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SCHOOL OF LANGUAGES
APPLICATION FORM FOR SPECIAL PROGRAMMES

The School of Languages is pleased to announce its short courses for 2025.  The courses, intended for various professionals within the corporate, public, and other organizations, are designed to help participants acquire the necessary practical skills, techniques and principles that will ensure their efficiency in the output of their roles at the workplace.  

Prof./Dr./Mr./Mrs./Ms.		Surname			First Name 		Other Names
Position/Title				Department/Institution/Organization  
Sex:	Male		Female			Phone Number
Email: 	
Address:  	
EDUCATIONAL BACKGROUND
Level of Education 	JHS		SHS		TERTIARY		OTHERS
If Tertiary/Others, please specify  
CHOICE OF MODULE
PLEASE TICK THE MODULE YOU WOULD WANT TO SIGN UP FOR


	NO.
	COURSE TITLE
	TARGET AUDIENCE
	DATE
	FEES

	1
	Effective Writing Skills for Administrative Professionals

	Office administrators, Personal Assistants, Secretaries, Team coordinators, H.R. Assistants, and individuals who are involved with dealing with organizational correspondences
	10th – 12th Nov. 2025
	GH¢3,000.00

	2
	Strategic Agenda Development and Professional Minute-Taking for Secretaries 

	Personal Assistants, corporate and public sector administrators, board or committee secretaries project coordinators
	13th – 14th Nov. 2025
	GH¢2,000.00

	3
	Public Speaking and Presentation Skills 
	Managers, Team leaders, Corporate trainers, individuals looking to developing confident speaking and presentation skills
	17th – 18th Nov. 2025
	GH¢2,000.00

	4
	Advanced Techniques in Report Structuring and Presentation

	Project managers, business analysts, consultants, Team leads, middle-level managers, policy analysts, and individuals who regularly produce and present detailed reports to clients or superiors

	19th – 21st Nov. 2025
	GH¢3,000.00



*The fees cover facilitation, course materials and handouts, certificates as well as snacks and lunch.
REGISTRATION: In progress 
Forms: Pick up hardcopies at the Dean’s Office or Download electronic copies at http://languages@ug.edu.gh 

SPECIAL PACKAGES ARE AVAILABLE FOR GROUPS (MINIMUM OF 20) AND FOR PARTICIPANTS WHO REGISTER FOR THREE OR ALL FOUR COURSES

VENUE: Maison Francaise Conference Room, Reginald Amonoo Building, School of Languages 

PAYMENT OF FEES 
Bank: ECOBANK (Legon Branch)
Account Name: UG College of Humanities
Account Number: 1441000157649
USSD Code: *725*5227#

For more information, contact:
Email: languages@ug.edu.gh
Telephone: 0243246004

All courses will be delivered in-person
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