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A Two Days Program on

PENINGKATAN PEMBANGUNAN PENGKERANIAN

100% HRDE/SBL CLAIMABLE
17-18 April 2012 | Grand Season Hotel, Kuala Lumpur | 9am-5pm

OBJEKTIF PROGRAM

Selepas menghadiri kursus ini, peserta dapat mendalami fahaman pengkeranian secara lebih
efektif dari segi:
Memahami & menghargai peranan individu dalam menjayakan matlamat syarikat.
Meningkatkan kemahiran Pengkeranian Professional dalam tugasan harian dengan
cemerlang.
Membina Individu yang cemerlang dalam kerjaya.
Meningkatkan kemahiran komunikasi & perhubungan sihat dalam menjalankan tugasan.
Dapat memperbaiki dan mengurangkan masa mengesan rekod/maklumat serta dapat
memberi maklumat dengan cepat dan tepat.
Meningkatkan produktiviti dan kualiti kerja.
Dapat meningkatkan kecekapan dan imej agensi masing-masing bagi kepentingan diri,
pelanggan dan organisasi.

PENGISIAN PROGRAM
1. PERANAN DAN CABARAN SEMASA
Peranan dan tanggungjawab.
Aplikasi teknologi dalam tugasan.
Sistem Pejabat 7 Centralization vs Decentralization.
Pengkeranian Profesional.

2. PENINGKATAN PRODUKTIVITI PEJABAT
Kepentingan Kualiti & Produktiviti.
Halangan dan cabaran dalam peningkatan kualiti dan produktiviti.
Konsep 5S.
Pengurusan Rekod dan Fail
Strategi pengurangan kos.
Peraturan dan prosedur pejabat

3. KOMUNIKASI BERKESAN
Konsep komunikasi berkesan.
Membina keyakinan dalam berkomunikasi.
Kaedah komunikasi lisan dan bertulis (inter & intra).
Penyediaan surat, email dan memo.
Berinteraksi dengan ketua, rakan sekerja, pelanggan dan pembekal.
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4, PEMBANGUNAN DIRI & PERKHIDMATAN PROFESIONAL
Ciri-ciri penampilan professional.
Membina semangat jati diri dan keyakinan diri.
Teknik perkhidmatan pelanggan professional.
Kemahiran menjawab telefon secara berkesan.
Bagaimana berhadapan dengan pelanggan bermasalah.

5. MEMBINA PERHUBUNGAN POSITIF
Kemahiran perhubungan.
Kerjasama dan konflik dalam kumpulan kerja.

6. PENGURUSAN MASA & DIBI, o
o' 1 Al SAOOEIQBS
Matrix masa.

7. SIKAP & PEMIKIRAN POSITIF
Minda positif.
Membina motivasi diri.
Pengurusan stress.
Sikap dan prestasi kerja.

WHO SHOULD ATTEND

Administrative Executives (Senior & Junior)
Supervisors

Office Administrators / Executives
Administrative Assistants

Clerical Personnel

Personnel Assistants

Secretaries, Stenographers

Support Personnel

Receptionists

METHODOLOGY
Interactive adult learning process
Practical workshop
Individual and group discussions / presentations
Exercises (theory & practical)
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TRAINER PROFILE

Mohammad Aslam b Mohammad B. Sc. Hons (IT), General Science (Kuwait)
Certified NLP® Practitioner (ABNLP), Time Line Therapy® Practitioner (TLTA)

A degree holder in Information Technology major on Production Engineering in a local
university and General Science Studies in Kuwait, Mohammad Aslam has been in training and
consultancy field which is recognized by the government and corporate agencies. As a
professional trainer that specializes in human development areas such as Motivational
Programs, Team Building, Management Skills, Communication, Negotiation, Office Management,
Training Need Analysis-TNA, Train the Trainer-TTT, Presentation, Time Management, Positive
Work Culture, Stress Management and Entrepreneurship Development programs. He has
worked from the executive to senior managerial position which has enriched his exposure in
dealings with employees and understanding the complexity of people behaviours. Mohammad
Aslam has extensive experience in the field particularly in various industries such as creative,
publishing, production & manufacturing. In the industry, Aslam was also responsible for the
development and execution of Training Need Analysis (TNA), 5S Project, Total Productive
Maintenance (TPM), Transformation Work Culture Program, and The Apprenticeship
Structured Program (consist of On The Job and Off The Job Training). He was also responsible
for the safety and ISO Internal Audit committee. He incorporates his experience and knowledge
in his programs to share and give the effective learning.

Mohammad Aslam also had attended numerous training which enables him in enhancing his
competency in performing his task. As known to be an energetic and dynamic trainer, he has
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demanding society. Besides that, Mohammad Aslam plays a big role in the society to produce
more entrepreneurs with his framework/structure program. An accomplishment in his
program design was the recognition from higher education recognition and the years of
commitment from entrepreneurship institution in the government with him. Among the unique
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Feel 7 Faced methods.

He normally share the use of psychometric instruments or tools that helps people understands
their psychological preferences, improve relationships and fulfil human potential in his training
programs. He adopts a very participative approach in his training using lectures, group
activities, case study, role play, discussions, and real life simulations. His work in training clients
includes identifying the deficiency/gap, training design, formulating training strategies, training
plan and carrying out customized training programs with emphasis on result. His skills and
experience make him a value trainer and consultant for organization such as Telekom
Malaysia(TM), Proton, Toyota, Delphy, HP, PJ Bumi, Universiti Teknologi MARA (UITM), International
Islamic University(IlUM), Management Science Universiti (MSU), Kumpulan Karangkraf, TLDM,
YAUM Foundation, Perbadanan Kemajuan Negeri Selangor, POS Malaysia, Kem. Pembangunan
Wanita, ILP etc. As a trainer and consultant with his years of experience and the combination of
his jovial, energetic, and colourful disposition when coupled with knowledge and wisdom,
Mohammad Aslam has the ability to draw out the best outcome and deep impacts on clients
immensely.

He is a certified trainer by PSMB (No: TTT/0450
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REGISTRATION FEE

Early Bird Course Fees

(confirm before 18 March 2012)

- RM 1,050.00per delegate

- RM 930.00per delegate for 3 or more

Normal Fees
- RM 1,180.00per delegate
- RM 1,100.00per delegate for 3 or more
(Fees are inclusive of tea breaks, lunch, course materials and Certificate of Attendance)

CLOSING DATE: 9 April 2012
Note: It may be necessary for reasons beyond control, to change the content and timing of the
event, speaker(s) or venue, every effort will be made to inform the participants of the change.
All cancellations of registrations must be made in writing. If cancellations received 8 days
before the event you will be entitled to a 40% refund. Due to contractual commitments no
refund but a complete set of documentation will be sent to you. Substitutions are welcomed at
anytime

HOW TO REGISTER
Email the Registration Form
Fax the Registration Form

HRDF/SBL
CLAIMABLE

REGISTRATION FORM

PROGRAM : Peningkatan Pembangunan Pengkeranian
DATE :17 -18 April 2012

COMPANY

ADDRESS

Authorising Person:

Designation: Department:
Email
Tel : EXT : FAX:

Participant 1
Designation
Email

Participant 2
Designation
Email

Participant 3
Designation
Email

Cheque No : Amount:
Signature & Company Stamp:
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CONTACT
ASL Group of Companies (M) Sdn Bhd

ASL Resources - Training & Consultancy (Reg. PSMB No 7 1989)
Adventurous Smart Learning

Address :39A & 39B, Jalan Angerik Vanila X31/X, Sek 31, 40460 Kota KemBhag Alam.
Tel : +603-5122 0616 (Shahan & Azimahk)Office Hours: 8.45am 5.30pm)

Fax +603-51211645

Mobile Hotline :010-5199690 / 0192628284

Email :admin@astsolutions.com

Web : www.astsolutions.com

Facebook : Adventurous Smart Learning

NOTE
All terms and conditions apply. o o A )
Cheques shouldbecrossA A AT A T AAA PAUAAT A O O!'3, 2%3/52# %3
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