DIRECTOR’S
WELCOME

Dear colleagues and friends,

In front of you is the new catalog 2016 for training courses in public administration. With it

the Institute of Public Administration creates an opportunity for your professional and career
development. The catalog meets the training needs of public administration and addresses key
aspects of modernization of public administration.

In recent years the IPA has established itself as the country's leading training institute for civil
servants, which encourages the development of good governance. Our network is composed by
practitioners and researchers, who contribute to development of professional administration in
Bulgaria.

This year IPA puts a specific emphasis on the preparation of the Bulgarian Presidency team of
the Council of EU and on training for the introduction of modern management tools. We expand
the use of electronic training courses in Bulgaria, 11% of the courses in the catalog are now
electronic. This trend is going to continue in the coming years.

In 2016, IPA focuses on the organization of various network initiatives to facilitate the sharing of
experiences and overcomes specific problems of individual professional groups in public adminis-
tration. We will create opportunities to young leaders in the state administration to learn about
new developments in the management of individual levels of management, to understand more
about the experience of the private and NGO sector. This year it is also creating and a Training
Academy in European structural and investment funds.

| would like to pay a special attention to the possibility to take advantage of IPA’s tailor made
training courses on request. By them we will help you through the entire process of training
design. Working with us you have the chance to address your specific needs and to achieve your
public goals.

| really hope that IPA, based on its long experience is going to continue to cooperate to tackle
challenges in public management in Bulgaria. We would be extremely grateful to constantly give
your constructive feedback on quality of trainings because only in this way could continue to
develop together professional public service in the Republic of Bulgaria.

Mr. Pavel lvanov,
Executive Director of IPA




CONTENT

Conditions for participation in the courses of IPA
I. CAREER DEVELOPMENT TRAINING

1. Introduction to Public Service (Compulsory Education — 1)
2. The challenge of managing (Compulsory Education — 2)

Il. PROFESSIONAL DEVELOPMENT TRAINING

MANAGEMENT AND PERSONAL EFFECTIVENESS PROGRAM

1. Management of institutional performance

2. Quality management and implementation of CAF

3. Risk management in administration

4, Strategic Leadership and Change Management

5. Advanced tools in managing people

6. Personal effectiveness

7. Team effectiveness. Management and Development teams
8. Communication skills

9. Presentation skills given an audience

10. Analytical skills and critical thinking

11. New tools for efficient management

12. Practical policy issues in human resource management
13. Knowledge management. Ways of learning at the workplace
14. Practice for experts in human resources management
15. Diplomatic protocol and etiquette

1. Development, implementation, monitoring and evaluation of public policies
2. Impact assessment
3. Open and transparent administration (e-learning course)
4. Access to public information - a legal framework and enforcement
5. Open data policy
6. Ethics and code of conduct in the state administration
7. Better regulation for a better business environment
8. Methods to prevent corruption in public administration —
a legal framework and practices
9. Assessing and countering corruption risk
10. Effective methods for preventing and combating fraud
11. Innovation, research and entrepreneurship

LEGISLATION AND ENFORCEMENT PROGRAM

1. Practical lawmaking

2. Administrative stylistics

3. Organization of document flow in public administration

4. The concept of integrated service delivery (e-learning course)
5. Application of integrated service delivery

6. Application of the Public Procurement Act (induction training)
7. Application of the Public Procurement Act (advanced training)
8. Application of the Administrative Procedure Code (for lawyers)

9. Application of the Administrative Procedure Code (for non-lawyers; training attendance and

e-learning course)
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10. Application of the Civil Procedure Code (for lawyers)

11. Application of the Civil Procedure Code (for non-lawyers)

12. Practical problems of Administrative Offences and Penalties (for lawyers)

13. Practical problems of Administrative Offences and Penalties (for non-lawyers)

FINANCIAL MANAGEMENT PROGRAM

1. Internal control and audit of the financial activities of state institutions
2. Annual accountancy balance

3. Opportunities and approaches for the development of effective public- private partnership

4. Use of financial engineering for public -private partnership
5. State aid (training attendance and e-learning course)

6. Program budget and budget plans

7. Essence of investment and investiture

BULGARIA IN THE EU PROGRAM

1. Essence of EU law and its implementation in Bulgaria
2. Legislative process of the EU after the Lisbon Treaty
3. Judicial system of the EU and key proceedings before the Court in Luxembourg
4. Influence of European administrative law on the development of Bulgarian administrative law
5. Participation of Bulgaria in the process of decision-making in the EU
6. The growing role of the European Parliament and national parliaments in the work
of the EU after the Lishon Treaty
7. Basic skills to work in European and international networks
8. Development of projects under programs supported by ESIS
9. Management, monitoring and reporting on the implementation of projects financed by the ESIS

E-GOVERNANCE PROGRAM

1. E-governance

2. Operative compability and information security

3. Electronic document and electronic signature

4. Development and application of cloud technologies in e-Government
5. Smart administration, smart city. (e-learning course)

LOCAL GOVERNMENT PROGRAM

1. Strategies and policies for local development

2. Ex-post evaluation and supervision of municipal regulations

3. Municipal Property Management

4 Methods for determining the amount of local taxes and prices of services
(training attendance and e-learning course)

5. Effective application of the financial management and control

6. Crisis management and disaster protection

7. Green Municipality (e-learning course)

COMPUTER SKILLS PROGRAM

1. Spreadsheets with MS Excel (advanced)

2. Work with databases with MS Access

3. Presentation skills with PowerPoint

4. Ability to work with presentation software (e-learning course)
5. E-mail and calendar using with MS OUTLOOK
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1. Communication skills in English

2. Business skills in English

3. English for work with the EU institutions

4. Presentation Skills in English

5. Communication skills in German (intermediate level)

6. Communication skills in French (intermediate level)

7. Business skills in English (e-learning course)

8. Business skills in English (advanced level; e-learning course)

lll. ANNUAL FORUMS

1. Annual meeting of experts on human resources

2. Annual meeting of managers and experts in administrative services delivery
3. Annual meeting of Francophones in the public administration

4. Annual meeting of inspectorates under the Administration Act

5. Round Table “Cases and problems in the management of municipal property”
6. Roundtable "Municipal practices in the field of culture and cultural tourism”

7. Summer School for Young Leaders in Public Administration

IV. COMPETITION FOR BEST PRACTICES

» Optimizing business processes
« Engaging and retaining employees
« Open Government

V. INTERNATIONAL COOPERATION AND
OPPORTUNITIES TO STUDY ABROAD

« IPA's international partnerships
« Japanese Master's Program for Young Leaders
« "Erasmus for Public Administration”

APPLICATIONS

1. Application form for career development training courses
2. Application form for tailor made training courses on request
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