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Course Information 

Course Name Export Administration 

Course Designer IMM Graduate School 

Course Category Supply Chain 

Course Duration 14 weeks 

Cost of Course R 9450 per delegate (excluding 15% VAT) 

 

 

Course Overview 
 

In this online short course, you will explore the major factors influencing the successful execution of 

an export order. You will gain an in-depth understanding of the export process, service providers, 

transport modes, customs and documentation, and insurance. And we will give you the know-how to 

navigate the complexities of international standards and contracts. This course is designed for those 

wanting to expand their knowledge of export administration, from managers across the export trade 

platform, to people wanting to move into the international trade service sector, including banking, 

insurance and freight forwarders. Upskill with the IMM Graduate School, cut through the detail and 

become an export admin expert. Now say that 3 times fast! 
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Export Administration 

Who Should Attend? 

• Clerks and similar levels wanting to move into the export - or 

import - division and seeking a quick way to get a feel for 

international trade and some qualification to justify being 

transferred. This includes manufacturers and traders.  

• International logistics managers, area managers, shipping and 

export managers, business development export managers, 

communications managers, project managers, operations export 

managers, business managers, export sales managers, ship 

chandelling operation managers, airfreight export controllers, 

export co-ordinators, distribution managers, logistics managers  

• Those wanting to move into the international trade service sector 

including bankers, insurers, freight forwarders and others  

• Those currently unemployed and looking for a practical way to 

upskill and gain employment in the above fields, including 

university graduates and school leavers. 

Course Objectives 

• Administration – some people thrive on it some people are 

overwhelmed by it. But in contrast to popular belief, it’s not actually 

a matter of personality, but of skill. And skills can be learnt. If you 

have the right skills-set, administration is a breeze. In the field of 

export, effective administration is of paramount importance.  

• For an exporter to successfully manage an export process, 

understanding the logistics of exporting and importing, as well as, 

the advantages and disadvantages of the options at their disposal 

is vital. And this is where we step in… We’ll equip you with 

everything you need to make sense of the “fine print” and plan, 

order, invoice, dispatch and administrate like a pro in the 

complicated game of export.  

• In this short course, you’ll learn how to successfully execute an 

export order. You’ll gain an in-depth understanding of the export 

process, service providers, transport modes, customs and 

documentation, and insurance. And we’ll give you the know-how 

to navigate the complexities of international standards and 

contracts.  

• Knowledge of the export administration process can open up 

opportunities for you with manufacturing companies in virtually 

any field, as well as, with the freight forwarding sector, the 

financial sector or with other specialised companies that provide 

essential services to exporting companies. This course is 

designed for those wanting to expand their knowledge in this area 
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from managers across the export trade platform, to people 

wanting to move into the international trade service sector 

Benefits 

• You could significantly expand your markets, leaving you less 

dependent on any single one. 

• Greater production can lead to larger economies of scale and 

better margins. 

• Your research and development budget could work harder as 

you can change existing products to suit new markets. 

 

Course Content 

Course Modules 

1. Introduction to export processes and export service providers 

2. Types of cargo and ocean freight 

3. Containerisation, bulk and breakbulk 

4. Airfreight as a means of international transport: 

5. Road, rail, inland waterway and combined transport as a form of 

international transport 

6. International product standards and packaging of export 

consignments 

7. Packing and marking of export consignments 

8. Customs procedures - export and import controls and customs 

clearance. 

9. The importance of documentation in export transactions 

10. The International chamber of commerce  

11. fundamentals of marine insurance 

Certification and 
Assessments 

• Certificate of successful completion from the IMM Graduate 

School - On completion of your short course, you will be 

awarded a certificate that is approved by the IMM Graduate 

School and our respective partners, recognising the skills and 

key competencies you have developed along the way. This 

certificate can be used to document your commitment to 

continuing professional development in your personal portfolio 

(including your LinkedIn profile or CV), or to provide evidence to 

employers or other professional bodies of your achievement. 

moreover, you will be better equipped to face workplace 

challenges, enhance your professional performance and, 

thereby, boost your career. 
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About WWISE 

Who are we? 

 

World Wide Industrial and Systems Engineers (WWISE) is an ISO 

consultancy, training, business solutions and systems 

implementation firm based in Southern Africa that provides clients 

with effective business processes and Safety, Health, 

Environmental, Risk and Quality (SHERQ) management solutions in 

preparation for ISO compliance. The solutions we provide and 

implement allow our clients to compete favourably in modern 

competitive business environments, locally and internationally. We 

also strive to be the leading training providers in SHERQ, ISO, 

Engineering, Finance, Business and Project Management. 

What do we do? 

 

Our services are aimed at the improvement of quality, efficiency, 

knowledge and competitiveness of client companies. The service 

range includes: 

• ISO and SHERQ Systems implementation services whereby we 

assist client companies in meeting the requirements of ISO 

9001, 14001, 22000, 31000, 27001, 20000-1, 50001 and ISO 

45001 standards. 

• Integrated management systems development whereby we 

integrate several business systems and quality management 

solutions into a single management system to comply with 

various quality and safety standards. 

• Training of all employees (Shop floor to executive management) 

in the fields of SHERQ, Engineering, Finance, Business and 

Project Management to meet the job responsibilities and 

expertise requirements of International Standards. 

• ISO and Legal auditing which includes gap analysis audits, 

product, process, procedural, and systems auditing by our 

registered SAATCA auditors. 

• Customised web-based solutions integrating current systems to 

be in line with ISO requirements 

We are a Level 1 BBBEE contributor that specialises in systems 

development, consultancy, training and auditing. 

 

 


