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Training Needs for Business Growth 

he Botswana Confederation of Commerce 

Ind us try and Manpower (BOCCIM) 

1994 Private Sector Training Survey 

provides a wealth of information on both 

the training needs and the demographic characteris

tics of business within the BOCCIM membership. 

As such, it is a valuable guide for training institutions, 

Government and donor organisations. 

This survey focused on training needs which would, 

on implementation, facilitate business growth. 

The BOCCIM training department designed, man

aged and carried out the survey. I am pleased that our 

training department was able to handle such a vast 

consultancy assignment, and members should note 

this increase in our 'in house' capability as compared 

to 1991 when we hired the services of a consultancy 

firm to conduct the survey. 

I am heartened to note the very high response rate to 

the questionnaires used to collect the information -

75.m\'., for small business, 80.4°/ci for medium sized 

business and 95<1ci for large businesses. This makes 

this survey the most successful that we have ever 

undertaken at BOCCIM. It also adds considerable 

authority to the survey findings, and reflects the deep 

interest in training matters amongst our members. 

I urge all those interested in training to carefully 

study this report and I thank all those who helped 

make this assignment such a success. 

Modiri J Mbaakanyi, Director 

January 1994 
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Sincere appreciation and a special thanks go to those who helped 
bring this training information to you the reader. 
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NOTE: This document provides a general overview of the total 
data gathered. Should you - as an end·-user of this very 
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P. 0. Box432 
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survey Objective 

Survey Methodology 

Survey Sample 

The Botsvv;:in;:i Private Enterprise Development project (BPED) is 

a United States Agency for International Development (USAID) 

funded project that began in February 1992. The purpose of 

BPED is to produce an enhanced enabling environment for 

increased private investment and enterprise growth in 

Botswana. In terms of people then•fore, a major anticipated out

put from the project is strengthened human capital resources to 

support privilte sector development. 

The objective of this survey was to enquire of entrepreneurs 

regarding their business training needs, and in particular those 

training needs which - if satisfied \vould further enable them 

to develop and I or expand their businesses. 

This survey, a major consultancy assignment, was designed, 

managed, and carried out by BOCCIM Training Department. 

Direction was provided by a Reference Group ,.,chich consisted of 

representatives from BOCCIM, BPED, University of Botswana, 

USAID, and the private sector. Stiltistical design and analysis 

was provided by Dr Tharakan of the University of Botswana. 

A self weighting stratified sample, selected by using a controlled 

selection technique, was defined. The sample chosen for enquiry, 

consisted of 290 BOCCIM members (20.2% of the total member

ship). A combination of personal interviews and postal question

naires was used to collect the data. The design of the sample 

ensured business representation by location, size, and gender 

composition of their workforce. 

• Location 156 businesses were based in Gaborone, 
40 in Francistown, and 94 at other locations. 

• Size - 205 employed less than 25 people, 
60 employed between 25 and 100 persons, and 
25 employed over 100 people. 

• Gender - 222 businesses had more than 20 percent women 
in their workforce, and 

68 employed 20% or less. 
• Sectors 63 businesses are in General Trades, (largest sector) 

35 in Manufacturing, 30 in Construction and 
162 were spread among the 15 other sectors. 
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survey Responses 

significant Findings 

Customer relations 

Lotus 1-2-3 

Word processing 

Communication skills 

Time management 

Planning 

Leadership skills 

continued 

The 78.6% response rate achieved makes this survey the most 

successful survey ever carried out by BOCCIM. Large businesses 

(those with over 100 employees) were most diligent in responding 

with a 95.0'Y.» response rate, while the numerous small businesses 

had an impressive 75.6% response rate. 

Results of this survey demonstrate that the Botswana private sector 

strongly views staff training as a critical component in promoting 

productivity, growth and profitability. Over 100 training needs were 

identified, of which 67 were classified as having a medium to high 

impact on business. It is estimated that there could be 31,370 training 

attendees in a range of over 100 identified training needs. 

In 'high impact' needs training, it is estimated that there could be 

8,028 attendees - i.e. 25.6'/'o of all identified training needs. 

The 'top ten' high impact needs (ranked by estimated number of 

attendees) are shown in figure A below. 

0 200 

Number of possible trainees by training need 

400 600 800 1000 1200 1400 

•Total estimated female attendees 
4.120 

1!1:1 Total estimated male attendees = 
3,908 

1600 

Dealing with difficult people 

Profitability improvement 

:V1arketing 
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continued 

Figure B below shows the percent of businesses reporting high 
impact on business growth of the 'top ten' training needs. 

10 20 30 40 

• Percent of businesses reporting 

high impact on growth of the 

specific training need 

50 

The most needed training is in Customer Relations with 51 % of 

businesses requesting it for an estimated 1,593 attendees. A marked 

difference from earlier studies is the substantial increase of interest 

in computing training, with 25.8'7::, of current businesses claiming 

that competence in the spreadsheet package - Lotus 1-2-3 could have 

a high impact on their ability to expand their businesses. 

An overview of the most significant training needs indicates that 

businesses believe that training in the key areas of marketing/ sales, 

record keeping and analysis of data, personal skills, and managing 

for the 'bottom line' will equip them for developing their businesses. 
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continued 

Furtlwrmorl' the enlrl'pr<'lll'llrS now indicate that while vocational 

tr,1ining L·,111 h,1vc <l high imp,1ct on business growth, the target 

popul,1tio11s ,1rl' rL'l,1tivl'lv srn,111. l'erh;ips this implil'S that m<111<1gers 

fel'I vocation<1I skills-devclopnwnt is best h,111dk·d in-house where 

tlwrL' i.s "I .e,1rning on-tlw-j(1b" to ,1 grc<1t extent - or perh;ips there are 

other more subtle reasons for tlw rebtively small vocational training 

popubtion which they t,1rgeted. 

Fin,1llv, <l cornp,irison with the 1991 Training Needs Survey also 

conducted by BOCCIM, yields somL' intL·resting observ,1tions. 

Both surveys dL·monst1«1tc a strong - ,111d <1pparcntly continuing-

1wt•d for irnprnvcnwnl in emplovce <1ttitudes towards, c111d treatment 

of customers. l n the 1994 survey.. the i m portanct• of computing skills 

;1s ,1 tr<1ining 1wed - with <1 high impact on anticipated expansion of 

busi11t'SSl'S ·· incre<1sed significantly. There is a very large increase 

in the pcrcl'i vl'd 1wcd for <1ccotmting /bookkeeping and related 

cornpuil'r skills. Employee time man,1gement and productivity are 

ag<1in cil',1rlv idrntificd els a high neL'd. 

ThL' SL'Cond sci of ten high imp<1ct training needs is rebted in figure 
C below showing male and female attendees and the total for each 
tr;1ining need. 

Numher of possihle trainees hy training need 

100 mo 400 500 600 

Fig C 
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figure D lwlovv shuws the pern·nt of businl'Ssl's rl'plirti11g high 
impact on busi1wss grmvlh in tlw 'sl•c011d set of ten· high imp,Kt 
training rWL'ds. 
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continued 

The third set consisting of sixteen (16) high impact training needs is 
shown in figure E below indicating male and female attendees and 
the total for each training need. 

Number of possible trainees by training need 

100 200 300 400 

II Total estimated male attendees 3, 134 II Total estimated female attendees= 3,253 
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continued 

Figure F below shows the percent of businesses reporting high 
impact on business growth in the third set of training needs 
consisting of sixteen (16) high impact needs. 
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continued 

Tlw fourth sl'l consisting of sixtl'en (If>) high imp<1ct tr,1ining m'L'ds is 

shown in ligurl' C bL'iuw indicdting m,1le and fern,1ll' ,1ttl'ndL'L'S and 

tlw tot,11 fur l',1ch training nL'L'd. 

'.\lulllhl'r uf po..,sihle trainees hy training nel:d 

.so 100 I .SO 200 250 :mo 350 

• Total estimated male attendees = 2,554 D Total estimated female attendees = 1.578 

Fig G 
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continued 

Figure H below shows the percent ot busincsSL's indic.1ting high 
impact on business growth in the fourth set of tr,1ining needs 
consisting of sixteen ( 16) high impact needs. 
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continued 

The fifth set consisting of fifteen (15) high impact training needs is 
shown in figure I below indicating male and female attendees and 
the total for each training need. 

Number of possible trainees by training need 

0 20 40 60 80 I 00 120 140 160 180 200 
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Air conditioning & 
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conditioning mechanics 
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services 

• Total estimated male attendees = 1,316 • Total estimated female attendees = 244 

16 

Fig I 
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continued 

Figure J below shows the percent of businesses indicating high 
impact on business growth in the fifth set of training needs 
consisting of fifteen (15) high impact needs. 
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continued 

The sixth set consisting of eight (8) medium /high impact training 
needs is shown in figure K below indicating male and female 
attendees and the total for each training need. 

Numher of possihle trainees hy training need 

100 200 300 400 500 600 700 800 

•Total estimated male attendees= 1.379 •Total estimated female attendees= 2,054 
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continued 

Figure L below shows the percent of businesses indicating 
medium i high impact on business growth in the sixth set of training 
needs consisting of eight (8) mediumihigh impact needs. 

• Percent of businesses reporting medium/high impact on growth of the specific training need 

Fig L 
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continued 

The seventh set consisting of eleven (11) medium impact training 
needs is shown in figure M below indicating male and female 
attendees and the total for each training need. 

Number of possible trainees by training needs 

0 50 100 150 200 250 300 350 400 

• Total estimated male attendees = 894 D Total estimated female attendees = 369 

Fig M 
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continued 

Figure N below shows the percent of businesses indicating medium 
impact on business growth in the seventh set of training needs 
consisting of eleven (11) medium impact needs. 

I[] Percent or hu"inc:-.,scs reporting medium impact on gn)\\/th of the "'f1Ccific training need 

Fig N 
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continued 

The eighth set consisting of three (3) low impact training needs is 
shown in figure 0 below showing male and female attendees and 
the total for each training need. 

I 00 

Number of possible trainees by training need 

200 300 400 500 600 700 

• Total estimated female 

attendees = 4 71 

Ill Tl)tal estimated male 

attendees 554 

Figure P below shows the percent of businesses indicating low 

impact on business growth in the eighth set of training needs 

consisting of three (3) low impact needs. 

• Percent of businesses reporting low impact on growth of the specific training need 

Tl 

Fig P 
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continued 

The ninth set consisting of eight (8) no impact training needs is 
shown in figure Q below indic1ting mJle Jnd female attendees and 
the total for eJch training need. 

Number of possible trainees by training need 

IO 20 30 40 50 60 70 80 

• Total estimated male attendees = 125 • Total estimated female attendees= 56 
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Figure R below shows the percent of businesses indicating no impact 
on business growth in the ninth set of training needs consisting of 
eight (8) no impact needs. 

{) 5 2.5 :u 

• Percent of husincsscs needing training but with no anticipated impact on growth 

Fig R 
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P<>pulati<>n and Sample 
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T his Training Needs For Business Growth study was conducted 
only among BOCCIM members of record as of September 1993. 

It portrays the training needs as indicated by the BOCCIM members. 
Following the Reference Group's decision to use statistical sampling, 
the statistician advised that a 20'}{, sampling would provide adequate 
confidence after non-responses and other non-observations were 
considered. Hence, a 20% sample from each of the 18 operational 
business sectors of BOCCI\1 was used. (Fig 1) 

.1' 
"" ~. "3 
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BOCCIM sectors 

t -5 
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BOCCIM business sectors ! 
sample selection 

~ 
;;: :;; "' i-

Fig 1 

An alphabetised list of all BOCCIM members provided the 
following: (a) specific membership by sector, (b) location of each 

business, (c) number of employees and (d) their gender. 
This study was designed to be sensitive to three geographic areas: 
(1) Francistown, (2) Gaborone and (3) other locations. Businesses 
were sized by number of employees: 25 people or less; 26 to 100 
people and over 100 people. Businesses were further divided by gen
der where women made up 20'X, or less of their workforce and more 
than 20'){, of the workforce. Using these parameters, a self-weighting 
stratified sample was developed with a controlled selection 
technique. 

A total of 290 BOCCIM members (20.2'X, of the total membership) 
comprised the selected observation group. The businesses 

surveyed are shown graphically in Fig 1 above by business sector. 
On the following page graphs show their business location (Fig 2), 
business size by number of employees (Fig 3) and businesses by 
percent of women employees (Fig 4). 
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continued 

Business locations 
sample selection 

BOCCll\!1 members 

Sampling 20% 

Fig 2 

Business size by 
number of employees 

BOCCIM members 
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Women employed 
Fig 4 
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continued 

A combination of face to face interviews and postal questionnaires 
were used to collect this data. Of the 290 questionnaires sent out 

228 were returned. Of the 228 questionnaires that were returned, 
there are 50 'non-responses' that indicated the businesses were not 
known or never physically existed. This represents 4.4';{, of the total 
BOCCIM membership. Another equivalent 4.8r;-;, of the total mem
bership were returned indicating that they were not available to 
respond during the study period. An analysis of the businesses that 
were no longer in existence revealed that of small businesses 125'Y., 
had closed. Among medium size businesses 6.5 % closed and of big 
businesses there were zero 0°;;:, closures. See Figure 5 below. 

······-S-urv-ey respon~-;-1

1 categories 
...-~~-.-~~-.~~~.--~~..-~~-.-~~-r~~---.~-~---, 

IO 20 30 40 60 70 80 

Result of questionnaires by percent 
Fig 5 

I t is recognised that the elements in the non-response categories of 
'Business no longer exists' and 'Business does not exist' as shown 

in Fig 5 do not belong in the study population. It is therefore con
cluded that except for the questionnaires which did not come back at 
all, the response rate was very satisfactory. 

T he data indicate that 75.6% of the small businesses responded 
and 80.4°/., of medium size businesses responded, while 95'Yo of 

the big businesses selected returned their questionnaires. 
Extrapolation shows that of the 1,435 BOCCIM members of record in 
September 1,228 (85.5%) existed at the time of the survey. 

W ith responses from 178 businesses (14.5°1.i) as a self-weighting
sample, it is easily concluded that the completed and returned 

questionnaires are also representative of the businesses that did not 
respond. Thus this data provide an insight into the population of all 
BOCCIM members as of September 1993, as well as to its various 
sub-populations - such as the business sectors. 
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Population and Sample 
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continued 

As noted earlier, the BOCCIM membership is grouped into 
eighteen (18) unique sectors. Figure 6 shows the distribution of 

surveyed businesses by sector and by number of employees. 
For example 5.8';{, of the businesses are in Motor Trade and Related 
and have 25 or less employees. Most businesses are in General Trade 
and employ less than 25 people. 

Distribution of surveyed businesses by sector and number employed I 
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Chapter One Training Needs for Business Growth 

Population and Sample 
continued 

Figure 7 below, shows businesses by sector and by proportion of 
women employed. About 12.4'1., of the businesses in the 

Manufacturing Sector have Jess than 20% women in their workforce. 
On an overall basis 90.4'7;, of businesses have less than 20% women, 
while only 6.4'X, have more than 20'X, women in their employment. 

Surveyed businesses by sector and 
proportion of women employed 
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Sector names 

B usinesses were also classified by sector and the location of the 
largest establishment in that sector. Figure 8 on the following 

page shows that of the three locations considered - Caborone, 
Francistown and other areas, about 12.9% of the businesses are 
General Traders operating outside Gaborone and Francistown. 
Note that the majority of businesses are located in Gaborone and 
that 64.9';{, of all businesses employ 25 or less people. 
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Population and Sample 
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employed. It indicates that 93'7., of businesses have less than 20% 

women in tlwir employment, nnd amonhst these businesses 64.9'X, 
havl' n total employment of 25 or less people. 

P lease notto: The data in fipm' 9 W<lS obtained from field inquiry 

vvherens the Lfata shown in figurl' 4 e<1me from BOCCl'.'v1 records. 
Timing and I or other foctors may account for the differences. 
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Chapter One Training Needs for Business Growth 

Population and Sample 
continued 

M ost businesses (75.3'Y.,) operate as Limited companies. 
The next largest group me Sole Traders (10.7%). See figure 10. 

Not stated 

Other organi~ational 

Partnership 

Nut-for-profi 

Limited Company 

0 I 0 20 30 40 50 60 70 kO 

Fig 10 

9'zis survey has divided employment of staff into five 
• categories. They are: (a) top management, (b) middle 

management, (c) supervisors/foremen, (d) artisans and/or 
tradesmen and (e) unskilled. 

Figures 11 through 20 on the follozuing pages show 

various aspects of business ownership in Botswana. 
In each column there are two sets of data. The first data 
series represents the percent of businesses owned by the 
respective group of people. The second data series are shown 
with either 

for men or 

for women, 

and indicate the percent of ownership by the gender with 
nationality of people. The baseline figures 1 through 24 
numbering the columns and (as in figure 11) to represent 
the sample responses in the data series. 
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Population and Sample 
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continued 

I n figure 11, below column 1 shows that 41.3 'Yi, of businesses 
surveyed have no ownership by Batswana men. Column 13 

indicates a 50'Yo ownership by Botswana men in 16.9% of the 
businesses. Column 24 shows that 23.3% of the businesses in 
Botswana are 100% owned by Batswana men. 

Business ownership by Batswana men 

2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 

Categories by % of ownership and 'k of businesses 

B atswana women have some ownership of 34.8% of businesses. 
In 16.9°/c, of businesses Batswana women have 50% ownership. 

On the average Batswana women have ownership in 18.1 % of all 
businesses surveyed. Of the businesses surveyed, Batswana women 
have no ownership in 67.4% versus 100% ownership in 5.2%. 

See figure 12 on the following page. :i»:.. 
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Population and Sample 
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and 'k of businesses 

For non-Batswana men there is a 50'X, ownership in 7.3% of the 
businesses and 100'){, ownership in 5.6% of the businesses. 

On the average expatriate men have 16.0'X, ownership in Botswana 
businesses. In figure 13 below, column 1 shows that expatriate men 
have no ownership in 73.3% of the businesses surveyed. 

Business ownership by resident non-Batswana 

~---------------------·--~A-
• of businesses 

* % of ownership hy resident non 
Batswana men 

A ___ ,._,,_ 
" * ,.-.*-*" 
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* 2 
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Categories by % of ownership and q, of businesses 
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Population and Sample 

"' 

continued In 5.S'X, of tht' businesses expatriate or resident non-Batswana 

women have about 50% ownership. In most of the businesses non
Batswana women have no ownership. Column 1 of figure 14 below 
shows 0% ownership in 85.5% of the businesses. There are very few 
businesses in which expatriate women own 100% of the business. 
Overall the average ownership by expatriJte women in Botswana 
businesses is 6.3'/i,. 

Business ownership by resident non-Batswana women 
1011 ~-----------------------------

''" -+---------- D, 

11, I I I~ I i I ·1 I 'i Ir, 1 I 

Categories by •;; of ownership and '/, of businesses 

I n fig~ire 15 about 9.5 % of bt~sinesses have non-Batswana ~en as 

100% ownership. These busmesses could also be foreign listed 
companies. The overall average business ownership by non
Batswuna men is 17.1 %. 

Ill 11 " I\ 

Categories by r;; of ownership and •;; of businesses Fig 15 

Fig 14 
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contmued 

N on-resident/ non-Botswana women h,1ve ownership in very few 
businesses. The averilge ownership is only 1.5'X). ~)ee figure 16. 

Business ownership by non-resident noin- Batswana women 
I.' 'I % of businesses 

2 3 

% of ownership by 

non-resident non

Batswana women 

4 5 

Categories hy 'Ir of owncn,hir and 'Ir of businesses 

6 

I n over 50'1.) of businesses, Batswana have 100% ownership, but 
they have no ownership in 33% of the businesses. See figure 17. 

Businesses owned by 13atswana 

E1JI 'Yr of businesses 

<;,, or Batswana ownership 

5 6 7 8 9 10 11 12 13 14 15 16 17 18 

Categories by 'Ir of ownership and 'Ir of husincssc'> Fig 17 
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continued 

R esident non-Batswana have no ownership in 71.5% of businesses 
while they have 100'Y., ownership in 14.6% of businesses. 

See figure 18. 

Business owned by resident non-Batswana 

• % of businesses 

% of resident non
Batswana ownership 

5 6 7 8 9 10 11 12 13 14 15 16 

Categories by % of ownership and of businesses 

I n 48.3'Y,, of b\1sinesses, women have no owne.rs~ip. H~wever in 
24.4'7o of busmesses they own about 50% while m 5.2'};, of 

businesses women have 100'Y., ownership. 
See figure 19 on the following page. lib•))))• 
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Population and Sample 
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contmued 

M ost businesses have only one lorntion, but 3'/;, of businesses 

have 5 or more locations. The most frequent location for many 
businesses is Gaborone. The second most preferred location is 
Francistown, then other locations as shown in figure 21. 
The first largest location for businesses is 40.4% in Gaborone with 
18'1\, in Francistown. 

Businesses by first largest location 

10 15 20 2'i 10 40 45 

• 3 of businesses Fig 21 

M ultiple locations of the same business occur in 27.7'X, of the 

companies responding. Figure 22 on the following page shows 
that Francistown is the first choice for a second location with Palapye 
next, followed by Gaborone . .,...,.. 
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Population and Sample 
continued 

Businesses by se~cond largest location 
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A bout 8.2~1;, of businesses have more than two locations. 
The most preferred places for the third largest :locations are 

Maun, Selebi-Phikwe and Lobatse. See figure 23 below. 
-------··---··----! Businesses by I 
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Population and Sample 
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continued 

This survey divided employment of staff into five categories. 

They were: (a) top management, (b) middle management, 
(c) supervisors/foremen, (d) artisans/tradesmen and (e) unskilled. 
These represented almost 3,000 people in top management of busi
nesses in Botswana. The total of all employees represented in this 
survey are shown on the following pages in figures 24 through 29. 

Employment in top management positions by nationality 

Number of people employed by sector in top management positions 

() 100 200 :mo 400 500 600 

• Total expatriates 

• Total Batswana 

Fig 24a 
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Chapter One Training Needs for Business Growth 

Population and Sample 
continued 

Representing different genders and nationalities, employees 

were also divided into four different categories for analysis 
purposes. The categories are: Batswana men, Batswana women, 
expatriate men, and expatriate women. 

A mong top management 53'X, are Batswana and within this 

group 68.3% are men. Of the expatriates in top management 
15.l'X, are women, as shown in figure 24(b). 

_________________ , __ , ___________ _ 
Employment in top management positions by nationality and gender 
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Population and Sample 
contllwed 

Employment in middle management positions by nationality 

Number of people employed hy ~cctor in middle management positions 
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D Total Batswana • Total expatriates Fig 25a 
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Chapter One Training Needs for Business Growth 

Population and Sample 
continued 

I n middle mana~ement similar pilUe~ns e~ist. However, there 
are more expatnate '"'omen (25.6'/.,) m m1ddle management 

than in top management. 

Employment in middle management positions by nationality and gender 

Social & Community 

Organi~ations 

CicncraL Export & 

F.nµincering 

Road & Other Transport 

Printing: & Pubfohing 

Motor Trntk & Rclmed 

Pnrfr·"i.-.il}l1~ll ,Servil'l':--

llolcl & Touri'm 

Wholesale Trade 

Financial A(;L'nt:i 

Manufaclurin~ 

Constroctilrn 

General Trade 

tfoal!h Care 

Agrictilturl" 

Pe1rolcun1 

Minin,µ: 

Tl'.xtile 

Numher of people employed hy :-celor in middle management positions 

21Xl .im 

D Batswana men D Bats\vana Expatriate 

men 

• Expatriate 

women women 

45 

Fig 25b 



Chapter One Training Needs for Business Growth 

Population and Sample 
continued 

Employment in supervisor/foremen positions by nationality 

Number of people employcu by sector in supervisor/foremen positions 

() sm 151Xl 21XXJ 251Xl 
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Fig 26a 
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Population and Sample 
continued 

N ote in figure 26b, that 87.3% of the supervisors/foremen are 
Batswana, and that 36'Yo of those are women, and that more 

than 38'/c, of the women supervisors are in General Trades. 

Employment in supervisor/foremen positions by nationality and 

Number of people employed by sector in supervisor/foremen 

0 500 !000 1500 2000 
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Population and Sample 
continued 

Employment in artisans/tradesmen positions by nationality 

I\ umber oi' pcopk empluycu by sector in artisans/tradesmen p(hitions 
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Chapter One Training Needs for Business Growth 

Population and Sample 
continued 

I n the artisans/tradesmen group 46.4';1,, of the total are Batswana 
men. Only 3.1 'i{, of artisans/ tradesmen are expatriates and just 

over one-third of those are women. See figure 27. 

Employment in artisans/tradesmen positions by nationality and gender 

Number of people employed by sector in artisans/trndcsmen positions 
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Fig 27b 
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Population and Sample 
continued 

Employment in un;;k;11~d posilions by n~li~n~litl 
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Population and Sample 
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continued 

NeMly all unskilled workers are Balswa11<1 - whill' expatriates 

are only rnw·h<llf of une percent (0.05'X:>) as is shown in figure 28. 
Among unskilled l:h1tswam1 \Vorkers, 39.4'}';, MC' B<itswana \-\'Omen. 

Employment in unskilled positions by nationality and gender 

100!1 ~!)/)() _'.\Oto 71){1!.1 
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Fig 28b 
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Population and Sample 
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continued 

There ore over 70, 000 employees represented: 93.5'X, of them are 

Batswana while 6.5'X, are expatriates. Almost 38'};, of the total 
work force are women, while Batswilna men represent more than 
S7'Yc, of the total work force. 

Employment by nationality and gender in all category 
by BOCCIM business sectors 

!'\umber of people employed by nationality and gcndl'.r by secwr in all positiom sampled by thi;, ;,tudy 

0 2000 120011 1.11~10 

0 Tola! women 

Fig 29a 
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Chapter One Training Needs for Business Growth 

Population and Sample 
continued 

G ender and nationality in all categories of employment ore 

shmvn in figure 29b. This includes the total of Batswana 
men, the tot<ll expatriate men, the tot<1l Batswana women, 
total expatriate women, as well as total women and the total 
of all employees represented in this survey. 

Employment by nationality and gender in all category levels 
by BOCCIM business sectors 

Numher of people employed by nationality and gender by ~cewr in all po•;itil>ns sampled hy this study 

2000 .l(j()(l 6000 xooo ]0000 

,. 

l'v1inil1!,! 

Hatswana men 
Fig 29b 

D Expatriate men • lfatswana women • Expatriate women 
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Chapter One Training Needs for Business Growth 

Population and Sample 
continueo 

The primary focus of this study was to C1scertain the training 
needs of businesses, particulilrly BOCCIM members. 

The assembll•d dilt,1 show that 84.8'%, of ill I businesst'S clearly want 
staff training. See figure 30. 

100 

Training need as perceived 
by participants 

sampled 
in this study 

Fig 30 

S ince it appt•ars that the higher the exp.ltriate concentration in 
<rny given business sector - the higher the need for citizen 

training, this survey put training needs into nine (9) major areas. 
Thev are: 
(A) Accounting/ Finann•; 
(B) Computer 
(C) \farketing/Sales; 
(D) Personnel; 

(E) Production; 
(F) Personal Skills; 
(G) Receptionist/ Secretary; 
(H) Supervision I Management; 
(I) Vorntional. 

I n each of the identified <1re,1s the need for special kinds of training 
were ,1scertained. (See the Questionnaire in Appendix I). 

Additionally each business was asked to indicate any other kinds of 
training they may require. The additional needs are illso listed. 

Training needs by area (including the other identified needs) are 
shown graphically. They indicate the reported potential impact 

on business growth1 the level of training required, and preferences 
for location, langu,1ge, duration and time of year that training 
should begin. Estimates of the number of persons to be trained, 
(including numbers of men and women) have been t'xtrapolated 
from the data and are shcrwn. 

O ther spt'cial skills training is also identified and presented 
in graphic form. 
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Chapter Two Training Needs for Business Growth 

Acc<>u nti ng/Fi nance 

I n the Mea of accounting and finance, this training needs survey 
revealed ten suggested topics >vhere training is desired: 

1. Accounting 6. Financial management 
2. Bookkeeping 7. Handling debtors 
3. Budgeting 8. Insurance risk 
4. Capital spending 9. Tilx planning 
5. Costing and pricing HJ. Writing a business plan 

Each topic was analysed by various aspects of the training need
ed and how it would impact on the business. Figure 31 shows 

whether the impact of the specific training is high, medium, low 
or no impact. Most businesses report a high to medium impact on 
business growth in all categories of accounting I finance training. 
These questions were answered by 32.6'}\, to 37.6% of the total 
respondees. 

·--lmpa~t on bu~iness growth of sugge~ted topics I 
in accounting /finance training 

v: 
u 
v v 

Accounling 

B,iokkeeping 

c Budget trainmg 
b1J 
i::: 
i::: 
'§ 
f- Capital sprnding 

Costing & pricing 

b'inancial management 

Handling dehlnrs 

In:-.urancc risk 

Tax planning 

() 

Percent of businesses 

JO 15 '.'II 40 

D High impact 

• Medium impact 

Low impact 

•No impact 
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Accounting/Finance 

II 
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continued 

T he prdl'rred lociltion of tr,1ining WilS ilnswered by 7'/., to 37% 
of the respondees. As indicated in figure 32, Caborone is the 

most prefNrPd location, followed by Francistmvn (second preferred 
location) and Mmm (third). 

Preferred location of suggested topics 
in accounting /finance training 

.\Jumher of husine:-.se~ 
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Fig 32 



Chapter Two Training Needs for Business Growth 

Accounting/Finance 
conlmued 

T he preferred month to start suggesh:'d topics in 

accounting/ finance training is shown in figurP 33. 
It appears that the majority of respondl't'S can star! training any 
month of the vear. 

Preferred month to start suggested topics in accounting/finance training 

'lumhcr or businesses 

() 20 40 80 I 00 120 140 

January 

Fehruary 

March 
Business plan 

•Tax planning 

April II lmurance risl 

• Handling dehtor' 

'U 

E May 
Financial managcme1 

- Costing & pricing 

Capital spending 

.I une • Budget training 

Bookkeeping 

September 
Ill Accounting 

November 

Decemher 

Any Month 

59 



Chapter Two Training Needs for Business Growth 

Accou nti ng/'Fi nance 
conrinued 

T he preferred language of training for the suggc•sted topics in 

accounting/finance is shown in figure 34. It appears that the 
majority of rcspondees prefer the English language~. A small percent 
preferred Setsw.:rna ,111d a still smaller percentage wanted either 
English or Setswana. Very few w<1nted English ,md Setswrn1a. 

Pref;rred la~guage of-sugQested topi~~ in accounting/finance trainin~ 
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Ill English 
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~ Engbh or Setswana 

D English & Sctswana 

Training needs 

The preferred level of training for suggested topics in 
accounting/ finance is shown in figure 35. Most respondces 

favored medium level training, followed by low level training. liigh 
level of training is needed by severnl respondees as wL•ll. In account
ing and bookkeeping, low level training is needed. A much smaller 
percent requires both medium and high level ,1s w1.?ll as low and 
medium level of training. These guestions were answered by 15.2 to 
33.7% of the respondees. 

Preferred level of training for accounting/finance topics 
t·' DLow Ill Medium •High lITJ Low & Ill Medium &· 

medium high 
;o 

25 

211 

10 

rn 

I) 

Training needs Fig 35 
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Accounting/Finance 
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continued 

T he preferred duration of training in the suggested topics of 
accounting/ finance studies varies greatly. The concentration of 

answers seems to be in the shorter range from l day to 30 days with 
the highest concentntion in the 2 to 3 day and 5 to 7 day ranges. 
Next are the 21 to 24 duy range and the 'any period' time frame. 
Training requests for bookkeeping and accounting have the highest 
percent in the shorter range. See figure 36. 

Preferred duration of suggested topics 
in accounting/finance training 

Percent of businesses 

10 15 20 25 30 

Training needs 

Bonkkccping • Bmlgct training Capital spending Costing & pricing 

• Handling dchtors 11!1 Insurance risk • Tax planning Businc;,s plan 

Fig 36 
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Accounting/Finance 

Training needs 
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continued 

F igure ::17 covers l'stimated attendance by men cind women in 

budgding, bookkeeping ,rnd accounting training. From the 
n.>sponde1.'S who answered these questions a total estimated 
attendance in thesL' three topics is over 2,00ll J)l'ople. 

Estimated attendance by sector and gEmder in accounting, 
bookkeeping and budgeting training 
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Fig 37 



Chapter Two Training Needs for Business Growth 

Accounting/Finance 
continued 

F igurt• 38 ~iVL'S t.lw estimated attl'mfarlCL' for training in handling 

dl'btors, f1nannal marn1gL'mcnt, cDstmg <1nd pncmg and c,1p1t<ll 
spending. RespondL'L'S to tht'SL' qtwstions estirn<1tl'd that ovl'r 1,600 
pl'rsons should nttend coursl's in thl'st' suggestt:•d topics of 
;1ccot111ting and fin,111n'. 

Estimated training attendance by sector and gender of capital spending, 
costing and pricing, financial management, and handling debtors 
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Accounting/Finance 
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continued 

Figure 39 shows the estimated number of attendees by sector and 

gender in the suggested topics of insurance risk, tax planning 
and writing a business plan in the category of accounting/finance. 
Over 600 people were estimated by the respondees to need this type 
of training. 

Estimated attendance by sector and gender in insurance risk, 
tax planning and writing a business plan 
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Training Needs for Business Growth 
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Many of the designations used in this survey are claim•:td as trademarks. 
Where those designations appear in this survey, BOCCIM is aware of 
the trademark claim and the designations have been p1rinted in initial 
caps or all caps. These designations were used for clairity purposes only. 
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Chapter Three Training Needs for Business Growth 

< ;<:>1-..-. p1-1t~r 

0 

ACCPAC 

dB ASE 

DOS 

Lotus 1-2-3 

Word Processing 

I n the area of computers and related training, this needs survey 
revealed five suggested topics where training is desired: 

1. ACCPAC 
2. dBASE 
3.DOS 
4. Lotus 1-2-3 
5. Word processing 

Each topic vvas analysed by various aspects of the training need
ed and how it would impact on the business. Figure 40 shows 

whether the impact of the specific training is high, medium, low 
or no impact. Many businesses report high impact on business 
growth if ACCPAC, DOS, Lotus 1-2-3 and word processing training 
were conducted for their employees. Over 20% of the businesses 
responded to needs in computer training and related areas. 

In addition respondees were encouraged to specify other comput
er related topics for training. These additional topics are shown in 

figure 48 on page 75. 

Impact on business growth of suggested topics 
In computer related areas of training 

Percent of businesses 

5 10 15 
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continued 

The preferred location of training 1.vas answered by l 5.2% to 

25.S'X, of the n•spondees. As indicated in figure 41, Gaborone is 

the preferred location for training, followed by Francistown (second 

preferred location) and !\faun (third). 

I 0 

Preferred location of suggested topics 
in computer related training 

Percent of businesse-, 
20 30 40 50 60 

Training 111:cds 

Word processing 
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continued 

T he preft'rred month to start suggested topics in computer related 

areas of training is shown in figure 42. It appears that the 
majority of respondees for computer training can start training 
in any month of the year. 

Preferred month to start suggested topics 
in computer related training 

Percent nf bu-,inesscs by training need' 
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continued 

The preferred language of training for ACCP AC, dBASE, DOS, 

Lotus 1-2-3 and word processing programmes is shown in 
figure 43. The overwhelming majority of respondees prefer the 
English language. A small percent preferred Setswana and a still 
smaller percentage wanted either English or Setswana. 
Very few wanted English and Setswana. 

These questions were answered by 15.2% to 24.6'Yo of the 

respondees. 

Prefened language of suggesad topics 
In computer relab!d training 

Percent of businesses by preferred language 
5 10 l~ 20 25 

0 English & Setswana • English or Setswana • Setswana • English 

Fig 43 
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ACCPAC 

dB ASE 

DOS 

Lotus 1·2-3 

Word processing 

continued 

The preferred level of training for the computer related areas is 

shown in figure 44. 

M ost respondees favored medium level training, followed by low 

level training. High level of training is needed by several 
respondees as welL A much smaller percent requires both medium 
and high level as well as low and medium level of training. These 
questions were answered byl 1.7to21.9%, of the respondees. 

Preferred level of training in computer related subjects 

Percent of businesses by preferred level of training 
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Fig44 
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continued 

T he prcfern•d duration of training in the suggesk•d topics of tht:• 

compuh'r related art:'<1 varies gre<itly. The concenlration of 
<11lswers seems to bt• in tlw shorter 1«1nge from 2 days to 14 days with 
the highest conccntr<1tion in tlw 7 to 14 d,1y time period. Next <He the 
2 to 5 cfay range. then JO Lfays range and tlw 'any period' tinw franw. 
See figurt.' 45 below. 

Preferred duration of suggested topics 
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continued 

F igure 4h covers estimatc•d attentfance by men ,rn,j women in 

ACCPJ\C, dBASE and DOS computer trnining. From the 
rcspondces who <1nswcred these qul'Stions a total cstim,1tcd 
<lttendancL' in thesl' thrL'C topics is over UJOO people. 

Estimated attendance by sector and gender 
in computer related training 
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C:::<:>mp._.t~.- F=a~l~t~cl 
continued 

Figure 47 gives estimated attendance for training in Lotus 1-2-3 

and word processing computer programmes. The respondees 
estimated that over 1,700 persons should attend these computer 
related courses. 

Estimated training attendance by sector and gender In 
Lotus 1-2-3 and word processing computer programmes 
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C:::: <> m p ._. tE!': r m==- E!': I 4iEll. tE!': c:I 
continued 

Figure 48 shows the other computer related topics for which 
training has been requested. 
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Ma.rk~ting a.nd Sal~s 
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I n the area of marketing and sales training, this survey rev ea led 
seven suggested topics where training is desired: 

1. Customer relations 5. Networking 
2. :Nlarketresearch 6. Public relations 
3. :Nlarketing 7. Sales manag.2ment 
4. Negotiations 

Each topic was analysed by various aspects of t".le training need
ed and how it would impact on the business. Figure 49 shows 

whether the impact of the specifically desired training is high, 
medium, low or no impact. :Nlany businesses reported high impact 
on business growth in the various sales and marketing categories, 

I n addition respondees were encouraged to specify other 
marketing and sales topics for training. These additional topics 

are shown in figure 57 on page 87. Over 40'Yo of the businesses 
responded as having needs in marketing and sales 

Impact on business growth of suggested topics I 

In marketing and sale:s training 
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contmued 

T he preferred location of training wus answered by 24.2(1., to 41 % 
of the respondees. As indicated in tigurc 50, Caboronc is the pre

ferred location for training, followed by Francistown and then Maun. 
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continued 

T he preferred month to start suggested topics in marketing and 
sales training is shown in figure 51. It appears that a substantial 

majority of respondees for this training can start in any month. 
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continued 

The preferred language of training for marketing and sales 
subjects is shown in figure 52. The overwhelming majority of 

respondees prefer the English language. A small percent preferred 
Setswana and a still smaller percentage wanted either English or 
Setswana. Very few wanted English and Setswana. 

These questions were answered by 24.7% to 40.4',l\, of the 
respondees. 

Preferred language of suggested topics 
in marketing and sales training 

Percent of businesses by preferred language 
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continued 

The preft•rred lt'vt'I ut training tor the mMketing and sales a1Td is 
shown in figure 5J. 

M ost resp,mdL•es favored medium k.·vel training, tullowt·d by 
high levL•l tr.1ining. Low kvel is required by some busi1wsses. 

These qm•stions were answcrL'd by 25.3'.X, to 40.4'X, of the respondecs. 

Preferred level of training for marketing and sales 
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continued 

T he preferred duration of training in marketing and sales varies. 

The most preferred is 5 days, followed by 3 days, 1 day, 7 days 
and 2 days. The 14 day and 30 day time frame was selected by 10 'Yo 
of the combined respondees. See figure 54 below. 

Preferred duration of suggested topics 
in marketing and sales training 

Percent of businesses 
IO I5 20 25 30 

Training needs 
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management 

Public relation~ 
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•Marketing 

Market research 

Customer 
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Fig 54 

84 

~~ 

l'I'/ 



Chapter Four Training Needs for Business Growth 

IVlatrl<~ti .-.g at.-.c:I Sat I~~ 

1000 

l)()O 

800 

700 

,,, 
v 
v 600 c 
:::: ::: 
'-c 
ti 500 ..c 
§ 
z 

400 

:100 

200 

100 

0 

c 
c 

c 
~ 
§ 
~ 
'" c 
0 

';::; 
v 
I-

:.... 
'-' 
E 
,,, 
~ 

continued 

Figure 55 covers estimated attendance by men and women in 

custonwr relations, marketing research and marketing training. 
From the respondees who <rnswered these questions a total 
estimated attendzince in these three topics is over 2,fiOO people. 

Estimated attendance by sector and g1ender in marketing 
and sales training 

c c 
v '-' 

_§ E 
..c 

~ '-' 
I-
:::: ..c 
v '-' 
:./:· I-

v :::: 
I- v ,,, 
t;JJ v 
c :.... 

~ t;/J 
v c ..:.:: 
:... OJ "" ~ ..:.<: 

~ -?, 

Training needs 

c 
'-' 
E 
~ 
c 

85 

c 
'-' 

~ 
::: -b/J 
c 

Sector names 

D Health Care 

D Petroleum 

•Textile 

mJ General, Export & 

Engineering 
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• Construction 
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• Aoriculturc c 

mJ Printing & Puhlishing 

• Hotel & Tourism 

D Genera 1 Trade 

• Professional Services 

• Road & Other Transport 

• Motor Trade & Related 
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IVI «=- r l<~t i .-. g «=-.-.cl 

F igure .Sh gives tlw cstim,1tcd <1ttl'mfance by gender for training 

in negotiation, netwnrking, pulbic rt'l<ltions and salt's 

m<1n<1gcmt>11t. 

R csponclees tu these questions estimated over 2,000 persons 

sho11 Id <l ttend m,irkl'ting <rnd s<1 lcs cu11 rscs. 

-- -- ---- ------------------ -- ------ ------------------- ----------------------- ---------~ 

Estimated training attendance by sector and gender in negotiations, 
networking, public relations and sales management 
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IVlc:ark:~ti.-.g c:a.-.c:I Sc:al~~ 
continued 

Figure 57 shows two other suggested topics for which training has 
been requested in the marketing and sales area. 

Training requested for other 
marketing and sales topics 

Number of businesses requesting other marketing and sales training 

Advertising 

Stores 
management 
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Chapter Five Training Needs for Business Growth 

I n thL' Mea of personnel training, this survL'Y reveilled ten 
suggested topics vvhen' trciining is desired: 

1. Appraisill and training 6. Labour h1ws 
2. Career and retirement planning 7. Labour relations 
3. Compt'nsation and benefits 8. Personnel succession planning 
4. Employee record keeping 9. Promotion :md transfer 
5. Grievance handling 10. Recruitment and termination 

Each topic was ;:malysed by vMil1us aspects of the training need
ed and how it would impact on the business. Figure 58 shows 

whether the estimated impact of tlw specific training would be high, 
medium, low or no impact. l'vfany businesses report high impact on 
business growth in the various personnel training categories. From 
16.2'1., tn 22% of the respondees answered this question. 

One busim.•ss requested <mother type of personnel training 
than thPSl' ten topics and that request was in persnnnel 

·nm nngemen t. 

Impact on business growth of suggested topics 
in personm~I training 

Percelll of husinesses hy lraining needs and impact on husincss growth 

Appraisal aml training 

Can:cr and n:tircmenl 

planning 

() I 0 l'i 20 

Ernployc·c rc'cord kep111g 

Cri..:v;rncc hanuling 

I .ahour laws 

Labnur r1..-·laLion:-. 

Per1.;01mcl succes.sinn 

planning 

Promotion anU trnnsfrr 

Recruitment dntl termination 

• 'vkdium impact 

lillJl Lmv impact 

\itl i mpt.H.:l 
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Chapter Five Training Needs for Business Growth 

contmued 

T he preferred, lo~ation for personnel training was answered by 
l 6.2% to 26'i'o ot the TL'spondees. 

A s indicated in figure 59, Gaborone is the preferred location for 
personnel training, followed by Francistown and then Maun. 

Preferred location of suggested topics in personnel training 
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Training Needs for Business Growth 

continued 

T he preferred month to start suggested topics in personnel 
training is shown in figure 60. 

I t appears that the majority of respondees prefer to start any month 
of the year. Second preference is the month of January. 

Preferred month to start suggested topics in personnel training 

Percent hy training needs 

20 40 60 80 I 00 120 

I I Training needs 
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Fig 60 

93 



Chapter Five 

Appraisal and 
training 

() 

Career and rctiren11.:nt 
planning 

Compensation and 
hcncfits 

Employee record 
keeping 

Grievance handling 

Lahour laws 

Lahour relations 

Personnel success10n 
planning 

Promotion and 
transfer 

Recruitment and 
termination 

Training Nee!ds for Business Growth 

contmued 

T he preferred language of training for personnel subjects is 

shown in figure 61. The overwhelming majority of respondees 
prefer the English language. A small percent preferred Setswana and 
a still smaller percentage wanted either English or Setswana. Very 
few wJnted English and Setswana.These question:;; were answered 
by 1 S.2 'X, tu 23% uf the respondees. 

------------------------~-~~-----------------------~ 

Preferred language of sugge!sted topics 
in personnel training 

Percent of husiness<:s hy training needs and language 

.) 10 l.'.i 20 2.'.i 

Ill English 

Ill Setswam 

0 English & Set;wana 

Fig 61 
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Appraisal and training 

Career and retirement 
planning 
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Training Needs for Business Growth 

continued 

T he preferred level for personnel training is shown in figure 62. 
Most respondees favored medium level training, followed by 

high level training. Medium and high level follows high level with 
some respondees requesting low level training. ThE·se questions 
vvere answered by 8.1 to 22';{, of the respondees. 

Preferred level of training for personnel areas 

Percent of businesses by training needs and level of training 
() s 10 15 20 

l'v1ediu111 & high 

D Low & medium 

•High 

Medium 

•Low 

Fig 62 
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Training Ne1eds for Business Growth 

continued 

T he preferred duration of training in personnel varies. The most 
preferred is 5 days, followed by 1 day, 3 days, and 2 days. 

The 7 day and 1-t day time frame w,1s selected by 71X .. of the 
combined respondees. See figure 63 below. 

Preferred duration of suggested topics in personnel training 
Percent of businesses by training needs and duration of training 

5 JO 15 20 25 30 
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continued 

Figure 64 covers estimated attendance by men and women in 

appraisal and training, career and retirement planning and 
compensation and benefit training. From the respondees who 
answered these questions a total estimated attendance in these 
three topics is almost 800 people. (Four sectors did not indicate any 
attendees.) 

Estimated attendance by sector and gender 
appraisal and training, career and retirement planning and 

compensation and benefit training 
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Chapter Five Training Needs for Business Growth 

contmued 

Figure 65 covers estimated attendance by men and women in 

employee record keeping, grievance handling and labour lows 
training. 

Respondees to these questions estimated almost 1,200 persons 

would dttcnd these personnel training courses. 

Estimated training attendance by sector and gender 
in employee record keeping, grievance handling and labour laws 

Employee record 

i...c~·ping/n1l'n 
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Training Needs for Business Growth 

contmucd 

F igurl' 66 covers l'stimatl'd <lttl'ndancl' by nwn and wunwn 111 

l<1bour relations, pl'rsonnel succl'ssion, promotion ,ind tr,1nsfl'r 
and rl'cruitmcnt ,ind tcrmination training. 

R l'spondl'l'S to thesl' questions estim,1ted ,1lrnost 1,000 pnsuns 

should ,1ttcnd these person1ll'l coursl's. 

Estimated training attendance by sector and gender 
in labour relations, personnel succession planning, 

promotion and transfer and recruitment and termination 
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Chapter Six Training Needs for Business Growth 

Pr<>dL1~ti<>r1 

I n the area of production, this survey covered fifteen suggested 

topics where training is desired: 

1. Effective purchasing 

2. Recruitment management 

3. Facilities management 

4. Improving quality with statistical process control 

5. Maintenance management 

6. Materials management 

7. Methods improvement 
8. Physical distribution management 

9. Production planning and control 
10. Productivity improvement 

11. Project management 
12. Quality control 

13. Record keeping 

14. Technology resource management 
15. Warehouse management · 

I n addition to the above suggested topics, businesses were 

encouraged to specify <rny other related topics in which training 

may be needed. Topics suggested were: Production management, 

Stock control and Stores management. Each of these topics was 

suggested by only one business.These questions were answered by 

9.4'/., to 15.7% of the respondees. Each of the main suggested topics 

was analysed by various aspects of the training needed and how it 

would impact on the business. Sino,' production training has such a 

large number of categories, these categories have been divided into 

two sections. The first section will show the first 8 categories and the 

second section will give the remaining 7 categories. 

Figures 67 through 74 will show additional analysis on: 

1. Effective purchasing 
2. Recruitment management 
3. Facilities management 

4. Improving quality with statistical process control 

5. Maintenance management 
6. Materials management 

7. Methods improvement 
8. Physical distribution management 

Figures 75 through 82 will show additional analysis on 

9. Production planning and control 

10. Productivity improvement 

11. Project management 
12. Quality control 

13. Record keeping 
14. Technology resource management 

15. Warehouse management 

Figure 67 on the following page shows the impact of the specific 

training on the first 8 categories and indicates whether the 

impact will be high, medium, low or no impact.... ... 
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Pr<>c:I L.11c::ti<>.-. 
continued 

1 Impact on business growth of suggested production training topics i 

I 
() 

Effective purchaxing: 

Ret:ruitmcnt num<Jgement 

Facilities managemcnl 

lmproving 4uality with 
statistical procc!'-.s nmtrol 

Nlaintcnance managemcHl 

l\taterial' management 

Meth<Kb improvement 

Physical distribution 
munageincnt 

Percent of businesses 
2 6 8 lO 12 14 16 18 

• High impact 

• Medium impact 

II Low impact 

No impact 

Fig 67 

As indicated in figure 68, Gaborone is the preferred location for 
production training, followed by Francistown and then Maun. 

··-··----~-~·-------·------~ 

Preferred location of suggested topics in production training 
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t=> r<>c:I ._. c::ti <>..,. 
continued 

I t appears that those businesses ·who need training in these 

production areas can start that training in any month of the year. 
The month of January was the second preferred starting time. 

Percent of businesses 
Preferred month to start suggested 

January 

February 

April 

Any rnonnth 

() 20 +o 60 

Training needs 

• Physical distrihution 

nwnagcmcnt 

• Mcthods improvement 

II Ma1,:riab management 

II Maintenance 

management 

D Improving quality 

• Facilities management 

II Recruitment 

management 

• Effective purchasing 

T he preferred language of training for these production subjects 

is shown in figure 70. The overwhelming majority of these 
respondees prefer the English language. 

Prefa 1ed language of suggested topics in production training 
Percent of hu;,inesscs 
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Fig 70 
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F> r<>c:I L11c:::ti<>r'I 

Elleetiw purehasing 

Recruitment 

managcnll'llt 

Facilities management 

Improving quality with 

statistical process 

Maintenance 

management 
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Phy-,ical distrihution 
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() 

contmued 

The preferred lt'vel of training for these prnduction courses is 

shown in figure 71. 

Mpst rPspondt•Ps favored medium or high level training. 

~onw rcspondeL'S requested low k•vel tr;1ining, vlll1ile about 
tlw snnw perCL'nt requcstc>d tnL•dium & high level training. 

Preferred level of training f;;r-pr;;duciio~ ar~asl 
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Pr<:>c:I Ll~ti<:>.-. trC3li .-. i .-.g 

5 

7 

T he preft•rrl•d dur,1tion of training in tlwc;e prodtHlH>n ,lfl'dS 

varies from l to 30 d,iys. The most prvfL·rrvd tirrll' lrdllll' is r::; 

d;1ys. fnllowt>d bv l d,1y. Nl'Xt is 21 fllllu1\ed h\ 2 
then 7 and 14 tfays follow clusl'I with .3 tLn:-. l'cin1: IH''\l. !hen 
30 lfavs and the ](l dav litnt' fr.rnw 1,·,1s '>l'l('t'kd l.1c.l. 

see figurl' 72 below. 

···----·····-------·-···~·····---

Preferred duration of suggested topics in productie>n training 
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Pre> cl Lii c::t i <> r11 
continued 

Estimated attendance bv men and women in effective 
purchasing, recruitme~t management, facilities management 

and improving quality with statistical process control is almost 
900 people. There were no estimated attendees from the Road & 
Other Transport, Financial Agents, Mining1 Petroleum and Health 
Care sectors of BOCCIM. See figure 73 below. 

Estimated training attendance by sector and gender in aTTll:H" 

purchasing, recruitment management, facilities management and 
improving quality with statistical process control 
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F> r<>cl ._. c:::::t i <> .-. 
continued 

Figure 74 covers estimated attendance by men and ivomen in 

maintenance management, materials management, methods 
improvement and physical distribution management. No respondees 
from the agriculture, general export and engineering, petroleum and 
health care sectors reported any possible attendees. 

From the respondees who answered these questions a total 

estimated attendance in these four topics is almost 800 people. 

E~timated training attend1tnce by sector and I 
gender in maintenance management, materials management, . 
methods improvement and physical distribution management 
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F> r <>cl L.11 c;; t i <> ., 
continued 

Figun: 7r:; slHlws tlw imp<lct of the specific training on 

!Ill' l,1st 7 l·,1tegorit'S of production ,rnd indic,1tes whl'lher 
the i111p,1c! is high, medium, low or no impnct. 

. - Impact on business growth of sugg-ested-pro-duction tr~ininQl 
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F igurL· 7h shovv'i Caborrnw clS the preferred locntion for pwduc

liPll tr.iining, follm·\/l'd by Francistown and then any pl<tcc. 
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contmueri 

I t appears that those busi1wsSL'S \vhu lll'L'd training in tlwsl' 

production areas c,rn start that tr.ii11i11g in ,111y mun th uf tlw year. 
The month of J,muarv was tlw SL'cond prefe1TL'd starting timl'. 

Preferred month to start suggested topics in production training 
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Fig 77 

T he preferred bnguage of training for these production subjL·cts 

is shown in figure 78. ThL' ovt•rwlwlming m,1jority of respnndl'L'S 

prefer the English bngu,1ge. 

Preferred language of suggested topics in production training 
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P r<>c::I ._.~ti<>.-. 
continued 

T he preferred level of training for these production courses is 

shown in figure 79. Most respondees favored either medium or 
high level training, followed by low level training. 

Production planning and 
control 

() 

Productivity improvement 

Project Management 

Quality control 

Record keeping 

Technology resource 
management 

Warehouse management 

Preferred level of training in suggested production topics 
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F> r<>c:l Lii ~ti<>.-. 
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continued 

T he preferred duration of training in these production areas 

varies from 1 to 30 days. The most preferred time frame is 
5 days, followed by 2 days. Then 3 and 7 days are followed by 1 day. 
14 and 30 days follow closely vv·ith 21 days being next. The 10 day 
time frame was selected last. See figure 80. 

Preferred duration of training of suggested production topics 

Percent of businesses 
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Figure 81b shows estimated attendance by men and women in the 
following production related courses: record keeping, technolob'Y 

resource management, and warehouse management. 

N o potential trainees were reported from the following sectors. 
Agriculture, General, Export and Engineering, Petroleum and 

Health care. Respondees to these questions estimated almost 700 
persons should attend these production courses. 

Estimated training attendance 
by sector and gender in warehouse management, 

technology resource management and reco1·d keeping 
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Personal Skills 

'/; 

-0 

t; Dealing \Vith difficult 
c 

people 

Making rncclings effective 

Prc-;cnlation 'kills 

Report agenda and minute 

writing 

Self esteem 

Stress mmrngcmcnl 

I n the .ire.,1 of personal skills training, this survey revealed six 
sugt',t:.'sted topics where training is d1:.•sired: 

1. Dealing with diffirnlt people 
2. Making meetings effective 
3. Presentation skills 
4. Report, agenda and minute writing 
5. Self esteem 
6. Stress m<m<1gement 

Each topic was analysed by various aspects of the training needed 
mid how it would impact on the business. Figure 82 shows 

whether tlw impact of the specific training is estimated to be high, 
medium. low or no impact. \1ost businesses reported high impact on 

business growth in tlw various person,11 skills categories. From 
16.2% to 24.2% of the respondees answered this question. 

T wo otlwr training areas that were requested are training in 
responsibility and honesty; and assertiveness training. 

Impact onmbusiness gro'1Vth.of sugge~ted topics I 

in personal skills training · 

Pern::nt of husinesse-; by training needs and impact on growth 

0 10 15 

I 
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Fig 82 
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Perse>nal Skills 
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continued 

T he preferred location for personal skills training was answered 
by 16.2'/i, to 23.6'/'o of the respondees. 

A s indicated in figure 83, Gaborone is the preferred location for 
personnel training, followed by Francistown. 

10 

Preferred location of suggested topics 
in personal skills training 

Percent of businesses by training needs 
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Perse>nal Skills 
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continued 

The preferred month to start suggested topics in personal skills 

training is shown in figure 84. 

I t appears that the majority of respondces prefer to start any month 

of the year. Second preference is the month of January. 

10 

Preferred month to start suggested topics 
in personal skills training 

Percent of businesses hy training needs 
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Perse>nal Skills 
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Pers<>nal Skills 

Pe;din[! with di ffirnlt 
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Pn•,entalion skilh 

Rcp<HI. a!l<'ntla and minute 
writ in£ 
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() 

T lw prt'f,•rr1·d ll'V('I for pcrson,1] ·;kills !r.iining is slwv,11 in 

figun' 86. Most rl'spondevs favon•d nwdiurn lt•vel tr;1ining, so!llt' 
fovored high kvcl, still otlwrs f.won-d low kvt'I. Thes1' qul'stions 
were answPn'd bv 8.1 tu 22."i 11f tht' n•spond{'l'"-. 

Preferred level of training for personal skills 
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Perse>nal Skills 

l 

continued 

Tlw prt'ferr,•d dur;1tion of tr,1ininf; in p«rsonal skills varil's. 

Tlw most prefoITL'd is 5 d<1ys, followed by 2 days, I dZ1y, ,md 
3 tfays. The 7 day, 14 Lfav and 21 day time frames vvere selected 
almost as frequL•nlly as tlw 3 day tinw fran1l'. St•e figure 87 below. 

Preferred duration of suggested topics in personal skills training 
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Perse>nal Skills 

bJJ 
c 

continued 

F igure 1-\8 covers L'stim<1ll'd ,1ttenLLrnce by men <llld women in 

de,1ling with difficult people, making meeting:-. effective <lnd 
present<1tion skills training. From the respondces who answered 
these l]UL'slions a tot<1l cstim<llL'd attcmfance in the.;e three 
topics is ,1bout 1,400 people. 

Estimated attendance by sector and gender 
in dealing with difficult people, making meetings effective 

and presentation skills training 
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Perse>na.I Skills Training 
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Receptionist and Secretarial 
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Receptionist and secretarial training responses were analysed by 
the various aspects of the training needed and how it would 

impact on the businesses. Figure 90 shows whether the impact of the 
specific training would be high, medium, low or no impact. 

M any businesses .ex~ect a high imp~ct on. b~siness growth as a 
result of receptJomst and secretarial trammg. From 23°;., to 

28. 1 % of the respondees answered this question. 

I n addition businesses were encouraged to suggest other topics of 
training. Two topics suggested were elementc:1ry typing and 

secretarial training. 

Impact on business growth of suggested topics 
in receptionist and secretarial training 

Percent of businesses by training needs and impact on business growth 

5 IO 15 20 25 

lililJ Secretary 

0 Receptioni,;t 
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Receptionist and Secretarial 
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continued 

T lw prl'IL'1Tl'd l<K-,ition for rl'cl'ptiunist ,ind SL'crl't,irial tr;iining w,1s 

,rnswl'rl'd by 2T/;, to 275'/c, of Llw respondL'L'S. 

As indicdlL'd in figurl' 91, C<lhoro1w is Llw prL'fl'rr·,'d luc,1tion for 

pL'rson1wl Lr,iining, followl'd by Fr,mcistown ,ind Llwn M,H1n 

<lnd SL'IL'hi-l'hikWL'. 

Preferred location of suggested topics 
in receptionist and secretarial training 
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Receptionist and Secretarial 
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Tht• prdern·d month to st.Ht suggested topics in rcn·plio11isl c111d 

secretarial tr<1ining is shown in figure' 92. 

I t .ippears that tl1e mdjority of r1c'spondL•t>s prdcr ID sl..irt dll\' rmn1lh 

of the year. Tlw second prcforcncl' is thL' 111C>11Lh uf Ja1wcirv. 

-- ---------- -·· I 
Preferred month to start suggested topics 
in receptionist and secretarial training 
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Receptionist and Secretarial 
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continued 

The preferred language of training for receptionist and secretarial 

subjects is shown in figure 93. An overwhelming majority of 
respondees prefer the English language. A small percent preferred 
Setswana and a still smaller portion wanted either English or 

Setswana. None wanted English and Setswana. These questions 
were answered by to 27'7., of the respondees. 

Preferred language of suggested topics 
in receptionist and secretarial training 

Engli~h 

Setswana 

• Engfo.h or Setswana 

D Engfo.h & Setswana 

The preferred levels of receptionist and secretarial training are 

shown in figure 94. Most respondees favored medium level 
training, followed by high level training. Some respondees requested 
low level training. A smaller percent wanted medium and high level 
training.These questions were answered by 21.3% to 25.3% of the 
respondees. 

Preferred level of training for receptionist and secretarial 

Training needs 
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Receptionist and Secretarial 
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continued 

The preferred duration of training in receptionist and secretarial 

varies. The most preferred is 5 days, followed by 2 days, 1 day, 
and 3 days. See figure 95 below. 

------, 

Preferred duration of training in receptionist and secretarial 1 

Percent of businesse~ by training needs and duration of training 
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Receptionist and Secretarial 
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contmuec! 

F igun• 96 covers estim<1tcd ,1ttend<mn• by men ,1nd women in 

rect>plionisl and sccret,1rial trnining. From tlw respondt>cs who 
<1l1S\'-'l'rt'd tlwsl' quL·stions a total 1.•stirn<1led ;1ttendance in thesl' 
thn'l' lupics is .1lmosl 900 pl'oplc. 

F in,rnci.il ,1g1.•nts, JS Wl'll ,1s tlw mining and he<:ilth care sectors 

n·ported no estimt1t(•d <11tendces ,1t thesL' tr<:iining sessions. 
No nwn Wl'rt' L'stim,1tcd lo ,1ttend tlw secrc•t,1rial tr,1ining. 

Estimated attendance by sector and gender 
in receptionist and secretarial training 
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Super'11'isie>n and IVlanagement 

I n the urea of supervision and m<1nageml'nt there wen• fourteen 
suggested topics for tr;:iining: 

Section I 
1. Business ethics 
2. Business structures 
3. Coaching skills 
4. Communication skills 
5. Delegation skills 

Section UI (begins on page 151) 
11. Strategic planning 
12. Tt'am m<111,1gl'rncnt 
13. Tendering 
14. Time m,magement 

Section ll (begins on page 144} 
6. Lec1dership skills 
7. Planning 
8. Problem snlving 
9. Profitability improvement 

](). Sa fctv 

T opics were analysed by vurious aspects of the trnining needed 
and how it would impact on the business. Figure 97 shows the 

training subjects from Section I and whether the impact of the 
specific training would be high, medium, low or no impact. Many 
businesses expect a high impact on business growth in the various 
supervision nnd m,milgenwnt training rntegories. 

Impact on business growth of training in business ethics, 
business structures, coaching skills, 

communication skills and delegation skills 

Business structures 

Communication 'kills 

lkkgalion skills 

Percent of businesses by training needs am! impact on business growth 
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continued 

T lw prderrL'd loc1tion for Section I of supervision ,ind manage

nwnt training was answL'red by 16.2% to 2fi';{, of the respondees. 

As indic1tcd in figure 98, Gaborone is the preferred location for 
this training, followed by Francistown and tlwn :'vl<lun and 

Mahalapyc, followL'd by thL' any place designation. 

Preferred location of business ethics, business structures, 
coaching skills, communication skills 

and delegati<>n skills training 

Percent of hu-,inesses by training need-, 
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Supervision and Management 
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continued 

T hl' preferred month to start suggested topics in Section I of 

supervision <l!ld man<1gement training is shown in figure 99. 

I t ;:ippecirs that the majority of fl'sponde<'S prefer to st,1rt anv month 

of tht' ye,1r. Second prdt'rL'nce is the month of Ja1:umy. 

········-·-······-- ---~·~-------- ·--------··----·----------

Preferred month to start business ethics, 
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Supervision and Management 
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contmued 

The preferred language of training for Section I of supervision 

and management subjects is shown in figure 100. The over

whelming majority of respondees prefer the English language. A 
small percent preferred Setswana. None chose either English or 

Setswana or English and Setswana. These questions were 

answered by 17.5 'X, to 24% of the respondees. 

Preferred language of business ethics, business structures, 
coaching, communication and delegation skills training 

•English 

• Sctswana 

[J English or Sctswana 

• English & Setswana 

T he preferred level in Section I of supervision and management 
training is shown in figure 101. Most respondees favored 

medium level training, followed by high level training. Medium 
and high level comes next with some respondees requesting low 
level training. These questions were answered by 8.1 to 22'X, of the 

respondees. 

Preferred level of training for business ethics, business 
structures, coaching, communication and delegation skills 
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Supervision and Management 
continued 

The preferred duration of training in Section I of supervision and 
management varies. The most preferred is 3 days, followed by 

1 day, 5 days, and 2 days. See figure 102 below. 

Preferred duration of business ethics, business structures, coaching 
skills, communication skills 

and delegation skills training 

Percent of businesses hy training needs and duration of training 
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Supervision and Management 
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continued 

F igun,• 10:1 covers estim,1ted attendance by men and women in 

business ethics, business structun.•s and coaching skills trnining. 
From the n·spondees who ans\vered these questions a total estimat
ed attenlhmce in these three topics is almost 1, 100 people. 
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Supervision and Management 

400 

350 

300 

250 

's 200 

150 

100 

50 

0 
c 
Q) 

E 
........ 
IJ) 

·-
~ 

IJ) 

c 
0 
....., 
ro 
u 
c 
::::l 
E 
E 
0 u 

continued 

Figure 104 covers estimilted ,1tt1:'n<.fance by men ,rnd women in 

communicdtion skills and delegation skills training. 

Respondt'es to these l]UL'stions estimated almost 1,300 persons 

would attt>nd thest' supervision and management training 
courses. 

Estimated training attendance by sector and gender 
in communication and delegation skills 
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Super"isi<>n ancl l\llanagement 

S ection II in the Mea of supervision and mcinagement covers the 
following suggesh'd topics: 

Section II 
6. Le.Kkrship skills 
7. Planning 
8. Problem solving 
9. Profitability improvement 

10. Safety 

T opics Wl'rl' an;:ilysed by vnrious aspects of the training needed 
,1nd how it would impact on the business. Figure 105 shows the 

training subjl•cts from Section II and whether the impact of the 
specific training would be high, medium, low or no impact. Many 
businesses expect a high impact on business growth in the various 
personnel !raining categories. 

Impact on business growth of training in leadership skills, 
planning, problem solving, profitability improvement and safety 

Percent or businesses by training needs and imp<lCI on business growth 
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Supervision and Management 
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continued 

T he preferred location for Section II of supervision and manage
ment training was answered by 17.2% to 23'/r, of the respondees. 

A s indicated in figure 106, Gaborone is the preferred location for 
this training, followed by Francistown and then Maun, followed 

closely by Mahalapye and the any place designation. 

Preferred location of leadership skills, 
planning, problem solving, 

profitability improvement and safety training 

Percent of husinesses by training needs 

0 10 20 30 40 

Gaborone 

Francis town 

Maun 
Training needs 

•Safety 

Sero we D Profitability 

Mahalapye 
improvement 

• Problem solving 
Any place 

Planning 

Ora pa 
• Leadership skills 

Palapye 

145 



Chapter Nine Training Needs for Business Growth 

Supervision and Management 
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continued The preferred month to start suggested topics in Section II of 

supervision and management training is shown in figure 107. 

It appears that the majority of respondees prefer to start any month 

of the year. Second preference is the month of Janmuy. 

Preferred month to start leadership skills, 
planning, problem solving, 

profitability improvement and safety training 
Percent of businesses by training needs 
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Supervision and Management 
continued 

T he preferred language of training for Section II of supervision 

and management subjects is shown in figure 108, The over
whelming majority of respondees prefer the English language. 
A small percent preferred Sets>vana and a still smaller percentage 
wanted either English or Setswana. Very few wanted English and 
Setswana. These questions were answered by 16.2 ';{,to 22.7% 
of the respondees. 

Preferred language of leadership skills, plannlng, problem solvlng, 
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Training needs 

T he preferred level for Section II of supervision and management 

training is shown in figure 109. Most respondees favored 
medium level training, followed closely by high level training. 
Medium and high level follows next with some respondees 
requesting low level training. 
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Supervision and Management 
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contmued 

The preferred duration of training in Section II of supervision and 

management varies. The most preferred is 2 days, followed by 
3 days, 1 day, and 5 days. See figure 110 below. 

Preferred duration of leadership skills, 
planning, problem solving, 

profitability improvement and safety training 
Percent of businesses by training needs and duration ol' training 
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Supervision and Management 
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continued 

Figure 111 shows estimated attendance by men and women in 

leadership skills, planning and problem solving training. From 
the respondees who answered these questions a total estimated 
attendance in these three topics is over 1,400 people. 

Estimated attendance by sector and gender 
in leadership skills, !Planning 
and problem solving training 
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Supervision and Management 
continued 

Figure 112 shows estimated attendance by men and women in 

profitability improvement and safety training. 

Respondees to these questions estimated almost 1,000 persons 

would attend these supervision and management training 
courses. No attendees were estimated from five (5) sectors. 

Estimated training attendance by sector and gender 
In profltablllty Improvement and safety training 
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Super"Visi<>n anc:I IVlanagement 

S ection Ill in the area of supervision and management covers the 
following suggested topics: 

Section III 
11. Strategic planning 13. Tendering 
12. Team management 14. Time management 

Topics were analysed by various aspects of the training needed 
and how it would impact on the business. Figure 113 shows the 

training subjects from Section HI and whether the impact of the 
specific training would be high, medium, lmv or no impact. Many 
businesses expect a high impact on business growth in these super
vision and management training categories. 

A dditional training subjects in this category requested by the 
businesses include English and mathematics, food hygiene and 

general management 

Impact on business growth of training in strategic planning, 
team management, tendering and time ma1nagement 

Percent of businesses by training needs and impact on husincss ~:rowth 

0 5 10 15 20 25 :m 35 40 

Training needs 
• Time management 

•Tendering 

• Team management 

Low impact Strategic planning 

Medium impact 

High impact 

15 I 



Chapter Nine Training Needs for Business Growth 

Supervision and Management 
continued 

T he prderred location for Section III of supen'.ision and manage
ment tra1mng \Nas answered by 12.4% to 22'7., of the respondees. 

As indicated in figure J 14, Gaborone is the preferred location for 
this training, followed by Frnncistown and then any place. 

Preferred location of strategic planning, 
team management, tendering 
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Supervision and Management 
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January 

Sepll:mber 

() 

continued 

The preferred month to start suggested topics in Section III of 
supervision and management training is shmvn in figure 115. 

I t appears that the majority of respondees prefer to start any month 
of the year. Second preference is the month of January. 

Preferred month to start strategic planning, 
team management, tendering 
and time management training 
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Supervision and Management 
continued 

The preferred language of training for Section III in supervision 

and management subjects is shown in figure 116. The over
whelming majority prefer the English language. A small percent 
preferred Setswana and a still smaller percentage wanted either 
English or Setswana. Very fevv wanted English and Setsv·.rana. 
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The preferred level for Section III of supervision and management 

training is shown in figure 117. Most respondees fovored high 
level training, followed by medium level training. Lovv level training 
was requested by some respondees. These questions were answered 
by 9.2 to 21.6% of the respondees. 

----····--····-----------, 
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Supervision and Management 
continued 

The preferred duration of training in Section Ill of supervision 
and management subjects varies. The most preferred is 1 day, 

followed closely by 3 days, then 14 days, 2 days and 5 days. 
See figure 118 below. 

Preferred duration of strategic planning, 
team management, tendering 
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Supervision and Management 
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continued 

Figure I I 9 covers estimated attendance by men and women in 

strategic planning and team management training. From the 
respondees who answered these questions a totc1l estimated 
attendance in these two topics is over 900 people. 

Estimated attendance by sector and gender 
in strategic planning and team management training 
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Supervision and Management 
contmued 

Figure 120 covers estimated Jttendance by men and women in 

tendering and time management training. 

Respondees to these questions estimated almost 1,100 persons 

would attend these personnel training courses. 

Estimated training attendance by sector and gender 
in tendering and time management 
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Chapter Ten Training Needs 1for Business Growth 

I n the vocational training area twenty-eight (28) different topics 
were suggested: 

Section I Section II (begins on page 165) 
1. Air conditioning and 8. Crane operating 

refrigeration 9. Diamond cutting 
2. Baking 10. Dress making 
3. Bricklaying 11. Dry cleaning 
4. Cabinet making 12. Electric fitting 
5. Catering 13. Glazing 
6. Chef skills 14. Handicraft skills 
7. Concrete precasting 

Section III (begins on page169) Section IV (begins on page 174) 
15. Hydro/ Hydrogeophysical 22. Roofing 

skills 23. Refrigeration and air conditioning 
16. Painting mechanic 
17. Panel beating 24. Safety 
18. Plastering 25. Sewing machine operation 
19. Plumbing 26. Sign writing 
20. Printing 27. Textile and garment trades 
21. Radio & television service 28. Welding 

Impact on business growth of training in Section II of the 
suggested vocational topics 

Percent of businesses by training needs and impact on business growth 
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contmued 

Air conditioning and refrigeration 

Only 3.4'/i, of tht' businesses reported needing this training and some 
of them fl'lt that it would give them high impact, but a few felt that 
the training would have no imp,1ct. The majonty wanted the training 
to be held in G,1boronc. Both English and St'tswana languages were 
requested. Most responLkes w<1nted training at the medium level. 

Baking 

Only 3.9% of the businesses reported needing this training and the 
majority felt that it would have high imp<Kt on their business 
growth, but some thought the tr<1ining would have no impact. Most 
requested that the training be held in Gaborone with somL' request
ing Maun. The level of training requested was medium. 

Bricklaying 

About 3.4% of the businesses reported needing this training, of 
which the majority ft'lt it would have a high impact on business 
growth. The training could start any month. Both English and 
Sctswana languages were requested. Medium level training was 
dt•sired. l'\:o women trainees were planned. 

cabinet Making 

Only 1.7% ot businesses needed this training, with varying levels of 
impact reported. See figure 122 for requested duration of training 
and figure 123 for number of expt•cted trainees. 

catering 

Only 45% indicated need for this training with most claiming a high 
impact on growth. Training location was mostly requested at 
Caborone, mostly in English and at a medium level. See figure 122 

for duration of training and figure 123 for number of trninees. 

chef skills 

Only 3.4% of the businesses indicated need for this training with the 
majority feeling it would have a high to medium impact on their 
busint'SS growth. Location required was mostly Gaborone during 
any month, but preferably in July and in both English and St'tswana. 
The level required W<1S medium to high. See Figure 122 for duration 
of training and figure 123 for number of attendees. 

concrete precasting 

Only 3.9% of the respondees reported needing this training and for 
most of them it would have a high impact on their business growth. 
Location desired was Francistown and Gaborone during any month 
and mostly in English. The level of training needed is medium. 
See figure 122 for duration of training and figure 123 for number 
of attendees. 
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continued 

The number of expected trainees from the respondees in 
Section I of the vocational training area is shown in 

figure 123 below. 
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from Section I of vocational training 
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continued 

section JI of vocational training subjects include: 

8. Crane operating 
9. Diamond cutting 

10. Dress m,1king 
11. Dry cle,1ning 
12. Electric fitting 
13. Glazing 
14. Handicraft skills 

S ee figure 124 for impact on growth, figure 125 for duration of 

trnining, figure 126 for number of expected attendees and the 
follm.ving commentary for additional information on these training 
subjects. No significant indication for business growth was shown. 

~-----------·------------~-----~---···---.. ---~ 

Impact of training for Section II vocational subjects 
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continued 

crane operators 

Only 1.7% of the businesses needed this training with no significant 
impact on growth. Only one business responded on the duration 
and attendance of training see figures 125 and 126. 

Diamond cutters 

Only two businesses responded with a need for this training, but 
both reported no impact on their business and they did not specify 
any possible number for attendance at this training. 

Dress making 

Only three businesses reported a need for this skill but two of them 
claimed no impact on their business. They did not specify any 
number of attendees at training. 

Dry cleaning 

Only 2.2 % of businesses reported a need for this training. 
There was no strong evidence of high impact on business growth. 
The preferred locations were Gaborone and Francistown, during any 
month for training to start, in English and Setswana languages and 
at a medium level. See figure 125 for duration of the training and 
figure 126 for number of attendees. 

Electric fitting 

Only three business reported a need for this training and they did 
not feel it would impact significantly on their business. Training 
would be required at Gaborone during any month in both English 
and Setswana at medium level. See figure 125 for duration of train
ing and figure 126 for number of attendees. Only 7 women were 
estimated to attend this training. 

Glazing 

About 2.8% of the businesses reported a need for this training and 
most of them think it will have a high to medium impact on their 
business. The training was mostly required in Gaborone, but also 
Francistown and Selebi-Phikwe were mentioned. Any month was 
selected as the time to start and the language was both English and 
Setswana. Training was preferred at a medium level. See figure 125 
for duration of training. About 49 people (35 men and 14 women) 
are estimated to attend this training. 

Handicraft skills 

Only 32.2% of the businesses reported a need with different impacts 
on business growth. Preferred places for training were Gaborone 
and Mahalapye during any month ,in English at a medium level. 
See figure 125 for duration of training and figure 126 for number 
of attendees. 
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continued 

Figure 125 shows the requested duration of training for subjects 

listed in Section lJ of the vocational training are,1. Two days train
ing seems to bt• the most preferred followed by 30 cfoys, then 7 d,ws. 

-·---··---~-----·-··----··--- ·------·-----··---------- -1 

Preferred duration of training for the subjects 
in Section II of vocational training 

Perccnl of husincsscs 

1.5 2 2.5 3.5 4 4.5 

Trainino needs l ___ :..:i;c _____ , 

I • Handicraft-; skills I 
I I 
I Gla1ing I 
I I 
I I 
I Electric fitting I 
I I 
I 0 Dry cleaning I 
I I 
I • Dress making I 
I I 
I I 
I Diamond cutting I 
I I 
I • Crane operating I 
l_ ________ J 
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Glazing/women 

Gla!'.ing/men 

Electric 

fitting/women 

Dry 

cleaning/women 

Crane 

operating/men 

() 

Training Needs for Business Growth 

continued 

Figure 126 shows estimated attendance by men and women in 
Section II of the vocational training subjects. Total estimated 

attendance in these subjects is over 100 attendees. 

IO 15 20 25 

Number of trainees 

Number of expected trainees 
from Section II of vocational training 

Sector names 

II Printing & Publishing 

0 Petroleum 

• General. Export & Engineering 

Construction 

II Manufacturing 

30 35 
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Chapter Ten Training Needs for Business Growth 

continued 

section III of vocational training subjects include: 

15. Hydro/Hydrogeophysical skills 
16. Painting 
17. Panel beating 
18. Plastering 
19. Plumbing 
20. Printing 
21. Radio & television service 

S ee figure 127 for impact on growth, figure 128 for duration of 

training, figure 129 for number of expected attendees and the 
commentary for additional information on these trnining subjects. 

Impact of training for Section Ill vocational! subjects 

RaJin & television 

"-
"O 

11.J 
11.J 
t:: 
blJ 
t:: 
t:: 
·~ 

sl"'rvicc 

Printing 

Plurnhing 

Plastering 

r'.: Panel heating 

Painting 

HyJro/ 

HyrJogeophysical skilb 

() O . .'i 

Percent of businesses 

[] High impact 

•I :\1cJiulll illlpact 

fill Low impact 

Ill '.\lo illlpact 

1.5 2 2.5 3.'i 4 4.5 
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Chapter Ten Training Needs for Business Growth 

continued 

Hydro/Hydrogeophysical skills 

Only 3 businesst>s reported a need for this t1«1ining zmd the majority 
of them felt th.it it would havL' no imp<1ct on their growth. 
The tr;1ining is nel'ded in Ccibormw during ,my month, in English 
;md Sets~\'<lll<l, ;1 t a medium I eve l. See figure 128 for du ration of 
tr.1ining <llld figure 129 for number of possible attendees. 

painting 

About 4.5'X, of tlw businesses reported ,1 need for painting training. 
Most of them think it will have <thigh imp<1ct on their businesses. 
St>ver,11 loc;1tions were preferred with no location having a majority. 
These locations included: Fr<1ncistown, G,1borone, tv1uhabpye, 
Selebi-Phikwe, Sl'rmve and ;mywhere. The preferred month of train
ing w,1s anytime. The l,1ngu,1ge w<1s English (3.4%) to Setswana 
(0.6%). Level of tr<1ining w;1s 2.2'/~, for medium and 1.7'X, for high. 
See figure 128 for dur;1tion required ,md figure 129 for attendance. 

panel beating 

About 4.5% reported ,1 need for this training with the majority sug
gesting high to medium impact on their business. Several locations 
were prderred with no location h<tving a majority of requests. These 
loc<ttions included: Francistown, C;1borone, Mahalapye, Orapa, 
Serowe and anywhere. Any month of the year was acceptable for 
training ;md 2.8% w;mted English language, 0.6°/,, wanted Setswana 
and 0.6% w,mted English and Setswana. Medium level of training 
w,1s requeskd more fn'quently than low or high level. See figure 128 
for dur,1tion of tr<1ining and figure 129 for number of attendees. 

plastering 

About 3.4'/;, of the business needed this training with indications of 
very little impact. They require different locations during any month 
and the language should be Setswana and English. The levels 
required arc mostly medium to low. See figure 128 for duration of 
training and figure 129 for the number expected to attend. 

plumbing 

About 4.5% of businesses needed plumbing training, most of them 
indicated that the training would h;we high to medium impact on 
their businesses. Loceltions for holding this t1«1ining varied from 
any place to Francistown, Mah<1bpye, P;1lapye and G;1borone. 
J\ny month would be suit<tble for tr,1ining with the training 
langu,1ge being English. One busi1wss asked for Setsw,111a. 
The ll'vel of training requested w<1s mostly medium. 
One business asked for high level. See figure 128 fur duration of 
tr;1ining <1nd figurl' 129 for number of possible tr,1ining attendees. 
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continued 

printing 

About :1.Y'Yc, (lf the businL'sses rn'eded this training with most of them 
sl<1ting ,1 medium lo high impact on tlwir busim'sse:; growth. 
Francistown, C,1borrnw ,ind tvfoh,1 J,1 pvc WLTl' suggested <lS possiblt' 
loc<1tions for the tr,1ining with most ~'rL'fc·rring C<iburone. Anv month 
of the Vt'ar \V<ls suit<1hk· for training with the Fnglis11 i<mgu<1gl' being 
prL'ferrcd most, witl1 only one busi1wss Sl'eking Setcw,1n<1. The level 
of tr,1ining desired W<lS medium. St'L' Figure I 2K for the dur<1lion ui 
lr,1ining <ind figure 12LJ for possible number of attendees. 

Radio & television service 

Ahuut 2.8% of the busi1wssL'S 1wedl'd this trilining <ind its imp,ict was 
TL'portl'd to be high to medium. Tlw t1«1ining is rnus~ly needed <lt 
C<1borone, one business rc'qucstl'd Francistown. Any month W<lS 
dL'sir,1ble to h<iVL' tlw training with tlw English bngu<ige prl'ferred 
<1nd medium to high level of training. See figure 121\ for dur,1tion of 
tr<iining <llld figure 129 for possible number of ,1ttendL'l'S. 
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() 

II Hydro/ 
Hyrdogeo 
physical 
skills 

Plumbing 

Training Needs for Business Growth 

continued 

F igure 128 covers the requested duration of training for vocational 

subjects listed in Section III of the vocational training areas. 
Five days tniining seems to be the most preferred followed by 
90 days, then l ,111d 10 days, followt'd by 7 days. 

Preferred duration of training for the subjects 
in Section Ill of vocational training 

Pen.:ent of husinesses 

Training needs 

Painting 

Printing 

II Panel 
beating 

II Radio & 

4 

television 
service 
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Radio & television 

service/men 

Printing/women 

Printing/men 

Pl umhing/women 

Pl u mhi ng/men 

Plastering/men 

Panel heating/men 

Painting/women 

Painting/men 

Hydro/ 

Hydrogcophysical/ 

0 20 

Training Needs for Business Growth 

continued 

Figure 129 covers estimated attendance by men and women in 

Section III of the vocational training subjects. Total estimated 
attendance in these subjects is over 500 attendees. 

40 60 

Number of expected trainees 
from Section Ill of vocational training 

80 I 00 120 140 

Sect or names 

• Gcn~ral trade 

• Pro1cssional Services 

lilll Parastatals 

• Printing & Puhlishing 

lilll Pctr..ilcum 

• Social & Community 

Organisation' 

lilll Con-;truction 

• Motor Trade and Related 

Numhcr of trainees 
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Welding 

Textile and 

garment trade 

Sign writing 

St:wing 111achinc 

opcratain 

Sa!cty 

Rllofing 

Refrigeration and 

air conditioning 

Training NeE~ds for Business Growth 

continued 

sedion IV of vocation<il tr<iining subjects include: 

22. Roofing 

2J. RPfriger,itiun elm! air conditioning 

11wd1 ,111 i c 
24. Safdy 

25. SL'wing machinL' operation 

211. Sign writing 

27. TL·xtik' cJnd garment trades 

28. WL'lding 

S eL' figurl' 13ll for imp,1ct on growth, figure 131 for duration of 

training, figure 132 for nurnbL'r of expL'cted attendees and thL' 
cotlllllL'ntcJry for ,1ddition,1l inform,1tion on these tr,1ining subjects. 

Impact of training for Section IV vocational subjects 

D High impad 

• !\.1cdiun1 impact 

D Low impact 

• No impact 

() 2 6 7 8 

l'l'.rccnt of husint.:sst.:s 
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Chapter Ten Training Needs for Business Growth 

continued 

Refrigeration and air conditioning mechanic 

About 2.8'/., ot the businesses reported a lll'ed fur this training. Sunw 
clciimed th;1t the training would havt· ,i high impact on business 
growth while others slated no impdct. The training is mostly 
required in Cabormw with Olll' requirt•d at Francistown. Tr,1ini11g 
can be during any month of the YL'dr, in the Englis:1 langudge at a 
medium levL·I. Sl·e figure 111 for dur<1tion ot tr<iining required and 
figure 132 for numbl·r of lr<linees L'xpeckd. 

Roofing 

About 3.4'1<, of the businesses rt•portl'd ,i nel•d for roofing training 
with most of them suggesting a high impact on busim·ss growth. 
Five locations were suggesll'd including F1«rncistmvn, Cabumne, 
Mahalapyc, Pcilapye and any pl,ice. The training c,m bL' during any 
month of tlw ye<ir in English and al ;i nwdium levt·l. SeL' figure 131 
for dur,ition of tr,1ining and figure 132 for estimall:d <lttendecs. 

safety 

About 5.1 % of the businesses neeLfod this tr<lining and most of them 
rt•porkd high to medium imp,1ct on the growth of their busint•ss. 
J ,ocations suggested included Caborrnw, Mahalapyc, Maun and ;iny 
place. Among thL' prefL'rrL'd loc,itions, Gaborone h.1d the largest 
frequency. The time for training could be any munth of the year with 
the training prderred to be in the English l,inguag·~. A few havL' also 
requt•sted Setswan;i. Tht> level of training is mostly medium with 
two businesst•s n·questing low ll'VL'I ,ind one medium to high levl'l. 
Sec figure 131 for duration of training and figure 132 for possibll' 
number of trainees in this are<i. 

sewing machine operation 

About 5.6% of businesses reported a need for this I raining and most 
of tlwrn felt th<lt it would have a high to medium i npact on the 
growth of their busi1wss. Lucations suggested included Francistown, 
Gaborone, Kanyc ,ind Selebi-Phikwe with the most preferred 
location being Gaborone, followed by F1«rncistow11. Any month of 
the ye<H w,1s suitabll' tu most with J,inuary and September alsu bL'ing 
mentioned. The Language for training w,is English (3 business), 
Sctswana (3 busincsses),English or Sctsw<ina (1 bu~inl'ss), English 
and Setsw<ina (2 businesses). The requested trciining l1;_•vcl w,1s 
medium to high. Sec figure 131 for dur,ition of lr<iining and 
figure 132 for number of attemfrcs at this training. 

sign writing 

About 4.5% of the businesses needed skilled sign .vriters training 
with vMying ll'vds of impact. Loc,itions included Caborone, 
Mahalapye, Maun and Orapa with Gaborone bein;; the most chosen 
venue. There was no particular month requested for st<irting this 
training. The English and Setswana languages were preferred with 
the preferred level of training at the medium level Sec figurl' 131 
for duration of t1«iining and figure 132 for estim;iti::d attendl'cs. 
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Chapter Ten Training Needs for Business Growth 

continued 

Textile and garment trades 

About 2.8'){, of the businesses reported needing this trnining with 
varying levels of impact on the growth of their business. Both 
Francistown and Gaborone are preferred for training with the train
ing being carried out during any month of the year. English was the 
chosen language. There are requests for training at low, medium and 
high levels. See figure 131 for the duration of this training and see 
figure 132 for the approximate number of possible trainees. 

welding 

About 7.9'';{, of the businesses reported a need for welding training 
with most of them expecting the training to have a high to medium 
impact on the growth of their businesses. Requested locations for 
this training varied from any place to Francistown, Gaborone, 
Mahalapye and Serowe. Any month of the year is acceptable for 
training with February and June being mentioned as well. Most 
businesses preferred the English language with Setswana also 
mentioned. A medium level of training is preferred with a few 
needing low or high level of training. See figure 131 for the duration 
of training and figure 132 for the possible number of attendees. 
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• Refrigeration 
and air 
conditioning 
mechanics 

Ill Sign writing 

Training Needs for Business Growth 

continued 

Figure 131 shows the requested duration of traini'1g for vocational 

subjects listed in Section IV. Three days training seems to be the 
most preferred followed by 2 days, then 1 and 30 days, followed by 7 
days. 

Preferred duration of training for the subjects 
in Section IV of vocational training 

Percent of businesses 

Training needs 

Roofing 

Textile and 
garment trade 

•Safety 

II Welding 

177 

:i 5 

CJ Sewing 
machine 
operation 

-1.5 
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lC\.lik 8; g;u!llt"lll 

S.1IL(y/111t'!I 

k•:fngt'ra1i1'.:1 and ,;11 t.:n11d:!H1n1:,!-'. 

~VI\ l<....._'/HK'll 

0 

Training Ne1eds for Business Growth 

continued 

Figure 132 shuws estimated attendance by men and wt>men in 
Section IV of the vocationdl training subjects. Total estimated 

attenclanct' in thest• subjects is almost 1,000 peoplt·. 

Number of expected trainees 
in Section IV of the vocational training subjects 

Sector names 

• Pu1t1n!! & puhli:-.111'1~· 

• :\l.!:ti:.:ul11 .• rc 

100 l'.'-0 2tJ(l 

Number of trainees 
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Chapter Ten Training Needs for Business Growth 

contmued 

There were a number of other areas for which businesses reported 
the need for training. Only one request per subject was recorded. 
The specific subjects that were requested arc listed below: 

Aeronautical engineering 
Architectural design 

Beauty care and lwalth 
Bonding 

Cad-design 
Construction technician 

Custom clearance 
Drilling 

Electronics 
F AP Procedures 

Graphical J.rt 
Graphical design 

Hair bec1uty 
Horticulturist 

Hospital manJ.gement 
Machine operation 

Quantity surveyor 
Textile designer 

Trainers 
Advanced electrical course 

Advertisement and sales 
Auto electrical 

179 

Barmaid 
Blockman 

Cloth technolog st 
Copy writing 

Debt collection 
Diesel mechanic 

Driving 
First aid 

Fitters 
Heavy duty driver 

Machine Instructor 
Meat processing 

Mechanic 
Motor mechanic 

Office equipment service 
Petrol attendant 

Plant engineer 
Pre-school program 
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Ref No ............... . 

BOTSWANA CONFEDERATION OF COMMERCE INDUSTRY & MANPOWER 

Private sector training survey 

TRAINING NEEDS FOR BUSINESS GROWTH 

Name.................................................. Address ..................................................................... Telepho1ie No ........................ . 

For attention of ......................................................... . 

1 . . "--··-- -- -· --· - ·-· -··-· - -- -· ·-· ·- ·-· . - - - ,, ·- ,,.., -··-· - ·-- - - ·-· -· - ,.- .•. ·- ase tick) 
a Co - ooerative 
b Limited comoan:v 
c Not - for - profit 
d Parastatal 
e Partnership 
f Sole trader 
g Other (describe) 

.ill en Women Total 
Motswana/Batswana? 
Non - Batswana residents? 
Non - Batswana? 



3. In how many different locations is your business situated?----

4. Where your business is located in more than one location, list your top three locations bs size: 

Largest location 
Second largest 
Next largest 

5. How many people does your company currently employ? 

Men Women Sub- total Total 
Batswana I ExDats Batswana I ExDats Batswana Exoats 

Total each cateJlo 
Total all catef!ories 



TRAINING NEEDS IMPACT ON NUMBER PREFERRED PREFERRED PREFERRED PREFERRED PREFERRED 
GROWTH OF MY OF DURATION LOCATION TIME LANGUAGE LEVEL OF 
BUSINESS PEOPLE I (DAYS) (TOWN) (MONTH) OF COURSE 
(please tick) COULD INSTRUCTION (please tick) 

SEND 
NJ Low :\1edium High Male h>male Low :"fod1urr1 [-hi!h 

AREA 

A 
ACCOL\!TINGIFlNANCE 

L Accounting 
2. Bookkeepmg 

:3. Bed11:Htini;: 

'!. Can1tal spendino· 
5, Co!iLing and oricm.il 

(:$ Financirrl mnnaflement 

7 Handlmo- debtors 

R. Jnsurnnco/nsk 

10.Tax olanninfl 

11. Writint? a business nlarc 

12.0ther (soP<:1fv) 



TRAINING NEEDS I IMPACT ON i NUMBER PREFERRED I PREFERRED I PREFERRED I PREFERRED I PREFERRED 
GROWTH OF MY OF DURATION LOCATION I TIME LANGUAGE I LEVEL OF 
BUSINESS PEOPLE I (DAYS) (TOWN) l (MONTH) I OF COURSE 
(please tick) COULD INSTRUCTION (please tick) 

SEND 
~:1 Lc.w \·l<>dwrn High \Jal•• l<'>'rnaie ] ,;v; \.·lP<hurn llii!h 

MiE.\ ? 

,· <'li\Pl 'TERS 
. I 

L A.,.·rn1:; i 
2. fJbnsP 
:_,[;(IS 

l Lotus].<,.;, i 

>'· \\'<-rd·rv·r """'n<: · 
SPEelf\ NckeC'P. 

1_\ ( nher (spF·'ci.fv) i 

I 

\l. \.A!\f\E'IT\1 ;1::'.-\.1,;.:s 

l CusturnPt relat.1cns 

:;_ \1arkvt r<-'SParch 

:1 \li!rkc>trng-

J S Pg-utlat11 Hl I 

;1. :\J,0tworklf11{ 

,; F1Jblic rcrn!icns 

7 S.:llEs n10.ri&t'(dTP~·nt 

8 Utlwr (sp"c1fy) 

I 

j 



TRAINING NEEDS IMPACT ON NUMBER PREFERRED PREFERRED PREFERRED PREFERRED PREFERRED 
GROWTH OF MY OF DURATION LOCATION TIME LANGUAGE LEVEL OF 
BUSINESS PEOPLE I (DAYS) (TOWN) (MONTH) OF COURSE 
(please tick) i COULD INSTRUCTION (please tick) 

I SEND 
N;l Low \fodrnrn HJ Pb Male T•'cmale Low \fodmm H1£'h 

AREA: I 
i 

P. PERSONNEL I 
I 

l. AFprn1sal and I 
cnunsPllmg-

2. Career and reti!'t~Int:'-nt 
I plann1n~ 

~l. Ccmp,0 nsnt1c·n and I 
, 

henefils I ' ' 
-!. Euwlov<•(• n'cord lrPPnrnu 

5. Orievancn handlint!' 
8. Labour laws 
7. Labour n::laLions 

8 Personne~ St:CCP3s1on I 
planmmr I ! 

9. Pc>rsrn1r1PJ su<:~cession r I l dannm;: 
10.Prumotwn and ttansfer I i 

11.R.1•cru1trnent and ! i l 
t;~rrnination Dl'JOE'dUrds I 
12.(lther (suec1tv1 : 

! 

PR. PRODLCTION 

l FXfodtv'' nurchamu: 
2. Eauiprnent manag-ertH'nt 

I 

0. Fac1ht1es rna~HUl?munt I 

4. T mp roving quality with I ' ! ! I 
i statistical orocess """'ml I 

~). !\.lHintenaneP I ! i i manAt::ren1et: t i 

1.J. MatRnals mana.,.em•H1i. 



TRAINING NEEDS IMPACT ON NUMBER PREFERRED PREFERRED PREFERRED PREFERRED PREFERRED 
GROWTH OF MY OF DURATION LOCATION TIME LANGUAGE LEl!EL OF 
BUSINESS PEOPLE I (DAYS) (TOWN) (MONTH) OF COURSE 
(please tick) COULD INSTRUCTION (please tick) 

SEND 
Nil Low :\1edium Hie:h Male !Female Low :\!edrnm H1.,h 

7 l'v!ethods imnrovem<'nL I 

8. Physical distribution i 
managcmert 

9. Production planning and 
control 
1 O.Product1vity 
unprovement 
l 1.Pro1e-ot manae:ement 
12.Quahty control 

13.Record keemne: 
14.Technology Resources 
~fanal::'.'E~ment 

15.\:Varehouse manae-enw11l 

16.0ther (snecifv) 

I 

FS. PERSONAL SKILLS 

I. Dealing with difficult 
people 

2. Malung meetmgs 
effective 
:i. Presentat10n skills 

4. Report, agenda, and 
minute writine: 
G. Sdf esteem 

6.Stress manag-emPnt 

7.0ther (specify) 

I 



TRAINING NEEDS IMPACT ON NUMBER PREFERRED PREFERRED PREFERRED PREFERRED PREFERRED 
GROWTHOFMY OF DURATION LOCATION TIME LANGUAGE LEVEL OF 
BUSINESS PEOPLE I (DAYS) (TOWN) (MONTH) OF COURSE 
(please tick) COULD INSTRUCTION (please tick) 

SEND 
Nil Low '>iedrnm Hl.i.h Male !Femalo Low '>iedrnrn Hli!h 

AREA: I 

R. REG~;P'TIONIS'.I 
r SECRETARY 

' 
J, R,ecenhonist trainine 

2, Secrel.arv tramm1' I 

3, Other (st•ecifvl 
I 

S, SUPERVlSIONI I 

,MANAGEMENT l 

l , Busrness ethics 
2, Business structurfYS ' 
3, Coachinc skills 
4, Cmnmumcat10n skills 
5, De\<"Erntion skills i 

(\, Leadershm skills i 
T Planmnll 
8, ProblPm solvimt 

9, ProfiL1bility 
i1nprovenwnt I 

10.Sofelv 

1 LStrate<ric olannin" 
12,Tnam manacement 
13,TendPrinl? 

14,Time mannl?emEmt I 

15, Other (soecifvl 

' 



TRAINING NEEDS I IMPACT ON ! NUMBER PREFERRED PREFERRED I PREFERRED PREFERRED !PREFERRED 
I GROWTH OF MY I OF DURATION LOCATION ! TIME LANGUAGE LEVEL OF 

BUSINESS I PEOPLE I (DAYS) (TOWN) (MONTH) OF COURSE 
I (please tick) i COULD INSTRUCTION I (please tick) 

! SEND 
'.\.1 I •n\· \1edt1m1 lh"h !dale !Fem"k I • Low :,tediun; Htd: 

AREA. i I 

' i 

\ V(ll'.AT!(J'.\A:, 

AIT c"Jnd1t1c;"1inf{' and I l ' 
n:fnm'rnt.m:l i 
Fakm" I 
l:!ricfdavmL! ! ! 

\:'abtnPL make-rs 

Catet'lnt:.: 

ChdskiUs 
(~~inrrd,e nr·:~cnstlng- : 

Cran~ onPrtttors 

Dia:iwnd cutters/oohslH·r~ 

Dn's>makin>? 
Drv >'l0nrncf" 

£!edr1c f1ttml! 

'.Hazm.: 

Han1hcnfts skills ' 
I-Iydroflt ydror.;t•ophyst(:a1 
sxilh 

Faintin~ 

ParH'l bi~atrn1:! 

P!n<tAPma 

Flumbmg 
Frrntl!H:! 

fiD.rl.)·J and ti:-levision 
! 

:;:~rv:;_c2:; 

f\pfngr>rnt.rnn & Air~ ~<'rn(Ht I 
n1echanics 

Hoofmf! 
8nfl'lv 

Sew1ne: 1nachnE• oreratioL i 

Sitrn wnt1n!l ' 
TPXL'.iP s.nd 2'arrnnnt trades 

Vteldirnr . 

Other 



TRAINING NEEDS IMPACT ON NUMBER 
GROWTHOFMY OF 
BUSINESS PEOPLE I 
(please tick) COULD 

SEND 
NJ Lnw :\1edrnm lli1rh Male Female 

AREA l 
! 

! 
, l 

l 
i 

' i 

i 

' 

' 

' 

Signature~~~~~~~~~~~~

(Respondent/Interviewer) 

Print name--------------

Date~~~~~~~~~~~~~~~ 

PREFERRED PREFERRED PREFERRED PREFERRED PREFERRED 
DURATION LOCATION TIME LANGUAGE LEVEL OF 
(DAYS) (TOWN) (MONTH) OF COURSE 

INSTRUCTION (please tick) 
I 

Low :v!echum Hi!!h 

I 




