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PROGRAM OVERVIEW

Are you experiencing the challenge of having too much to do and not enough time to complete your tasks?
Managing your time means managing your focus and attention. You can be empowered to do this daily.

These bite-sized learning sessions will help you gain and apply your knowledge of personal and
professional awareness in setting goals, prioritizing competing demands, dealing with stress triggers while
meeting personal and work expectations in an unprecedented era of working remotely. With an added
emphasis on virtual communication techniques, you will better communicate with your team while learning
to set boundaries for yourself in enhanced productivity and results.

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

o Establish and Develop Personal and Team Goals
e Learn Efficient Tools for Better Time Management
o Set and Meet Work Expectations for Results

METHODOLOGY This is an experiential-based interactive course on an e-learning platform.
Experiment, Discover and Learn. Participants will contribute proactively in
accelerating their own learning through strategically planned activities and the
sharing of the subject content through:-

e 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 e First Level Manager
e Executive/Supervisory

FACILITATOR

May Ann Chew

She has a unique 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.
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PROGRAM CONTENT

Module 1
Welcome! Ice-Breakers & Program Introduction
e Energizers & Activities

Module 2

Establish & Develop Personal Goals What are

What Skills Will You Need for the Digital Era? (Part 1)

e The Lifelong Learner and relevant Skills

e The 2 Thinking Skills Needed

e Personal Development Planning — Thinking
Globally

e Measuring Personal Performance — The SPIDER
Web Activity

Waitch a Video — The 5/25 Rule

Self-reflection Activity: Knowledge: Anticipating &

Updating

Module 3

What Skills Will Your Team Need for the Digital Era?

(Part 2)

¢ Leadership Functions and Overlapping Needs

e Developing the Big 3: Respect, Responsibility and
Recognition

e The 7 Habits & 7 Attributes of Innovative People

Group Activity: Discuss these 7 innovative attributes

in your context

Breakout groups for Role-Play & exchange of ideas

(The 7 Innovative Attributes)

Module 4

Prioritising Competing Demands

e Develop a Personal Strategy: Urgent-Important
Matrix

¢ Applying Pareto’s 80-20 Rule

Practical exercises — Creating a Daily Log

Module 5

Efficient Tools for Time Management.

Managing Focus and Attention (Part 1)

e The 3 Key Characteristics of Focus and Attention

e How your Brain focuses: main and peripheral
attention

Waitch a Video — The Double-Dutch Game

Breakout groups for Role-Play & exchange of ideas

Module 6

Managing Focus and Attention (Part 2)

e Focus Concentration: The Pomodoro Principle &
the Doropomo Principle

o Activity — Self-Reflection using the Pomodoro
Principle in practice

Watch a Video — Brain Hacks for Better Performance
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Module 7

The Balance of Positive and Negative Stress (Part 1)
e Optimum Stress Levels: Eustress and Distress

e Stress Management Tips

Activity: Take a Stress Quiz

Module 8

The Balance of Positive and Negative Stress (Part 2)

e Managing Aggressiveness versus Assertiveness

¢ Understand your Physiology and your HRV
performance

Activity: Simple breathing exercise 4:4, 4:8 and 10:1

Breakout groups for an exchange of ideas (Discuss

a Case study)

Case Study: Productivity and Performance

Module 9

Are these Problems or Distractions?

¢ |dentifying work-related Problems Versus
Distractions: the 2 Major Types of Problems

¢ What is Procrastination? Uncover your core cause
for preventive action

e Strategies to manage Procrastination

Activity: Priorities, Planning & Delegating

Breakout groups for Role-Play & exchange of ideas

Module 10

Are these Problems or Distractions?

¢ |dentifying work-related Problems Versus
Distractions: the 2 Major Types of Problems

¢ What is Procrastination? Uncover your core cause
for preventive action

¢ Strategies to manage Procrastination

Activity: Priorities, Planning & Delegating

Breakout groups for Role-Play & exchange of ideas

Module 10

Effective Virtual Communication (Part 1)

e What is Communicating Remotely — Is texting
effective communication?

e 6 Tips For Better Communication With Remote
Teams

e Respect Work and Personal Boundaries

Activity: Style and Tone in Digital Etiquette

Module 11

Effective Virtual Communication (Part 2)

e Solving Remote Work Communication Challenges
e Key Ideas in Texting to Save Time and Energy

¢ Practical Meeting Tips

Activity: Texting Exercises for Action and Impact

Module 12

Summary, Reflections and Action Plan

o Self-Reflection & Group Share Ideas, Thoughts for
Implementation and Practice
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PROGRAM SCHEDULE

Day 1
9:00am - 10:30am : Module 1 & 2
10:30am - 10:45am : Coffee Break
10:45am - 1:00pm : Module 3
1:00pm - 2:00pm : Lunch
2:00pm - 3:30pm : Module 4 & 5
3:30pm - 3:45pm : Coffee Break
3:45pm - 5:30pm : Module 6

End of the day
Day 2
9:00am - 10:30am : Module 7 & 8
10:30am - 10:45am : Coffee Break
10:45am - 1:00pm : Module 9
1:00pm - 2:00pm : Lunch
2:00pm - 3:30pm : Module 10
3:30pm - 3:45pm : Coffee Break
3:45pm - 5:30pm : Module 11 & 12

End of the day

T

o CeDR CORPORATE CONSULTING SDN BHD 15, Jalan Pekan Baru 30A/ KU 1, Bandar Klang, 41050 Klang, Selangor Darul Ehsan.
0 +603 3344 7310 +603 3344 7315 @ Igrouplearning@cedr.com.my www.cedr.com.my



