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Chairman’s Message

Training & Development Institute L.L.C. (TDI) is one of the leading
training providers in Oman. TDI has been actively involved in facilitating
and assisting private sector companies with the implementation of
their Omanisation plans.

The formation of TDI demostrates amply the philosophy of its founders
and its management and the realization that quality training of Omanis
represents the needs of organizations in the Sultanate of Oman. It
is further more appropriate, that in our efforts to meet this need, our
future strategy provides for a continuing and expanding involvement
across major provinces in Oman.

Thus, we may rightly claim that we are up-to-date in our approach, in
keeping with the rapid technological advancements of this era.

TDI promises to join Oman and its people; to reach their goal and
to scale the pinnacle of success in the development of Oman as
envisioned by His Majesty Sultan Qaboos bin Said.

Sheikh Saad Bin Suhail Bahwan Al Mukhaini
Chairman

Mission Statement
“To develop excellence in the field of education and training by adopting the ethos of total quality

management throughout the organisation.”

Welcome to TDI

Training & Development Institute is

one of the largest private training
organisations  in - the  Sultanate
of Oman. Our comprehensive
portiolio of training programmes,
our expertise in workforce
development and management
have eamed us the prestige of
being the preferred partner of
employers and employees alike for
education and training projects in
the Gulif Region.




About the Institute

Training & Development Institute LLC (TDI) is a part of
Oman Trading Establishment group (OTE). Over the years
TDI has eamed an excellent reputation as a quality-training
provider both in Oman and the GCC countries and has
established strong links with both the government and private

L

respective fields.

sector. TDI is committed to Omanisation and the development
of Omanis so that they can become the best workers in their
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To be able to offer the very best Human Resource Development

training programmes, TDI has invested in a well-equipped training
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centre specializing in the commercial sector. Facilities at the centre
include state-of-the-art training rooms, fully networked computer
room.

labs with up-to-date retail software and a fully equipped simulation

TDI is fully committed to Omanisation and has already achieved
100% Omanisation of its support staff and is currently working on a

comprehensive development plan to increase Omanisation of our
teaching and vocational assessment team.

All staff at TDI are suitably qualified and highly experienced in their field. Our
teaching and vocational assessment team brings many years of experience
of working and training in the commercial sector.

They work closely with
are well supported throughout their training.

our English language, IT and core skills teachers to ensure all skills are well
developed. Our support staff including Student Welfare ensures that trainees

Quality & Customer Care

The quality of Training & Development Institute relies not only on the fact that it meets

all government and professional standards, but also that the training is customised to
meet the specific needs of each company and employee.

Surviving and prospering in the 21st Century demands adaptability and competitiveness.
Every organisation has its own unigue pressures and requirements - by understanding
these at a profound level, TDI can make a lasting and valuable contribution to a

company’s progress. Whatever changes may become necessary, TDI has the resources
and management skills to adapt rapidly and efficiently to any opportunity.

TDI's aim is to make all courses relevant and engaging from day one. To this end, though the
company selects its tutors and industry experts with relevant academic qualifications, practical
talents and commercial astuteness are given equal importance.

Thus, TDI personnel are selected from among trainers with not only relevant talent and
academic gqualifications, but strong communication and mentoring skills as well.



Training Services

TDI enjoys an enviable reputation for service to industry. The cornerstone of this service is involvement.

Prior to organizing a training programme, TDI spends time getting to know the client, their needs and requirements,
their position in the marketplace, their main aim for the future and the way the company prefers to work. This in tum
dictates the tone of subsequent training and any recommendations made by our specialists.

The National Projects:

TDI supports the government’'s Omanization goals for the private sector. We work closely with the Ministry of Manpower
and private sector companies to provide employment opportunities for young Omani school leavers. The national
projects funded by Ministry of Manpower ensure employment at the end of a 6 to 12 month training program in the
field of their choice with monthly stipend whilst training.

Range of National Project Training Programs:

e Information Technology e Office Management
e Car Sales e Cashier
e Service Advisor e Ticketing & Reservation

Esteemed Clients

Our growing list of satisfied clients reflects the excellent relationship we have built with people and organizations that
we work with, The nature of our clients’ business is as diverse in industry as they are in complexity. From education
groups, to government and military institutions, to commercial businesses-TDI capably addresses all their needs in a
systematic manner guided by a high level of standards.

o Al Anwar Ceramics e Royal Diwan Affairs

o Al Farr e Matrah Cold Stores

e Al Jadeed Exchange e Ministries

e Al Seeb Technical Establishment (Sarco) e Oman Trading Establishment (OTE)
e Bahwan Travel Agencies e Oman UAE Exchange

e Carrefour e Royal Guard of Oman

e Information Technology Authority (ITA) * Royal Guard of Qatar

e Internal Security Services Qatar e The Sultan Centre

* Intilaagah e Sidab Women's Group

e KIMS Oman e Suhail Bahwan Automobiles Group
e PDO e Zahara Tours

Success Stories

Marwa Said al Fargani Zainab Darwish

Ticketing al Balushi

Bahwan Travel Agencies Cashier
OTE-TATI

| would like to thank TDI for the
wonderful tranining experience received.

| have developed the necessary skills | have gained the required skills and expertise
in line with my chosen career and best while taining at TDI that has helped me in my
of all developed the skills to deal with chosen career. | would recommend TDI to

others in a professional manner. anyone seeking quality training.



Range of courses offered:

Administration, Marketing & Accounting
e Information Technology & IC® courses
e English Language
¢ Retail and Distribution
e Travel & Ticketing

Administration, Marketing & Accounting

Since its inception TDI has been running secretarial and
administration courses for a variety of clients in both
Government and Private Sector.

Information Technology

TDI offers a wide range of Computer programmes 1o
meet the growing needs of our technology advanced
market. IC® is a globally accepted and validated
credential that provides the proof employers and higher
education institutions need as computing skills are
being considered prerequisites for employment and
higher education.

English Language

TDI has successfully delivered English language training
including IELTS preparation courses to a variety of
clients.

Retail and Distribution

TDI has worked closely with the leaders in this fast
growing and evolving sector. A number of customised
programmes are created for our clients after a thorough
analysis of their requirements.

Travel & Ticketing

TDI offers Travel & Ticketing programmes designed
to meet the needs of both experienced staff and the
newcomers to the travel industry.

Our Facilities

In additon to the state-of-the-art classrooms, TDI
provides its trainees with the following facilities to ensure
their comfort

e Resource room with internet connection/Library

e | adies / Gents Prayer Rooms

e Cafeteria

e Car Park

e Common room

e Transport/Accommodation (if required)




TRAINING SCHEDULE wyyaidl aoblip
COMMERCIAL COURSES dylaidl alygall
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Code INFORMATION TECHNOLOGY Oct Nov Dec Jan Feb Mar Apr May Jun Jul Aug Sep
A Jlae¥1 3,151 Goalun sali 5l ol 40
Principles of Management
Co Crapaeld 200 2 ¥1 el sl dieis 40
Development of Supervisory Skills for Managers
Gl = 55,8l il ylge Aeas
C3 Developing Secretarial Skills 40
@l 35000
C4 Crisis Management 40
&3}” Z)lJl
C5 Time Management S0
Op | il $pand) Bl duealy Gusa 40
Marketing and the importance of feasibility studies
il 3000
c7 Managing Sales 40
Co | (Dt ol o dalath g 0
Skills of dealing with managers
AU b=t Goalia
Co Principles of Financial Accounting 40
ERIECE TP
€10 Cost Accounting 60
@S ) Aloxl]
C11 Company Accounting 50
E T ER O PN Y /- O DS § P Y RO [ -
C12 Internal Auditing 50

LANGUAGE COURSES ul=lJl Gljga

o il doul Sl pooe pown WU pws s Jul oo gug iy yuhwdl jiohw

Code ENGLISH LANGUAGE Oct Nov Dec Jan Feb Mar Apr May Jun Jul Aug Sep

E1 Beginner 1 I gixiwo | 100

E2 | Beginner 2 I i | 100 |

E3 | Elementary 1 I enflaigl | 100

E4 | Elementary 2 I eaflagl | 100 |

E5 | Pre-Intermediate 1 I huwgioll 6 | 100

E6 | Pre-Intermediate 2 I hwgiol Jus | 100 |

E7 | Intermediate 1 I hwgio | 100

E8 |Intermediate 2 I hwgio | 100 | |
ESP gl ¢ol

E9Q | English for Business aylail Jlocll djaip | 50 |

E10 | English for Health danl ajlaiy | 50

E11 | English for Retall @il eul djaipt | 50 |

E12 |EngishforCustomerSenvices  zlloelidorsldajaiyl | 50 |

E13 [English for Travel ol dgjlaiyl | 50 | |
SPOKEN ENGLISH  djulaill a0 diakoll

E14 |Beginner 1 | (ixieo | 50 | | | | | | | | | | | |
SPOKEN ARABIC yyall 48U &bl

A1 | Beginner 1 | ghaiwo | 50 | | |

A2 | Beginner 2 oo | 50 | | |




TRAINING SCHEDULE wyyaidl aobip
IT COURSES Glogl=oll duids alyga
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Code INFORMATION TECHNOLOGY Oct Nov Dec Jan Feb Mar Apr May Jun Jul Aug Sep
Office Applications 0

o | (cosadl gllas) )99 cguns )Sole 30
MS Word (Word Processing)

Mo | lemptlipba) to vm cpy et pegy Sl b 30
Advanced MS Word (Word Processing)

T4 (Fppleatl Joluadl) Sl gy )il 30
MS Excel (Electronic Sheets)

M5 (3._@\.“:.“ JJIJ,JI)Z.A_\LAJ“Sl Cgig ,Sola 5y 30
Advanced MS Excel (Electronic Sheets)
MS PowerPoint (Presentation Processing)
Aoyl tgang ;Sule ol 3593

7| Ms Outiook 30
S (PIE VR

T8 Introduction to Internet 80

9 (bl 3uel3) LuusT gy Sile ] dania 30
Introduction to MS Access (Database)

T10 (bled! 3ucl®) Fandie uesT cdguwg Sula 395 40
Advanced MS Access (Database)

Mg | s Ilaed Bueatig k5 ,Sll 50
Office Management for Secretaries

12 292 @uE 30l dallug) 40
Multimedia for Presentations (MS PowerPoint)

M3 LS Lgaisny Loladg ilogLoll 1315 & e Zuiedl el 2 Y1 30
Security Procedures to Handle Information
E:u).r_“ Zx...UL. Q.LL_JA.N 593

T4 Arabic Typing 50
A sl ARG Aeldatl 353

15 English Typing 50

IC® COURSES IC® &ilyg.a

R duwlollg Guguil, é)labl d pgisl  podgl mouws  ply s yylo gl g gy gy yuhwél  poliuw

Course

Code INFORMATION TECHNOLOGY Oct Nov Dec Jan Feb Mar Apr May Jun Jul Aug Sep

(1IC9) Apawgndly e syl lpualal 350 geali o

T16 | ¢l . o 100
Internet and Computing Core Certification
(IC®) for beginners

(IC9) M}:-Jb U_’.uJJ.'}" QL}.uLm" 3algd GALIJ.)
Internet and Computing Core Certification
(IC?) for Intermediate

17 80

(IC9) Aaaugamtly o ¥ olialal 350Lg ol o

T18 | crayie=sll . - 40
Internet and Computing Core Certification
(IC8) for Advance
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