Effective Behavioral Based

Interviewing Workshop

Dates: 20™ & 21°' September 2010 Organized By: "ACADEMY
Venue: Parkroyal Hotel, Kuala Lumpur

Workshop Description

It is imperative to control and minimize inefficiency and costly wastage from hiring wrongly. Behavioral Based
Interviewing is a crucial and essential skill required by all hiring managers to employ the right staff for their
organization.

The premise behind behavioral interviewing is that the most accurate predictor of future performance is past
performance in similar situations. Behavioral-based interviewing is touted as providing a more objective set of facts
to make employment decisions than other interviewing methods. These techniques improve the hiring accuracy by
300% (quoted by Dr. William W. Larson).

This workshop highlights what we must do before the interview, during the interview and after the interview, such
as developing the questions we want to ask and knowing the responses we are looking for. This workshop takes
the behavioral interview even further with a discussion of interviewers’ critical skills and the use of objective
evaluation.

Who Should Attend?

¢ HR and Recruitment Managers/ Executives
e Heads of Departments
e Interviewers

Workshop Objectives

e Develop a fair and consistent interviewing process for selecting employees;

e Recognize the costs incurred by an organization when a wrong hiring decision is made;
e Be able to develop a job analysis and position profile;

e Apply behavioral based interviewing technique in candidate interview & selection;

e Enhance communication skills that are essential for a skilled recruiter;

e Avoid mistakes during employment interview and selection of candidate;

e Assess and rate candidates’ skills and competencies objectively and systematically.
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Effective Behavioral Based Interviewing Workshop

Module 1: Recruitment and Selection Process
e The 6 Stages of the Hiring Process
e 3 Levels of Factors in Hiring Process
e Analyze the Cost of Hiring an Employee and lts
Impact

Module 2: Job Analysis and Position Profiles
e Determining What You're Hiring For

e Determining Knowledge, Skills, Behavior,

Motivation and Person - Environment Fit

e Performing a Job Analysis and Writing a Position

Profile

Module 3: Behavioral Interview Process

e Definition of Behavioral Interviewing and How it
Differs from Traditional Interviewing

e Benefits of Behavioral Based Interviews

e The 4 Steps of Behavioral Interviews

e Rule of Evidence

e Before the Interview

e Interview Introduction to the Candidate

e Proper Interview with Sample Script

e Interview Closing

Module 4: Interviewer’s Critical Skills
e Rapport Building and Trust
e Listening for What Has Been Said and Unsaid
e Powerful Questioning Skills

Module 5: Interview Pitfalls
e Common Mistakes Recruiters Make and How to
Avoid Them
e The Do’s and Don'’ts of the Interview and
Selection Process

Module 6: Scoring Responses
e Reuvisit Rule of Evidence
e Effective Evaluation and Objective Rating
e Sample of Evaluation Form

The Training Methodology will be based on the
ATCEN PEAK methodology. This will include:

e High Impact Short Lectures

e Lively Activities and Exercises

e Numerous Presentations and Discussions

e Continuous Real Time Feedback from Facilitator

Kevin Gan

Associate Trainer
ATCEN Sdn Bhd

Kevin has over 13 years of working experience and
corporate exposure (local & overseas) with Global
Fortune 500 companies, predominantly in the Human
Resource industry. He has held various leadership
positions like Director, Country Manager and Senior
Manager, servicing a wide range of industries like ICT,
finance, shared services, manufacturing,
pharmaceutical, real estate, FMCG, retail and F&B.

Kevin is actively involved in Human Capital consulting
where he assists clients in the areas of learning and
development, executive coaching, talent attraction &
retention, and performance management. He is also a
Certified Career Development Facilitator and familiar
with various career assessment instruments to assess
candidate’s interest, skill, knowledge, work values,
attitudes and personality objectively and professionally.

Kevin has a great experience and a good track record in
building and running multi-million businesses for the
companies he has worked with. He used to manage
close to 2000 contract employees under his business
portfolio and place numerous positions from entry level
to C-suites corporate executives (CFO, CEO, COO, and
ClO).

Being a strong advocate of learning, Kevin is a frequent
speaker at career events. He also speaks at public
conferences and seminars and some of the topics
include Recruitment & Retention Strategies, Behavioral
Based Interviewing, Coaching, Career Planning and
Development.

Since 1997, Kevin has been lecturing on part time basis
in a few local universities and colleges in the areas of
Human Resource Management, Organization Behavior,
Marketing Management, Management and Introduction
to Marketing.

Kevin serves in the executive committee of ICF
(International Coach Federation), Malaysia Chapter as a
Membership Director. He is currently pursuing his PhD
in Executive Coaching with Multimedia University,
Cyberjaya.

Workshop Chronology

0830 Registration

0900 Workshop Begin

1030 — 1045 Morning Refreshment
1300 — 1400 Lunch

1530 — 1545 Afternoon Refreshment
1700 End of Workshop

Chronology applies for Day 1 and Day 2




Clientele

Companies that have attended ATCEN’s public workshops

Advance International Freight Sdn Bhd
Affin Bank Berhad

Aims Data Centre Sdn Bhd

Airfoil Services Sdn Bhd

Ajinomoto (M) Bhd

Alcan Packaging Malaysia
Alcatel-Lucent Malaysia Sdn Bhd
Alliance Banking Group

Allianz Life Insurance Malaysia Berhad
ALSTOM Asia Pacific Sdn Bhd

Amanah Raya Berhad

AmBank (Malaysia) Berhad

AmG Insurance Bhd

AmlLife Insurance Berhad

Amway (M) Sdn Bhd

Arachem Tech Training Centre

Autoliv Hirotako SRS Sdn Bhd
Automobiles Peugeot

AXA Affin General Insurance Bhd
Axon Solutions Sdn Bhd

Bank Islam Malaysia Bhd

Bank Muamalat

Bank Negara Malaysia

Bank Rakyat

Beaufour Ipsen International
BlueScope Steel (M) Sdn Bhd

BMW Malaysia Sdn Bhd

Boustead Petroleum Marketing Sdn Bhd
Business Information Technology
Byte Craft Sdn Bhd

Canon Marketing (M) Sdn Bhd
Celcom (M) Sdn Bhd

Central Forwarding Agency Sdn Bhd
Century Total Logistics Sdn Bhd
Chemopharm Sdn Bhd

CIMB Bank Berhad

CL Computers (M) Sdn Bhd

CMCM Perniagaan Sdn Bhd

CNI Enterprise (M) Sdn Bhd
Colgate-Palmolive (M) Sdn Bhd
Computer Systems Advisers (M) Berhad
Credit Guarantee Corporation (M) Bhd
CSC Malaysia

D G Kom Sdn Bhd

Dagang Net Technologies Sdn Bhd
Datacom South East Asia (M) Sdn Bhd
Datacraft Advanced Network Services Sdn Bhd
Dell Global Business Center Sdn Bhd
DHL Express (Malaysia) Sdn Bhd
Dialog Telekom Limited

Diethelm (M) Sdn Bhd

DiGi Telecommunications Sdn Bhd
Dumex (M) Sdn Bhd

East of Suez Holdings Sdn Bhd

ECM Libra Investment Bank Berhad
ECS Pericomp Sdn Bhd

Edaran Tan Chong Motor Sdn Bhd
e-Genting Sdn Bhd

Entellium Technologies Sdn Bhd

EON Bank Berhad

EPF Social Security Training Institute (ESSET)
EPIC-I Sdn Bhd

EPS Computer Systems Sdn Bhd
Ericsson Malaysia

Etiga Insurance Bhd

Etiga Takaful Bhd

Euratech (Malaysia) Sdn Bhd

Formis Software Dynamics Sdn Bhd

Fresenius Medical Care Malaysia Sdn Bhd

Frontline Technologies Malaysia Sdn Bhd
FSBM Mantissa (M) Sdn Bhd

Fuji Xerox Asia Pacific Pte. Ltd

Fujitsu (Malaysia) Sdn Bhd

Gagasan Carriers Sdn Bhd

Gapurna Technologies Sdn Bhd

Genting Information Knowledge Enterprise Sdn Bhd

Global Transit Communications Sdn Bhd
Group Associated (C&L) Sdn Bhd
Grundfos Pumps Sdn Bhd

Gucci (Malaysia) Sdn Bhd

Guinness Anchor Berhad

HeiTech Padu Bhd
Hewlett-Packard Sales (M) Sdn Bhd
Hilton Petaling Jaya

Honda Malaysia Sdn Bhd

ICI Paints (Malaysia) Sdn Bhd

IITC Global Technology Sdn Bhd
IMU Education Sdn Bhd
InfoConnect Sdn Bhd

ING Insurance Bhd

interTouch (Malaysia) Sdn Bhd
iPerintis Sdn Bhd

Islamic Banking and Finance Institute Malaysia Sdn Bhd

ISS Consulting (M) Sdn Bhd
IT-365 Malaysia Sdn Bhd
ITApps Sdn Bhd

Jabatan Pengangkutan Jalan
Jabatan Pentadbiran Latihan

Jebsen & Jessen Communication Solutions (M) Sdn Bhd

Johnson Controls (M) Sdn Bhd
Kannal Solutions Sdn Bhd

Keretapi Tanah Melayu Berhad
Khazanah Nasional Berhad

Kolej Yayasan UEM

Kualiti Alam Sdn Bhd

Kurnia Insurance (M) Bhd

Lafarge Cement Sdn Bhd

Majlis Amanah Rakyat (MARA)
Malayan Banking Berhad

Malayan Cement Industries Sdn Bhd
Malaysia National Insurance Berhad
Malaysian Assurance Alliance Berhad
Maxfame Technologies Sdn Bhd
Mayban Fortis Holdings Berhad
Mayban General Assurance Berhad
MBF Cards (M) Sdn Bhd

McKinnon & Clarke Sdn Bhd
MEASAT Satellite Systems Sdn Bhd
Media Prima Berhad

MEPS (1997) Sdn Bhd

Mesiniaga Bhd

Mexter MSC Sdn Bhd

Mid Valley City Sdn Bhd

MISC Berhad

Mitsui-Soko (M) Sdn Bhd

MnEBay (M) Sdn Bhd

MNRB Holdings Berhad

Modipalm Engineering Sdn Bhd
MOHR

Malaysian Life Reinsurance Group Bhd
Multimedia College

N2N Connect Berhad

NCH Corporation (M) Sdn Bhd

NEC Corporation of Malaysia Sdn Bhd

Netstar Advanced Systems Sdn Bhd
OCBC Bank (M) Bhd

OMD (M) Sdn Bhd

Optimal Chemicals (M) Sdn Bhd
Oracle Corporation (M) Sdn Bhd

P&O Global Technologies Sdn Bhd
PanGlobal Insurance Berhad
Paradigm Systems Berhad
Pembangunan Sumber Manusia Berhad
Perbadanan Bekalan Air Pulau Pinang
Pernec Corporation Berhad
Pharmaniaga Logistics Sdn Bhd

Plus Expressways Berhad

Power Innovations Sdn Bhd

Premier Lubricants (M) Sdn Bhd
Prometric Technology Sdn Bhd
Proton Edar Sdn Bhd

Prudential Services Asia Sdn Bhd
Rangkaian Segar Sdn Bhd

REDtone Telecommunications Sdn Bhd
Rentwise Sdn Bhd

RHB Bank Berhad

Ricoh (Malaysia) Sdn Bhd

Rohas-Euco Industries Bhd

SAINS Sdn Bhd

Samsung Malaysia Electronics (M) Sdn Bhd
Sapura Research Sdn Bhd

Sarawak Information Systems Sdn Bhd
SCAN Associates Berhad

Scope International (M) Sdn Bhd
Shangri-La Hotels Marketing Sdn Bhd
Shell IT International Sdn Bhd

Shell Malaysia Trading Sdn Bhd
Signature Manufacturing Sdn Bhd
Skynet Worldwide (M) Sdn Bhd

SnT Global Services Sdn Bhd

Sony BMG Music Entertainment
Southern Bank Berhad

Standard Chartered Bank

Star Publications (Malaysia) Berhad
Sumiso (M) Sdn Bhd

Sun Media Corporation Sdn Bhd
Sunway Holdings Bhd

Sunway Pyramid Sdn Bhd
Suruhanjaya Syarikat Malaysia
Takaful Ikhlas Sdn Bhd

Taylor's College Sdn Bhd

Teknicast Sdn Bhd

Teknik Janakuasa Sdn Bhd

Teledirect Telecommerce Sdn Bhd
Telekom Sales & Services Sdn Bhd
Telekom Smart School Sdn Bhd
Telshine Sdn Bhd

Tenaga Nasional Berhad

The Media Shoppe Bhd

The Nielsen Company (Malaysia) Sdn Bhd
TIME dotCom Bhd

TM Asia Life (Malaysia) Berhad

Tokio Marine Insurans (M) Bhd

TT dotCom Sdn Bhd

Tyco Fire, Security & Services Sdn Bhd
UCB Pharma Asia Pacific Sdn Bhd
UEM Academy Sdn Bhd

United Overseas Bank (M) Berhad
University of Malaya

VADS Berhad

ViewPoint Research Corporation Sdn Bhd




Registration Form

Effective Behavioral Based Interviewing Workshop
20™ & 21° September 2010, Parkroyal Hotel, Kuala Lumpur

Participant 1

Name: (Mr/Ms):

Job Title:

Email Address:

Contact No.:

Participant 2

Name: (Mr/Ms):

Job Title:

Workshop Investment - RM 2500
per participant

The investment includes Ilunch, refreshments and training
materials. The workshop is PSMB claimable. Subject to

PSMB approval.

Group Discounts of 10% for 3 or more participants who
register for the workshop at the same time and are from the

same organization.

Email Address:

Contact No.:

Participant 3

Name: (Mr/Ms):

Job Title:

Email Address:

Contact No.:

Ways to register

All cheques are to be made payable to

ATCEN COMMUNICATIONS SDN BHD and mail payment
together with this registration to:

D-05-12, Ritze Perdana Business Centre,

Jalan PJU 8/2, Damansara Perdana 47820 PJ,
Malaysia.

Tel 1 +603 7728 2623 Fax :+603 7728 2620

Enclosed is our cheque for the event

RM

Human Resource / Approving Manager:

Job Title: Email:

Company Name:

Address:

Tel:

Fax:

Authorized

Signature : Invoice Attention To (Mr/Ms):

For more information,

Company Stamp Chop: kindly email your enquiry

to info@atcen.com

Terms & Conditions

1.

Upon receipt of a completed registration form, it confirms that the organization is registering for the seat(s) of the participant(s) to
attend the conference or training workshop.

Payment is required with registration and must be received prior to the event to guarantee the seat.

Payment is non-refundable if cancellation occurs 7 working days prior to event commencement. However a substitute is welcome
If cancellation occurs 7 working days prior to the event commencement and there is no substitute, the organizer reserves the right

Walk-in participants with payment will only be admitted on the basis of seat availability at the event and with immediate full

g Payment has to be received 7 working days prior to the event date to confirm registration.
) at no additional charges

> to charge 50% of the total investment from your organization.

. payment.

7.

The organizer reserves the right to make any amendments and/or changes to the workshop, venue, facilitator replacements
and/or modules if warranted by circumstances beyond its control.

For Office Use Only

Corporate Sales Consultant: Invoice Number: Invoice Date:

Version 1.2




