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POSITIVE MINDSET AT WORK

DATE: 11-12 May / 4-5 October 2023 DURATION: 2 Days
5-6 February 2024
FEE: RM900 HRD CORP SCHEME:

HRD Corp Claimable Course

PROGRAM OVERVIEW

A positive or negative mind-set affects how professionals approach their jobs, and attitudes can have an
influential effect on those around them. In general, a positive mind-set will have a positive impact on
productivity, while the reverse is also true.

In this fast paced world, it is easy to get caught up in the day-to-day tasks. We spend little time thinking and
planning strategies at work. We tend to be so busy that we forget to focus on the priorities. This two-day
program allows you that time to think, analyse and really plan as it is designed to assist the individual to
instil positive mind-sets resulting in positive work attitudes. In order to produce results, performers must
maintain excellent attitudes. They need to manage a range of diverse attitudes in challenging workplace
situations, focusing on what'’s positive and impactful.

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

¢ Understand the brain science of mind-sets and apply this knowledge with
impact
Understand your own drivers for and barriers to success
Be aware how mind-sets can affect success and productivity in the
workplace
Be able to change the way you think in order to get different results
Be more likely to achieve your goals through the use of visualisation
Know how to set successful and meaningful goals with practical steps to
achieve them
Understand and link your personality into positive behaviours
Learn to make practical adjustments consistently and effectively
Apply the quality relationship practice with your bosses, colleagues and
customers
Measure your effectiveness in innovative team problem-solving challenges
Carry yourself like a professional all the time

METHODOLOGY

Short Lectures & Interactive Role-plays: Conversation Analytic and Forum
Play Methods

Individual Reflections for Deeper Learning and Focused Action

Group Activities and Peer Feedback for enhancing Supportive Learning
Facilitation for Group Dynamics

Analytical Discussions for deepening Critical & Innovative Thinking

Audio Video Presentations for Visual & Kinesthetic Learners
Demonstrations and hands-on applications

WHO SHOULD ATTEND First Level Manager

Executive/Supervisory
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FACILITATOR

May Ann Chew
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She has a unigque mix of corporate and training experience having worked in finance, marketing and
advertising for over 20 years. She started her career with Dentsu, Young & Rubicam; an international
advertising agency as an account executive and two years later, was promoted to account manager. She
managed corporate accounts such as Shell Malaysia, UMW Toyota and Sogo Department Store. After
mastering how advertising campaigns are conceptualized and implemented, she sought to broaden her
scope to product research, brand development and marketing.

PROGRAM CONTENT

Module 1
Defining Mind-sets & Success
e Does Mind-set matter? Brain Science: Is there

a difference between your brain and your mind.

e Who is running the show?

Module 2

Maintaining Positive Attitudes for Growth

¢ What are Attitudes and how are they formed?
Why Attitudes need Constant Renewal,

The 4-Step Technique to apply,

Exercise in Attitude Adjustments

A Personality & Attitude Check.

Module 3

Perceptions and its Effects on Productivity

¢ How does Perception affect our Attitudes which
affect people and causes conflict? Create value
instead!

¢ Rules of Positive EQ Interaction

Module 4

Team Work & Innovation

¢ Making Innovation work in problem-solving

¢ Steps in Problem-solving and team activities

Module 5

Self-Improvement Techniques

¢ Self-Image Visualisation, Mindfulness

¢ Better Time Management results in improved
performance

PROGRAM SCHEDULE

Module 6

Understanding Office Culture

¢ Important realities: hierarchy (top down) versus
culture Ethics the key in manners & etiquette, and
common abuses

¢ 6 Ethical values —it’s This E.C.

Module 7

Valuing and Managing Relationships

¢ Key Principles for Quality Relationships

¢ Methods for dealing with Stress

¢ Working with Bosses or Customers with a Less than
Exemplary Attitude- Be pro-active, adaptable and
flexible!

Module 8

Preparing for Opportunities

o What is Success? Effective Habits

¢ Profitable Qualities: ASK EH (Attitude, SkKill,
Knowledge, Hard Work & Effort)

Module 9

e Conclusion and Summary

¢ Summarise Key ldeas & Principles. Putting It All Into
Practice - Presenting Key Learnings.

Day 1

9:00am - 10:30am Module 1
10:30am - 10:45am Coffee Break
10:45am - 1:00pm Module 2
1:.00pm - 2:00pm Lunch
2:00pm - 3:30pm Module 3& 4
3:30pm - 3:45pm Coffee Break
3:45pm - 5:30pm Module 5

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
1:00pm - 2:00pm : Lunch
2:00pm - 3:30pm : Module 8
3:30pm - 3:45pm : Coffee Break
3:45pm - 5:30pm : Module 9

End of the day
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