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PROGRAM OVERVIEW

In the context of EFFECTIVENESS, it is crucial to take an honest look at the question, “What are the key
accountabilities in my job? An effective person is proactive when it comes to making decisions affecting his
effectiveness. Having one’s priorities in place can boost one’s productivity and personal satisfaction and
make businesses grow to their full potential.

Author John Maxwell says, “Thinking ahead and prioritizing responsibilities marks
the major differences between a leader and a follower.”

LEARNING OUTCOMES Upon completion of this program, participants will be able to:

Work productively and to learn to be both effective and efficient

Learn prioritizing, planning and to work smart

Choose to be proactive by focusing on getting things done

Support their superiors and colleagues towards department goals

Take responsibility for their work and collective success of the organization

METHODOLOGY e Throughout the workshop, there is a mix of lectures, management games,
role plays, brain aerobics, group discussions, exercises and presentations
and debriefing, using the Integrative Learning System (ILS) approach to
internalize the learning of the workshop. Technologies used will include
Multiple Intelligences, Interactive Learning and the Dunn & Dunn's
Learning Styles. EQ (Emotional Intelligence) will be emphasized here.

WHO SHOULD ATTEND

Executive/Supervisory
¢ Non-Executive

FACILITATOR

Irene Choong

She holds a Masters in Training and Human Resource Development (MTHRD) from Newport University,
USA and Bachelor of Arts (Hons) degree from the University of Malaya. She is also a Certified Neuro-
Linguistic Programming (NLP) Practitioner. Irene also holds a Certificate IV in Training and Assessment
(Australia) which is a Work-Based Certification recognised within the Australian Qualifications Framework.
She also has accumulated wide experience in the field of management, corporate communications,
marketing and service having served in various management capacities in various industries.
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PROGRAM CONTENT

Module 1

Self Management

e The first step in self-motivation

¢ Benefits and influences of self-management
¢ Charting a self-direction

¢ Visualisation, positive self-affirmation
Activity: Self-management techniques

Module 2

Positive Work Habits

o Know yourself - Identify your strengths and
weaknesses
Turn your weakness(s) into strengths
Feedback skills for improvement - to give and
receive

e 10 attributes & characteristics of an effective and
successful worker

Activity: Know yourself SWOT analysis

Module 3
Positive Thinking
e Remove excuses & blaming to take ownership
e Results, not reasons
e Appreciate strengths, celebrating differences
e Main excuses at work
Overcoming negat|V|ty and self-sabotage
Act|V|ty Identifying “excuses” of self & organization

Module 4

Time Management

¢ Importance of time, important vs urgent

e Timewasters/time stealers

e Techniques in planning and organising of time
e Proactive vs Reactive

Module 5

Managing Your Work Productively

e Being productive, be effective and efficient

e Job description, Key results area (KRA)

e Pareto Principles

e “Superman” or “Super-employee”?

¢ Doing your best and Embracing change
Workshop : ldentifying & setting work priorities

PROGRAM SCHEDULE

Day 1
9:00am - 10:30am

10:30am - 10:45am

Module 1

10:45am - 1:00pm Module 2 & 3
1:00pm - 2:00pm Lunch
2:00pm - 3:30pm Module 4

3:30pm - 3:45pm

3:45pm - 5:30pm Module 5

Coffee Break

Coffee Break
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Module 6

Working Well with Boss and Colleagues Through

Effective Communication Skills

¢ Why supporting your boss, superiors &
colleagues is important

e Strategies for working well with your superiors &
peers
Be a leader to your boss & colleagues
6 steps to handling criticism & feedback
professionally

Workshop : Role play — Practising communication

skills with boss & colleagues

Module 7

Preparing For Growth and Opportunities

e Your Attitude, Your Image, Your Strategies

e Taking personal responsibility

e Success Agreement System (SAS) for excellence
Workshop: Personal Action Plan for success

Module 8

Proactive vs Reactive

e F.O.C.: Freedom to choose

e To react, respond or be proactive?
¢ Being in control by taking action

¢ A.B.C.: Awareness bhefore change
Workshop : Application and Self Check

Module 9

Supporting Your Superiors & Department

¢ Why is supporting your boss, superiors &
colleagues important
The 4 ways not to manage your boss & superiors
Strategies for working well with your superiors
and peers

Workshop: Role play - communication with boss

Module 10
Personal Responsibility
e Taking personal responsibility

- "I, Me, Myself" and Action plans
e Success Agreement System (SAS) for
excellence

- With superior and with colleagues
Workshop : Decision for excellence

End of the day
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Day 2

9:00am - 10:30am : Module 6
10:30am - 10:45am : Coffee Break
10:45am - 1:00pm : Module 7 & 8
1:00pm - 2:00pm : Lunch
2:00pm - 3:30pm : Module 9
3:30pm - 3:45pm : Coffee Break
3:45pm - 5:30pm : Module 10

End of the day
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