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PROGRAM OVERVIEW

In today’s business, the supervisor is the main link between the organisation’s goals and the people who
must accomplish these goals. The supervisor is expected to communicate these goals to the team so that
the business process is operated efficiently. Many of the supervisor’s decisions affect attitudes, morale and
profitability. Unfortunately, many supervisors do not have the necessary on-the-job training for a role of this
magnitude.

This programme will benefit the supervisor in two ways. Firstly, he or she will experience a new readiness
to perform. Secondly, he will acquire proven skills to help him excel in his work. This programme will help
them develop vital habits and administrative skills that will increase their productivity and effectiveness.

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

Evaluate your productivity at work and personal life

Know what separates effective people from less effective people
Know how to manage your work and your boss better

Prepare for growth to seize advancement opportunities

Contribute as a team player for personal and organisational growth

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

Executive/Supervisory
¢ Non-Executive

FACILITATOR

May Ann Chew

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.
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PROGRAM CONTENT

Module 1

Self-Management

o Keys to Growth, Intrinsic & Extrinsic
Motivation, The MET Components

Module 2

Self-Improvement Techniques

e Self-Image Visualisation, Positive Self Talk,
What Do You Want?

Module 3

Preparing for Opportunities

e What is Success? Effective Habits, ASK-EH
Profitable Qualities

Module 4
Improving Communication
e Listening, Probing and Informing Skills

Module 5

Enhancing Telephone Skills

e Cancelled Appointments, Handling
Complaints, Managing Customers
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Module 6
Accepting Delegation
o Clarification, Desired Results, Required Help

Module 7

Time Management

e Time Saving Tools & Techniques, How to Handle
Interruptions

Module 8

Organising Meetings

¢ Managing & Organising Executive Diary, Meeting
Checklist

Module 9

Problem Solving

¢ |dentifying Causes, Generating Alternatives,
Implement & Monitor Solution

Module 10

Setting Goals for Growth

e Goals Audit, Short Term & Long Term Goals

¢ Previous Goals, Goals Update & Achievement Plan

Conclusion and Summarise Key Learning Points
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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
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 & 9
3:30pm - 3:45pm Coffee Break
3:45pm - 5:30pm Module 10

End of the day
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