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SCHEDULE OF INFORMATION
TRAINING PROGRAMME

1. Programme Title
Short Program in Secretarial Studies 

2. Programme Overview
· To provides quality education in the secretarial field.  It offers program that train students in executive secretarial skills, and provide a wide and comprehensive exposure to organizational and management functions.   The Centre is totally committed to equip secretaries that are innovative, comprehensive and practical to meet the high professional standard of the profession.

3. Target Group
· Unemployed graduates;
· In-service employees;
· Retrenched workers; and
· Trainees with SKM Level II

4. Learning Outcome
· Indentifying the key areas for development in the job role, increasing the contribution made to the company; laying the foundations; assessing your contribution.
· Increase your contribution to the management team through basic group dynamics and team work.
· Developing personal management skills; setting objectives; prioritizing tasks; understanding time management; delegating successfully; problem solving.
· Organizing effective systems; travel; informal and formal meetings; minute taking.

5. Methodology

Lecture and Practical
The courses are delivered through regular, interactive lectures, tutorials and syndicate group activities which contextualize the learning experience. 
A variety of teaching methods and styles are used by instructors to reach out to students with different learning styles. 
These include: 
a. Lecture 
The lecture is the most widely used method of instruction. It has the advantage of being able to convey the largest amount of knowledge in the least amount of time. 
b. Tutorials - Discussion 
Students will learn more and retain the content longer if they are actively involved in the learning process. Class discussion, even as part of a Tutorial, is a way to get the students involved. Tutorial questions are given in advanced to students to facilitate greater participation. 
c. Supplemental Aids 
Lecturers may use overhead transparencies, power-point slides and handouts as well, as the board for introducing, reinforcing, enhancing, and summarizing ideas and concepts.
d. Reports and Presentations 
Student reports are an excellent way of allowing students to put the material learned into practice by applying it to their own concerns and interests. The instructor will work with the students by approving the topic and providing guidance. A presentation is a good way for students to see how the material is used or viewed by their peers. It is also a very effective way to develop students' critical thinking skills as well as their written and oral communication skills. 
e. Guest Speakers 
Guest speakers can offer unique insights and provide expertise that an instructor might not have. This can enhance the student learning experience by providing additional material or improving credibility. Each semester, one or two guest speakers are invited to give special class. 
f. Other Modes of Instruction 
Role playing, computer-assisted instruction, modular/self instructional units, and games are other unique instructional strategies which are used.











6. Course Content


Short Program in Secretarial Studies 
			
	
No
	
Subject
	
Code
	
Lecturer


	1
	Office & Administrative Procedures
	CSS20006
	

	2
	Office Communication
	CSS20007
	

	3
	Desktop Publishing
	CSS20008
	

	4
	Writing Skills
	
	

	5
	Success in Life
	
	




	OFFICE administratION & PROCEDURES

	Trainer
	

	Course Code
	CSS 20006

	Outcome
	Tasks
	Lecture
	Practical

	[bookmark: _Hlk168657234]1.1Understand about
Interviews & selection 

	Preparations for interview 
Understand the different types of interviews that are used in the employment process.
· Understand the preparations that have to be made in order to present oneself at a job interview.
· How to tackle questions that might be used at the interview
· Suggest  suitable answers to the questions in order to create a positive image
	4
	4

	0. Understand Training and Development
	Preparing for different types of training  
Organising inductions, on-the-job, peer training, external training
Identifying staff training
Creating forms for feedback 
Evaluating staff and the training
	2
	4

	Understand the Filing systems for an office
	About Filing and Indexing
· When identify the criteria for devising a system of filing
· Introduce the various classifications for filing – alphabetical numerical, subject, geographical and chronological
· Discuss the advantages and disadvantages of these classifications
· List the rules for alphabetical filing.
	2
	4

	Understand Systems and Storage procedures
	Filing Equipment and Storage
· Discuss the common causes of inefficient filing systems
· Discuss methods of recording the borrowing of files and the necessity of setting up a retention policy.
	2
	4

	Understand about the current telecommunication systems
	About Telecommunication Systems
· Introduce the types of telephone systems available for business – the key system and the switchboards
· Discuss the difference between the  systems and to analyses their  features
· Introduce the three types of cellular phones used – mobile, hand portable and transportable. 
· Know the various telecommunication media available in the office such as telephone, fax, email, phone answering machine, videoconferencing, PA system.
	2
	4

	Be able to handle the telephone effectively
	Understanding Telephone Techniques
Telephone courtesy
Handling incoming and outgoing calls
· Taking messages
· Being able to shield the employer
	4
	4

	Be proficient in preparing for meetings
	Types of meetings
· Preparations for meetings
· Documents used at meetings
· Duties of the secretary and the chairman
· Documents involves in meetings
· To discuss the arrangements made before, during and after the meetings.
· To explain the notice, agendas and the minutes
	4
	4

	Be able to organize a meeting 
	Practice Arranging A Room For A Meeting 
A Mock Meeting May Be Held To Help Students Understand The Atmosphere Of A Typical Meeting. 
· Minutes Of Meeting Are To Be Taken By Some Students.
	2
	4

	Perform Effective Travel Arrangements
	Travel Arrangements
· Planning the business trip – to discuss the modes of  the employer
· Stress the importance of re-organizing the necessary paperwork and documentation
· Discuss the points to be considered when preparing an itinerary
	2
	4

	1.10  Be able to carry out stock control for an office
	Identify the types of stationery is used. 
· Creating the stationery stock card and requisition forms.
· Creating a list of all the stationery items that a secretary would have to order for the office
	2
	4

	1.11 Be able to manage the health and safety for an office
	Office accidents 
Understand why accidents are caused
· Know how to prevent accidents
· Check on what may be faulty in offices
· Making posters on health and safety
	2
	4

	Total
	28
	42

	Outcome
	Resources needed

	All
	Text Books by Secretarial Duties by John Harrison – 10th Edition








	OFFICE COMMUNICATION

	Trainer
	

	Course Code
	CSS 20007

	Outcome
	Tasks
	Lecture
	Practical

	Understand what is communication
	Communication
· To introduce the concept of International communication, both oral and written and its relevance and application in Business Communication.
· Using inter-personal communication when communicating
· Use of body language
· Public Speaking tips
	2
	4

	Understand how to make oral communication effective
	Types of oral communication 
· To imbue students with an understanding of vital nature of effective oral communication including the listening process.
· To encourage students to practice oral communication actively by preparing a short talk to present in class.
· To give students an understanding of the important of choice of words, volume and tone of voice and good listening skills when communicating over the telephone.
	2
	8

	Understand the various types of written communication
	Types of written communication
· Letters, memos, business documents, notices etc
· To stress the importance of avoiding verbosity and jargon when writing
· To understand that simple language is essential in business communication
· Guidelines for composing letters
· To identify common business letters
· To study the letter formats
	2
	4

	Understand the documents in relation to employment
	Recruitment documents
· Curriculum Vitae, Resume
· Application letter
· Offer Letter
· Letter of Acceptance
· Resignation 
· Testimonial, Job Description
· Writing personal and official emails
	4
	8

	Be able to handle business correspondence
	Business Letters
· To teach the parts in  the various types of business letters
· To discuss the different formats
· To understand Enquiry & Reply letters and composing replies thereto
· To be able to compose suitable subject headings
· To stimulate ideas for closing paragraphs
	2
	4

	Be proficient in memo writing
	Understanding when memos are used 
· Drafting of memos
· Memos to superiors
· Memos to subordinates
· Memos to other departments
	2
	4

	Be able to prepare the agendas meetings
	Documents for meetings
Agenda
· To understand how  to draft an Agenda/Chairman’s Agenda
	2
	4

	Be able to prepare the minutes of meetings
	Minutes
· To  practice the skill for writing Minutes
To understand the secretary’s responsibilities in making preparations for a meeting, and during and after the meeting
	2
	4

	Preparing general office documents
	· Know when to use the following documents and how to draft them
· Notices
· Faxes
· Flyers
· Leaflets
· Invitations
	2
	4

	Preparing general office documents
	· Writing press releases
· Creating Advertisements
	2
	4

	Total
	22
	48

	Outcome
	Resources needed

	All
	Text Books by Shirley Taylor, Communications for Business (4th ed.)







	
DESKTOP PUBLISHING

	Trainer
	

	Course Code
	CSS 20008

	Outcome
	Tasks
	Lecture
	Practical

	Introduction To Microsoft Publisher 
	· Introduction To Microsoft Publisher – Editing & Formating
· Cut, Copy & Paste
· Spell Checker
· Text Processing
· Font Type, Font Sizes & Font Colour
· Using Colour 
· Margin
· Alignment
· Line Spacing
	4
	6

	3.2 Understand The Use Of Graphics
	· Working With Graphics
· Inserting Pictures / Graphics
· Creating An Object Using Tool Book
· Crop A Picture
· Re-Colour A Picture
· Send To Back & Bring Front Commands
	2
	6

	3.3 Understand how to creation of newletters

	· Creating News Letters
· Working With Columns
· Fancy 1st Letter Effect
· Inserting Graphics	
	2
	6

	0. Understand How To Create Invitation Carads
	· Creating Invitation Cards
· Using Templates
· Working With Wordart
· Grouping & Ungrouping Objects
	2
	6

	Creating Advertisements
	· Creating Advertisements
· Working With Bullets
· Using Borders
· Using Various Fonts And Designs
	2
	6

	Creating Leaflets And Flyers
	· Creating Leaflets / Flyers
· Background Colour
· Formatting Texts & Graphics
· Creating 1-2 Page  Flyers
· Creating Black-And-White Flyers
	2
	6

	Be Able To Create Brochures
	· Creating Brochures
· Working With Tab Setting
· Using Graphics On Brochures
· Creating 2-3 Fold Brochures
	2
	4

	Be Able To Create Booklets
	· Creating Booklets
· Master Page
· Importing Texts & Graphics
· Header & Footer
· Creating Connected Text Frame
	2
	4

	3.9  Be Able To Create And Design Forms
	· Creating Forms
· Designing Forms
· Designing Questionnaires
· Designing Feedback Documents 
· Considerations For Formatting
	4
	4

	Total
	22
	48

	Outcome
	Resources Needed

	All
	Workbook
Microsoft Publisher Software
Computers





	WRITING skills

	Trainer
	

	Course Code
	COM103

	Outcome
	Tasks
	Lecture
	Practical

	Understand the rules and process of writing
	· Why do students write?
· Arguments
· Process of Writing
· Style

	1
	2

	Acquire guidelines and useful tips for writing Essays
	· The basic blueprint
· Staying on track
· Balancing general and specific
· The beginning
· The opening paragraph
· The thesis statement
· Establishing the right tone
· The Middle
· Paragraphs
· The ending
· Evidence
	1
	3

	Acguire guidelines and useful tips for writing Reports
	· What is a report?
· Different types of reports
· Sections and stages
· Steps for writing analytical reports
· Mechanics of Formal Report
· Report Outline – An Example
	1
	2

	Acquire guidelines for Citation and to avoid plagiarism
	· What is Citation?
· Citing web sites
· What is plagiarism?
· Quoting material without attribution
· Passing off another's idea as your own, even if it's been reworded
· Imitating a passage's structure or argument without attribution
· Concealing the extent to which you've borrowed from a text or other source
	2
	3

	Total
	5
	10






	SUCCESS IN LIFE

	Trainer
	

	Course Code
	COM104

	Outcome
	Tasks
	Lecture
	Practical

	Acquire the outcome of sucess
	· Satisfaction 
· Happiness
· Achievement
· Recognition
· Contribution
	1
	1

	Learn the required Preparation
	· Set the goal
· Make plans
· Have a roadmap
· Resources
	1
	2

	Acquire the 4 components of Learning Style
	· Your 5 senses
· Your Body’s Reactions
· Your preferred learning environment
· Your level of motivation
	1
	1

	Communication skills
	· Listening
· Writing
· Speaking and presenting
	1
	3

	Interpersonal Skills
	· Teamwork
· Working with others
	1
	1

	Acquire th e5 principles for Success
	· Paper qualification
· Process of learning and development
· Personality
· Perseverance
· Performance 
	1
	1

	Total
	6
	9










7. Certification
(Indicate who provide the Certification of the programme in this column, if relevant)
Certificate of completion by OLYMPIA COLLEGE



8. Duration of Study;
3 months

iii) Maklumat Setiap Guru

1. MAKLUMAT DIRI PENSYARAH

NAMA			:  SUGANEEYA A/P KALYANA SUNDARAM

STATUS		 	:  FULL TIME

PEKERJAAN		:  LECTURER

TARIKH LAHIR	:  07 AUGUST 1978	

TEMPAT LAHIR		:  KLANG, SELANGOR

ALAMAT		:  14 JALAN 4/54 46050
   			   PETALING JAYA
			   SELANGOR

E-MAIL		:  suganeeya@hotmail.com

AKADEMIK		:  
  
	Kelulusan (Bidang)
	Nama IPT dan Negara
	Tarikh di anugerah

	ADTHE

	THE NOTTINGHAM TRENT UNIVERSITY
	2002

	DIP IN PRIVATE SECRETARIAL
	STAMFORD COLLEGE
	1998



PENGALAMAN KERJA:	

	Jawatan
	Nama dan Alamat Majikan
	Tarikh mula dan tamat

	SENIOR LECTURER	
	OLYMPIA COLLEGE
	2004-PRESENT

	PROJECT SECRETARY
	PROSPER DYNAMICS
	2002-2003

	ADMIN
	TENAGA NASIONAL
	1998 -2002

	SECRETARY	
	UNITED PARCEL SERVICE
	        1996-1998



						
	
MINAT PENYELIDIKAN					: TIADA

PENERBITAN TERKINI					: TIADA

PENYERTAAN DALAM PERTUBUHAN AKADEMIK	: ADTHE

LAIN-LAIN AKTIVITI YANG BERKAITAN		: TIADA
iii) Maklumat Setiap Guru

2. MAKLUMAT DIRI PENSYARAH

NAMA			:JURIDA BTE OMAR

STATUS		: FULL TIME

PEKERJAAN		: COORDINATOR

TARIKH LAHIR	:  10 NOVEMBER  1960

TEMPAT LAHIR	:  PENANG		

ALAMAT		:  D-34-08 PJS ONE Apartment, Jalan PJS 1/35, Taman Petaling  
			    Utama, 46000 Petaling Jaya, Selangor.

E-MAIL		: juridaddd.ip@olympia.edu.my

AKADEMIK		: 
			  

	Kelulusan (Bidang)
	Nama IPT dan Negara
	Tarikh di anugerah

	ADTHE

	THE NOTTINGHAM TRENT UNIVERSITY
	2002

	DIP IN PRIVATE SECRETARIAL
	STAMFORD COLLEGE
	1983




PENGALAMAN KERJA:	

	Jawatan
	Nama dan Alamat Majikan
	Tarikh mula dan tamat

	LECTURER/ COORDINATOR
	OLYMPIA COLLEGE
	1999 - PRESENT

	LECTURER
	STAMFORD COLLEGE
	1998

	PA
	GENTING HIGHLAND RESORT
	1982

	JUNIOR SECRETARY
	NORMAN & RASSMAN LTD
	1980



MINAT PENYELIDIKAN					: TIADA

PENERBITAN TERKINI					: TIADA

PENYERTAAN DALAM PERTUBUHAN AKADEMIK	: ADTHE

LAIN-LAIN AKTIVITI YANG BERKAITAN		: TIADA


3.  MAKLUMAT DIRI PENSYARAH

NAMA			:SUPPIRAMANIAM A/L NADESON

STATUS		: KONTRAK

PEKERJAAN		: LECTURER

TARIKH LAHIR	:  

TEMPAT LAHIR	:  

ALAMAT		: 

E-MAIL		: 

AKADEMIK		: MBA
			  



PENGALAMAN KERJA:	

JAWATAN			TEMPAT DAN TARIKH
LECTURER			OLYMPIA COLLEGE PETALING JAYA

MINAT PENYELIDIKAN					: TIADA

PENERBITAN TERKINI					: TIADA

PENYERTAAN DALAM PERTUBUHAN AKADEMIK	: TIADA

LAIN-LAIN AKTIVITI YANG BERKAITAN		: TIADA


4. MAKLUMAT DIRI PENSYARAH

NAMA			:  SAHAYA SHARON

STATUS		:  FULL-TIME

PEKERJAAN		:  LECTURER

TARIKH LAHIR		:  15/04/1977

TEMPAT LAHIR	:  KUALA LUMPUR

ALAMAT		:  NO 202,BLOCK E-1, SEKSYEN 1, BANDAR BARU WANGSA MAJU, 
                                               53300 SETAPAK KL.

E-MAIL			:  sharon.kl@raffles.olympia.edu.my
AKADEMIK	:
	Kelulusan (Bidang)
	Nama IPT dan Negara
	Tarikh di anugerah

	BACHELOR IN BUSINESS MANAGEMENT
	MMU
	2007



PENGALAMAN KERJA:	

	Jawatan
	Nama dan Alamat Majikan
	Tarikh mula dan tamat

	LECTURER
	OLYMPIA COLLEGE
	MAY 2007 – PRESENT

	SENIOR EXECUTIVE

	HSBC
	2005-2007

	SENIOR CLERK
	TIME DOT COM
	2000 - 2005

	CUSTOMER SERVICE OFFICER
	MAS
	1995-2000



MINAT PENYELIDIKAN				: TIADA

PENERBITAN TERKINI				: TIADA

PENYERTAAN DALAM PERTUBUHAN AKADEMIK	: TIADA

LAIN-LAIN AKTIVITI YANG BERKAITAN		: TIADA


5. MAKLUMAT DIRI PENSYARAH

NAMA			:  JUSTINA NARIN

STATUS		:  FULL-TIME

PEKERJAAN		:  LECTURER

TARIKH LAHIR		:  07/10/1980

TEMPAT LAHIR	:  KUALA LUMPUR

ALAMAT		:  3764, Jalan 18/56, Taman Sri Serdang, 93300 Seri Kembangan, Selangor.

E-MAIL			:  just5056@yahoo.com
AKADEMIK	:
	Kelulusan (Bidang)
	Nama IPT dan Negara
	Tarikh di anugerah

	Master in Management


Bachelors in Business Administration
	University Putra Malaysia


University Putra Malaysia
	2007



2003



PENGALAMAN KERJA:	

	Jawatan
	Nama dan Alamat Majikan
	Tarikh mula dan tamat

	Lecturer



Admin Assistant
	Olympia College



Bppsm, Jabatan Perdana Menteri
	June 08 – Present


2004 – May 2008




Kuala Lumpur
	              FULL LISTING CAPACITIES

	NO.
	DESCRIPTION
	TOTAL CAPACITY
	LCD PROJECTOR
	LCD TV
	REMARKS

	A
	GROUND FLOOR

	1
	DISCUSSION ROOM
	8
	-
	-
	 

	B
	1ST FLOOR

	1
	CAFETERIA
	100
	-
	1
	- Variety of local and International Cuisine served daily.

	C
	4TH FLOOR

	1
	LAB 1
	38
	-
	-
	24 Computers Intel I.3, 15 Computers Celeron, 12 Computers Dual Dore, 1 Network Colour Printer, 3 Network Black and White Printers, Free wifi access on all floors, 17 LCD projectors, 1 Laptop, 36 Flat Screen Monitors,20 CRT Monitors, Fixed network across the building (UNIFI Internet), Softwares List, Microsoft Windows 7 and XP, Microsoft Office 2007, Visual Basic 6.0, Visual Basic 2008, Net Beans, Adobe Photoshop, UBS Accounting Software, Flash player.

	2
	LAB 2
	36
	1
	-
	

	3
	LAB 3
	24
	-
	-
	

	4
	CLASSROOM 4.01
	49
	1
	-
	 

	5
	CLASSROOM 4.02
	52
	-
	-
	 

	6
	CLASSROOM 4.03
	55
	1
	-
	 

	7
	CLASSROOM 4.04
	50
	1
	-
	 

	8
	CLASSROOM 4.05
	31
	-
	-
	 

	9
	CLASSROOM 4.06
	37
	1
	-
	 

	10
	CLASSROOM 4.07
	16
	-
	-
	 

	11
	CLASSROOM 4.08
	31
	-
	-
	 

	12
	CLASSROOM 4.09
	26
	1
	-
	 

	13
	AUDITORIUM
	300
	 
	-
	- Equipped with Audio Visual aids  (Double up as classroom)

	14
	WAITING AREA
	4
	-
	-
	 

	15
	DISCUSSION ROOM
	6
	-
	-
	 

	D
	7TH FLOOR

	1
	CLASSROOM 7.01
	50
	-
	 
	 

	2
	CLASSROOM 7.02 
	37
	1
	 
	 

	3
	CLASSROOM 7.03 
	24
	-
	 
	 

	4
	PRAYER ROOM-MEN
	10
	-
	 
	 

	5
	PRAYER ROOM-FEMALE
	10
	-
	 
	 

	E
	9TH FLOOR

	1
	CLASSROOM 9.01
	50
	-
	 
	 

	2
	CLASSROOM 9.02

	44
	-
	 
	 

	3
	CLASSROOM 9.03
	82
	-
	 
	 

	4
	CLASSROOM 9.04
	73
	-
	 
	 

	5
	CLASSROOM 9.05

	27
	-
	 
	 

	6
	CLASSROOM 9.06
	34
	-
	 
	 

	7
	CLASSROOM 9.07
	30
	-
	 
	 



	
8
	
LIBRARY 
	
160
	
-
	 
	Books = 3143

	
	
	
	
	
	Journals = Malaysian Management Review, Journal of Mechanical Engineering, Journal of International Business & Entrepreneurship, Harvard Business Review, Business Today, Hospitality Asia, Bloomberg Business Week, Forbes Asia, Fortune, Majalah Pelajar (Chinese Magazine), The Peak, International Journal of Design Excellence, Malaysian Accounting Review, Technology Business Review, Far Eastern Economic Review, MWorld, HR Matters, MIS Asia, Advertising & Marketing, IMIS Journal, Human Resources, OIC Today

	
	
	
	
	
	Monographs = 669

	
	
	
	
	
	Publications = SPRM,Cancerlink, Ringgit, Tenaga Link, UAC 2012 Guide, UAC 2012 International Booklets, International Business Review, ASWAQ, Berita PSMB, Computerworld, Buletin Beringin, Malaysian Business, Raffles Review

	
	
	
	
	
	Periodicals =Berita Harian, Utusan Malaysia, Star, New Straits Time, Nanyang Siang Pau, Sin Chew Daily, China Press, My Job, MyC! News

	
	
	
	
	
	E - Library = •  Agriculture 
•  Auxiliary Sciences of History 
•  Bibliography, Library Science, Information Resources (General) 
•  Education 
•  Fine Arts 
•  Geography, Anthropology, Recreation 
•  History (General) & History of Europe 
•  History: America 
•  Language and Literature 
•  Law 
•  Medicine 
•  Military Science 
•  Music and Books on Music 
•  Naval Science 
•  Philosophy, Psychology, Religion 
•  Political Science 
•  Science 
•  Social Sciences 
•  Technology

	9
	STUDENT LOUNGE
	20
	-
	-
	 

	10
	DISCUSSION ROOM
	8
	-
	-
	 

	F
	OTHERS FACILITIES

	1
	SPORTS FACILITIES
	-
	-
	-
	Futsal, Football, Ping Pong, Badminton, (all housed via secondary schools and sports providers within a 5km radius of the campus) Swimming ( Sister campus in PJ), Gym ( Sister campus in PJ)

	2
	MOBILE PROJECTOR
	-
	8
	-
	 











image1.jpeg
RAFFLES EDUCATION GROUP
The Employers' Choice

@OLYMP?ACOLLEGE




image2.emf
  Certificate  o f  Completion   a warded to       HAZLIKA BINTI HASSAN     for successfully completing     secretarial studies   ( ELEMENTARY )     Witness our hand and seal this day 30 th   June  20 11                                 Chairperson                   Registrar                                 Academic Board                               Serial No.         A Member of Raffles Education Group  


Microsoft_Office_Word_97_-_2003_Document1.doc
[image: image1.jpg]$ 8102 (&)

e OLYMPIA COLLEGE

f/ —— RAFFLES EDUCATION GROUP =—
The Employers' Choice







Certificate of Completion

awarded to


HAZLIKA BINTI HASSAN

for successfully completing


secretarial studies (ELEMENTARY)


Witness our hand and seal this day 30th June 2011

                     Chairperson

      
    Registrar

                            Academic Board                         


Serial No.




A Member of Raffles Education Group










