
Successful secretaries and administrators often 
require many of the same skills as senior staff in 
an organization. They are the person in charge of 
the organization's correspondence. 
They are very often the first point of contact for 
visitors. Therefore they must display a highly 
professional image at all times. 
The role of being a professional secretary or 
administrator requires excellent office skills 
including filing, preparing for meetings, dealing 
with people, both on the telephone and face-to-
face, and first class business writing and 
communication skills. 
This programme covers all of these and more. 

1. Think out of box

Understand the business strategy

Being a creative strategic partner

Understand the organization challenges

Managing Change

Workshop 1: Case study and discussion

2. Enhancing job efficiency and effectiveness

Prioritizing your work

Planning your work and setting smart goals

Identifying creative ways to avoid time's trap

Managing your time

Workshop 2: Being efficient = Being effective?

3. Effective interpersonal and communication skills

Developing positive self image

Communicating in the workplace

Seek to understand in order to understood

Dealing with conflicts in the workplace

Workshop 3: Management games and discussion

4. Enhancing problem solving and decision making skills

Common mistakes in problem solving

Using 5 Steps approaches

Other problem solving tools

Innovative decision making techniques
Workshop 4: Video clips and group discussion

5. Conducting Effective Meetings

Meeting that fails

Unnecessary meetings

Meeting process

6 golden rules in conducting meeting effectively

Workshop 5: Role play on conducting a meeting and 

discussion

6. Creative Thinking

What is creative thinking

Creative vs lateral thinking

How to be creative

Using creativity in problem solving

Workshop 6: Management games on creativity

7. Enhancing your office administration skills

Organizing your work space using 5S Concept

Apply KAIZEN approaches in filing and record retention

Managing office waste reduction

8. Emotional intelligence and managing stress

What is EQ

How do EQ and stress influence your work performance

How to manage EQ

Tips in managing stress in the workplace

Workshop 7: Group presentation

Introduction Objectives

Please call Lisa 03-40240240 to register and ask about our group discount 

1. To understand the importance of effective 
administration skills within an organization

2. To enhance your communication /interpersonal skills
3. To manage your time efficiently / think proactively 
4. How to be assertive and build a good rapport with 

your boss 
5. To develop the skills needed to be a professional 

secretary 
6. To learn how to set up and manage effective filing 

systems 
7. To learn how to manage petty cash systems 
8. To understand how to manage stock and stationery 

supplies 
9. To enhance telephone skills and learn what to say, 

and what not to say

Training Day 1 Training Day 2

Wan Nurul Ashikin

100% HRDF Refund . Early bird . Group DiscountFebruary  15th– 16th, 2012 at Grand Seasons Hotel

Secretarial & Administrative Skills
• Increase your secretary's skillset and knowledge base
• Sharpen administrative skills in the workplace

FREE SAMSUNG GALAXY TABLET
Promotion details on page 2



Quality Input Resources
Tel: 603-23326665 Fax: 40240240 email: shahrukh@contactskills.com

www.contactskills.com

About the speaker

Wan Nurul Ashikin graduated with Bachelor of Laws from Manchester Metropolitan University, UK. Prior to being self-
employed in 2004, she worked in various prominent organisations for almost 12 years.

Her employment at a national management institute in 1997 was instrumental in deepening her passion towards human
and organisational development, and it was there that she started out as co-facilitator for leadership and team-building
programmes for corporations like WTW-Lehrer McGovern, Eveready Battery and Sapura. She was the project administrator
and co-consultant for the management institute’s inaugural Training Needs Analysis (TNA) consulting service for companies
like FELDA Holdings and Celcure (M) Sdn Bhd. Whilst at the management institute too, she was requested to translate a
motivational book, from English to Malay. The book, “Resam Hidup”, was published by the management institute in 2000.

From 2002 – 2004, Nurul was an in-house trainer for a public-listed property conglomerate involved in, among others,
property development, manufacturing, construction, resort and vacation club. Being versatile, she trained all levels of staff
on programmes like positive attitude, managing people, supervisory skill, time and stress management, leadership, team
power, service excellence, interpersonal skill, ISO awareness and quality management.

In 2005, Nurul edited diploma-level modules for the Open University Malaysia (OUM), and in 2006, she edited various texts
on Islamic finance for Bank Negara’s International Centre for Education in Islamic Finance (INCEIF – a BNM university), for
its inaugural professional courses in Islamic Finance. In 2008, she co-authored a book, “Making a Difference”, which was
published by MIM in 2009. In 2009, she was one of four authors involved with the writing and publication of a book for the
training and human capital development fraternity titled, “Beyond Training: The Practitioners’ Perspective.” At present, she
is involved with another book-writing project for a national association’s 60th anniversary, and the book will be officially
launched in middle December, 2011.

Nurul is a regular resource person for some of OUM’s executive diploma programmes (modules: Organisational Behaviour,
Personal Mastery, Business Management and Business Communication). Apart from OUM, she also lectures for UK-based
Society of Business Practitioners’ executive diploma programmes (modules: Human Capital Development, Stakeholder
Management, Business Process and Business Strategy). She was a resource person from a team appointed by MDeC (from
2005 to 2006) to deliver technopreneur development modules to assist unemployed IT graduates start their own
businesses. In 2010, she was a trainer appointed by a state government agency to train new and existing micropreneurs on
entrepreneurship to enable them to remain competitive and able to support themselves, and their families.

Organisations that have benefited from her training or talk sessions since 2004 include Petronas Bhd, Bintulu Port, Sapura
Group, eTiQa Bhd, Dumex (M) Bhd, Nestle (M) Bhd, Carrefour, UMW, Malaysian Association for the Blind, Tanjong Plc,
Multimodal Freight, NAZA Group, Habib Jewels, LPPKN, KWSP, CMM Kuching, Perwaja Bhd, Intel, Revertex, Hoya
Electronics, Zuellig Pharma, Takaful Brunei, THONEH, Amanah Raya Berhad and SIRIM Bhd.

FREE SAMSUNG GALAXY TABLET

Other discounts shall not be valid once the 
client company opts for the Samsung 
Galaxy Tablet Free Offer.

For registering Galaxy tablet

3 participants 7 inch display

4 participants 8.9 inch display

5 participants 10.1 inch display

mailto:shahrukh@contactskills.com
http://www.contactskills.com/


Registration form Sharpening Secretarial & Administrative Skills 
On  February 15th-16th, 2012.

Name

Designation

Name

Designation

Name

Designation

Name

Designation

Company:_________________________________________________________________________

Address:  _________________________________________________________________________

Telephone:__________________________ Email address:__________________________________

Fax:         __________________________________________________________________________

Contact person:________________________Amount payable:______________________________

Registration fees and policy :–

1. Registration fee – RM1950 per participant. 
2. Early bird before January 15th, 2012 pays only RM1900 – A discount of RM50 per participant 
3. 3rd participant from the same company enjoys 25% discount / 4th participant - 50% discount
4. FREE Samsung Galaxy Tablet is offered to companies who register 3 minimum participants or 

more. Other discounts per participant shall not be valid once the customer qualifies for this offer.  
The client can opt to forfeit the Tablet and  enjoy the discounts in item 3 above. 

5. Registration fees must be paid before program date.
6. Full refund is made if there is program cancellation by the organizers only. 
7. We reserve the right to change the trainer in case of unforeseen emergencies. The replacement 

trainer shall be equally competent in the training subject being offered.
8. Registration. Kindly fill in this form and fax or email a scanned copy to Lisa at 03-40240240 or 

lisa@contactskills.com

Cancellations and substitutions. Cancellations received up to five working days before the seminar are 
refundable, minus a RM100 registration service charge. After that, cancellations are subject to the entire 
training fee, which you may apply toward a future program. Please note that if you don't cancel and don't 
attend, you are still responsible for payment. Substitutions may be made at any time.

Signature:_____________________________Date:_______________________________________

Company chop:

Please make crossed cheque payable to Quality Input Resources.

Fax: 03-40240240


