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Course Programme

Welkome to the NGO Management School!

Managing and leading an NGO iseboming increasinglycomplex and sophisti@ated. More and more oga-

nisationsredise tha a widening enge of knowledge, Kills and stategies ae nee@ssaryto achiee results

to enhancetheir impad and to remain eféctive in the work they do. The NGO Managemert Schml is a
non-pro@t institution which provides training sgci®aly created for professionaland efective NGO mana-
gement.

Thefocus of our taining aurses is on gaining a though understanding of ley concepts of NGO manage-
ment, dharpening practical sklls and developing strategies tha participants can immediately use in their
work, right ater the course
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Course Programme

Badc course: Essentials of NGO Management -How to manage and lead an NGO(5 days)
This course is a general iduction and cavers key subjects of NGO management
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Training of Trainers - How to design, deliver and follow-up a training course (5 days)

GETTING STARTED

Strategic Planning (4 days)

How to create and put into practice successfully a strategic plan for an organisation

Strategic planning helps an organisation to formulate a stegy,how to best achi@eits goals and how to defie an opeational plan to
get there. It looks into the future and provides direction for the entire organisation.

Improving the Effectiveness of Your Board (3 days)
Essentials of Nonpro!t Governance and Board Relations

Effective governance is essential to the long-term success of an organisation. In the NGO sector (as in other sectors) stakeholders
becoming more demanding in terms of what they expect. Donors want to be sure that their money is going to a well-governed and
accountable organisation.

Working Successfully in a Team (2 days)
How to contribute towards achieving the aims of your team

Teanwork is essential for the success of any organisation. In effective teemmmbers develop synergiesmeaning that their
cooperation leads to an added value for the team which is grerathan the combined individual output.

Building and Leading Effective Teams (2 days)
Knowledge and Skills for High Impact Leadership
For successful leadership, the team leader should lead by example, with enthusiasm and inspiration, recognizing member

accomplishments maching and helping members in solving problem3oachieve the team's objectives, the team leader needsdous
on the team memberstheir creative ideas and input.
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DEVELOPING PROJECTS

Needs Assessments in Emergency and Rehabtation Situations (5 days)
Strategies, techniques and tools to prepare and conduct a needs assessment

Designing and Planning Projects (5 days)
Mastering fundamental project design skills
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Monitoring and Evaluation (5 days)
How to prepare and successfully implement a monitoring and evaluation plan

These courses mvide comprehensive training for beginnerd.hey will equip you with the essential skill®ools and good practices

from the ®eld to successfully manage projects in delopment cooperation and humanitarian work. All courses follow a participey
approach based on case studigsith many exercises and faciliteed disscusions

Upon completion of these three coursegarticipants obtain a Certi@de in Project G/cle Management. Each course can also be taken
individually as a stand-alone coursehich leads to a course certi®te.

Project Cycle Management Compact (5 days)
Fag-track project management for practitioners

Project Planning and Management with Logical Framework Approach (3 days)
How to design, present and monitor projects with the help of a concise and simple table
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Exit Strategies: Effective Programme Disengagement (2 days)
Achieving programme and project sustainability

These adranced courses aredr persons with &least one yar of ative work in project management. The focus on all adanced courses
is on reviewing, discussing and solving problematic issuesluding subjects brought up by the participants.

MOBILISING RESOURCES

Effective Fundraising for Results (3 days)
How to raise funds for NGO activities

Competition among NGOs in the acquisition of donor funding is very strohgorder to face the donors' expectations, the fundraisers
have to impiove and professionalize their workThis course is designed to give you practical and approgegitools to raise funds
successfully in favour of your organisation's activities.

Financial Management for Non-Finance Executives (3 days)
How to manage !nancial resources effectively and ef! ciently

Thecourse is aimed at equipping NGO leaders, managers, and board members with the knowledge and skills to effectively and
ef®ciently manage the ®nancial resources of an NG@utds self suf®cieryc

Financial Management in Emergencies (2 days)
Managing and mitigating nancial risk in the Irst critical weeks of a response

Theaim of the course is to ensure that ®nancial resources are used effectivelyativas and reduce human suffering in emergencies.
Thecourse will help participants to identifymanage and mitigae the major potential @ancial risks during the @ weeks of an
emergenagy.

Essentials of Human Resource Management (5 days)
How to lay the foundation for a solid approach in Human Resources

People are an organisation's most important resource and asset. Effective management of individuals and the seikftnucial
to attain the organisational goalsThis course for practitioners pwides a comprehensive and solid foundation in human resource
management.

REACHING OUT

Community Participation in Development Projects (5 days)
Enabling communities to participate effectively in development work

Participaory development is the most important approactotvards enabling communities to help themselves and sustain efforts in
development work.



TRAINERS

Our trainers ae senior pofessionalsvith extensiveexperience in mnduc-
ting courses ér NGOs in auntries in the $uth and in the Mrth. They
have worked in NGO management and leadershipgitions br mary
yeass. Ou trainers hae sered as advisors andonsultants to donor
organisdions and govemment agencies vorking with NGOs They know
what is needed to suceed and what ae the challenges both im the
NGO's and the donors' perspective.

COUWRSE LOETION
All courses ae mnducted in training or onferencecenters in Gneva.
Please visit our website for courses conded abroad.

LANGUAGE
Courses are inEnglish,most are also wailable in French. Please
enquire for other languages.

IN-HOUSE COURSES
All courses can be customised for use as in-house courses.

COUWRSE CERTIFICATE

Participarts obtain a erti@ae after each ourse. The three 5-day
basic ourses inProject G/cle Managemert lead to aCerti&de in
Project G/cle Management.

COWRSE FEES
Course Ees br OECDand Non-OECDparticipants areavalable on our
website.

ABOUT US

The NGO Managemert School oférs non-po@& organisaions needs-
led and afbrdable education, trainingand support in individual and
organisdional capacity development.The NGO Managemert Schal
aims d providing NGO leaders and staff the&wledge, Kills and sta-
tegies © be ceative and solution-oiented to take eféctive adion for
the bene® of the communities or cause they sezand to sucessfully
accomplish their missions.

The NGO Managemert School is a depament of the NGO Mnage-
ment Associationan independent non-pro® organisaion registered
as NGO in Switzerland and based in the Gemarea

(Reg. NoCH-550-1055048-2).

QUESTIONS
Please contact us if you have any questions.

a NGO MANAGEMENT SCHOOL SWITZERLAND 2010

NGO Management School Switzerland
CH-1269 Bassins
Swizerland

Phone: +41.22.534.96.84
Email: courses@ngomanager.org

Www.Nngoms.org
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Please visit ourwebsite for course programmes, dates, locations and fees: www.ngoms.org



