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PPROGRAM OVERVIEW

This program was designed for anyone who faces the challenge of leading and motivating staff to achieve
higher performance standards.

Leadership and motivation skills have become a crucial element of an effective manager’s toolkit. This two-
day program will equip you with the skills and insights you need to be an effective leader and motivator. It
will give you a practical review of cutting-edge, best practice leadership methods and help you to develop
self-knowledge of your leadership preferences and behaviors, together with the skills to effectively lead
others

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

¢ Understand they are the representative of management, thus have the
responsibility to lead

e Build confidence in leading people, without prejudice, in doing what should
be done and not what they like done

e Learn the 2 behavioural skills of leadership and how to use them at the
workplace
Build communication skills to help achieve the above
Understand a paradigm of leading people on the job
Realise their ultimate responsibility as leaders to obtain results through
managing people

e Accept each person as individuals and be able to motivate them to perform
progressively better
Develop positive work attitudes

e Practice creating rapport, setting goals and managing consequences

METHODOLOGY e Throughout the workshop, there is a mix of lectures, role play sessions and
experiential activities, using the Integrative Learning System (ILS) approach
to internalise the learnings 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
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FACILITATOR

Amy Wan-Ratos

She has been a trainer for more than twenty years. She holds a Masters in Training and Human Resource
Development (M. Training & HRD) from Leicester University, UK and a Bachelor of Science from Campbell
University, North Carolina, USA. She founded Pinnacle Performance in 1993. Amy also is a certified EQ
trainer by 6 Seconds (USA) and a certified NLP Practitioner from ISNS (USA). She also holds a TAA004
certificate in Work-based Training, accredited by the Australian AWBT.

PROGRAM CONTENT

Module 1 Module 4
Responsibility of Supervision Activating Performance
e The nature of supervision o Leadership responsibility
- Communication link between staffs and - 3 key actions
management - Dynamics of activating good performance
- Representative of management Workshop : Planning for results

e The function of supervision
- The P-L-O-D-C Key
- Areas of responsibilities (Key Results Area)
- Internal and external customers

Workshop : Application of P-L-O-D-C

Module 5
Human Relations Skills
e What is humanrelations?
- Relationship with other people
- Human nature vs. Human relations

Module 2 o e Understanding human relations
Leadership in Supervision - “I” philosophy
e What is leadership? ' - Personal integrity

- Elements of leadership . .

- The key to successful and effective leadership e Whatinfluences human relations

_ e Developing effective human relations

. Leadersh|p_ styles - Self-image

- Leadershlp models - Rapport, trust and empathy

- 4 leadership styles - The 10 commandments of human relations

- Golden rule of leadership Workshop : Practicing the commandments
e Leadership Behaviour 1 - Directing Module 6

- When, how and with whom to use Supervising performance

- 3 key points e Managing consequences
e Leadership Behaviour 2 - Supporting e Skill 1 : Praising

- When, how and with whom to use - Golden rules

- 3 key points - 4 steps

Workshop : Matching leadership style to situation e Skill 2 : Reprimand

- Golden rules
- 4 steps
Workshop : Practicing the 2 skills

Module 3
Effective Communication
e The essence of leadership
e Listening skill
- Hearing vs. listening

e Questioning skill
- 4 types of questions
Workshop : Application to situations
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PPROGRAM SCHEDULE

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 2 (Continue)
3:30pm - 3:45pm : Coffee Break
3:45pm - 5:30pm : Module 3

End of the day
Day 2
9:00am - 10:30am : Module 4
10:30am - 10:45am : Coffee Break
10:45am - 1:00pm : Module 5
1:00pm - 2:00pm : Lunch
2:00pm - 3:30pm : Module 5 (Continue)
3:30pm - 3:45pm : Coffee Break
3:45pm - 5:30pm : Module 6

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



