
C O N T E N T S 
 

DAY 1 

Introduction 

 Introduction and Personnel 
Communication Style Assessment 

 Communication involves skills 

 Communication—A two-way 
process 

 What to communicate 

 How to communicate 

Self-Esteem 

 Building and maintaining self-
esteem 

 The value of objectivity 

 Making meaningful affirmations 

 The importance of self-nurturance 

 Making self-care a priority 

 Skill Builder - Reflecting on self-
esteem and self-care 

Self-Awareness and Self-

Knowledge 

 Basic human needs 

 Core values 

 Living ‘n purpose’ 

 Creating a compelling vision  

 Communicating the vision 

 Reinforcing the vision 

 Creating a new working culture 

 Case Study I - Reflecting on peak 
moments 

Effective Listening 

 Attitudes are important 

 Attending and encouraging 

 Non-verbal communication 

 Responding to open questions 

 Reactions to different response 
styles 

 Reflective listening 

 Skill Builder - Demonstrating 
paraphrasing 

DAY 2 

Self-Assertion 

 What is assertiveness? 

 Comparing aggression, submission 
and assertion 

 Blocks to assertiveness 

 Self-assertion primer 

 Dealing assertively with criticism 

 Dealing assertively with anger 

 Skill Builder - The assertiveness 
‘recipe’ 

Managing Conflict Collaboratively 

 A memorable conflict 

 Sources of conflict 

 Feelings associated with conflict 

 Outcomes of conflict 

 State of mind and approaches to 
conflict 

 Case Study I - The nine-part 
collaborative conflict management 

Practicing Effective Communication 

 Verbal feedback 

 Closing activity 

 Written feedback 

 Giving thanks 

 Positive messages 

 Reflections 

 

Objectives 
 

At the end of the programme, participants 
will be able to:-   
 

 Develop self-awareness, 
communication skills and/or proficiency 
in managing; 

 communication style effectively; 

 Provide and receive authentic and 
positive feedback; 

 Understand how the drive to satisfy 
needs underpins everything they do; 

 Distinguish empathic responses from 
other responses; 

 Dispel common negative 
misconceptions; 

 Use a collaborative conflict-
management process to manage 
conflicts effectively; and 

 Acknowledge the value of everyone’s 
contribution to the communication 
process. 

 

Trainer 
 

Mr. Lim Kim Yook who has considerable 
experience in all areas of design, preparation, 
administration and delivery of soft and hard skills 
training in particular Quality Control Circle, QC 7 
Tools and New QC Tools, QS-9000 5-Core Tools 
(PPAP, APQP, SPC, FMEA and MSA), Poka-
Yoke, Supervisory Skills and 5S Implementation 
and Auditing. From his last 4 years of excellent 
track record as a master trainer in many areas, he 
has taught numerous participants, who range from 
Machine Operators to Managing Directors. In total, 
he has delivered to numerous companies, multi-
nationals and SMI’s; from various industries and 
has established himself as a highly-regarded 
trainer famed for his caliber and efficiency and he 
has finally authored the 5S into Bahasa Malaysia, 
i.e., “5S Asas Pengurusan Untuk Semua”.  
Certified ISO 14001:1996 and ISO/TS 16949:2002 
Lead Assessor, he is also a Quality Management 
Consultant and a Certified Corporate Coach. He 
has delivered his expertise in quality management 
systems, i.e., ISO 9001:2000, ISO 14001:1996, 
OHSAS 18001:1999 and ISO/TS 16949:2002. 
With more than 6 years experience at the 
managerial level in the Quality and Engineering 
departments, he had lead the Quality Assurance 
Department for several companies such as Meisei 
Electric (M) Sdn. Bhd., Taiyo Technology (M) Sdn. 
Bhd.; and Precico Sdn. Bhd. and Precico M&D 
Sdn. Bhd. in implementing quality control and 
quality assurance systems for continuous 
improvement; and also for achieving and 

maintaining the ISO 9000 Quality Management 
System. As an Operations Manager, he was the key 
personnel who had managed to develop ISO 
9001:2002 Quality Management System for Precico 
Sdn. Bhd.  He had developed automotive control 
cables for Proton, Perodua and Honda cars such as 
Waja 1.8, Kelisa, Kenari, Kembara, and Civic 1.7. 
With his know-how, he had set-up the Reliability Test 
Section and designed the Speedometer Cable 
Endurance Tester and Gear Shift Endurance Tester 
(Manual and Automatic Transmissions) for Armstrong 
Cycle Parts Sdn. Bhd.  In addition, he has architected 
and delivered his motivational talk such as “Pekerja 
Alaf Baru” or “New Millennium Workforce”, to improve 
his clients’ employees’ performances. 
 

Who Should Attend 
 

All levels of personnel. 
 

Administrative Details 
 

Date : April 2 – 3, 2018 (Mon - Tue)  

Time : 8.30 am – 4.30 pm 

Venue : FMM Institute  
  Level 5 (South), Wisma STA 
  No. 26, Jalan Datuk Abang Abdul     
  Rahim, 93450 Kuching, Sarawak  

Fees:  FMM members RM901 per participant 
           Others               RM1113 per participant 
(Fees include 6% GST charge, course materials, 
lunch and refreshments) 
 

Completed registration form with cheque made 

in favour of FMM Institute should be forwarded 

to FMM Institute before March 26, 2018. 
 

Those who register but do not turn up for the 
programme will be billed accordingly.  There will be 
no refund for cancellation within 2 days prior to the 
programme, 50% refund for cancellation between 3 - 
6 days and full refund for cancellation 7 days prior to 
the programme.  However, replacement will be 
accepted at no additional cost. FMM Institute 
reserves the right to cancel or reschedule the 
programme and all efforts will be taken to inform 
participants of any changes. 
 

For further enquiries, please contact : 
Ms Cecilia Pang or Ms Beatrice Olivia 
Tel : 082-332784/7  Fax : 082-332785 
E-mail : fmmsarawak@fmm.org.my 
 

 
 
 

(Registration of four (4) or more participants 
from the same organization will enjoy ONE 
complimentary seat for fifth (5) participants) 

 
 
These days, there is a great emphasis on ‘efficiency’—achieving the maximum outcome for 
the minimum input (usually measured in time or money, or both). Against this backdrop, it can 
be tempting to drift towards a quicker, more ‘lecturing’ style of presentation, with the ‘expert’ 
presenter providing verbal and written synopses of key information for the learners to ‘absorb’. 
While communication skills may appear to be simple in theory, and participants may believe 
they know it all even before they start, in our experience, it takes a great deal of repetition, 
practice and reflection to achieve a reasonable level of mastery. In dealing with changes in 
attitudes and behavior, it is essential that participants really experience the effects of these ways 
of interacting, and integrate their learning into their own personal style. Many people receive 
messages more effectively through one sensory mode than the others—visual, auditory or 
kinesthetic. You can make your messages more accessible by trying to cover all of these 
modalities. 

 
 
 

 
 

SBL scheme – Please apply to PSMB 
before the commencement of course 


