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5 Hours Essential Management & Administration Skills and Knowledge

Key topics

1) Economics

with emphasis on Marginal Concept of Cost and Benefits

2) Marketing

with focus on Market Segmentation factors and

Pricing and Brand Strategies

3) Accounting - Statement Analysis

with focus on Cash Flow Statement - cash in /out

negative cash flow or positive cash flow

Purpose of Accounting:

provide the key performance indicators

provide the key distress indicators

4) Finance

with emphasis on Sunking cost

marginal costing

breakeven analysis

contribution analysis

Profit Centre/Cost Centre/ Servicing Centre/ Supporting Centre

Flexible budgeting

5)
      Human Resources

Motivation

6) Strategy

Growth Strategy, Stability Strategy, Defensive Strategy,Combination Strategy

7)

Sales & Selling Management

Essentials of success sales:

a) goal setting

b) psychological 

c) motivation

d) effort

e) knowledge

f) luck

8)

Business Ethics
