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The Course will cover the following areas:.


1-     Successful Management & Supervision:


·   What is management and the functions of management process


·   Features of successful management


·   What is supervision? Basic principles of supervision


2-     Time Management:


·   Benefits of time management


·   Time wasters and how to overcome them


·   Steps of successful time management


3-     Teambuilding Skill:


·   Teambuilding process and the behavior of each stage


·   Barriers to effective teambuilding


·   Types of teams


·  Effectiveness standards of teams


4-     Problem Solving & Decision Making:


·  Problem definition and its basic categories


·  Creative Approach to problem analysis and solving


·  Decision making techniques


5-     Leadership and Delegation of Authority:


·  What is leadership and its components


·  Pre-requisites of leadership thinking


·  Leadership and benefits of delegation of authority


6-     Participation in Decision Making;


·   Success factors and barriers to group decision making


7-     Communication Skills & Understanding Personality Styles:


·   Communication process and functions


8-     Motivation & Performance Appraisal:


·  Motivation process and factors affecting it


·  Types of motivators


·  Recommendations for performance appraisal

















Effective Supervisory 


Skills








Aims of the Course:


·    Defining the management process, its functions and the features of successful management.


·    Discussing the basic principles for effective supervisory process.


·    Applying the necessary skills for successful supervision which includes teambuilding, leadership and delegation of authority, time management, effective communication and personality analysis as well as problem solving and decision making.








Who Should Attend:


Managers


Consultants


Executive


Supervisors


Technicians











For Enquiry & Registration,


Please contact:





BUSCAT Sdn Bhd. (761020—X)


312—B Level 2 Diamond Complex,


Bangi Business Park,


43650 Bandar Baru Bangi, Selangor.


Tel : 03 20969361


Fax : 03 20969397


www.buscat.com.my


buscat@ymail.com
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2 Day Course





Venue : Residence Hotel   


              UNITEN


Date    : 2 & 3 March 


Time   : 9.00 a.m – 5 p.m


Fee      : RM 1,290/person





Group Discount is available
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