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E-Learning with Afri Training Institute 

 

THE STORY BEHIND THE BRAND 

Welcome to the power of digital. At Afri Training Institute, we are passionate about connecting you to a world of 
possibilities. Our expertise lies in our team of skilled, creative, and experienced individuals who are driven by 
results. This means you work with partners who believe in creating impactful solutions by fusing strategy, technology 
and proficiency for powerful, measurable results. 

 

WHAT WE DO 

We assist businesses in bringing their learning and development to life in the 21st century with engaging animation, 
HD video and gamification. By offering a leading online learning experience, we can change employee behaviour 
and assist learners in acquiring new skills by enabling an efficient transfer of knowledge in any environment. Our 
industry-leading delivery methods aid businesses in getting the most out of their training budgets by reducing costs 
and effectively scaling resources. Our intelligent learner management systems allow you to identify star employees 
and assist in staff retention, all while increasing overall efficiency. 

 

TRAINING CONVERSION 

Lengthy learning documents are a thing of the past - convert your existing training materials to interactive 
e-learning lessons, either in their entirety or as custom-built supplementary e-learning solutions, offering you a 
completely blended learning experience. 
 

CONTENT CREATION 

As you continue to develop and improve business processes, your employees will need to be equipped with the 
proper skills to keep up in an ever-changing world. Creating e-learning content that is customised to your brand, 
company culture and specific processes will ease the adoption of your new business developments. 

 

MICRO LEARNING 

It is important to us that we supply e-learning that is digestible to learners. We take into account that many people 
are constantly bombarded with information and may have full-time jobs. It is because of this that the lessons we 
create are short, to the point, and available whenever the learner is ready. 
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VIDEO-BASED LEARNING 

Our team of learning creatives are dedicated to finding imaginative ways to convey knowledge and skills to 
learners, not just converting your physical learning materials into e-books. Using rich media, demonstrative videos, 
captivating images and exciting animations, we can craft lessons that are stimulating and engaging, while 
simultaneously ensuring that there is - most importantly - a successful transfer of skills. 

 

MOBILE LEARNING 

Learning should not be limited to a location, a classroom, or even a computer. Our content is accessible wherever, 
whenever, and on any platform - even your smartphone! Our e-learning courses are fully responsive and multi-
device compatible, thereby providing several opportunities to learn. 
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Unit Standard 117871 - Facilitate learning using a 
variety of given methodologies, NQF Level 5, 10 

Credits 

 

Purpose 

This unit standard will provide recognition for those who facilitate or intend to facilitate learning using a variety of 
given methodologies. Formal recognition will enhance their employability and also provide a means to identify 
competent learning facilitators.  

People credited with this unit standard are able to: 

• Plan and prepare for facilitation 

• Facilitate learning 

• Evaluate learning and facilitation 

Learning assumed to be in place: 

The credit calculation is based on the assumption that learners are already competent in the learning area in which 
they will provide training. 

Specific Outcomes: 

Plan and prepare for facilitation 

• Analysis of learners and learning needs reveals the key elements of learning required to achieve defined 
outcomes. The learning outcomes are confirmed to meet stakeholder objectives.  

• Plans cater to the needs of learners and stakeholders, possible learning barriers, previous learning 
experiences, literacy and numeracy levels, language, culture, special needs and different learning styles.  

• Resources, locations, and personnel are arranged to suit intended delivery.  

• Learning material is prepared to suit the purpose of the facilitated activities and the agreed outcomes.  

• Facilitation methods selected are appropriate to the learners and agreed learning outcomes. Descriptions 
are provided of a variety of facilitation methodologies in terms of their essential approach and purpose, 
and selected methodologies are justified in terms of applicability to the identified learning needs.  

• Preparation of the facilitation process ensures the facilitator is ready to implement the process. This includes 
the availability of key questions, scenarios, triggers, challenges, problems, tasks and activities as is 
appropriate to the situation.  

• The learning environment is arranged to meet organisational and legislative requirements for safety and 
accessibility.  

• Review criteria are established and documented in accordance with organisation policies and procedures.  
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Facilitate learning 

• Learning is facilitated in a coherent manner using appropriate methodologies in line with established 
principles associated with selected methodologies.  

• The learning environment and facilitation approach promotes open interaction and ensures learners are 
aware of expected learning outcomes and are active participants in their own learning.  

• The facilitation approach and use of facilitated activities enables learners to draw from and share their 
own experiences and work out and apply concepts for themselves.  

• Facilitation contributes to the development of concepts through participation and provides opportunities to 
practise and consolidate learning. Facilitation promotes the achievement of agreed learning outcomes by 
individuals while maintaining an emphasis on the manner and quality of the learning experience.  

• Groups are managed in line with facilitation principles and in a manner that maximises the strengths of 
group learning while recognising the needs and requirements of individual members.  

• Questioning techniques are consistent with the facilitation approach, promote learner involvement and 
contribute towards the achievement of learning outcomes.  

• Opportunities are created to monitor learner's progress in terms of the agreed outcomes, and where 
possible facilitate the gathering of evidence for assessment purposes. Where necessary, modifications are 
made to the facilitation approach to ensure the learners' needs are addressed.  

 

Evaluate learning and facilitation 

• Learner and stakeholder feedback on facilitated learning is sought and critically analysed against 
review criteria.  

• The review reveals strengths and weaknesses of the planning, preparation and facilitation of learning.  

• Review includes useful recommendations for improvement in future interventions, including the 
possibility of remedial actions.   
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Unit Standard 13934 - Plan and prepare meeting 
communications, NQF Level 3, 4 Credits 

 

Purpose 

Learners will be learning towards obtaining a national qualification at level 3 or are working in an administrative 
environment, including SMME`s (Small, Medium and Micro Enterprises), where the acquisition of competence against 
this standard will add value to the learner`s job, or chances of finding employment. 

The qualifying learner is capable of:  

• Demonstrating an understanding of the agenda of meetings 

• Explaining the purpose and objective of minutes of meetings 

• Taking minutes of meetings  

Learning assumed to be in place: 

Learners will have demonstrated competence in communication at NQF level 2 or equivalent.  

Specific Outcomes:  

Demonstrate an understanding of the agenda of meetings  

• The advantages of a well-constructed agenda are explained. 

• Matters on agenda appear in a logical and systematic order. 

• Sources of agenda matters are identified and explained. 

• An agenda is produced in the required format and time frame. 

 

Explain the purpose and objective of minutes of meetings  

• Types of minutes are identified and explained. 

• The importance of accurate recording and producing of minutes is explained. 

• The distribution list is described. 

• Methods of distributing minutes are explained. 

• The reasons for distributing minutes promptly is explained. 

 

 

 

 

 

 



  

 
8 

 

E-LEARNING PROSPECTUS  
 

Take minutes of meetings  

• Resources required for minute taking are identified, listed and explained. 

• Items to be included in minutes of meeting are listed and explained. 

• Attendees to meeting are identified. 

• The characteristics of good minutes are identified and explained. 

• Minutes are concise and accurate and reflect proceedings. 

• Minutes are produced and distributed in required format and time frame. 
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Unit Standard 242840 - Make oral presentations, NQF 
Level 4, 2 Credits 

 

Purpose 

This unit standard is intended for people who are, or are intending to be making oral presentations on a regular 
basis often to large or small groups of people. This unit standard will equip learners to present confidently, 
effectively, audibly and professionally. The unit standard will also equip learners with presenting skills to persuade 
the audience by confidently presenting ideas, recommendations, opinions and proposals effectively.  

Learners accredited with this Unit Standard will be capable of:  

• Using verbal/oral communication skills to make an effective presentation 

• Using non-verbal communication effectively to reach audience 

• Using and maintaining a good poise during a presentation 

• Handling questions and overcoming any objections effectively 

Learning assumed to be in place: 

It is assumed that learners are competent in:  

• Communication at NQF level 3 

• Computer Literacy at NQF level 3 

Specific Outcomes:  

Use verbal/oral communication skills to make an effective presentation  

• The voice intonation is used effectively to create clarity and to reach audience 

• Words are clearly spoken with confidence and with conviction, and pronounced correctly to allow the 
audience to be focused on the message 

• Vocal aids are used correctly to amplify voice to reach audience and be heard clearly by following 
relevant guidelines 

• An appropriate conversational style is used to put the audience at ease and help them to become receptive 
of the message 

• A natural delivery style is used and appropriate words and ideas are expressed clearly  

• A rapport is built with the audience to establish trust during the presentation  

• A message is presented and expressed naturally focusing on ideas to be delivered  

• A message is delivered with an appropriate and natural modulation to make it appealing to the audience 
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Use non-verbal communication effectively to reach audience  

• Body language is used effectively to express ideas, opinions, and message to audience 

• Personal space is used to meet individual or group preferences and/or cultural preferences 

• Eye contact is used effectively to show interest in the audience 

• Head is well-positioned to reinforce the spoken words and convey feelings  

• Nervousness and other distracting habits are controlled effectively by being calm  

 

Use and maintain good poise during a presentation  

• Composure is expressed appropriately to the occasion 

• Delivery is practised repeatedly to build memory patterns that can be readily activated when a 
presentation is delivered 

• A proper image is projected, assessed and re-shaped to ensure confidence and credibility to audience  

• Bold and deliberate movements, displaying conviction, are expressed  

• Personal image in terms of appearance, manner of dress and grooming is projected appropriately and 
purposefully for the occasion/ or presentation 

 

Handle questions and overcome any objections effectively  

• A list of every fact or opinion that may be regarded as a possible challenge to the presenter's position is 
developed and handled appropriately beforehand  

• Assertion skills are applied in a given context  

• Relevant conversational style is used to show interest, politeness and appropriateness when handling 
questions during or after a presentation  

• Resistance and objections to the presenter's ideas or concepts or that of the member of the audience are 
overcome with solid justification and conviction  

• Questions and concerns are responded to in a friendly manner and understanding by the audience is 
clarified to build goodwill 
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Unit Standard 15234 - Apply efficient time 
management to the work of a 

department/division/section, NQF Level 5, 4 Credits 
 

Purpose 

This unit standard is designed for executives involved in leadership and the management of teams, and focuses on 
translating strategic intent into effective daily action. Competence against this standard will ensure that teams are 
effectively managed and that managers can translate strategy into action. 

The qualifying learner is capable of:  

• Identifying time management profiles 

• Understanding the principles of time management 

• Drawing up time-efficient work plans to carry out department/division/section work functions 

• Implementing time-efficient work plans. 

Learning assumed to be in place: 

Learners should hold a Further Education and Training Certificate and/or be competent in Communication and 
Mathematical Literacy at NQF Level 4. 

Specific Outcomes:  

Identify time management profiles 

• Current time management techniques and processes used by the learner to manage him/herself and his/her 
division/department/section are identified to aid future time management of the section  

• Weaknesses in current work processes are identified in terms of poor time management  

• The top time wasters that impact on the organisation's productivity are identified with a view to minimising 
their negative influence  

• The external forces that affect time utilisation are identified and an explanation is given of their effect 
with examples 

 

Understand the principles of time management 

• The 80/20 principle in identifying key tasks is explained with examples  

• Delegation as a means of utilising time and human resources correctly is explained with examples of good 
and bad practice 

• Prioritising as a technique to manage the work of a team/group/section is explored in relation the work 
of the specific group and a decision made as to which tasks are of greater priority for the group  

• The principle of balance between the various aspects of one's life is understood in terms of creating time 
for them all so as to optimise one's life 
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Draw up time-efficient work plans to carry out department/division work functions  

• The organisation's objectives are understood and clearly defined in terms of the work that has to be 
done by the department/division/section  

• The objectives are translated into work plans for the department/division/section  

• The key activities required to complete a specific project are identified and all tasks and work procedures 
are analysed and assigned to a specific time frame 

• Persons to whom tasks can be delegated are identified and included in the plan 

• Plans eliminate and/or manage time wasters in the department/division/section  

• Tasks are prioritised in terms of urgency and importance for the department/division/ 

section/organisation 

 

Implement time-efficient work plans 

• Delegation is used correctly as a tool by the manager and subordinates when applicable to get the 
work done  

• Emphasis is placed on proactive measures such as efficient information flow, efficient meeting planning and 
management and administrative procedures in the daily work processes of the department/division/section 
to minimise time-wasting  

• Plans are implemented once all involved are informed of their roles, duties and functions.  

• Progress with work plans is monitored on an on-going basis and amendments are made where necessary 
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Unit Standard 12153 - Use the writing process to 
compose texts required in the business environment 

NQF Level 4, 5 Credits 
 

Purpose 

The purpose of the unit standard requires learners to follow a process in writing texts and reports required in 
business. It is intended to promote clear, unambiguous communication in plain language and to improve the quality 
of written reports and other texts that are specific to a business environment, require a particular format and may 
include specified legislated requirements. The unit standard enables learners to recognise and effectively use 
textual conventions and features specific to business texts.  

The qualifying learner is capable of:  

• using textual features and conventions specific to texts 

• identifying the intended audience for the communication 

• identifying the purpose of a text 

• selecting the appropriate text type, format and layout for the purpose 

• organising and structuring a technical text appropriately 

• using appropriate grammar conventions 

• drafting and editing a technical text 

• recognising errors and checking for accuracy 

• presenting the same information in different ways 

• using plain language in business 

Learning assumed to be in place: 

There is open access to this unit standard. Learners should be competent in Communication at level 3. 

Specific Outcomes:  

Use textual features and conventions specific to business texts for effective writing 

• Texts specific to a particular function in a business environment are identified and an indication is given of 
industry-specific and/or legislative requirements for each text.  

• Texts specific to a particular function in a business environment are produced in response to defined 
requirements.  

• The implications of not following the industry-specific or legislative requirements for a specific type of text 
are explained and an indication is given of the possible consequences of non-compliance.  

• Terminology and conventions specific to a particular function in a business environment are used 
appropriately.  
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Identify and collect information needed to write a text specific to a particular function 

• The intended or incidental audience, for whom the text is to be written, are identified for a specific field 
or subfield in order to focus the information needs.  

• The purpose of the text is identified within a specific field or sub-field and according to the information.  

• Questions are asked to help understand client needs and to focus information gathering.  

• Information required for the document is accessed from a variety of sources.  

• Information accessed is checked for accuracy, bias, stereotypes, and other offensive details.  

• The focus of the proposed text is defined and decision is made about what information should be included 
or omitted in order to ensure the focus.  

• A checklist is created to facilitate reflection and editing. 

 

Compose a text using plain language for a specific function 

• A format and structure are selected for the text that is appropriate for the intended audience and function.  

• The main points to be included in the text are identified and the necessary supporting details are added.  

• A first draft of the text is written that collates the necessary information in a rough framework.  

 

Organise and structure a text appropriately for a business function 

• The first draft is checked to ensure that appropriate grammar has been used and where necessary the 
draft is rewritten in plain language using clear accessible language that avoids over-complex syntax.  

• Different ways of presenting the same information are considered and used where these enhance the 
meaning of the text.  

• Technical or marketing terms and jargon are interpreted and rephrased in plain language or used 
appropriately in the correct context where the terminology is essential to the understanding of the text.  

• All information is checked for accuracy and factual correctness.  

• The document is ordered to ensure that the sequence is logical and meaningful.  

 

Present a written text for a particular function in a business environment 

• A text type, format and layout are selected that is appropriate for the audience and purpose.  

• Layout and formatting techniques are used correctly to enhance the readability of the text.  

• Information in the document is evaluated in terms of its appropriateness for the intended audience and 
business function.  

• The final draft is proofread to check that it is completely correct.  

• The final copy is self-assessed using a rubric or checklist based on the requirements of the writing task and 
the items on the checklist created in Specific Outcome to Identify and collect information needed to write 
a text specific to a particular function.  
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Unit Standard 114226 - Interpret and manage conflicts 
within the workplace, NQF Level 5, 8 Credits 

 

Purpose 

The person credited with this Unit Standard is able to identify and manage the resolution of personal conflict 
between persons or parties. The main focus will be on the workplace although the same principles can be used 
elsewhere. 

The qualifying learner is capable of:  

• Describing the main sources of conflict 

• Describing appropriate techniques to manage conflict 

• Implementing a strategy to resolve conflict 

• Developing the attributes of a good conflict manager 

Learning assumed to be in place: 

The learner undertaking this Unit Standard must be competent in: 

• Communication at NQF Level 4 or equivalent 

• Mathematical Literacy at NQF Level 4. 

Specific Outcomes:  

Describe the main sources of conflict 

• A list of possible sources of conflict, including perceptions and assumptions, is drawn up with examples of 
where they are most likely to occur.  

• Positive and negative characteristics of conflict in the workplace are discussed with examples.  

• Organisational conflict modes are explained with examples.  

• Conflict, which may arise in personality types, can be described, using transactional analysis.  

 

Explain appropriate techniques in conflict management 

• The various business conflict modes are discussed with examples.  

• Useful steps to be taken to manage conflict are explained with examples.  

• The route, which conflicts normally follow toward resolution can be described with examples.  
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Describe the appropriate action plan and strategies to manage conflict 

• Methods available to resolve conflict in terms of the Labour Relations Act are listed with examples.  

• The most appropriate strategy to resolve a particular conflict is chosen with a justification for the choice of 
strategy.  

• The need to adopt action plans and adapt them to a particular conflict is demonstrated with examples.  

• The role of policies and procedures in place in the organisation are explained in terms of their role in 
preventing and/or resolving conflicts.  

 

Explain the attributes of an effective conflict manager 

• Personal attributes of a good conflict manager can be listed with examples of how each characteristic 
contributes to conflict resolution.  

• A skills audit is done by the learner to identify the skills he/she needs to develop to be an effective conflict 
manager are identified.  

• The negative attributes which should be avoided or controlled by an effective conflict manager are listed 
with an explanation of the negative effect each has on the resolution of conflict. 
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Unit Standard 13948 - Negotiate an agreement or deal 
in an authentic work situation, NQF Level 4, 5 Credits 

 

Purpose 

This unit standard is intended as part of a qualification for managers of small businesses and junior managers of 
business units in larger organisations. The term business unit in this unit standard implies a small business, cost centre, 
section or department. The unit standard could be useful for any employee who is involved in situations where 
negotiation skills are required. 

Junior managers include, but are not limited to team leaders, supervisors, first line managers and section heads. 
The position or term is used to describe the first level of management in an organisation at which an employee has 
other employees reporting to him/her. 

The qualifying learner is capable of:  

• Explaining the need for negotiation skills in business 

• Explaining the steps in the negotiation process 

• Applying the steps in the negotiation process to an authentic situation 

• Explaining strategies that could be used in negotiation 

Learning assumed to be in place: 

There is open access to this unit standard. 

Learners should be competent in Communication and Mathematical Literacy at NQF Level 3. 

Specific Outcomes:  

Explain the need for negotiation skills in business 

• Reasons why managers need negotiation skills are indicated with reference to the changing nature of the 
workplace and democratisation.  

• The kind of decisions that lower level managers are required to negotiate is identified with reference to 
the management structure of organisation and labour legislation.  

 

Explain the steps in the negotiation process 

• The steps used in negotiation are named and explained in terms of what is entailed at each step.  

• Reasons why negotiations fail are listed and an indication is given of what negotiators can do to facilitate 
a mutually satisfactory solution.  

• The abilities needed by skilled negotiators are identified and an indication is given of how each ability 
can contribute to the success or failure of a negotiation and at what stage of the negotiation each skill may 
be required.  
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Apply the steps in the negotiation process to an authentic work situation 

• The concepts of "favoured outcome', "settlement point" and "point beyond which you cannot g" are 
explained for a selected scenario.  

• The disadvantages to each party for each position are considered prior to meeting.  

• Possible points that the other party might raise are anticipated and a possible response to each identified 
point is considered for the selected scenario.  

• A proposal is presented and a clear indication is given of what is and what is not on the table for a 
selected scenario.  

• A point-by-point summary of the proposal is compiled to ensure that both parties have a common 
understanding of the nature and extent of the proposal.  

• Questions are asked to build common ground and establish the existence of any hidden agendas.  

• Shared interests, opportunities for cooperation and common principles are identified in order to facilitate 
negotiation.  

• A position is amended without sacrificing fundamental interests for a selected scenario.  

• Questions are asked for clarification and explanation.  

• Questions are asked to test understanding and to summarise understanding of a position.  

• Demands of the other party are analysed and a concession is proposed for a selected scenario.  

• The negotiation is closed for a selected scenario.  

 

Explain strategies that could be used in negotiation 

• Tactics that can be used to delay a negotiation are described with examples.  

• Methods that can be used to break a deadlock are explained with examples.  

• Different types of closure are identified and an indication is given of when each is suitable. 
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Unit Standard 252043 - Manage a diverse workforce 
to add value, NQF Level 5, 6 Credits 

 

Purpose 

This unit standard is intended for managers in all economic sectors. These managers would typically be second 
level managers such as heads of department, section heads or divisional heads, who may have more than one team 
reporting to them. 

The qualifying learner is capable of:  

• Demonstrating knowledge and understanding of diversity in the workplace 

• Demonstrating understanding of the reality of diversity and its value in a unit 

• Managing team members taking into account similarities and differences 

• Dealing with disagreements and conflicts arising from diversity in a unit 

Learning assumed to be in place: 

It is assumed that learners are competent in: 

• Communication at NQF Level 4 

• Mathematical Literacy at NQF Level 4 

• Computer Literacy at NQF Level 4 

Specific Outcomes:  

Demonstrate knowledge and understanding of diversity in the workplace 

• Diversity is defined in terms of differences within a unit, including difference in backgrounds, culture, beliefs, 
values, race, age, sex, language and education.  

• Diversity is explored as a potential source of discrimination.  

• The implications of diversity for external and internal relationships is examined and explained with 
examples.  

• Cultural biases, stereotypes and perceptions are identified together with the influence they can have on 
dealing with diversity.  
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Demonstrate understanding of the reality of diversity and its value in a unit 

• The benefits of diversity in team members and clients are explained with examples.  

• The benefits of diversity include improved products, services, relationships and the ability to attract and 
retain employees. 

• Ways of utilising the diversity among team members are explored with a view to enhancing relationships 
and improving the productivity of a unit.  

• Ways of meeting the diverse needs and goals of team members in a unit are explored in relation to the 
goals and objectives of a unit.  

• Ways of meeting the needs of diverse clients and communities through a range of products and services is 
explored to identify new opportunities.  

 

Manage team members taking into account similarities and differences 

• Diversity in beliefs, values, interests and attitudes are identified through interaction within a unit.  

• Common beliefs, values, interests and attitudes that will serve a basis for leading the team are recognised 
through interaction within a unit.  

• The expression of diverse viewpoints and ways of being is encouraged in a unit through management 
activities.  

• Sensitivity towards and understanding of diversity are demonstrated through management activities.  

 

Deal with disagreements and conflicts arising from diversity in a unit.  

• Incidents of conflict and disagreement are acknowledged and managed in a way that enhances 
relationships in a unit.  

• Cases of unfair discrimination and discriminatory practices are identified and managed at the appropriate 
level of authority in the entity.  

• Disagreements and conflict are used as opportunities for learning to improve the cohesion in a unit. 
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Stress Management 
 

Purpose 

This course is designed to assist employers and employees/workers to recognise and develop their ability to 
manage stress in the workplace. 

 

The qualifying learner is capable of:  

• Explaining the concept stress 

• Demonstrating and explaining how to manage stress 

 

Learning assumed to be in place: 

Communication at NQF Level 2 

 

Specific Outcomes:  

• Provide relevant and accurate information on issues related to recognising and managing stress in the 
South African workplace. 

• Present an overview of the concept of stress, particularly as it relates to personality types. 

• Briefly discuss the causes, effects and symptoms of stress, both generally and in the workplace. 

• Suggest ways that employers and workers can minimise or reduce the negative effects of stress. 
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