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l. Introduction & Welcome

A Message from the Executive Director

\S’clr.:omc to the Association for Peace in Ethiopia (APE). Your decision Lo join us
Sig“lf.-lcs a commitment to the noble and challenging mission of building
sustainable peace in our diverse nation. APE is not just an organization; itis a
collective of dedicated professionals united by a common purpose,

This manual is designed to be your rondmap for growth and effectiveness within
APE. Our work is complex and operates within a sensitive socio-political
landscape. Therefore, a deep understanding of our mission, values, operational
frameworks, and the specific context of Ethiopia is not just beneficial—it is
essential. This training guidance ensures that every team member, from senior
directors (o intemns, is equipped with the knowledge, skills, and ethical foundation
to contribute meaningfully and safely to our goals,

We are committed to your professional development and believe that irym'irrx
- . 2 7R y
you is an investment in a peaceful Ethiopia. ¥ R

- . - %‘3 %

2. Philosophy of Training at APE ' ‘T’:@a }-

l/

Our training philosophy is built on three core principles: s
Mo for P

1. Competence and Contextual Expertise: We prioritize a deep understanﬁmg’ of
Ethiopia's conflict dynamics, languages, and cultural nuances. Training is designed
to blend theoretical knowledge with practical, field-based application.

2. Continuous Learning: The peacebuilding landscape in Ethiopia is dynamic.
Our training is not a one-time event but an ongoing process of learning, adaptation,
and skill enhancement, supported by our Monitoring & Evaluation (M&E) and

Research departments.

rough Distributed Authority: As outlined in our "Human
n empowering staff at all levels. Training will equip
kills to make decisions within your designated "zone
re of ownership and accountability.

3, Empowerment th
Power Policy," we believe 1
you with the judgment and s
of freedom," fostering a cultu
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3. Core Training Modules (Mandatory for All Staff &
Interns)

All employees and interns must complele these foundational modules within their
first 30 days.

Module 1: APE Organizational Mastery

- Content: APE's history, mission, vision, and strategic objectives (as per the
Annual Plan and "Ethiopian Dialogue Nexus"). Deep dive into the organizational
structure, all eight departments, and their interconnections.

. Format: Interactive sessions led by the Executive Dircctor and Department
Directors.

- Outcome: Understand how your role contributes (o APE's overarching goals and
how to collaborate across departments.

Module 2: The Ethiopian Peacebuilding Context

. Content: Based on the "Ethiopia's Conflict Context" analysis. Covers the
historical roots of conflicts, current manifestations (e.g., administrative boundary
disputes), key stakeholders, and the limitations of previous approaches.

. Format: Seminar-style sessions led by the Advocacy & Policy Research and
Program Management & Research departments. Case studies on specific regions

(e.g., Western Tigray, Metekel Zone).
. Qutcome: Ability to articulate the core drivers of conflict in Ethiopia and APE's
strategic theory of change to address them.

Module 3: Ethics, "Do No Harm," & Safeguarding

- Content: Core humanitarian and peacebuilding principles. Conflict sensitivity,
impartiality, and neutrality. APE's code of conduct. Policies on preventing sexual
exploitation and abuse (PSEA), and safeguarding of vulnerable populations. Data

protection and confidentiality.

2|Page




* Format: ‘nari . .
: Scenario-based training and workshops.

* Outecome: Operate

with the highest integrity and ensure our interventions do not
inadv

ertently exacerbate tensions or cause harm.

Module 4: Safety & Security Protocols

* Content: General safety guidelines. Context-specific security briefings for field
operations. Communication protocols in the field. Incident reporting procedures.

* Format: Practical training led by the Director of Program Management and
Implementation.

* Outcome: Ability to assess and mitigate risks to ensure personal and team safety.

Module 5: Introduction to Humanocracy & Distributed
Authority
- Content: Understanding the shift from a traditional hierarchy to a "wirearchy."

Explaining the "Framework of Freedom" and "Decision Guards" relevant to each
role (e.g., financial boundaries for Field Coordinators).

- Format: Workshop facilitated by senior management, using real-world examples
from APE's operations.

- Qutcome: Feel empowered to make decisions within your mandate and
understand the principles that guide those decisions.

4. Role-Specific & Departmental Training

Aftér completing core modules, staff will undergo specialized training for their
specific functions.

4.1. Advocacy & Policy Research Dept: Training on advanced policy analysis,
research methodology (qualitative/quantitative), using software like Wivo/S PSS,
writing for different audiences (policy briefs vs. public reports), and high-level
stakeholder engagement tactics.
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4.2.. Program Management & Implementation Dept: Training on APE's specific
project cycle management tools, budget management for large grants, logistics in
com!'\lcx environments, community mobilization techniques, and advanced
mediation/facilitation skills for dialogues:

4.3. ; 1 H . - . . - Ll - .
Communications & Qutreach Dept: Training on sensitive messaging i
polarized environment, digital security, managing APE's social media brand, media
relations in Ethiopia, and crisis communication.

4.4. Finance & Administration Dept: Training on specific donor compliance
rules (USAID, EU, UN), Ethiopian legal and tax requirements, and APE's internal
financial software and procedures.

4.5. Monitoring & Evaluation (M&E) Dept: Training on APE's specific "Peace
Indicators Framework," data collection tools (ODK, KoboToolbox), data analysis
software (SPSS, Power BI), and facilitating learning workshops.

4.6. Centre for Sustainable Peace Enterprises (CSPE): Training on client
relationship management, business development in the social enterprise space,
pricing models, and delivering high-quality consulting services.

5. Internship Development Program

APE views interns as future peacebuilders. The internship program is a structured

learning experience.

5.1. Orientation: Interns complete the Core Training Modules.

5.2. Mentorship: Each intern is assigned a dedicated mentor from their department.

5.3. Learning Objectives: A personalized Learning Plan is developed during the
first week, outlining specific skills and knowledge to be acquired.

5.4. Phased Responsibilities:

Observation & Support): First month: Focus on learning, attending

- Phase 1 ( :
h administrative tasks.

meetings, and assisting Wit
- Phase 2 (Contribution): Subsequent months: Take >on clearly defined tasks
der close supervision. o g

and small projects un
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: Phﬂ‘[‘ ‘ I' ! W
» -, R T\ . . » n .
(Execution): Final phase: Manage o discrele component of a project,

applying skills learned,

5.5. Final Revi ;
eate oy i e i B v »
iew: A final review session with the mentor and department director

to provide care . . :
provide career guidance and a formal evaluation.

6. Monitoring Training Effectiveness

Training i : : — ;
raining is not complete without measurement. e M&E Department will track

efTectiveness through:

6.1. Pre- and Post-Training Assessments: Short quizzes 10 gauge knowledge

improvement.

6.2. Practical Application Reviews: Managers will assess how well staff apply
new skills in their daily work (e.g., using a new conlflict analysis framework in a

field report).

6.3. Feedback Mechanisms: Anonymous surveys after each training session to

continuously improve content and delivery.

ct on KPIs: Linking training participation to performance melrics in

6.4. Impa
ue facilitated, quality of a policy brief

annual reviews (¢.g., SUCCCSS of a dialog

produced).
7. Resources & Continuous Development

ge Hub: A central digital repository (e.g. shared drive) containing

. APE Knowled
roject documents, and training materials.

all research reports, policy briefs, past p
1" Series: Regular informal sessions where staff from different

. "Lunch & Learn
hts from their work or recent field visits.

departments share insig

Training & Conferences:
, and confe

APE is committed to funding relevant
rence attendance for staff based on a

A limited fund available for staff to pursue

: Professional Development Fund:
th both their career goals and APE's strategic

certifications Of courses that align wi

needs.
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8. Conclusion

Thn‘s ma:ual is a living document, much like our strategic plans. It will be
rev1ev‘ze annually and updated to reflect our evolving organizational needs and the
changing context of Ethiopia.

Yourjour!}ey with APE is a partnership. We provide the framework, tools, and
opportunities fo'r growth, and you bring your dedication, talent, and passion.
Together, we will build the foundation for a peaceful and prosperous Ethiopia.

For any questions regarding this manual or training at APE, please contact your
Department Director or the Human Resources & Admini

stration Manager.




Training Materials for the Association for Peace in Ethiopia
(APE)

Department 1: Office of the Executive Director

Training Module: Strategic Leadership & Organizational
Stewardship

1. Welcome & Core Purpose

- Your Role: You are the ultimate guardian of APE's mission, vision, and integrity.
Your office sets the strategic tone and ensures organizational coherence.

- Key Quote from Framework: "The primary purpose of this framework is to
ensure organizational effectiveness, accountability, and transparency.”

2. Module Objectives By the end of this module,you will be able to:

- Articulate and champion APE's three-stage peacebuilding roadmap and the
"Ethiopian Dialogue Nexus" initiative.

- Model and enforce the principles of Distributed Authority and Humanocracy.

- Navigate high-level representation with government, donors, and diplomatic
communities.

- Oversee the financial sustainability of APE, including the performance of the
Centre for Sustainable Peace Enterprises (CSPE).

3. Core Content & Key Concepts

- The APE Vision in Action: Deep dive into the "Annual Roadmap and Theory of
Change." Your role is to be the chief narrator of this story to all stakeholders.

- Leading a Humanocratic Organization: Moving from a controller to a coach.
Your duty is to set the "Decision Guards" and empower your directors, holding
them accountable for outcomes, not micromanaging processes.
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* The Sustuinabilily M
CSPE. Understand is b
peacebuilding work,

andate: You are directly accountable for the success of the
usiness model and how its revenue supports APE's core

4. Practical Exercise: Strategic Dilemma Simulation

: SLChEHHHOI A major donor threatens to pull funding il APE engages in dialogue
with a certain stakeholder group deemed controversial by the international

community. Simultaneously, local partners insist this group's inclusion is essential
for a credible peace process.

* Task: Develop a strategic response that:

1. Upholds APE's principle of inclusive dialogue.

2. Manages the donor relationship.

3. Delegates appropriate actions to the Directors of Advocacy and Program
Implementation.

4. Considers a communications strategy for this sensitive situation.
5. Checklist for the Executive Office

- 1 can clearly explain APE's 3-stage roadmap (Stabilization -> Constitutional
Restoration -> National Dialogue).

I have reviewed the "Decision Guards" with all Department Directors.
.  have a quarterly strategic review meeting scheduled with the CSPE Direclor.

. ] am prepared to represent APE's "Ethiopian Dialogue Nexus" in all high-level

forums.
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Department 2:
: Advocacy and Policy Research Department

Training Module: "
e: The "Compass" — Guiding Policy with Evidence

1. Welcome & Core Purpose

* Your Role: You g g
re APE's Compass." You provide the evidence-based research

and analysis that guj
guides all of APE's ¢ i i
- advocacy and ensures .
contexlually 1me]]igem_ y res our interventions are

2. iectiv '
Module Objectives By the end of this module,you will be able to:

- Conduct ri - : ‘-
. L rigorous conflict analysis specific to Ethiopia's administrative boundary
disputes.

- Pljoduce high-impact policy briefs that are accessible to both Ethiopian
policymakers and international audiences.

- Leverage your network within government and CSOs to strategically place APE's

research.

- Work agilely with the M&E department to turn field data into advocacy insights.

3. Core Content & Key Concepts

- From Data to Policy: How to use field data from M&E and research to formulate
compelling policy recommendations. Understanding the Ethiopian policy-making
machinery (e.g., House of Peoples' Representatives, Ministry of Peace).

- The "APE Analytics Unit"
this virtual unit. You have the au
merging conflicts.

g: Crafting messages that are persuasive, accu
inaj polarized environment.

. As the Senior Policy Research Officer, you may lead
thority to commission rapid field research to

respond to €
rate, and

. Nmﬁve and Messagin

cannot be easily misconsu:ﬁ f
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4. Practical Exercise: Drafting a Policy Alert

- Scenario: e idi isi jon i
" M&E field reports and local media indicate a rising tension in a
cific wor i
spt'a 1 WOICfla. due to a disputed resource. The local government has taken a
unilateral decision, escalating the situation.

J Taski !n 4 hours, produce a one-page Policy Alert for regional and federal
authorities that:

1. Summarizes the facts on the ground.
2. Analyzes the potential for violence.
3. Recommends 3 immediate, actionable steps for de-escalation.

4. Identifies the key stakeholders to whom this alert should be delivered.

5. Checklist for the Advocacy & Policy Team

- | can name the five key current administrative boundary disputes and their
primary drivers.

- | am proficient in using research software (NVivo, SPSS) for analyzing Ethiopian

conflict data.

. T understand the protocol for engaging with the "APE Analytics Unit" for rapid

research.

. I have a target list of media contacts and government offices for our policy

products.
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4. P i ] .
ractical Exercise: The 48-Hour Proposal Challenge

- Scenario: A d
Reconciliation ?n(gyan nounces a rapid funding window for "Community
in Climate-A ffected Conflict Zones." The deadline is in two days.

- Task: Worki '
rking as a team, develop a concept note that includes:
1. A quick conflict analysis for a chosen region.
2. A clear Theory of Change.
3. Key activities and expected outcomes.

4. A draft budget outline not exceeding ETB 20 million.

. Debrief: Focus on division of labor, use of existing research, and alignment with

APE's strategic plan.

5. Checklist for the Program Design & Research Team

- 1 can articulate the difference between a logframe and a Theory of Change.

. T have a template for a rapid conflict assessment.

- 1 am familiar with the reporting requirements of at least two major donors (e.g.,

EU, USAID).

aring finalized project designs with the Program

- T have a system for sh
E departments.

Implementation and M&
AN A”'ﬂ_’kﬁ




Training M : Designi
& Module: Designing for Impact & Sustainability
1. Welcome & Core Purpose

* Your Role: Yo
- u :
are the architects of APE's interventions. You translate the

strategic goals i :
- g - g s Into fundable, evidence-based programs and ensure our program
ign is informed by robust research.

2. Module Objectives By the end of this module,you will be able to:

: l?esilgn a comprehensive peacebuilding program proposal that aligns with donor
priorities (USAID, EU, UN) and APE's strategic plan.

- Conduct a thorough conflict analysis and needs assessment as the foundation for
any program.

- Write a compelling grant proposal with a logical framework, solid M&E plan,
and realistic budget.

- Work seamlessly with the Program Implementation department to ensure designs

are practical and context-appropriate.

3. Core Content & Key Concepts

. The Program Design Cycle: From conflict assessment and stakeholder mapping

to proposal writing and grant m
nce: Understanding the specific requirements, jargon, and
donors active in Ethiopia.

anagement.

. Donor Intellige
priorities of major institutional

. Theory of Change Developm
activities to impact for every pro

ent: Creating a clear, testable pathway from
ram designed.
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Departme
ntd: p .
Program Management and Implementation

Department

Traini : "Bri
ing Module: The "Bridge" — Operationalizing Peace on the
Ground

J
1. Welcome & Core Purpose

\ \" U ‘ =Y o | n A f . .

0 rql?:ole‘ You are APE's "Bridge." You turn plans into action. You are the face
?f APE in fhc field, responsible for safcly, effectively, and sensitively
implementing peacebuilding activities.

2. Module Objectives By the end of this module,you will be able to:

- Manage complex ficld operations, logistics, and team safety in challenging
environments.

- Facilitate and support multi-stakeholder dialogues with cultural sensitivity and
impartiality.
- Utilize your "Distributed Authority" to make timely decisions (e.g., the ETB

50,000 for community projects).

. Effectively liaise with local government authorities and community leaders.

3. Core Content & Key Concepts
ty Management: Practical protocols for staff safety,

. Field Operations & Securi .
tion in remote or volatile areas.

vehicle use, and communica
- Skills for mediating tense conversations, ensuring
d building trust at the community level.

building: Techniques for mobilizing communities,

: iwv-Led Peace
Community ocal ownership of peace

identifying local peace champions, and ensuring

processes-
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4. Practical Exercise: Iy;
Xercise: Dialopue Facilitation Role-Play

Scenario; You
: are a Field Proj ' ili
roject Coordinator facilitating a first-ever meeting

elders icti
Tenqions o l f[‘()n] two COnrhcllng groups over a waler source.
g 1gN, and there is deep mistrust

between community

* Task: Facilitate a 30-minute introductory session. You must:
| Establish ground rules for respectful dialogue.
2. Guide the conversation to identify one shared concern.
3. Manage a participant who becomes aggressive or dismissive.

- Debrief: Focus on language used (leveraging local language skills), body
language, and de-escalation techniques.

5. Checklist for the Program Implementation Team

. | am fluent in the local language of my assigned region.

- I understand my financial decision-making authority and the "Decision Guards"

that bound it.

. | know the security and incident reporting protocols by heart.

. | can name the key local government and traditional leaders in my area of

operation.
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Department 5: icati
p t5: Communications and Outreach Department

Training M : -
Peace ol The Mcg“phoﬂc"-—Stratcgic Narratives for

1. Welcome & Core Purpose

- Your Role: 2'g

e fYou arc? A-PE':. "Megaphone." You control the narrative. You are
responsi : e .or amplifying APE's work, managing its reputation, and ensuring all
communications are strategic, sensitive, and effective.

2. Module Objectives By the end of this module,you will be able to:

. Develop and execute a comprehensive communications strategy that supports the

"Ethiopian Dialogue Nexus."

. Manage sensitive communications and potential crises in a polarized political

environment.

. Produce engaging digital content that grows APE's audience and influence.

- Organize impactful outreach events that enhance APE's visibility and credibility.

3. Core Content & Key Concepts
Context: How to communicate about conflicts

. Message Discipline in a Fragile . -
s, inflaming tensions, or compromising the safety

and dialogues without taking side
of participants.

acebuilding: Using so¢
r hate sp

an Media: Building relations
d, and pitching stories that

. Digital Pe ial media, podcasts, and websites to spread
i eech, and build a community of support.

messages of peace; counte

. Working with the Ethiopi

understanding what they nee
) A7p N

hips with journalists,
highlight APE's impact.
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4. Practical Exercise: ot .
ercise: Crisis Communications Simulation

Scenario: A false T :
rumor is spreading on social media that APE is favoring one

ethnic group in its di . ! . S o
& dl dialogue process. A prominent online activist is amplifying the
rumor, and a newspaper has called for a comment,

- Task: Develop a crisis communications response within 2 hours that includes:
1. Key talking points for all staff,
2. A draft statement for the media.

3. A social media response plan.

4. Internal communication guidelines for informing other departments.
5. Checklist for the Communications & Outreach Team
. I can articulate APE's core narrative and key messages for the year.
. | have a populated media contact list and a calendar for our content.

- | am proficient in using graphic design and video editing software for content

creation.

- T understand the protocol for pre-approving all public-facing materials with the
Executive Director and relevant program staf .




| * Kine
pepartment 6: Finance and Administration Department

Training Module: Operational
s EXCC" ML b 3
Resources ence & Stewardship of

1. Welcome & Core Purpose

- Your Role: : 5

Y(l) hr Rd lc- “You z?re the backbone of APE. You ensure the organization's financial
health, a mllmstr_atl.ve efficiency, and compliance, enabling all other departments to
focus on their mission-critical work,

2. Module Objectives By the end of this module,you will be able to:

- Manage complex, multi-donor budgets in compliance with strict donor
regulations (USAID, EU, UN) and Ethiopian law.

. Oversee HR functions with a deep understanding of Ethiopian labor law and
APE's merit-based framework.

- Provide seamless administrative and logistical support to field and head offices.
- Prepare for and manage external audits.

3. Core Content & Key Concepts

- Donor Compliance Mastery: Detailed rules and regulations of APE's key donors.

How to set up financial systems that track and report accurately.

s of Ethiopian tax law, employment law,

- Ethiopian Legal Framework: Key aspect

and NGO reporting requirements.
ocracy: How (o recruit, manage, and evaluate staff based on the

. - man .
HR in a Hu rk. fostering a culture of meritocracy and
b}

precise qualifications framewo

empowem:lent.

Exercise: The Compliance Audit

, 's announ
- Scenario: A surprise SP Otic;]hecgkralnst The donor IS parti
financial records J timesheet allocations: A3

procurement procedures an
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ced by a major donor to review
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3 il

. Task: As a team, conduct a mock internal audit, You must:
|. Locate all required documentation fonl 3 sample transactions.
2. Verify that staff timesheets are correctly allocated to the donor project.
3. Identify any potential compliance gaps and propose corrective actions.
5, Checklist for the Finance & Administration Team
. can list the key compliance differences between two of our major donors.

. have a copy of the latest Ethiopian labor law and understand its application in
our HR manual.
+ Our accounting software is updated and all relevant staff are trained on it

-] have a clear understanding of the procurement thresholds and approval




.I i | | | epar‘mcnt

_vour Role: You are APE's "E

< il we are “chievin s "Eyes and Ears." You provide the evidence th

- measurable g our goals. You are responsible for measurin il L

| — DE — - 1e
peace — and ensuring we learn and adapt from Ourgwork

Mod SR '
2. Module Objectives By the end of this module,you will be able to:

. Implement APE's " '
ple ent APE.S Peace Indicators Framework" to track changes in confli
dynamics and social cohesion. =

- Design and manage data collection using tools like ODK and KoboToolbox

- Analyze both quantitative and qualitative data to produce actionable learning

reports.

help program teams adapt their strategies.

. Facilitate learning workshops that
3. Core Content & Key Concepts

yond simple outputs t0 meas
ments. Understanding indicators like

. Peacebuilding M&E: Moving be ure outcomes and
ict environ

impact in complex confl
"inter-group trust.”

"perceptions of safety" and

g: How to present data i
and the Executive Director:

uthority" model is to
rmed decisions.

n a way that is timely, accessible,

* Data for Decision-Makin

and useful for program managers
“ The Agile Feedback Loop: Your role in-the vDistributed A
provide real-time data that empoWwers field staff to make info
ga Community perception Survey

on. The Program
vities begin.

4. Practical Exercise: Designin
- Scenario: A new dialogu€ program is {aunching in @ regi .
. attitudes before acti

Director needs a baseline measu

- Task: Design a short St

‘ ‘u‘?l'? Bge




E

| Trust in local institutions.

2. perception of the other community involved in the conflict

3. gelief in the potential for peaceful resolution,

.;Debrief: Discuss how you would deploy this survey using mobile data collection
tools and how you would visualize the results for the program team.

5, Checklist for the M&E Team
.| can name at least 3 indicators from our Peace Indicators Framework.

-1 am proficient in using our primary data collection software (e.g., ODK,
guhpToolbox).
. can create a simple dashboard in a data visualization tool (e.g., Power BI).
e lcar

learning meetings with each

g.ir —-%.team.
L

.
i




Department 8: Centre for Sustainable Peace Enterprises (CSPE)

Training Module: The Engine of Sustainability — Mission-Based
Entreprencurship

1. Welcome & Core Purpose

* Your Role: You are APE's engine of financial sustainability. You leverage APE's
intellectual capital to generate revenue through services and products, reducing our
dependency on donor funding.

2. Module Objectives By the end of this module,you will be able to:

* Articulate the four streams of business (Research & Policy Advisory, Business
Development Services, Training, Publications) and identify potential clients.

- Develop a compelling proposal and pricing model for a consulting service,

- Manage client relationships and deliver high-quality projects on time and on
budget.

- Operate with the entrepreneurial aulonomy granted to you within the APE
framework.

3. Core Content & Key Concepts

- The Business Model: How each stream generates revenue. Understanding the
target market (NGOs, government, private sector) for each service.

* From Expertise to Product: How to package APE's peaccbuilding knowledge into
sellable services (e.g., "Conflict-Sensitive Business Practice" training for

companies operating in fragile regions).

- Client Management & Delivery: Principles of professional consulting, including
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4. Practical Exercise: The Client Piteh

* Scenario: A large internation

with a history of conflict. The
risks.

al Company wants to invest in a region of Ethiopia
Y need to understand the local context and mitigate

- Task: Prepare a 10-minute pitch to the com

i ot pany’s leadership proposing CSPE's

. Clearly explain the value CSPE brings.

2. Oull.m-c a proposed scope of work (e.g., conflict analysis, stakeholder mapping,
staff training).

3. Provide a high-level budget and timeline.

- Debrief: Focus on professionalism, clarity, and how you connect your services to
the client's business needs.

5. Checklist for the CSPE Team

- I can clearly explain all four business streams and their value propositions.
. | have a target list of 10 potential clients for our services.

- | understand our pricing strategy and approval process for proposals.

. [ know how to report my progress and financials to the Executive Director.




