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PROGRAM OVERVIEW

In an ever-evolving work environment, the success of any organization depends on the ability of its leaders
to inspire, communicate effectively, and adapt to challenges. For junior leaders, assistant managers, and
emerging team members in the environmental services sector, mastering soft skills is essential for
navigating the complexities of modern workplaces.

This program, "Mastering the Seven Essential Soft Skills for Effective Leadership: Enhancing
Communication and Building Stronger Teams," is designed to empower participants to take charge of
their roles by developing key competencies that contribute to personal growth and organizational
excellence.

Leadership today requires more than technical expertise; it demands strong interpersonal skills, critical
thinking, and the ability to foster collaboration within teams. By focusing on the seven essential soft skills—
Teamwork, Communication, Adaptability, Critical Thinking, Time Management, Problem Solving, and
Interpersonal Skills—this program equips participants with the tools they need to lead with confidence and
effectiveness.

Through a combination of interactive sessions, real-world scenarios, and practical strategies, participants
will learn how to align their personal goals with organizational objectives, enhance communication across
diverse personalities, and build high-performing teams. This program serves as a transformative journey for
aspiring leaders, fostering a culture of excellence and continuous improvement within the organization.

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

¢ Equip participants with the seven crucial soft skills for effective leadership.
e Strengthen participants' ability to communicate effectively and collaborate
seamlessly with diverse stakeholders.
e Empower participants with strategies to adapt to change and address
challenges through innovative problem-solving.
e Cultivate a supportive and dynamic team culture that drives productivity
and success.

METHODOLOGY ¢ Interactive Lectures: Key concepts and strategies.
e Role-Playing and Simulations: Real-life workplace scenarios.
e Group Discussions: Sharing insights and peer learning.
e Case Studies: Practical problem-solving activities.
e Pre-Training Assessment: Assess current communication skills.
e Post-Training Assessment: Evaluate knowledge and skills gained.
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WHO SHOULD ATTEND ¢ Middle Manager

FACILITATOR

Fauzi Janal

of his belief, and encourage his clients to do the same.

PROGRAM CONTENT

Module 1

Introduction to Soft Skills and Leadership

e The Importance of Soft Skills

o Overview of the Seven Essential Leadership
Skills

Module 2

Seven Essential Leadership Skills
e Teamwork

Communication

Adaptability

Critical Thinking

Time Management
Problem-Solving
Interpersonal Skills

Module 3

Effective Communication

e Core Concepts of Communication for Leaders
e Barriers to Effective Communication

Module 4
Effective Communication
e Essential Communication Skills for Leaders
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Fauzi Janal has a diverse career experience in Human Resources Management in various industrial sectors such as
Manufacturing Industry, Solid Waste Management and Financial Planning since 1996. A HRDC Accredited trainer, to
date Fauzi conducted and facilitate over 400 training and learning sessions for a number of MNCs, government
agencies, institutes etc. in the areas of leadership, communication, teambuilding and more. He firmly believes that
success is a continuous process, and that one must not give up in their strive for excellence. He is a living testament

Module 5

Reflection Session

e Recap of Day 1 Lessons
o Key Topics Revisited

Module 6

Communicating and Collaborating with Diverse
Personalities

e Personality Communication (DOPE Framework)
Identifying Personality Traits

o Effective Communication Strategies

Module 7

Innovative Problem Solving by mastering 7 steps in
solving problem

Defining the Problem

Analysing the Problem

Generating Solutions

Evaluating and Selecting Solutions

Developing an Action Plan

Implementing the Solution

Reviewing Results and Continuous Improvement

Module 8

Critical Thinking and Innovative Problem Solving
through PDCA and Six Thinking Hat.

e Tools and Techniques
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PROGRAM 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 3
3:30pm - 3:45pm . Coffee Break
3:45pm - 5:30pm : Module 4
End of the day

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

F 3:30pm - 3:45pm . Coffee Break
3:45pm - 5:30pm . Module 8

End of the day
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