Introduction

Ewen ifvouw are a zkilled communicater voumay not be communicating effectively atwark, ¥Your
businezs culture, pricnties, processes and phvsical ervirenm ent, all play a part in how we||
informationizzentand recerced. A large part of improvingvoeur communication ervirenmmentiz
Impreving vour owh abiliby to communicate on an interperonal lewvel.

Dhe of the paradoxes of the 21 2t Ceantury iz that we are able to communicatelike neverbafore. Wis
boree 2d-hour news, e-mall, internet chat and cell phones evenmwhers. 5hll, the quality of cur
communicationseams te ke diminighing—w e write fewear long letters, we rarelysit dowr for dinner
with our famiby, we have fewerface-to-face encounters and we take 22z time to hold meaninaful
corversations. Az the efficiency of cur communicationincreazes, ithecomes less interperzonal In g
world of perpetual zending and receiving of mezzages, our contact with other people becomes
routing and efficientlike the drve-up window at Burger King. We pasz some impesenalwords, get
curvdalue meal and drve off. The process occurgwith hardly a thouwght, We're on autopilot.

Actually there iz nething wrong with thiz tvpe of imperronal communication—whichwezeem to be
doingmaore and maore of—asz long gz we do not neglectthe more meaningful interperzonal
communication thatmakez a real differencein curweork and personal lves—whichwesesm to be
daoing lezs of.

Benefits
By the end of the programm e participantz would be abkle to:
I. ldentifyyour communication reles & challenges gz 9 manager.
I Differentiate interperonal and imperonal communication.
il Recognize the ‘barriers’ to good communication.
I Copewith negatrve zituations & difficultpecple.

Programme Methodology

Warieuws teol: and techniquez willbe vzed to enhance learming and enzure franzfer of knowledge
and competency forpractical application. The approach will employ lectures, dem onztrations and
droup inductions.

Programme Assessment

To complete thiz pregramme all participants muszt fulfil o requirement that iz 100% full attendance
whichwill be taken for each clazz. The participants will ke givern Certificate, if they hawve sucoesstully
completed the programme bazed on the requirement.

Study Materials
The participantzwill e grven astudent book.
Content
1. Behaviourzhyle
2. Active liztening skills
3. Barriers to goeod Liztening
4, The power of non-verkal communication— role play
a. How o arvoid mizunderstanding
&. Dealingwith difficult people and situations
S Howr to make an unforgettakle firktimprezsion
. Feopleskill: for effective netwarking - activihy




Facilitator

Ismail Hashim

lzrr ail Hagkam bolds an MBA In Total Qualiby Management from Mewpaort
Univerzsihe USA and haz been inthially frained in mechanical enginesring in United
EKingdaom and ebtained professional fraining in management and human capital
development. He has uvndergone a coursein Certificate inTraining and
Devalopmentfrom Institute of Adminiztrative Managem aent, UK. He iz alzo an
arzociate member of Malavzian Ingtitute of Management [WMIM] and a member
of Malayzian Society forTraining and Dewvelopment (METD].

lzrm ail haz 22 vears of work experience and haz been in several positions atvarous levelzsuch gz executive,
mandagement and zerermanagementincluding 12 vear: of experienceain the areaz of education and
training. He started his career az a Technical Officerwith Miniztny of Education for eight vears and he then
mined a private education institution az Principal. He was then appeinted as Head of Human Resource
Departmnent and accountable forthe develapment of about 100 mearmbear: of the staff in academic and
adminiztration departmentz. Before becoming afulltim 2 training consultant, lrmailserved Standard
Chartered Bank Malavsia Bhd., central level gz a Training Coordinator.
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Registration Fee: RMES0.00 only
Fovimentoon be made by coash orusEng crossed cheguefbank drioftf monevorder felegraphic frandfermads
pavabile fo WMC T ed.
ifvol wizh fo pay Mroogh TS Bank, pavmentshould b e made pavable o the accountb elowe:
AccountHame :UMCCed
Account Number : 14400009 148053
Bank : CIME Bank
Flecse zend o copy of vour bank-in sip to WAC Ced and o recedptof acknovedgementwild b e given.
Replacement or Cancellation
fvou are onabie fo attend, o subsitute oreplacementizalowsd atno exiio cosiprovided thata wiiten
rnotice izgiven IO WEEKS priorto the event Cancellafon from the course izsvbjectto the follovding:
f. Jeven 7l working davepiorto commencement—full refund
. Lezmthan seven (7l working davepiorto commencement— S0 B refund
i, Affercommencemeani—no efund wilbe made
Flecase note MatCANCEIATION BY PHONE willnotb e accepied. WA Ced musteceive g wittennofice as
menfioned above,

Forfurther informationfregiztration, please contact:
Hglﬁﬁgﬂ{;i UMMERSITY OF MALAYA CEMTRE FOR CONTINUING EDUCATION

Lewel 3, Block A, Univerzsity of Malayva Ciky Campus,

- Jalan Tur lzrmoail, 30430 Kvala Lum pur
CENTRE for CONTINUING EDUCATION 1. 202 921 73111 Tahari] Fese 803-281 73110 Ern ail: zaharim @urn. edu.my
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