
ADMINISTRATORS 
DEVELOPMENT PROGRAMME

Date: 18-19 Sept. 2019

Time: 9.00 am - 5.00 pm

Venue: DreamEDGE, Cyberjaya

Code: SSF1

PUBLIC PROGRAMME
Certi�cate of attendance provided

* minimum of 75% attendance

Most clerical staff, recep�onist and junior secretaries 
are being le� behind and o�en they are assumed as less 
important members of the team. Their posi�ons are as 
backup teams, which help the organisa�on machinery, 
move daily. Management usually does not realise the vital 
part these groups play in the growth of the organisa�on. 
Their work might seem less significant compare to 
manage task, but do you know the company’s bo�om 
line?

This course aims to equip par�cipants with necessary 
skills to tackle their daily task with interest, vigour an 
enthusiasm.

OVERVIEW

OBJECTIVE
To improve the professionalism of the staff and 
enhance their image in the organisa�on.
To build a working rela�onship with other.
To learn how to communicate be�er with peers, 
subordinates and superiors.
Learn how to handle visitors professionally.
To manage unproduc�ve �me and work.
To enhance telephone communica�on skills.
Learn basic of an efficient filling system.
Improve self-confidence and build a personality.
Be asser�ve when the need arises.

At the end of the training, par�cipant will be 
able to:
Learn how to communicate be�er with peers, 
subordinates and superiors.
Improve the professionalism of the staff and 
enhance their image in the organisa�on.

LEARNING OUTCOME

TARGET
Leader
Supervisor
Execu�ve
Manager

METHODOLOGY
Training material : English language
Lecture : Malay and/or English language
Ac�vi�es
Q&A

REGISTER NOW!
NORMAL PRICE

RM1,750 Per Pax
*closing date : 11 Sept. 2019

EARLY BIRD PRICE
RM1,550 Per Pax

*before 11 Aug. 2019

GROUP PRICE
RM1,450 Per Pax
*min three (3) pax

Manage Roles, Responsibili�es and Team Work
Manage Rela�onships and Communica�on
Communica�on Techniques to Sustain and 
Improve Results
Manage Time and Priori�es
Manage Change

COURSE CONTENT

Office Address : C-16-01, Level 16, iTech Tower,
    Jalan Impact, Cyber 6, 63000
    Cyberjaya, Selangor

Phone Number : +603 8320 3800 Ext : 116

Website : www.dreamedge.jp/training
Email Address : training@dreamedge.jp

ISO 9001:2015

Reg. No: 1597

MyCoID: 767453U
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