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Business History and Field of Operation
Following the South African Qualifications Authority’s (SAQA) decision in that all training
programmes falling within the generic educational training practices domain, will in future
become an Education Training and Development Practices Sector Education and Training
Authority (ETDP SETA) responsibility. Up to that stage the various SETA`s trained, assessed and
registered their own assessors, facilitators, moderators etc. In view of the fact that the SAQA
decision would stimulate the ETD training market, ATS was launched and accredited at the ETDP
SETA (nr. ETDP9952).
Training is offered at ATS’ main training facility in Groenkloof, Pretoria. Various other training
venues can be arranged throughout South Africa to meet the particular requirements of our
clients.
An indication of the scope of training offered and number of candidates already trained is
provided by the following: more than 3000 individuals from a variety of sectors have been trained
as assessors; in excess of 1000 moderators have also been trained, as well as some 500 facilitators,
50 assessment designers, some 200 evidence facilitators, and 350 coaches (one-to-one trainers).
We also have accreditation to present ABET training programs (Literacy and Numeracy), Skills
Development Facilitators (SDF) and Early Childhood Development Level 4 & 5.

Audit Results
We were audited by the ETQA of the ETDP SETA and our accreditation has been extended to
2015.
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Soft Skills Training
Soft Skills are personal attributes that enhance an individual’s interactions, job performance and
career prospects, it is the character traits and interpersonal skills that characterises a person’s
relationships with other people. In simple terms, Soft Skills have more to do with who we are than
what we know. In the workplace, soft skills are considered a complement to hard skills, which refer
to a person’s knowledge and occupational skills.
The Soft Skills required for a builder, for example, would be business ethics, supply chain
management, conflict management, customer service, team building, coaching and mentoring,
and project and time management. Alternatively, the hard skills for a builder would include a vast
comprehension of building techniques, materials, regulations and structural integrity.

Please contact us for more information on any of our Soft Skills training courses
We have scheduled courses open to the public and we do on-site training for groups of 8 or more.
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Job Search Skills Workshop
Searching for a job can be intimidating. How do you know what job you're best suited for? How
do you build a winning resume and cover letter? Where can you find job leads? How do you
network without feeling nervous? What happens when you land an interview? And most
importantly, where do you find help when you need it?
The Job Search Skills workshop will give you the answers to all these questions, plus a plan to get
you to a new job within a month. After completing this program, you'll be more than ready to start
your search for your perfect job. Identifying the purpose for working and the assessment of skills
can help determine the types of jobs your participants should apply for.

Workshop Objectives:
•
•
•
•
•
•
•
•

Define your objectives and purpose in your search for employment.
Help you establish SMART goals in the job-hunting process.
Assist you in developing a first month plan of action for your job search.
Craft an effective resume.
Form an attractive cover letter.
Develop and present a portfolio of your prior work.
Learn networking skills in finding leads for jobs.
Efficiently get interviews and thrive in the interview process.

Duration:
1 Day
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Personal Productivity Workshop
Most people find that they wish they had more time in a day. This workshop will show participants
how to organise their lives and find those hidden moments. Participants will learn how to establish
routines, set goals, create an efficient environment, and use time-honoured planning and
organisational tools to maximize their personal productivity.
Personal Productivity is a goal most of us have. Through this workshop your participants will be on
the right track in achieving that goal. Some people blame everything that goes wrong in their life
on something or someone else, but through this workshop your participants will take ownership
and begin to lead a more productive life.

Workshop Objectives:
•
•
•
•
•
•
•
•
•

Set and evaluate SMART goals
Use routines to maximize their productivity
Use scheduling tools to make the most of their time
Stay on top of their to-do list
Start new tasks and projects on the right foot
Use basic project management techniques
Organise their physical and virtual workspaces for maximum efficiency
Take back time from e-mail and handheld devices
Beat procrastination

Duration:
1 Day
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Stress Management Workshop
Positive and negative stress is a constant influence on all of our lives. The trick is to maximize the
positive stress and to minimize the negative stress. Your participants will be shown how stress can
be positive and negative, and we’ll look at the Triple A approach that will form the basis of this
workshop.
The Stress Management workshop will give participants a three-option method for addressing any
stressful situation, as well as a toolbox of personal skills, including using routines, relaxation
techniques, and a stress log system. They will also understand what lifestyle elements they can
change to reduce stress.

Workshop Objectives:
•
•
•
•
•
•

Identify the best approach to a stressful situation (Alter, Avoid, or Accept)
Understand what lifestyle elements you can change to reduce stress
Use routines to reduce stress
Use environmental and physical relaxation techniques
Better cope with major events
Use a stress log to identify stressors and create a plan to reduce or eliminate them

Duration:
1 Day
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Work-Life Balance Workshop
Having a balance between work and home life can be a challenge. With this challenge come
great rewards when it is done successfully. By balancing a career with home life it will provide
benefits in each environment. You will become healthier, mentally and physically, and you will be
able to produce more career wise.
With a Work-Life Balance you will be managing your time better. Better time management will
benefit all aspects of life; you will be working less and producing more. This workshop will show
how to focus on the important things, set accurate and achievable goals, and communicate
better with your peers at work and your family at home.

Workshop Objectives:
•
•
•
•
•
•
•

Explain the benefits of work life balance.
Recognize the signs of an unbalanced life.
Identify employer resources for a balanced lifestyle.
Improve time management and goal setting.
Use the most effective work methods for you.
Create balance at work and at home.
Manage stress.

Duration:
1 Day
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