
PARTICIPANTION FEES 

Members: RM 935.00 /participant 
Non-Members: RM 1,050 /participant     
  (GST 0%) 
 

WHO SHOULD ATTEND  

This programme is design for office 
management staff for example clerical and 
above. 

REGISTRATION 

Registration is on a first-come-first-served 
basis. Cheques made in favour of the “FMM 
Institute” should be forwarded one week 
before the commencement of the programme. 
Completed registration form, that is faxed, 
mailed or e-mailed to FMM Institute, would be 
deemed as confirmed. 
 

REPLACEMENT / CANCELLATION   

All cancellations must be made in writing. There 
will be no charge for cancellation received 10 or 
more working days before the start of the 
programme. Cancellation received 6 – 9 
working days before the start of the programme 
is subject to a cancellation fee of 50% of the 
course fees. Cancellation received 5 working 
days and below before the start of the 
programme is subject to a cancellation fee of 
100% of the course fees. If the participant fails 
to attend the programme, the full course fees 
are payable. However, replacement can be 
accepted at no additional cost. 
The FMM Institute reserves the right to change 
the facilitator, reschedule or cancel the 
programme and all efforts will be taken to 
inform participants of the changes.  

CLERICAL DEVELOPMENT PROGRAMME 

Date : 29-30 August, 2018                Time : 9.00 am - 5.00pm                                    Venue : Palm Seremban Hotel   

HRDF 
Claimable 

Company Stamp 

REGISTRATION FORM 

FMM Institute Negeri Sembilan Branch  Fax : 06-603 1628                                                                                                                           Required vegetarian meal 

Attn : Pn Lina / Pn Liza                                                                                                                                                                                                           

Name Designation Email 

1. _______________________________________________________________________________________________________________________________________________________________  

2. _______________________________________________________________________________________________________________________________________________________________ 

Payment :Enclosed cheque/Bank Draft no . _____________________ for RM ____________  being payment for __________ participant (s) made in favour of “FMM Institute ” 

Submitted by :                                             Please tick  /                           FMM Member                NON– Member        

Name : _________________________________________________     Designation : _____________________________________   

Company : __________________________________________________________________________________________________ 

Address : ___________________________________________________________________________________________________ 

Tel : __________________________  Fax : __________________________    Email : ____________________________________ 

 

For further enquiries kindly contact: 
Liza : aliza@fmm.org.my 

Lina : akmalina@fmm.org.my  
Tel: 06-6031616 / 26 / 27        

Closing Date  
28 Aug, 2018 

INTRODUCTION 
We first need to learn 
what is our job, how 
to do it better, and 
constantly innovate.  
 OBJECTIVES  
This workshop will 
help participants to: 
 Find satisfaction 

and pride in their jobs through self management techniques  
 Work productively and to learn to be both effective and 

efficient 
COURSE CONTENTS  
1. INTRODUCTION: SELF-MANAGEMENT 
The first step in self-esteem at work 
- Why is self-management important? 
- What influences self-management? 
- “I”  philosophy 
Self-management techniques 
- Self-talk, Visualisation  
Workshop  :  Developing your own self-talk 
2. SETTING WORK GOALS 
Why important?  
Growth & Opportunities 
5 Steps to SMART goals 
Workshop :  Setting   work   goals   and targets for  excellent re-
sults 
3. MANAGING YOUR WORK 
Being productive  
- Be effective and efficient  
Job description   - Key results area (KRA)   , Pareto Principles             
Function of clerical staff 

Responsibilities and roles 
Professionalism skills – K.A.S.H  
Knowledge, Attitude, Skills, Habits 
Job performance standards -  Balancing Multiple Roles 
Workshop  :  Identifying & setting work priorities 
4. TIME MANAGEMENT 
Importance of time 
Timewasters/time stealers 
Techniques in planning and organising of time 
Important vs Urgent 
- 4 quadrants 
Be proactive in time management 
Proactive vs reactive 
Workshop: Prioritising your time 
5. WORKING WELL WITH COLLEAGUES THROUGH EFFEC-
TIVE ORAL COMMUNICATION SKILLS 
What is communication? 
Dynamics of communication 
Link with other people 
Talking vs. speaking 
Understanding responsibility for communication 
“I” philosophy, Personal integrity 
What influences communication 
Self-image, fear, perception 
Skills practice: ‘Postitive words„ in communication 
6. FILING MANAGEMENT & RETRIEVAL 
9 criteria of a good filing management system 
4 important filing principles 
Control of records / files movement 
Application of 5S in record management 
5 Seiton principles 
Workshop  : Action plans and follow up 

TRAINER  

Irene Choong holds a Bachelor of Arts (Hon.) degree from the University of Malaya.  She has accumulated wide experience in management, 
education, corporate communications, sales and marketing, having served in various management capacities in varied industries. Prior to be-
coming a Consultant/Trainer, Irene was a Manager with an Education Consultancy firm responsible for developing marketing and advertising 
programmes for higher education in Australia, USA and Europe. During her employment with PLUS Bhd, Irene was responsible in developing, 
organising and co-ordinating  all public relations programme, publications and corporate events.  Irene has also served as a Manager with Nutri-
Metics Worldwide, a leading direct-selling company, in charged of personnel and operations of the service centre. Irene is proficient in both 
Bahasa Malaysia and English and has facilitated many workshops for corporate organisations in the areas of  assertive communication, team-
building, empowerment and public speaking skills.  


