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Excellence is doing ordinary things
extraordinarily well.
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done through others to accomplish goals and objectives using

M anagement is frequently described as the art of getting work

available resources effectively and efficiently. This requires a set | .
of skills and competencies that administrative professionals con develop 1o \ .. - D ETAI LS
extend their influence, meet their manager's expectations, create a i\ '
professional image, taoke responsibility, generate ideas creatively, solve ;
problems, resolve conflicts, plan current and future activities and finally be a
springboeard for continuous improvement. If you are in the role of a secretary, LOCATION
personal assistant or an administrative professional, you'll find this workshop mpL
to be essential for your present job and critical for your career prospects.

DURATION

* How fo manage your work pricrities

* How to apply Daniel Goldman'’s, 3 areas of focus management TIME
at work UM

* How to plan your work for effectiveness

* How fo generate ideas and solve problems creatively and
confidently

+ Discover tools to assess and prioritise ideas for decision making

« Cultivate leadership qualities to get more done through
delegation

* How to enhance the power of EQ maturity

+ Communicate assertively to obtain commitment and results

* How to work with difficult people and deal with conflicts

+ Keep abreast with your professional development and progress
through continuous improvement

* How to stay poised, confident and professional in any situation

DATES & VENUE

COURSE TARGET BENEFICIARIES

OVERALL OBJECTIVES

ADMISSION REQUIREMENTS
+ |dentify your work priorities and set weekly action plans ST el Biclom
« Instill the habit of focus management to be more productive at : '
work
* Define and practise lateral thinking skills
+ Use brainstorming techniques to generate ideas
+ Apply 2 tools to assess and prioritise ideas for decision making
+ Demonstrate leadership qualities in the workplace
+ Explain the 5 elements of EQ maturity
*+ Use the power of questioning to obtain results from people

+ Apply the 6 strategies in dealing with difficult people at work .

* Use the 4 step Deming quality model for contfinuous work
improvement
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Course Assessment
The Certification Programme is designed to give the participants an
enhanced leaming platform through the use of o variety of
activities; Individual ond group exercises, guestioning and
answering opportunities, presentations, role ploys and video
ASSESSMENT POST TRAININGS sessions. These sessions will be intensively interactive fo optimize
the experiential leaming process. Each participant will leave with o
personal development plon on how they can apply their leaming.

5 Dingnolﬂic Assessment Level 1: Rmc“f:n The Certification Programme adopts o blended leaming style to get
» Formative Assessment Level 2: Leaming participants to be highly involved in the training session. The
» Summative Assessment Level 3: Behaviour programme comprises of 30% theory and 70% honds-on practical
Level 4: Results sessions.
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BLENDED ACTION
LEARNING TOOLS
¢ T 0]
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LEARNING STRATEGIES EVALUATIONS ACTIVITIES
* Short Lectures * Pre-Tests * Role Plays
* Case Studies + Post-Tests + Experiential Indoor Activities
* Multimedia Presentation & * Progress Tests * Group Discussion &
Review * Quiz Presentation

* Scenario Thinking * Final Test * Brainstorming
* The Dunn & Dunn’s Learning * Gallery Walk / Group review

Styles
* SWOT Analysis
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Management Skill 1
Managing Personal Work Priorities and
Focus Management

Management Skill 4
Cultivating Leadership Skills

Objsctive
Understand and demonstrate leadership
qualities at work

Learning Outcome
Learn to self-lead and to lead colleagues

Objective
To manage work priorities and task focus

Learning Qutcome
Use the 80:20 principle for task pricritisation

Instill the habit of focus management Management Skill 5

EQ Management for Succoss

Chbjective

To enhance EQ maturity

Management Skill 2
Planning for Work Effectiveness

Objective
Understand the “why" and "hew" of planning

Learning Outcome
Use the weekly action plan worksheet, SWIH
and gantt chart for planning

Learning Qutcome
Explain the 5 elements of EQ maturity

Management Skill &

Solution-Focused Communication Skills
Objective

Communicate assertively to obtain
commitment and results

Learning Outcome
Practise the art of solution-driven questioning
skills

Dealing ossertively with your boss without
causing offence

Management Skill 3

Generating ldeas Creatively

Objective

Enhance lataral thinking skills

Learning Outcome
Demonstrate 2 types of brainstorming

tech niques
Apply 2 tools fo prioritise and ossess idea

Briefing for individual assignment paper

Break for individual assignment

Post Training Analysis | To Measure Program Effectiveness

Management Skill 7
Dealing with Difficult People at Work

Objective
How to deal with difficult people

Leamning Outcome.
Apply & strategies to deal with ditficult
people at work

Management Skill 8
Facilitate Continuous Improvement

Objective
Keep abreast with professional development

Learning Qutcome
Apply the 4 steps of Deming quality model

Afternoon

Final written assessment test

SKILLS GAINED & APPLIED | ALL BATCHES

At MRS, one of our core corporate beliefs is to provide
training that Delivers Results. We want to ensure that
clients gain returns from their time and money invested
in our training. One of the methods we measure this is by
cbserving participants’ ability to integrate and apply
learnt thecries in their workplace. 4s part of our
continuous service improvement, a post course online
survey was further incorporated for all completed 6
botches 2-3 years after completion of training. This was
done to measure results by incorporating 3 core
components:

Well manoged workploce priardies & increased focum
Batrar work affecwensss plonaing
Erthanced EC Managoemant

Impacved communiciion skils {verbod, writhen, lishening)
Improwed lnoderkep & coaching sirle (eg: dificult people]

Froctice crective fhinking for problem solving

a) Skills Gained & Currently Applied
Did the participant grow as on individual and employee in

Cthens

skillset & is she/he currently utilising these to serve the
organisation?
FREQUENCY OF SKILLUTILISATION
b) Increased Responsibilities o g
Additienal reles & resporsibilities entrusted to employes w0
is one of the marks of increased professional o e
development. oo
= L]
¢) Rewards & Recognition o
Bonus, Increments & Compliments (coupled with proof) ki
is an excellent gouge of training results which visibly e
demonstrates participant’s current worth to  the )
company ]
@ RESULTS B . .
4 B raTNG
gmmm) BEHAVIOR
3 INCREASED ROLES & RESPONSIBILITY
Dkeiamieklagiing gl LEARNING 18%
Evoluation Made
=== REACTION

82%

OTHER CERTIFICATION PROGRAMMES AVAILABLE
' mYes m No

82% of porticiponts whe completed the post survey
farm indicated that they have indeed received maore
responsibilities since the conclusion of the programme.
These respansibilities stated include event organisation,
producing monthly reports ond managing quality
assurance & accreditation procedures. Some were
even promoted to senior executive & assistant levels.

*For mare nfa Iog on 1o Wi trainingprovderarg

. Murm of Rosponses

On o scale of 1 (hardly use) to 5 (very fraquently
used), porficipants were asked to rate the
frequency at which they use the skills & knowledge
gained in this pragrom at work. A majority recorded
4 out of 5 which demanstrates the relevance of this
program aven post campletion. There was no score
below 3 recarded.

“A good frolning te knprove my admin skill, relotfons with
others and fime managemaent te echiswe goal™
Yorsg Slow Fusng, Serwah Enarigy Buhad, 2015 -

REWARDS & RECOGNITION

EYes B No

88% of porticipants indicated thot they hove been
rawarded accordingly for their good servce through
solary increment & bonuses. One poricipant was
recognised for her 10 years long service award whilst
others were recognised by external vendars for their
good service,



REGISTRATION FORM THE CERTIFIED

Call 082- 265 628/9 or

rexms oo w2205 60 | ADMINPRO IN MANAGEMENT ©
Management

Email: kristine@mrstraining.com

Sinca 1989
Please lick [ ]HRDF SBL - KHAS Scheme (Approval No,; 100014827} [ JHRDF SBL Scheme [ | Normal
Kuching | [] March 18-18, 2020 [ ]June 15-16,2020 [ |September 14-15,2020 Training Duration: * Dale of subsequent class will be

Kuala Lumpur | [ March 9-10,2020 [ |June 22-23,2020 [ October21-22, 2020  (2+1 Days); total 3days  notified at a fater stage
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Company AdarESS | e e e s e e e ere ereceer s sreeen e eseeeseeseeeesmeestesaesenseeessessiteosseet oaseieseroteianeitsoeenes it seie et st eerenieteesaeren
........................................ POsten0e - i DR L i s e s O I S s e e
Contact Person : .............. v [T e R S Tel: ... R e e Fax: ... e TR T
] o e B S T s A R e T s PO O G R
Woe are enclosing a cheque Mo ... e e made payable to MRS Management Sdn Bhd amounting to RM .._....c.ooriinininimaeisre s senens

for the above regisiration(s).

{Please photocopy for more registrations)

*the fee is not et inclusive of 6% 55T

TERM & CONDITIONS

1. Outstation i are advised to call MRS before making any airdravels and holel
payments. MRS shall not be liable for any loss or damage, costs or addiional charges that
may arise from the falure to confirm with Ls before making such amangements.

2. Payment, Confirmation & Admission

An invoice shall be issued upon receipt of your registration form. Payment is required
by the earty bird rate closing date or other dates stated on the invoice, whichever
is applicable. Full payment is expected prior to the commencement of the course. We
reserve the ﬂmrefuse admission for r;g:stratlon that remains unpaid.

A Letter of Un ing may be acceplable prior notice and consent.

3. Substitution/Replacement of Participants
Substitutions are allowed at no extra charge provided MRS is notified in writing at least

Upon submission of this form, | confirm | have read and accept the terms and conditions of the registration, Please attention invoice to

P Y s R e
BRI s e e R R PSR o A e e e e TR TR ST ANNN R S N S T
el i Sl e i e 3§ SRR L N K R SRR A Date
M «.scuancor KUCHING. '
VENUE TBA Swinburme Sarawak Campus 4, Cancellation of F"al‘tlt:lpattﬂn
+ March 8-10_2020 - March 18-19, 2020 For Paid Registrations For Unpaid Registrations
DATES « June 22-23, 2020 « June 15-16, 2020 efore 7 30 days before course | No applicable
» October 21-22, 2020 » September 14-15,2020 f,gng?g,sab?e course. . Ul miind ar | Smike
+ March 2, 2020 = March 11, 2020 i i 14 days before course @ 15% admin
CLOSING DATES | - June 15,2020 « June 8, 2020 14 88y Deltoe-oolete L B e, | e etiie
*Doitiertd, 2020 s Aeqiembar £ 200 Less than 14 days before course ; No | Lessthan 14 days before course: Fullfees
REGISTRATION FEES/ PARTICIPANT: refund but transferable chargeable and transferable
No show : No refund and not transferable | Mo show : Full fees chargeable and
NORMAL RATE RM 4898 not transferable
INTERNATIONAL PARTICIPANTS UsD 1250 * Transferable - to a similar or different course with the necessary top up fee should
the course transferred to, is of a higher value.

6. Postponement

VWhie all care shal be taken o on the course as scheduled, there may be creumstances that
may deem it necessary for MRS to postpone or with another similar course. In such
instance, participants hereby indemnify and hold MRS harmiess from any cost incumed.
Payment received wil not be refunded but can be credited to MRS's other courses.

7. Permanent Cancellation

In the event of a permanent cancellation by MRS of this course and provided it is not
postponed to a later date or merged with another course, a full refund shall be made for
paid registrations and no applicable admin fee for unpaid registrations. Participants
hereby indemnify and hold MRS hammless from any cost incurmed.

8. | have read and consent to MRS processing our registration data in accordance with
mEFersunaIDataPmtamnNumepomdunmwt'ann?prowdamg As such, | have
discharged my responsibility of ensuring the infotrmation | provided herein is the most

10 working days pricr to the course wherein any substitution proposed thereafter, MRS | up-to-date information as possible.
may reserve its right to disallow such propesal, and any substituion which may be
accorded thereatter if any), MRS reserves its fight to add an addiional charge thereto Y v G | re [eB1]EB2] 5 [S1]
KUALA LUMPUR CORPORATE OFFICE KUCHING OFFICE
Suite 33-01. 33rd Floor, Menara Keck Seng, Milan Square, Lot 48, Level 1,
203, Jalan Bukit Bintang, Jalan Wan Alwi, 93350 Kuching, Sarawak, Malaysia
55100 Kuala Lumpur, Malaysia +8082-265 628/9 @+6082-265 630

(L) +603-2116 5961 (@ +603-2116 5999 = mrs@mrélraining.com, kridine@mrdiraining.com (@ www.irainingprovider.org J




