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Introduction to the Business World

Aim 

This workbook is designed as an introduction to the business world. It is suitable for 
upliftment candidates such as housekeeping staff being groomed for reception, or even 

interns straight from matric who need to see the bigger business picture. 

Often the only criteria stopping suitable job candidates is a lack of confidence and sometimes 
a lack of global understanding of business terms, especially in the English language. This 

workbook is geared around discussion and information sharing.  Working through this 

workbook with a coach or mentor will assist such candidates with confidence, professionalism 
and knowledge of what attitudes are necessary to cement their climb up the career ladder. 

This coaching approach starts with a minimum of 2 sessions and can be extended to 6. 

About this Course... 

Who Should Attend this Course? 

This course will benefit Housekeeping and Security Staff, as well as any employee being 

uplifted to a frontline reception position within the organisation. 

Outcome 

This learner will have a basic idea of the expectations and requirements that will be made 
from them in the workplace. 

The unit standards above are an indication of the content of the workshop.  Our workshop theories are designed to include the 
outcomes recommended by SAQA US IDs.   

SAQA US ID NQF LEVEL CREDITS US TITLE 

252210  4 4 
Handle a range of customer 
complaints and queries 

It is suitable for upliftment candidates 
such as housekeeping staff being groomed 

for reception, or even interns straight from 
matric who need to see the bigger business 

picture. 

Duration: ½-Day X 2 
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Content 
 

Business Today  A general discussion introducing 

business terms and terminology 

 External terms, such as capitalism, 

NGO‘s, corporations etc. 

 Internal terms, such as departments, 

debtors etc. 

 This section includes industry specific 

terminology such as LAN, WAN and 

bytes for the IT industry for example 

 

The Telephone  

 

 A discussion on how important the 

telephone is to the continuation of the 

business 

 How important clients are and what it 

is that makes it so important that we 

answer the calls promptly and correctly 

 This skill is practiced extensively with 

many different scenarios being created 

by the coach 

 

Filing 

 

 The importance of good record 

management in an organization 

 What role records play in the smooth 

operations of our companies and what 

the different filing methods are 

 Further emphasis is placed on 

vocabulary and terminology 

 The skill is also practiced extensively 

with many different scenarios being 

created by the coach 

 

Wrapping Up  A general discussion on what has been 

learnt 

 What possible expectations can one 

expect from one-self and what the 

expectations from colleagues and 

management can be? 

 The delegates leave with a goal 

orientated plan 
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Experienced Facilitators 

Staff Training  

Why Choose Staff Training? 
 

Our facilitators are experienced and well-versed in obtaining the desired outcomes for our 

workshops. We use a variety of presentation methods and are extremely capable of adapting 

to the needs of the room (group) on the day. 
 

On-Going Learning 
 

Staff Training provide a number of SETA and SACE assessment options, as well as our Online 

Skills Check and Afterburner options (expanded on below). 
 

Immediately Implementable 
 

Our workshops are highly interactive and practical allowing for easy implementation of 

theory in the working context. This is of paramount importance to us and our facilitators 

work hard to assist the learners with this translation of theory to practice. 

 

Adaptable Training 
 

It will always remain at the trainer‘s discretion to include or exclude small parts of a module 

that they find more applicable to the needs of the group. That said, our trainers are always 

clear on their mandate prior to the training. 
 

Appropriate Setting 
 

Training is always most effective in a room where it is quiet and uninterrupted and there is 

space for groups to move around or break away during group discussions. Should the 

workshop be hosted at your premises, we request that the delegates are fully present and do 

not get called out to see to daily matters as this is disruptive for the remainder of the group. 
 

Individualised Preparation 
 

In some instances there may be pre-workshop preparations necessary by the delegates, but 

this will be communicated in good time. 
 

Thinking Ahead 
 

Staff Training offer a follow-up service to the client where we keep contact with the 

delegates, encouraging them to explore areas of self-improvement identified during the 

workshop or as a result of their internal Skills Check evaluations. The easy process we walk 

them through culminates in a report that can be forwarded to their line managers through 

our portal and your HR department. Our clients find this service invaluable. The companies 

who use it report a higher level of accountability amongst their staff and more visible and 

sustained behaviour change.  
 

Our Afterburner is a post-workshop, online add-on with three additional topics of learning, 

two quizzes and a myriad of videos applicable to the relevant course content. 
 

There are additional charges for these services. 
 

Highly Customisable 
 

Should you wish for Staff Training to customise your workshop we humbly request wherever 

possible at least four working weeks‘ notice prior to presentation. 
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