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School of Information & Digital Technology

Intended Learning Outcomes (ILOs)

Higher National Diploma in ICT - NVQ Level 06
Course Code: IT/H/01

The student will emerge as a competent middle-level technical professional with

the capacity to independently design, implement, and manage complex ICT

For Whom? . . . . L
solutions, including enterprise networks and advanced software applications. In
e NVQLevel 05 Qualificationin arelevantfield (ICT), or . . X L.
) _ doing so, the student will apply sound project management principles,
e NVQLevel 05 mapped in arelevantfield (ICT), or
e Foreign Qualification certified by the national qualification authority of the demonstrate effective teamwork and IeaderShlp! and uphold prOfeSSK)nal ethical
originating country, which is equivalent to NVQ Level 5 of Sri Lanka, or standards to address real-world technical and operational challenges.

e SLQF Level 3 Diploma or higher qualification in a relevant field (ICT).

Course Contents (Only one specialized area may be selected from the following packages)

Purpose

» Package 01 - Software Development with Data Science
The primary objective of a Higher National Diploma

(HND) in ICT - NVQ Level 6 is to produce competent * Package 02: Web Design and Development
middle-level technical personnel who possess the
necessary theoretical knowledge, practical skills,
and professional attitudes to work effectively in the
Information and Communication Technology sector.

* Package 03: Networking, Cloud computing & Cyber Security

This qualification typically focuses on developing - -
advanced technical competencies and transferable Course Duration: 18 Months (Part Time)

workplace skills relevant to supervisory and Course Fee: Rs. 210,000.00
managementroles.

Medium: English/Sinhala

Academic Coordinator: |. Namali Nanayakkara
Course Coordinator: Indika Athuraliyage
Contact Number: 0711936607

Division Number: 081-2499301

Official Number: 081- 2498679/80

Email: it@nicd.edu.lk
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School of Information & Digital Technology

Diploma in ICT - NVQ Level 05

Intended Learning Outcomes (ILOs)

Course Code: IT/D/01

For Whom?

e |T Officer

e SystemAnalyst

e Graphic Designer
e |CT Technician

e Anyotherpersonrelatedto IT

Purpose

The primary objective of this Diploma in
Information and Communication Technology is
to equip students with the essential theoretical
knowledge and advanced practical skills
required to function as a competent ICT

professional in a dynamic work environment.

Students will be able to:

¢ Software Development: Design, code, and test basic application software and dynamic
web interfaces by applying System Analysis and Design (SAD) principles.

* Database & Networking Management: Install, configure, and maintain relational
databases using SQL, as well as local area networks (LANs), operating systems, and
computer hardware.

* Professional and Workplace Skills: Plan and manage work tasks, utilize effective problem-
solving techniques, and communicate professionally within an ICT work environment.

Course Contents

Semester 01 Semester 02

» Database Systems — | e Database Systems—|I

* Graphic Design « Software Testing

* Software Programming « Web Programming

* System Analysis and Design « Local Area Networks (LAN)

- M kpl Inf ti
anage workpiace fnformation e Planning and Scheduling Work at the

* Manage workplace Communication Workplace

Course Duration: 18 Months (Part Time)

Course Fee: Rs. 106,000.00

Medium: English/Sinhala

Academic Coordinator: |. Namali Nanayakkara
Course Coordinator: R. N. Wickramasinghe
Contact Number: 077-2280541

Division Number: 081-2499301

Official Number: 081- 2498679/80

Email: it@nicd.edu.lk
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School of Information & Digital Technology

Information & Communication Technology
Technician - NVQ Level 04

Course Code: IT/C/01

For Whom?

e Computer Operator
e Application Assistant
e Graphic designer

e Hardware Technician

e Anyotherpersonrelatedto IT

Purpose

The primary objective of the Advanced
Certificate in Information and Communication
Technology Technician (NVQ Level 04) is to
produce competent, entry-level ICT
professionals capable of performing essential
installation, maintenance, and technical
support tasks across common hardware,
software, and networking domains.

Intended Learning Outcomes (ILOs)

Students will be able to:
Maintain & Support PCs: Install OS, configure peripherals, and troubleshoot

common hardware/software issues.

Office & Data: Master standard office applications and perform basic database

operations.

Basic Web/Graphics: Design static web pages and develop simple graphics for

media.

Course Contents

Use the computer and manage files within
standard operating systems

Perform word processing

Prepare spreadsheets

Prepare presentation resources

Perform basic operations of cloud computing,
including internet and email services

Handle relational database

Conduct routine maintenance services of the
computer system and peripherals

Produce print page layout and multimedia
objects

Analyze, design, and develop an information
system

Handle relational databases using standard SQL
Design a static website

Practice workplace communication and
interpersonal relations

Apply occupational literacy and numeracy
Workinateam

Practice occupational health and safety
measures Course Contents

Course Duration: 06 Months (Full Time)

Course Fee: Rs.70,000.00

Medium: English/Sinhala

Academic Coordinator: |. Namali Nanayakkara
Course Coordinator: Peshali De Silva
Contact Number: 076-2008962
Division Number: 081-2499301
Official Number: 081- 2498679/80
Email: it@nicd.edu.lk
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School of Information & Digital Technology

Intended Learning Outcomes (ILOs)

Computer Application Assistant - NVQ Level 03
Course Code: IT/C/02

For Whom?

e Computer Operator

Students will be competent in using standard office software applications, specifically

being able to perform word processing, prepare spreadsheets, and create basic

presentations. Furthermore, graduates will master crucial data management skills,

including organizing and maintaining digital files/folders, performing basic database
e Hardware Technician

manipulation, and effectively handling professional internet and electronic mail
e Graphic Designer

operations, ensuring they are ready to function as proficient Office Assistants or Data
e AnyIT-related Job

Entry Operators.

Course Contents

Pu rpose « Usethe computer and manage files within standard operating systems
e Performword processing

® Prepare spreadsheets

e Prepare presentation resources

Application Assistant (CAA) NVQ Level 03 e Perform basic operations of cloud computing, including internet and email services
e Handle relational database

The primary Course Objective of the Computer

course is to equip students with the essential, e Conduct routine maintenance services of the computer system and peripherals
foundational knowledge and practical skills ° Practlceworkp?lace (?ommumcatlon and interpersonal relations
e Apply occupational literacy and numeracy
required to proficiently manage and support e Workinateam
. . . o e Practi i I health and safet
common computer applications in an office or ractice occupationaihealth and salety measures
professional environment. Course Duration: 04 Months (Full Time)

Course Fee: Rs. 50,000.00
Medium: English/Sinhala

Academic Coordinator: |. Namali Nanayakkara
Course Coordinator: Indika Athuraliyage
Contact Number: 0711936607

Division Number: 081-2499301

Official Number: 081- 2498679/80

Email: it@nicd.edu.lk
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School of Information & Digital Technology

Certificate Course in Office Automation

Intended Learning Outcomes (ILOs)

Course Code: IT/C/03

For Whom?

¢ Specially for Cooperative Sector employees
» Governmentemployees
* Those who wish to learn ComputerApplications

e Anyotherinterested persons

Purpose

To provide participants with the essential knowledge of
computer fundamentals and Information Technology,
thereby establishing a solid technical base. The primary aim
is to develop practical skills in using widely adopted
computer software packages (such as word processing,
spreadsheets, and presentation tools) and to provide basic
competency in Internet and electronic mail (E-mail)
operations.

To train participants to effectively and efficiently use
Personal Computers (PCs) for a variety of tasks required in
modern office and professional work environments,
significantly enhancing their overall digital productivity.

o Students will be able to differentiate between core computer components, effectively navigate the
operating system, and confidently perform file management tasks. Crucially, they will master office
productivity skills, specifically, the ability to create, format, and manage professional documents,
spreadsheets, and engaging presentations.

¢ Participants will master essential digital skills to drive efficiency and productivity using modern
communication tools and office applications, resulting in a significant enhancement of their overall
digital productivity in any professional work environment.

Course Contents

e Improvementin speed and accuracy of touch-typing

« Introduction to Computer Hardware e CorelDraw

o Windows  Internet & Email
» Word Processing (MS Word)

e Spreadsheet (MS Excel)

* Presentation (MS PowerPoint)

» Databases (MSAccess)

Course Duration: 18 Months (Part Time)

Course Fee: Rs. 210,000.00

Medium: English/Sinhala

Academic Coordinator: |. Namali Nanayakkara
Course Coordinator: Indika Athuraliyage
Contact Number: 0711936607

Division Number: 081-2499301

Official Number: 081- 2498679/80

Email: it@nicd.edu.lk
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School of Information & Digital Technology

Certificate Course in Cyber Security Awareness
and Best Practices for Professionals

Intended Learning Outcomes (ILOs)

Course Code: IT/H/01

For Whom?

e IT Manager

e Network Admin

e System Analyst

» ICT Officer

« Any other interested persons

Purpose

The core objective for Sri Lankan cooperatives
is to achieve cyber resilience by protecting
member trust and sensitive data from threats
like phishing and malware. This involves
training staff to understand current threats and
implement security best practices across all
operations.

Demonstrate an understanding of cybersecurity concepts and their importance in today's digital
workplace by identifying common cyber threats, recognizing phishing and social engineering
attempts, and applying secure practices when using the Internet and email.

Demonstrate the ability to identify signs of system compromise, follow established reporting and
security policies, promote cybersecurity awareness in daily work practices, and evaluate overall
understanding of organizational security responsibilities.

Apply secure authentication and password management practices, demonstrate awareness of data
handling responsibilities and privacy regulations, adopt safe behaviors when using devices and
networks, and use cloud services securely in the workplace.

Course Contents

e Introduction to Cyber Security e Safe Use of Technology

e CyberThreatLandscape e Cloud and Collaboration Tools Security
e Social Engineering & Phishing Awareness e Incident Recognition and Response

o Safe Internetand Email Practices e Security Policies and Compliance

e Passwords and Authentication e Building a Security Culture

e Data Protection and Privacy e Review, Assessment, and Action Plan

Course Duration: 18 Months (Part Time)

Course Fee: Rs. 210,000.00

Medium: English/Sinhala

Academic Coordinator: |. Namali Nanayakkara
Course Coordinator: R. N. Wickramasinghe
Contact Number: 077-2280541

Division Number: 081-2499301

Official Number: 081- 2498679/80

Email: it@nicd.edu.lk
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School of Information & Digital Technology

Advanced Certificate in Network Design
and Administration

Intended Learning Outcomes (ILOs)

Course Code: IT/C/05

For Whom?
e |IT Manager e Network Admin
e System Analyst e |ICT Officer

e Any other interested persons

Purpose

Develop learners' knowledge and technical skills in
network design, implementation, and management.
Enable learners to design scalable, secure, and resilient
network infrastructures for small to medium enterprises.
Provide hands-on experience in configuring,
troubleshooting, and maintaining network devices and
services.

Prepare learners for industry certifications such as Cisco

CCNA/ENSA, CompTIA Network+, or equivalent.

Students will be able to;

Knowledge and Understanding

Cognitive / Analytical Skills
* Practical / Application Skills

e Attitudes and Professional Practice

Course Contents

e Introduction to Networking Concepts e Network Monitoring and Troubleshooting
e Network Design Fundamentals o Network Services and Management
e Switching Technologies, |, Il 1l e Network Security and Access Control

® Routing Technologies I, Il

e Wide Area Network (WAN) Design

o Network Automation and Emerging Technologies
e Network Virtualization

e Capstone Project

Course Duration: 04 Months (Part Time)

Course Fee: Rs. 32,000.00

Medium: English/Sinhala

Academic Coordinator: |. Namali Nanayakkara
Course Coordinator: R. N. Wickramasinghe
Contact Number: 077-2280541

Division Number: 081-2499301

Official Number: 081- 2498679/80

Email: it@nicd.edu.lk
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School of Information & Digital Technology

Certificate Course in Software Testing &
Quality Controlling

Intended Learning Outcomes (ILOs)

Course Code: IT/C/06

For Whom?

e Co-operative Sector employees
e Government Sector Employees
* Private Sector Employees

e School Leavers

Purpose

The course provides learners with a
foundational understanding of software testing
principles and quality control practices. It
develops the ability to design test plans and test
cases, perform manual and automated testing,
and accurately identify and report defects.
Students will also gain knowledge of QA
processes, industry-standard tools, and
techniques used to ensure software reliability,
performance, and overall quality.

¢ Bythe end of the programme, participants would be able to:

e Explain the fundamentals of Software Quality Assurance

¢ lllustrate the test process using test activities, their tasks, and software testing tools

e Compare software development activities with test activities in the software development
life cycle

* Design atest suite for any given scenario

« Elaborate on experience with the test automation tool

Course Contents

e Fundamentals of SQA e Test Levels

e Test Process e Test Techniques
e Testing Throughout SDLC e Test Tool

e Defect Life Cycle * Design Test Suite
e Types of Testing e Test Automation

Course Duration: 04 Months (Part Time)

Course Fee: Rs. 32,000.00

Medium: English/Sinhala

Academic Coordinator: |. Namali Nanayakkara
Course Coordinator: Indika Athuraliyage
Contact Number: 0711936607

Division Number: 081-2499301

Official Number: 081- 2498679/80

Email: it@nicd.edu.lk
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School of Information & Digital Technology

Certificate Course in Digital Marketing

Intended Learning Outcomes (ILOs)

Course Code: IT/C/07

For Whom?

e Co-operative Sector employees
® Government Sector Employees
® Private Sector Employees

e School Leavers

e Any other interested persons

Purpose

This course provides learners with essential
digital marketing skills SEO, social media,
content creation, advertising, and analytics,
tailored to the needs of the Sri Lankan
cooperative industry. Students will learn to plan
and execute effective online strategies,
promote cooperative services, and use digital
tools to enhance visibility, engagement, and
community-focused growth.

By the end of the programme, participants would be able to:
 Identify the core principles and purpose of digital marketing
« Identify the core components of an effective digital marketing strategy
« Explain key platforms for digital marketing
e Demonstrate how to set up key platforms for digital marketing for a business
e Execute a content marketing strategy in a person-oriented and data-driven way, informed

by business objectives

Course Contents

e Introduction to Digital Marketing e Email Marketing
e Content Marketing e \Website Optimization
o Affiliate Marketing e Paid Search Marketing

e Lead and Traffic Generation for Businesses & GEO-Targeting e Mobile Marketing
e Social Media Marketing * Analytics in Digital Marketing
e Search Engine Optimization

e Display Ads and Video Advertising

Course Duration: 04 Months (Part Time)

Course Fee: Rs. 32,000.00

Medium: English/Sinhala

Academic Coordinator: I. Namali Nanayakkara
Course Coordinator: R. N. Wickramasinghe
Contact Number: 077-2280541

Division Number: 081-2499301

Official Number: 081-2498679/80

Email: it@nicd.edu.lk
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School of Information & Digital Technology

Certificate Course in Desktop Application
Development with C# and MySQL

Course Code: IT/C/08

For Whom?

o |T Officer

* SystemAnalyst

* Graphic Designer

e |ICT Technician

o Anyotherpersonrelatedto IT

Purpose

The objective of this course is to provide
students with practical skills in C# programming
and database integration. Students will learn to
design and implement graphical user interfaces
(GUIs), apply object-oriented programming
concepts, and connect C# applications with
MySQL databases for data-driven solutions.

AR 01010

1010 10101010101

Intended Learning Outcomes (ILOs)

By the end of the programme, participants would be able to:
e Write structured programs using C# syntax and control statements.
e Design and implement Windows Forms-based GUI applications.
e Apply object-oriented programming (OOP) principles in C#.
® Connect C# applications to MySQL databases and perform CRUD operations.
e Validate input, handle exceptions, and generate reports.

e Package and deploy completed C# applications.

Course Contents

Introduction to C# e CRUD Operations
Control Structures e Input Validation and Crystal Reports
Windows Forms Basics e Deploying Application

e Common Controls

» Menu and Dialogs

e Object-Oriented Concepts
e Connecting to MySQL

Course Duration: 04 Months (Part Time)

Course Fee: Rs. 32,000.00

Medium: English/Sinhala

Academic Coordinator: |. Namali Nanayakkara
Course Coordinator: Indika Athuraliyage
Contact Number: 0711936607

Division Number: 081-2499301

Official Number: 081- 2498679/80

Email: it@nicd.edu.lk
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School of Information & Digital Technology

Certificate Course in MySQL Database Intended Learning Outcomes (ILOs)
Administration By the end of the programme, participants would be able to:
Course Code: IT/C/09 e |Install and configure MySQL database systems.
For Whom? e Create and manage relational database schemas.
« ITOfficer e Write and execute SQL statements for data manipulation.
e SystemAnalyst * Apply constraints, indexes, and normalization for data integrity and efficiency.
* GraphicDesigner e Manage users, privileges, and database backups.
ICT Technician

e Use stored procedures to automate SQL tasks.
* Anyotherpersonrelatedto IT

Course Contents

e Course Contents e Constraints
Purpose e Introduction of DBMS e Indexes
e MySQL Installation e Stored Procedures
The objective of this course is to provide e Database Basics « User Management
students with a comprehensive understanding « Data Types « Backup, Restore, and Normalization
of MySQL database concepts and practical e Basic Queries

skills. Students will learn to design relational e Joins
databases, write SQL queries, manage users,

and maintain database integrity and Course Duration: 04 Months (Part Time)

performance. Course Fee: Rs. 32,000.00

Medium: English/Sinhala

|
e ﬂ Academic Coordinator: |. Namali Nanayakkara

Course Coordinator: Peshali De Silva
Contact Number: 076-2008962
Division Number: 081-2499301
Official Number: 081- 2498679/80
Email: it@nicd.edu.lk

Ny,
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School of Information & Digital Technology

Certificate Course in Python Programming Intended Learning Outcomes (ILOs)

and Flask Web Development

By the end of the programme, participants would be able to:

Course Code: IT/C/10 Write Python programs using functions, loops, and data structures.
Apply object-oriented programming (OOP) concepts in Python.
For Whom?
- Handle files and exceptions effectively in Python programs.
o |T Officer . . . .
« SystemAnalyst Use external libraries and APls to extend functionality.
* Graphic Designer Develop and deploy Flask-based web applications with databases.

e |ICT Technician
* Anyotherpersonrelatedto IT

Integrate all learned concepts into a final full-stack project

Course Contents

e Introduction to Python

Purpose ® Variables and Data Types

e Control Structures and Loops

. . . . . e Functions and Modules
The objective of this course is to introduce « Data Structures and File Handling

students to Python programming fundamentals e Error Handling & Object-Oriented Programming (OOP)
and web development using the Flask e Working with External Libraries & Web Basics
framework. Students will learn to write * Flask Basics & CRUD Operations
A e Flask with Databases and APls
structured Python programs, apply object- ) )
. . .. * Final Project & Deployment
oriented programming principles, handle data,

and develop full-stack web applications with Course Duration: 04 Months (Part Time)

Flask and MySQL. Course Fee: Rs. 32,000.00

Medium: English/Sinhala

Academic Coordinator: I. Namali Nanayakkara
Course Coordinator: Peshali De Silva

Contact Number: 076-2008962

Division Number: 081-2499301

Official Number: 081- 2498679/80

Email: it@nicd.edu.lk
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School of Information & Digital Technology

Certificate Course in Responsive Web Design

Course Code: IT/C/11

For Whom?

e [T Officer
* SystemAnalyst
* Graphic Designer
ICT Technician
* Anyotherpersonrelatedto IT

Purpose

The objective of this course is to introduce
students to the core concepts of web design and
development using HTML, CSS, JavaScript,
and Bootstrap. Students will learn to create
structured, styled, and interactive web pages

suitable for modern web environments.

Intended Learning Outcomes (ILOs)

Course Contents

® Introduction to HTML e Flexbox and Grid

® HTML Elements e Design Responsive Layout

e Forms and Input ® JavaScript Fundamentals

® Form Validation e JavaScript Array and Functions

e Tables & Lists ¢ DOM Manipulation

e Multimedia ® Form Validation

e (CSS Basics e CSS Frameworks and Responsive Design
® CSS Selectors ® Twitter Bootstrap, Setup and Basics

e Box Model & Positioning ® Typography and Colors

e Types of CSS ® Bootstrap Common Components

Course Duration: 04 Months (Part Time)

Course Fee: Rs. 32,000.00

Medium: English/Sinhala

Academic Coordinator: |. Namali Nanayakkara
Course Coordinator: R. N. Wickramasinghe
Contact Number: 077-2280541

Division Number: 081-2499301

Official Number: 081- 2498679/80

Email: it@nicd.edu.lk
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School of Information & Digital Technology

A professional Certificate course in Al from Intended Learning Outcomes (ILOs)

Beglnners to Advanced Level * Learners will be able to apply artificial intelligence concepts, tools, and frameworks to

Course Code: IT/H/01 solve real-world business and technical problems.
For Whom? * They will gain hands-on expertise in machine learning, data analysis, prompt engineering,
e |T Officer and Al integration, enabling them to design, deploy, and optimize intelligent systems

* SystemAnalyst

confidently and ethically.
e Graphic Designer

e |CTTechnician

Course Contents
* Anyotherpersonrelatedto IT

* Al and Machine Learning Fundamentals
Purpose e Machine Learning Techniques
e Deep Learning and Neural Networks
The objective of this course is to equip learners with * Applied Ai: Nlp and Computer Vision
comprehensive knowledge and practical skills in
artificial intelligence, taking them from foundational
concepts to advanced applications. By combining
theory with hands-on projects, the program aims to
enable participants to understand, develop, and
implement Al solutions, including machine learning

models, data-driven insights, and Al-powered tools,
in a professional and ethical manner. Course Fee: Rs. 32,000.00

* Responsible Al

* Projects And Deployment

Course Duration: 04 Months (Part Time)

Medium: English/Sinhala

Academic Coordinator: |. Namali Nanayakkara
Course Coordinator: Peshali De Silva

Contact Number: 076-2008962

Division Number: 081-2499301

Official Number: 081- 2498679/80

Email: it@nicd.edu.lk
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School of Information & Digital Technology

Enhancing Digital Accounting Practices Intended Learning Qutcomes (ILOs)
in Cooperative Rural Banks By the end of this course, participants will be able to:
* Understand the complete accounting process in a rural banking context.
Course Code: IT/S/01 * Operate the cooperative accounting software to manage daily transactions and generate
For Whom? reports.
* Rural Bank Managers » Generate bi-weekly, monthly, and annual reports with accuracy.
« Rural Bank Clerks » Implementinternal control practices to ensure transparency and accountability.

) » Supervise software usage and ensure proper oversight at the branch level.
« Rural Bank Internal Auditors

Course Contents

Purpose ¢ Understanding the Banking Process
¢ General Purpose of the Banking Software
The objective of this program is to provide a * How to choose the Banking Software

« Ensure regular compliance and operational stability
¢ Introduction to Cooperative Banking

o Rural Bank Accounting Process

banks, including digital accounting practices, » Overview of Accounting Software

the selection of suitable accounting software, * Report Generation

e Accountability & Supervision

¢ Reporting & Error Correction

comprehensive understanding of the banking
and accounting processes in cooperative rural

the preparation of accurate financial reports,
and the identification and correction of

accounting errors. Course Duration: 02 days

Course Fee: Rs. 9,500.00

Medium: English/Sinhala

Academic Coordinator: |. Namali Nanayakkara
Course Coordinator: Indika Athuraliyage
Contact Number: 0711936607

Division Number: 081-2499301

Official Number: 081- 2498679/80

Email: it@nicd.edu.lk
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School of Information & Digital Technology

Basic Computer Skills Training Program Intended Learning Outcomes (ILOs)

for Co-operative Employees By the end of the training, participants will be able to:
Improved computer literacy among employees.

Course Code: IT/S/02 P P Y gempioy
Increased efficiency in handling administrative tasks.

For Whom?

Enhanced ability to use digital tools for communication and collaboration.
e Co-operative Sector employees

Reduced dependency on external IT support for basic tasks
* Government Sector Employees P 4 PP

® Private Sector Employees
¢ Any other interested persons

Course Contents

Introduction to Computers

Purpose

* Operating Systems

The objective of this program is to providing * Microsoft Office Suite

] ] : Internet and Email
basic computer skills for cooperative

. . . . Digital Communication Tool
employees in computer introduction. Operating

systems, Microsoft Office, and the use of digital

communication tools.

Course Duration: 02 days

Course Fee: Rs. 9,000.00

Medium: English/Sinhala

Academic Coordinator: |. Namali Nanayakkara
Course Coordinator: R. N. Wickramasinghe
Contact Number: 0711936607

Division Number: 081-2499301

Official Number: 081- 2498679/80

Email: it@nicd.edu.lk
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School of Information & Digital Technology

Enhancing Workplace Efficiency with Intended Learning Outcomes (ILOs)

Microsoft Excel « By the end of the training, participants will be able to:

Course Code: IT/S/03

For Whom?

¢ Developed proficiency in using Excel for data management

« Improved efficiency in calculations and reporting
e Cooperative Sector working professionals

e Government/ Private Sector Administrative and HR » Gained skills in data visualization for better analysis

Professionals

e Accountant Course Contents

« AnyotherInterested persons

* Introduction to MS Excel
Purpose * Formulas and Functions
« Data Management and Visualization

This project aims to integrate Microsoft Excel as « Advanced Excel features

a key tool in workplace operations to improve

efficiency, data management, and decision-
making processes. Excel will be utilized for data

analysis, reporting, budgeting, and automation

to streamline business activities. Course Duration: 01 Day

Course Fee: Rs. 4,500.00

Medium: English/Sinhala

Academic Coordinator: |. Namali Nanayakkara
Course Coordinator: Indika Athuraliyage
Contact Number: 0711936607

Division Number: 081-2499301

Official Number: 081- 2498679/80

Email: it@nicd.edu.lk
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School of Information & Digital Technology

Workshop on File Management Using Intended Learning Outcomes (ILOs)
Modern Software By the end of the training, participants will be able to:
Course Code: IT/S/04 Recognize the importance of adopting new technologies in cooperative business.
For Whom? Use digital tools for communication, record management, and financial operations.
« Cooperative Sector working professionals Identify suitable software and platforms forimproving cooperative services.
e Government / Private Sector Administrative and HR Gain basic familiarity with emerging technologies relevant to cooperative growth.

Professionals Develop an action plan to introduce technology-based improvements in their workplace.

¢ Accountant

« Any other Interested persons Course Contents

Purpose

Introduction to File Management

* File Storage and Access
This program aims to equip cooperative sector
employees with practical knowledge of
emerging technologies and digital tools that
improve efficiency, transparency, and decision-
making in collaborative management.
Participants will gain awareness of how modern

File Sharing and Collaboration

File Security and Backup

¢ Practical Demonstration

digital platforms can be applied in areas such as Course Duration: 02 Days

accounting, communication, member Course Fee: Rs. 9,500.00

management, and service delivery. Medium: English/Sinhala

Academic Coordinator: |. Namali Nanayakkara
Course Coordinator: R. N. Wickramasinghe
Contact Number: 077-2280541

Division Number: 081-2499301

Official Number: 081- 2498679/80

Email: it@nicd.edu.lk
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School of Information & Digital Technology

Workshop on Internet & Email Security
and Efficiency

Course Code: IT/H/01

For Whom?

e Beginners who are new to the internet and email.

® Students and professionals seeking to improve their digital skills.

® Senior citizens who need guidance on using online communication
tools.

Small business owners and employees who require email
proficiency

Purpose

The Internet and email are essential tools for
communication, education, and business.
However, many individuals lack the necessary
skills to use them effectively and securely. This
project aims to develop an Internet and Email
Course to provide structured learning on
Internet basics, web browsing, email usage,
and security best practices.

e s

Intended Learning Outcomes (ILOs)

« Bythe end of the training, participants will be able to:

» Participants will gain essential internet and email skills.

» Users will be able to navigate the internet safely.

¢ Improved efficiency in email communication for work and personal use.

« Enhanced awareness of cybersecurity threats and prevention strategies

Course Contents

 Introduction to the Internet

¢ Internet Safety and Security

e Introduction to Email

* Email Communication and Best Practices
e Email Security and Privacy

¢ Advanced Email Management

Course Duration: 01 Day

Course Fee: Rs. 4,500.00

Medium: English/Sinhala

Academic Coordinator: |. Namali Nanayakkara
Course Coordinator: Indika Athuraliyage
Contact Number: 0711936607

Division Number: 081-2499301

Official Number: 081- 2498679/80

Email: it@nicd.edu.lk
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School of Information & Digital Technology

Workshop on Digital Transformation: Leading
People Through Change and Upskilling

Course Code: IT/S/06

For Whom?

e Executive officers

¢ Middle Managers

* Department Heads

e Entrepreneurs

» Any other Interested persons

Purpose

To provide comprehensive knowledge on
understanding digital transformation,
developing effective digital strategy plans,
exploring practical applications, and
recognizing the crucial role of leadership in

driving successful digital initiatives.

.

iy

Intended Learning Outcomes (ILOs)

Participants will learn to strategically define Digital Transformation (DX), develop
core planning components, and select key technologies (like Al/automation) for
practical application and quick organizational wins. Furthermore, the course will
enable them to understand the essential leadership role in fostering a digitally

agile and change-ready corporate culture.

Course Contents

e Understanding Digital Transformation

- Digital Strategy and Planning

Practical Applications and Case Studies

Emerging Technologies and Trends

Leadership and Governance

Course Duration: 01 Day

Course Fee: Rs. 4,500.00

Medium: English/Sinhala

Academic Coordinator: |. Namali Nanayakkara
Course Coordinator: Peshali De Silva
Contact Number: 076-2008962
Division Number: 081-2499301
Official Number: 081-2498679/80
Email: it@nicd.edu.lk
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School of Information & Digital Technology

Workshop on IT Fundamentals for Intended Learning Outcomes (ILOs)
Business Professionals

By the end of this training, participants will have a foundational understanding of essential

Course Code: IT/S/07 IT concepts and tools, enabling them to support business processes, make informed
For Whom? decisions using technology, apply basic cybersecurity practices, and engage confidently
» Co-operative Sector employees with IT teams and emerging technologies in a business context.

e Government Sector Employees
* Private Sector Employees
» Any other interested persons

Course Contents

« Introduction to IT in Business

Purpose

o Software and Business Applications
The course aims to equip business » Data, Databases, and Analytics

. . . . e N ki i
professionals with a solid understanding of core etworking, Security, and Cyber

o A
IT concepts and their practical applications in wareness

. . . o Emerging Technologies in Business
the workplace. Participants will learn how to

leverage technology to improve business

processes. Course Duration: 01 Day
Course Fee: Rs. 4,5000.00
Medium: English/Sinhala

Academic Coordinator: |. Namali Nanayakkara
Course Coordinator: Peshali De Silva

Contact Number: 076-2008962

Division Number: 081-2499301

Official Number: 081-2498679/80

Email: it@nicd.edu.lk
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School of Information & Digital Technology

Workshop on New Technology for Intended Learning Outcomes (ILOs)
Managing Business By the end of the training, participants will be able to:
Course Code: IT/S/08 * Recognize the importance of adopting new technologies in cooperative business.
For Whom? * Usedigital tools for communication, record management, and financial operations.
« Co-operative Sector employees « |dentify suitable software and platforms for improving cooperative services.
e Government Sector Employees ¢ Gain basic familiarity with emerging technologies relevant to cooperative growth.

e Private Sector Employees

o Develop an action plan to introduce technology-based improvements in their workplace.
o Any other interested persons

Course Contents

Purpose

o Digital Tools for Communication and Collaboration

This program aims to equip cooperative sector e Accounting and Financial Management Software
employees with practical knowledge of
emerging technologies and digital tools that
improve efficiency, transparency, and decision- o Emerging Technologies for Cooperative Growth
making in collaborative management.
Participants will gain awareness of how modern
digital platforms can be applied in areas such as

* Member and Record Management Systems

accounting, communication, member Course Duration: 01 Day

management, and service delivery. Course Fee: Rs. 4,500.00

Medium: English/Sinhala

Academic Coordinator: |. Namali Nanayakkara
Course Coordinator: Indika Athuraliyage
Contact Number: 0711936607

Division Number: 081-2499301

Official Number: 081- 2498679/80

Email: it@nicd.edu.lk
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School of Information & Digital Technology

Workshop on Workplace Essentials Intended Learning Outcomes (ILOs)
(Computing & Communication) By the end of the training, participants will be able to:
Course Code: IT/S/09 » Efficiently use workplace computing devices, software, and cloud platforms to perform

daily office tasks.

For Whom? ¢ Organize, store, and share files securely and collaboratively.

e Co-operative Sector employees e Communicate professionally through email, instant messaging, and video conferencing
¢ Government Sector Employees platforms.

¢ Private Sector Employees « Apply digital etiquette and workplace communication standards in all interactions.

* Any other interested persons

Course Contents

Purpose

« Workplace Computing

To equip employees with the essential » Workplace Communication

« Digital Security & Data Protection
computing and communication skills required to

perform workplace tasks efficiently, securely,

and collaboratively in a modern office

environment. Course Duration: 01 Day

Course Fee: Rs. 4,500.00
Medium: English/Sinhala

Academic Coordinator: |. Namali Nanayakkara
Course Coordinator: Peshali De Silva

Contact Number: 076-2008962

Division Number: 081-2499301

Official Number: 081-2498679/80

Email: it@nicd.edu.lk
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School of Information & Digital Technology

Intended Learning Outcomes (ILOs)

Workshop on Graphic Design

By the end of the training, participants will be able to:
Course Code: IT/S/10

For Whom?

* Develop strong creative and technical skills

e Enhance Career Opportunities (freelancing /in-house designing)

e Co-operative Sector employees e Graphic designers are in demand across many industries — marketing, advertising, web
* Government Sector Employees

* Private Sector Employees
« Any other interested persons

design, publishing, and social media.
* To offer services like logo design, branding, social media content creation, and website
design.

Course Contents

Purpose « Introduction to Photoshop
o Basic Tools & Navigation

The objective of this course is to equip learners
with comprehensive knowledge and practical

skills in artificial intelligence, taking them from

Working with Layers
Colourand Painting
Retouching and Enhancements

. * Textand Shape Tools
foundational concepts to advanced . L
e Creative Compositing

applications. This also seeks to build « Final Project

confidence in using Al technologies for

Course Duration: 05 Days
Course Fee: Rs. 22,000.00
Medium: English/Sinhala

problem-solving, innovation, and decision-

making across various industries.

Academic Coordinator: |. Namali Nanayakkara
Course Coordinator: R. N. Wickramasinghe
Contact Number: 077-2280541

Division Number: 081-2499301

Official Number: 081- 2498679/80

Email: it@nicd.edu.lk
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School of Information & Digital Technology

Intended Learning Outcomes (ILOs
Workshop on Computer Hardware g (1LOs)

By the end of the training, participants will be able to:
Course Code: IT/S/11 ¢ |dentify major computer hardware components and explain their functions.

For Whom? « Demonstrate the correct procedure for assembling and disassembling a desktop
e Cooperative Sector Employees - IT Officer/System computer.
Analyst/ICT Technician

¢ Apply basic troubleshooting techniques to diagnose common hardware issues.
* Private Sector Employees - IT Officer/System Analyst/ICT

¢ Perform essential maintenance tasks to ensure optimal hardware performance.
Technician

e Evaluate suitable hardware components based on user needs and system requirements.
e Anyotherpersonrelatedto IT

Course Contents

Purpose

e Introduction to Computer Hardware

This one-day workshop aims to provide participants
with a fundamental understanding of key computer

hardware components, develop practical skills in

Internal Components and Their Functions
Peripheral Devices and Connectivity

Hands-On Session: PC Disassembly & Assembly

identifying, assembling, and troubleshooting « Basic Troubleshooting and Maintenance

essential parts, enhance their ability to perform basic . )
* Upgrading and Selecting Components
maintenance and diagnose common issues, and

introduce them to current trends and emerging * Latest Trends in Computer Hardware

technologi i d ter hard -
echnologies in modern computer hardware Course Duration: 03 Days
systems.

Course Fee: Rs. 13,500.00

Medium: English/Sinhala

Academic Coordinator: |. Namali Nanayakkara
Course Coordinator: R. N. Wickramasinghe
Contact Number: 077-2280541
Division Number: 081-2499301
Official Number: 081-2498679/80
Email: it@nicd.edu.lk
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School of Information & Digital Technology

Intended Learning Outcomes (ILOs)

Workshop on Computer Network

By the end of the training, participants will be able to:
Course Code: IT/S/12

e Explain fundamental networking concepts, types of networks, and key devices used in

For Whom? modern networks.
¢ Cooperative Sector Employees - IT Officer/System » Configure basic network settings, including IP addressing, DHCP, and DNS.
An'alyst/ICTTechnlman ) e Setup asimple wired or wireless local area network (LAN).
* Private Sector Employees - IT Officer/System Analyst/ICT
Technician ¢ Use common network diagnostic tools to identify and troubleshoot connectivity issues.
* Any other person related to IT  Apply basic network security practices to protect devices and data.

Course Contents

Purpose

¢ Introduction to Computer Networking

This workshop aims to provide participants with
a solid understanding of fundamental
networking concepts and devices, develop
practical skills in configuring basic network
components and IP settings, enhance their
ability to troubleshoot common connectivity
issues, build awareness of essential network
security practices, and introduce them to
current trends and emerging technologies in
modern computer networking.

¢ Networking Devices and Components
¢ |P Addressing Fundamentals

* Network Configuration Basics

e Troubleshooting and Diagnostics

* Network Security Essentials

e Current Trends in Networking

Course Duration: 03 Days

Course Fee: Rs.12,500.00

Medium: English/Sinhala

Academic Coordinator: |. Namali Nanayakkara
Course Coordinator: R. N. Wickramasinghe
Contact Number: 077-2280541
Division Number: 081-2499301
Official Number: 081-2498679/80
Email: it@nicd.edu.lk
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School of Information & Digital Technology

Intended Learning Outcomes (ILOs)

Workshop on Computer Network

By the end of the training, participants will be able to:
Course Code: IT/S/12

e Explain fundamental networking concepts, types of networks, and key devices used in

For Whom? modern networks.
¢ Cooperative Sector Employees - IT Officer/System Analyst/ » Configure basic network settings, including IP addressing, DHCP, and DNS.
ICTTechn|C|an ) e Setup asimple wired or wireless local area network (LAN).
* Private Sector Employees - IT Officer/System Analyst/ICT
Technician ¢ Use common network diagnostic tools to identify and troubleshoot connectivity issues.
* Any other person related to IT  Apply basic network security practices to protect devices and data.

Course Contents

Purpose

¢ Introduction to Computer Networking

* Networking Devices and Components
This workshop aims to provide participants with

a solid understanding of fundamental
networking concepts and devices, develop * Network Configuration Basics

practical skills in configuring basic network » Troubleshooting and Diagnostics
components and IP settings, enhance their
ability to troubleshoot common connectivity
issues, build awareness of essential network
security practices, and introduce them to

¢ |P Addressing Fundamentals

* Network Security Essentials

e Current Trends in Networking

current trends and emerging technologies in Course Duration: 03 Days

modern computer networking. Course Fee: Rs.13,500.00

Medium: English/Sinhala

Academic Coordinator: |. Namali Nanayakkara
Course Coordinator: R. N. Wickramasinghe
Contact Number: 077-2280541

Division Number: 081-2499301

Official Number: 081-2498679/80

Email: it@nicd.edu.lk
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School of Languages

Advanced Diploma in English for Professionals (ADEP)

Course Code: LC/H/01

For Whom?

Intended Learning Outcomes (ILOs)

e Those who have obtained/followed at least a Diploma level course
in English conducted by a recognized institute.
e Executives in the Public/Private Sector organizations who have at

least 03 years of work experience.

Purpose

Many professionals have acquired certain standard
of language over the years, but they lack sufficient
skills to function effectively in settings at higher level.
ADEP is an ideal programme for such professionals
as it enhances their all round competencies. Thisisa
highly structured modular programme that develops

both oral and written communication skills.

By the end of the programme, participants will be able to:

e Useadvanced spoken and written English confidently in complex professional and academic situations.

e Produce high-quality professional documents including reports, abstracts, concept papers, and board
papers for diverse audiences.

e Deliver effective presentations and public speeches using advanced language, structure, and presentation
techniques.

e Participate competently in meetings, negotiations, interviews, and high-level discussions using appropriate
professional discourse.

e Apply advanced grammar, reading, and writing skills to analyze, summarize, and reformulate information

accurately and creatively.

Course Contents

e Public Speaking Skills & Presentation Techniques e Meeting & Negotiation Skills
e English for General Conversational Purposes e Interviewing Techniques

e Roundtable Discussions, Panel Discussions, Plenary Sessions e Advanced Report Writing Skills

e Writing Observations, Explanations, Appeals, Reviews etc. e Creative Writing Skills

e Summarizing & Reformulating Techniques e General &Academic Reading Skills
e Writing Abstracts, Concept Papers, Board Papers e EnglishLiterature

e Advanced Grammar for Writing Purposes e Pronunciation Skills

Course Duration: 30 weeks (Saturdays or Sundays)

Course Fee: Rs. 60,000.00

Medium: English

Course Coordinator: Ms. R. K. R. N. Madushani
Contact Number: 070-2060557
Official Number: 081-2498679/80

Email: it@nicd.edu.lk
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School of Languages

Intended Learning Outcomes (ILOs)

Diploma in English for Professionals (DEP)

By the end of the programme, participants will be able to:

Communicate confidently in spoken and written English in both general and official workplace

Course Code: LC/D/01

settings.
For Whom? e Prepare professional business documents such as letters, emails, reports, and official
e Staff Grade officers in the public and private sector correspondence using correct formats and language.
organizations with basic language competence. e Deliver structured professional presentations and participate effectively in meetings using

appropriate communication techniques.

Course Contents

Purpose
® General Conversational English ® Business Correspondence Skills
DEP is carefully designed to improve both oral and * Functional Grammar * Academic Reading Skills
written competencies of staff grade officers in public * Creative Writing Skills *  ReportWriting Skills
) o e Professional Presentation Techniques e Meeting Techniques
and private sector organizations. Those who have o ) ) T )
) : : : e Listening Comprehension Skills e Interviewing Techniques
=g e kiglEpea dis eieaiie o iEreiErins ¢ Negotiation Skills e Summarizing & Reformulating Techniques
Diploma and reach a higher level of competence in « English Literature e Pronunciation Skills

the given period of 30 weeks. This modular course e |ELTS & TOEFL Preparatory Modules

will cover general and professional language

functions that an officer needs to deliver his services Course Duration: 30 weeks (Saturdays or Sundays)

confidently and efficiently. Course Fee: Rs. 60,000.00

Medium: English

Course Coordinator: Ms. R. K. R. N. Madushani
Contact Number: 070-2060557
Official Number: 081-2498679/80

Email: it@nicd.edu.lk
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School of Languages

General Conversational Skills Intended Learning Outcomes (ILOs)

By the end of the course, participants will be able to:
Course Code: LC/S/01  Use appropriate English expressions for formal and informal introductions in everyday and workplace

For Whom? situations.
o Askforand give information clearly and accurately using correct basic sentence structures.

» Officers in the cooperative department, directors and other e Communicate effectively in common workplace situations, including telephone conversations,

officials in cooperative societies, officers in rural banks and instructions, and directions.
national federations and for those who wish to develop e Describe situations and experiences using suitable vocabulary and basic grammatical forms.
e Express opinions, agreements, and preferences confidently using polite and acceptable spoken

conversational skills. )
English.

Course Contents

® Formal & Informal Introductions
Purpose e Asking for & Giving Information
e Giving Instructions & Directions
General Conversational Skills programme will o Effective Telephone Techniques
enable you to use the English language confidently in » Describing Situations & Experience
a few selected language functions. You will acquire e Expressing Opinions, Agreeing, & Disagreeing

correct language forms and applications through an e Complimenting, Expressing Likes, Dislikes, & Preferences

assortment of interactive activities. This programme

will reinforce your vocabulary and add value to your

_r Course Duration: 03 Dyas
existing language.

Course Fee: RS. 12,600.00

Medium: English

Course Coordinator: Ms. Mrs. R.K.R.N. Madushani
Contact Number: 0702060557
Official Number: 081-2498679/80

Email: it@nicd.edu.lk
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School of Languages

Office Correspondence Skills

Course Code: LC/S/02

For Whom?

Intended Learning Outcomes (ILOs)

« Office staff in the cooperative department and cooperative
societies and banks, and for those who wish to develop

Business Writing skills.

Purpose

Formal Correspondence Skills are a pre-requisite for middle
level managers in the cooperative department and
societies. While quality writing brings reputation to your
organization, bad writing ruins your hard earned goodwiill.

Business Correspondence Skills will enhance your formal
writing skills, and it will expose you to a variety of language
styles that are being widely used in standard business
writing. You will observe common errors that people make in
correspondence in local scenarios and find methods to
correctthem once you complete this course.

By the end of the course, participants will be able to:

o Apply appropriate business language styles in formal office correspondence.

e Use correctgrammar and standard formats when writing official documents.

e Prepare clear and professional business memos, emails, and WhatsApp messages for workplace
communication.

o Draftformal business letters, invitations, and basic reports according to accepted office standards.

e Write affidavits and explanations accurately, avoiding common errors found in local office
correspondence.

Course Contents

® Business Memos

e Email & WhatsApp Messages
o Writing Professional Invitations
e Business Letters

e Personal Reports

o Writing Affidavits & Explanations

Course Duration: 03 Days

Course Fee: RS. 12,600.00

Medium: English

Course Coordinator: Ms. R. K. R. N. Madushani
Contact Number: 070-2060557
Official Number: 081-2498679/80

Email: it@nicd.edu.lk
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School of Languages

Professional Presentation Skills Intended Learning Outcomes (ILOs)

By the end of the course, participants will be able to:

Course Code: LC/S/03 e Plan and structure professional presentations with clear objectives, introductions, and
conclusions.
For Whom? * Design effective presentation materials using PowerPoint and flip charts following professional
« Staff Grade Officers in the cooperative department and standards.
societies. Managers in banks, and for those who wish to ¢ Demonstrate confident delivery skills, including appropriate body language and voice control.
develop Professional Presentation skills. * Use suitable verbal and non-verbal communication techniques to engage and influence an
audience.

* Handle questions and feedback professionally during and after presentations.

Purpose
Course Contents

Every speaker is not a good presenter, but every presenter ® [ntroduction to Presentations
is a good speaker. Presentation is a skill that every manager ¢ Designing Presentations
should master. In the modern business world, presentation
is an effective method to get across your ideas more * Bodylanguage

effectively and forcefully. ® Delivery Techniques

® Verbal/Nonverbal Communication
'Professional Presentation Skills' will enable you to acquire ) ) )
practical and theoretical knowledge on Presentation * Question Handling Techniques
techniques, and you will be given opportunities to design * PowerPoint & Flip Chart Preparation

and deliver multimedia presentations. You will watch a few

standard presentations, and your presentations will be Course Duration: 05 Days

recorded and played later for you to identify your Course Fee: Rs.19.,500.00

Medium: English

weaknesses.

English & Pycoiid | thr
Frangais spovel Course Coordinator: Ms. R. K. R. N. Madushani
=F- | Contact Number: 070-2060557
Official Number: 081-2498679/80

Email: it@nicd.edu.lk

Fortugués
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School of Languages

Report Writing Skills

Intended Learning Outcomes (ILOs)

Course Code: LC/S/04

For Whom?

e Staff Grade Officers in the cooperative department, banks,
cooperative societies , and for those who wish to develop

Professional Writing Skills.

Purpose

Report Writing is a skill that senior and middle level
managers should master since there is a growing trend in
calling reports by people in authority. There are various
types of reports such as Progress Reports, Annual Reports,
Feasibility Reports etc. One drawback that we see in most of
these reports is the incorrect and nonstandard use of
language and formats.

Report Writing Skills programme will enable you to acquire
standard forms of language for report writing purposes, and
you will be exposed to a variety of classroom activities
through which you will acquire the desired competencies.

By the end of the course, participants will be able to:

¢ |dentify different types of reports and their purposes in organizational and business contexts.

® Apply standard formats and structures when preparing professional business and personal reports.

e Useclear, accurate, and appropriate language suitable for formal report writing.

e Present information logically using headings, paragraphs, and structured written presentation
methods.

o Describe andinterpret graphs and tables effectively within written reports.

Course Contents

® [ntroduction to Reports

e Modern Formats Business Reports
e Personal Reports

e Business Reports

e Narrative Reports

e Describing graphs & Tables

e Language of Reports

Course Duration: 03 Days

Course Fee: Rs.12,600.00

Medium: English

Course Coordinator: Ms. R. K. R. N. Madushani
Contact Number: 0702060557
Official Number: 081-2498679/80

Email: it@nicd.edu.lk
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School of Languages

Effective Negotiation Skills

Intended Learning Outcomes (ILOs)

Course Code: LC/S/05

For Whom?

Staff Grade Officers in the cooperative department, and for

those who wish to develop Professional Negotiation Skills.

Purpose

Learn the skills of Negotiation to apply in your daily
interactions. The course takes you through common
situations of negotiations to more formal negotiations
that make you aware of the principles, strategies and
tactics used by people to achieve their goals in public
and private sector organizations. You will engage in
focused sessions communicated in plain English

using case studies.

» Explain the basic principles and dynamics of negotiation in professional contexts.

* |dentify different types of negotiators and adapt negotiation approaches accordingly.

* Apply appropriate negotiation strategies and counter-measures to achieve mutually
acceptable outcomes.

e Use effective communication techniques and negotiation language to maintain
constructive dialogue.

» Conduct negotiations confidently in workplace and project-related situations.

Course Contents

® The Time-Honoured Principles

* Competitive & Collaborative Strategy

* Applying Counter measures

e The Negotiator

« Negotiating in a Project Management Environment

¢ Language of Negotiations

Course Duration: 02 Days

Course Fee: Rs. 9,000.00

Medium: English

Course Coordinator: Ms. R. K. R. N. Madushani
Contact Number: 070-2060557
Official Number: 081-2498679/80

Email: it@nicd.edu.lk
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School of Languages

Positive Attitudes for Self and Motivating Intended Learning Outcomes (ILOs)
Teams By the end of the course, participants will be able to:

e Explain the importance of positive attitudes in achieving individual and organizational goals.

Course Code: LC/S/06 » Demonstrate self-motivation techniques to manage personal behavior and reactions in workplace
For Whom? situations.

* Officers in the cooperative department, societies, banks and all » Apply basic motivational strategies to encourage and guide team members effectively.

officers who want to change their thinking styles and reacting ¢ |dentify values and objectives that influence attitudes and workplace relationships.
methods to situations. ) . . . . o . o
e Contribute to creating a positive and supportive work climate within their organizations.

Course Contents

Purpose * Where ItAll Started: Attitude

Attitude is the driving force of any individual who may * Which One Are You? Supervision and Motivation

do good or bad to the organization. It is the

What Matters: The Role of Values and Objectives
responsibility of the top management of an
organization to make every member in the staff e Change Is Possible: Creating a positive Climate
aware of the importance of their positive attitudes * Putting Itin Motion: A Checklist

towards the realization of the organizational goals as

a team. This programme will introduce principles of

positive thinking and motivational strategies in a Course Duration: 01 Day

management perspective. Course Fee: Rs. 5,000.00

Medium: English

Course Coordinator: Mrs. R. K. R. N. Madushani
Contact Number: 070-2060557
Official Number: 081-2498679/80

Email: it@nicd.edu.lk
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School of Languages

Customer Service for Organizational
Excellence

Intended Learning Outcomes (ILOs)

Course Code: LC/S/07

For Whom?

Cooperative managers and bank officers who want to
change their thinking styles and reacting methods to
situations.

Purpose

“Customer is the King” is relevant today for both
private and public sectors. No organization can
realize its objectives unless it has an effective
customer relations building model in the competitive
service oriented environment. Customers in the
modern context expect the respect along with
efficient service that makes them utmost happy. This
programme will reposition you in the organization
and will influence you for a positive behavioral
change.

By the end of the course, participants will be able to:

e Explain the role and importance of effective customer service in public and private sector
organizations.

o ldentify customer needs and manage customer expectations in service-oriented
environments.

* Apply customer service standards to deliver consistent and quality service.

e Demonstrate positive communication and public relations skills when dealing with
customers and stakeholders.

* Contribute to creating a positive service culture that supports organizational excellence.

Course Contents

* The ultimate truth-the nature of customers

* Manage customer expectations

¢ Set Customer service standards

* Change Is Possible: Creating a positive Climate

* Implementan excellent service management-A Checklist

Course Duration: 01 Day

Course Fee: Rs.5,000.00

Medium: Sinhala/ English/ Tamil

Course Coordinator: Mrs. R. K. R. N. Madushani
Contact Number: 070-2060557
Official Number: 081-2498679/80

Email: it@nicd.edu.lk
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School of Languages

Managerial Skills for Junior Officers

Course Code: LC/S/08

For Whom?

Intended Learning Outcomes (ILOs)

» officers in cooperative department, Junior executives in the
private sector and all staff grade officers who want to
develop managerial skills.

Purpose

Junior Officers who aspire to take leadership in their
respective fields need to acquire an assortment of
skills in the modern complex office environment as
they are supposed to handle diverse people with
multitude of expectations. This course will become a
springboard for such officers to change their
behaviours and become more dynamic in their

approach to situations.

English & Pycokig - chyr

Frangars

Porfuguis

By the end of the course, participants will be able to:

o Demonstrate essential managerial skills such as planning, delegation, and decision-making in
workplace settings.

o Build effective interpersonal relationships and communicate clearly with colleagues and
stakeholders.

e Apply time management, problem-solving, and grievance-handling techniques to improve work
efficiency.

o Use administrative and financial skills to support day-to-day office functions effectively.

e Participate confidently in meetings, negotiations, and reporting tasks to enhance service delivery and
team performance.

Course Contents

e Organizational Skills in the Work Place

o Interpersonal & Relationship Building Skills

« Effective Time Management Tools

o Delegation of work

« Administrative & Financial Skills

o Leadership & Decision Making Skills

o Problem Solving & Grievance Handling Techniques
Communication & Reporting Skills
Meeting & Negotiation Techniques

Course Duration: 03 Days

Course Fee: Rs.12,600.00

Medium: Sinhala/ English/ Tamil

Course Coordinator: Mrs. R. K. R. N. Madushani
Contact Number: 070-2060557
Official Number: 081-2498679/80

Email: it@nicd.edu.lk
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School of Languages

Intended Learning Outcomes (ILOs)

Soft SKkills for Decision Makers

By the end of the course, participants will be able to:
* Explainthe principles and steps of effective decision-making in organizational contexts.
¢ Analyze situations to make informed individual and team decisions using practical tools

Course Code: LC/S/09

For Whom? and frameworks.
« Junior officers in cooperative societies and provincial » Apply top-down and bottom-up decision-making approaches appropriately in workplace
scenarios.

departments and all officers who want to develop
e Demonstrate problem-solving and critical thinking skills to enhance managerial

effectiveness.
e Evaluate the impact of decisions on team performance and service delivery to improve
organizational outcomes.

managerial skills.

Purpose

Course Contents

Managers working in a diverse environment need to
wear several hats depending on the circumstances in
their work places. In most cases, problems become » Stepsin Decision Making Process
complicated or aggravated due to lack of skills in
taking right decisions at the right time. Organizational
heads need not only the theoretical knowledge of
taking decisions, but also they should have practical
experience gained through wider exposure to diverse

* Decision Making in Management

» Decision Making in Organizational Context

Individual Decision Making

Top Down & Bottom Up Decision Making

situations. This programme would enable

rse Duration: D
participants to widen their skills necessary to function Course Duration: 03 Days

effectively. Course Fee: Rs.12,600.00

Medium: English/ Sinhala/ Tamil

Course Coordinator: Mrs. R.K.R.N. Mathushani
Contact Number: 070-2060557
Official Number: 081-2498679/80

Email: it@nicd.edu.lk
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