un apoyo 

positivo para el cambio / Managing Change: 

Building Positive Support for Change .... mgmt_13_a02_bs_esdo 

Gestión del cambio: abordar la resistencia 

al cambio / Managing Change: Dealing with 

Resistance to Change .............................. mgmt_13_a03_bs_esdo 

Gestión del cambio: sostener el cambio en la 

organización / Managing Change: Sustaining 

Organizational Change ........................... mgmt_13_a04_bs_esdo 

 Business Coaching Essentials 

Entrenamiento empresarial: prepararse para 

brindar entrenamiento personalizado / 

Business Coaching: Getting Ready to Coachmgmt_14_a01_bs_esdo 
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