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The Certified AdminPro in Management

Introduction

Management is frequently described as the art of getting work done through others to
accomplish goals and objectives using available resources effectively and efficiently.

This requires a set of skills and competencies that administrative professionals can
deveiop to extend their influence, meet their manager's expectations, create a
professional image, take responsibility, generate ideas creafively, solve problems, resolve
conflicts, plan current and future activities and finally have a springboard for continuous
improvement,

If you are in the role of a secretary, personal assistant or any administrative professional,
you'll find this workshop to be essential for your present job and critical for your career
prospects.

Overall Objectives

M 5 ways to manage your work priorities

H How to apply Daniel Goldman, 3 areas of focus management at work

B How to plan your work for effectiveness

H How to generate ideas and solve problems - Quickly, Crealively and
Canfidently

i Learn tools to assess and prioritize ideas for decision making

i Cultivate leadership qualities to get more dene through others

H How to enhance the power of EQ maturity

Bl Communicate assertively to obtain commitment and results

B How to work with difficult people and deal with conflicts

H Keep abreast with your professienal development and progress through
continuous improvement

Overall Learning Outcomes

Instill the habit of focus management to be more productive at work
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Course Schedule
Location
« Penang + Kuala Lumpur/Selangor « Kuching

Duration
(2+ 1} total 3 days

Time
8.00 a.m. - 5.00 p.m.

Dates & Venue
Please refer to attached registration form,
You may also email to mrs@mrstraining.com or
Whatsapp 013-810 3838 for more details

Course Target Beneficiaries

Secretaries, Personal Assistants, Administrative
Assistants, Executive Assistants, Administrators,
Executive Secretaries, Office Assistants, Private
Secretaries, Administrative: Clerks, General
Clerks, Technical Assistants, Admin Supervisors,
Administrative Officers, Administrative
Executives, Administrative: Managers, and all
administrative related professionals.

Admission Requirements

- Possess a recognized Diploma or Degree in any
discipline from Institutions of Higher Learning or
Universities with at least one (1) year working
experience

= Any individual who is interested in acquiring

" in-depth knowledge of administrative skills with
at least two (2) years working experience

—

Successful participants
shall receive the
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The Certified AdminPro in Management ©

Course Content
Day 1

Management Skill 1
Managing Personal Work Priorities and
Focus Management

Objective
- To manage work priorities and task focus

Learning Qutcome
- Use the 80:20 principle for task prioritization
- Instill the habit of focus management

Management Skill 2
Planning for Work Effectiveness

Objective
- Understand the “why" and "how” of planning

Learning Outcome
- Use the weekly action plan worksheet, SW1H
and gantt chart for planning

Management Skill 3
Generating Ideas through Organized
Creativeness

Objective
- Enhance lateral thinking skills

Learning Outcome

- Demonstrate the “reversal” brainstorming
technigue

- Apply 2 tools to prioritise and assess ideas

Course Assessment

Day 2

Management Skill 4
Cultivating Leadership Skills

Objective
- Understand and demonstrate leadership
gualities at work

Learning Outcome
- Learn to self-lead and to lead colleagues

Management SkKill 5
EQ Management for Success

Objective
- To enhance EQ maturity

Learning Outcome
- Explain the 5 elements of EQ maturity

Management Skill 6
gailll.llt on-Focused Communication
kills

Objective
- Communicate assertively to obtain
commitment and results

Learning Outcome

- Practise the art of solutions driven questicning | - "

skills

- Dealing assertively with your boss without

causing offence

Break for project / assignment

Briefing for project assignment paper

The Certification Programme is designed to give the participants an enhanced
learning platform through the use of a varnety of activities; individual and group
exercises, guestioning and answering opportunities, presentations, role plays and
video sessions. The sessions will be extensively interactive and will optimize the
experiential learning process. Each participant will leave with a personal
development plan an how they will use the learning. The Certification Programme
adopts a blended learning style to get participants to be highly involved in the
training session. The programme comprises of 30% theory and 70% hands on
practical sessions.

" Post Training
Language of Instruction Level 1
English Reaction
Bahasa Malaysia Level 2
(Enghish praficlency will be an advantage) Learning

Assessment

Project Paper : 40%
Final Test ;30%
Class Activities ; 30%

Grading System

Excellent o> B5%
Good c70-84
Average 160 -89
Pass :50-59
Mot Competent : Below 50
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Day 3

Management Skill 7
Conflict Management Skills

Objective
- How to deal with conflicts

Learning Qutcome
- Apply G steps in conflict management strategy
to deal with conflicts in work teams

Management Skill 8
Facilitate Continuous Improvement

Objective
- Keep abreast with professional development

Learning Cutcome
| - Apply the 4 steps of Deming quality model

After Lunch
- Final written assessment test
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Assessment \\

= EQ Written Self
Assessment

+ Individual Assignment

* Project Paper

Blended Action
Learning
Tools
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CERTI FICA:I'ION
PROGRAMS

MRS greatly supports the “lifelong pursuit of learning”. Whether you are new to the workplace or have years of experience in your career,
you are never too young or too old to learn & re-learn! Hence, we are offering two other exciting certification programs. Upon completion,
you will be awarded a Certificate of Competence by the respective universities.

SPOT true talent & learn =
tips to make them stay

For technical & non-technical jobs y,
< i The Certified
o MANAGERIAL PROGRAM®

AM INTERNATIONAL CERTIFICATION

What's wrong with recent corporate job interviews? Pretty much Pressure from the top, dissatisfaction from the bottom & you are
everything! Every company has its own specific interview process, caught in the middle? Grow your knowledge and skills of people
but have you actually taken a step back and thoroughly analysed management & soon managing will be a breeze! This program
yours lately? This program has been designed to equip hiring has been designed to enable current & future managers to
managers or personnel to gain the latest and most effective sharpen key management skills! Wait no more!

interviewing technigues and structures to spot true talent and
make them stay!

For further information:

MRS Management Sdn Bhd

KL Corporate Office Kuching Head Office

T : +603-2116 5961 T: +6082-454 343

F : +603-2116 5999 F . +6082-458 248

Email: mrs@rmnrstraining.com, kristine@mrstraining.com

f]"ﬂlm'usnn n— -
. Facebonk www.trainingprovider.org ;.

Information provided in this course guide is relevant at the time of publication.
The organiser reserves the right to make any amendments that are deemed necessary in the best interest of the course.




The ~ Registration Form

Certified AdmlnPro

Plaase lick unugamant

[7] Kuching (Mar 21-22, April 23, 2018) [] Kuala Lumpur/Selanger {July 10-11, Aug 10, 2018) [7] Kuching (Oct 22-23, Nov 22, 2018)

[_|HRDF SBL - KHAS Scheme [_] HRDF SBL Scheme [ ] Nermal
Name @ .. s e s Position  .......... e LR b b b b s e
Emalll cinsisminnnensmanmsiamniniaiig AU Mol FRones wossasmenss s R R
Name of immediale SWPBIVISOT | . .coiuremirrrss inres inms s sresassss s sans s rrmsirsss ssrs s anes P o i o o 5ttt e o B A M A e
B T e R R e R S RO e R B s s S A S i
EMail s o s i S S A Mobile Phone : ... T A R S
Name of immediate supervisor: ................ R S e s POSItIoN | ..o e e
BT s e e e S S B S e POBIOIT i s s i s b R s e S e e S i
B s s sunsnn i amsns st it toms s st i e i Bt e s s S aiad NIODIE P RRRIE . sesirs s iaps s miossrs s ottt senmsisyrasepiassianssis Siniybipimitayunes
Name of immediate SUPEMVISOr: ... ... e Position : .......... SRR TR PR B B ERRA A BLER
VRN TN S im0 AR o o 6 S e i S i K i i S oo A G S SRR e SR
Loy o= T Lo =TS USSR

........................................ Postonde - o asiinasnsya: otale S uniisasnaiaaiisiias i O SR

Contact Person @ .......cocviiennnn, T =L e Fax i
= & e e T o e L e e i Tt et e o P o e e e T 0l G S A R
We are enclosing a cheque no ... made payable to MRS Management Sdn Bhd amounting to RM ...,

for the above registration(s). (Plzase photocopy for more registrations)

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

Tal s R S, [ e PO TR e e AR SIGNATURE & COMPANY CHOP/STAMP Date

ADMINISTRATIVE DETAILS

1. LOCATION KUCHING KL/SELANGOR KUCHING

Swinbume University TBA Svanbume Unversity | 4. Cancellation of Participation

2. VENUE TR 1 T L TP e For Paid Registrations For Unpaid Registrations

3.DATE 2018 i 2018 ’ 2018 "1 |30 days before course : Full refund or | 30 @':ebehne course ; No applicable
Mar 14, 2018 July 3, 2018 Oct 15, 2018 transferable admin )

4 CLOSING DATE 14 days before course : Refund minus | 14 days before course - 15% admin

i fee chargeable
5. REGISTRATION FEES/ PARTICIPANT: e e e naten: i | Liows than 14 days before course: Ful fees

refund but fransferable chargeable and transferable
NORMAL RATE RM 4898 No show : No refund and not transferable | Mo show : Full fees chargeable and

not transferable
INTERNATIONAL PARTICIPANTS UsD 1250
* Transferable - to a similar or different course with the necessary top up fee should
“Fee is not inclusive of 6% GST the course transferred to, is of a higher value.

TERM & CONDITIONS mﬁmwmmu on the course as scheduled, there may be circumstances that

wih another similar course. In such
aa‘bcpaﬁsaleadmadb:ﬂMRSbefmemalﬂgmyar—h‘aveharﬂhm %nce Inerebyndenwlyandhold hamiess from any cost incurmed,
S shall not be liable for any loss or damage, costs or addiional charges that reoewedwﬁnctbereﬁndadbtncanbeo'ecﬁsthRS'suﬂfr
mmﬁmhfﬁuﬁbmﬂﬁmmmbﬁu&mwwm 7 Pe _— —
. Permanent Cancel

2. Payment, Confirmation & Admission In the event of a nent cancellation by MRS of this course and provided it
An invoice shall be issued upon receipt of your registration form. Payment is required posiponed date or merged\'.rﬁi'lmdhermurse aﬁ.ll:efundmailbemadefur
by the early blrd rate closing date or other dates stated on the invoice, whichever legls‘a'abons and no ble admin fee for unpaid Participants
is applicable. Full ?ayment is expected the commencerment of the course, We indemnify and hoid harmless from any cost in
reserve Ihe right to refuse admission ‘r“ohalstration that remains unpaid.
king may be acceptable with prior notice and consent. BihavereadandconseﬂbMRSpmoesangwregshahondaﬁnmrdamemm
the Personal Data PmtechonNahc:eposbdunwwtanr?plwnder org. As such, | have
discharged my responsibility of ensuring the infotmation rovided herein is the most
3. SubstitutionReplacem rum up-to-date information as possible,
Substitutions are Ilﬂwedatncexh'a rge provided MRS is notified in at least
1Dwo11mgd pncrtoﬂ'uewursemmlnanysubsh‘ruhonpmposedlhe r, MRS
may reserve its nght to disalow such proposal E,'s.ibshh.lhunwhlch may be
aocordedmereaﬁer{#any} MRS mﬁermrlﬁng'ttto an addfional charge therelo
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Suite 33-01, 33rd Floor, Menara Keck Seng Sublot 46, 2nd Floor, Premier 101 Commercial Centre, ke e o
203, Jalan Bukit Bintang, Jalan Tun Jugah, 93350 Kuching, Sarawak, Malaysia. FECEEDOk
: e ot 55100 Kuala Lumpur, Malaysia Tel: +6082-454 343, 452 246, 453 246 Fax: +6082-458 248 | papc roficke

Since 1968 Tel: +603-2116 5961 Fax: +603-2116 5999 Email: mrs@mrstraining.com, kristine@mrstraining.com
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