SRR ATHRL

Date: 12" — 15" May 2009

Venue: JW Marriott Hotel, Kuala Lumpur

Organized By: ACADEMY

Program Description

ATCEN's Certified Train-The-Trainer program is an intensive, comprehensive and hands-on two-part program that
provides essential skills and techniques to develop a dynamic all-round trainer & facilitator.

Adult trainers of today face many challenges in keeping information fresh and reinforcing new learning. How do you
benchmark your current strategic Training & Development processes? How do you prepare an audience to obtain buy-in
early in a session? What kind of activities should you select for specific learning? How do you manage activities without
it losing its effectiveness? What are the components required to create an effective and high energy training session?

Whether you are a new trainer or an experienced one that wants to boost your current skills, this Train-The-Trainer
program will share with participants’ key knowledge and develop skills from managing the Training & Development
function to Training and Facilitation skills.

Upon completion of this workshop, participants will be transformed and rejuvenated with new knowledge and ideas to
create electrifying and high retention training sessions.

Program Objectives

To appreciate the changing role of the training and - To develop confident and dynamic training and
development function in organizations; facilitation skills
To understand the training management cycle; - To identify effective facilitation techniques to work

efficiently with groups

To practice facilitation skills to ensure a group's success
To deal with difficult and disruptive participants
effectively

To generate discussion and verify understanding

To be aware of the issues involved in working with an

To understand the principles to Training Needs Analysis;

To appreciate the various essential factors that needs to
be present in any successful training;

To understand how to evaluate the success of a training;
To appreciate the development tools available for
disseminating knowledge throughout the organization; audience

To appreciate the role that technology plays in learning; To select and use activities appropriately

To use simple and practical approaches to improve - To use adult learning techniques effectively
learning and development in the organization. . Start with a sizzle and conclude creatively

Who Should Attend?

Trainers and Facilitators, Human Resource Personnel, Academics, Training and Development Personnel, Human
Capital Executives, Organization Development Personnel.
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Certified Train The Trainer Program

Welcome Coffee and Tea

Introduction

- What Is Training and Development?

- The Essentials About Training and Development

- The Role of The Trainer in Today’s Organization

Tea Break

Module 1: Organizational Training & Development

Management

- Viewing the Training and Development Role
Holistically

- The Evolving Role of Training & Development
Management in an Organization

- The Need to Create a Culture for Learning Within
the Organization

Lunch

Module 2: The Training Management Cycle

- Adults Learn Differently- Create Employee’s
Learning Responsibility

- The 6 Key Steps in the Training Management Cycle

- Planning and Implementing Effective Training
Management

Tea Break

Module 2 Continued

End Day One

Module 3: Training Needs Analysis to Training

Evaluation

- Deriving the Organizational Training Needs Analysis

- Key Factors in the Implementation of Successful
Trainings

- Evaluating the Success of Training

Tea Break

Module 3 Continued

Lunch

Module 4: Designing Training Workshops

- Objectives and Goals Development

- Training Modules and Models

- Application of Training To The Job

Tea Break

Module 4 Continued

End Day Two
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Module 5: What is Facilitation?

- Inventory Your Skills

- Facilitation vs. Training vs. Lecturing

- What Do Facilitators Do?

Tea Break

Module 6: Developing a Foundation in Training

and Facilitating

- Communication Skills
Information Gathering Skills

- Technological Skills

- Political and Cultural Diversity Skills

- Content Versus Process Skills

Lunch

Module 7: Facilitator Challenges

- How to Establish a Productive Group Climate

- Individual Motivation and Participation Tips

- Dealing with Difficult Participants

- Generate Discussions

- Verifying Participant Understanding and
Retention

- Time Management in Discussions and
Activities

Tea Break

Module 7 Continued

End Day Three

Module 8: Adult Learning Techniques

- Leveraging on Adult Learning Concepts to
Promote Understanding and Retention

- Strong Preferences of Adult Learners

- How to Build Retention

- Do's and Don'ts of Adult Learning

- Make Trainings More Interactive and
Exciting

Tea Break

Module 9: Preparing to Train

- Environment Setting — Good Session Starters to
Begin Well

- How Seating Arrangements Play an Important
Role

- The Crucial First 10 minutes

Lunch

Module 10: Using Rewards, Audiovisual Aids

and Computers in Training

- Creative Non-Monetary Rewards to Motivate the
Audience

- Various Types of Audiovisual Aids and Its Impact

- Leveraging on Technology to Improve
Facilitation Delivery

Tea Break

Module 10 Continued

End Day Four




Certified Train The Trainer Program

Certification
Certificate of completion jointly awarded by Western Kentucky University (USA) and ATCEN (Malaysia)

The CTTT workshop consists of the following:
Class Attendance (28 contact hours)

A 2-Part examination comprising of:
- Part 1 — Presentation & Facilitation Assessment (50%)
- Part 2 — 75 minutes Examination —
30 Obijective questions (30%) & 1 Subjective question (20%)

An examination score of 70 percent or higher must be achieved in order to obtain the certification.

JEREMY LEE
PRINCIPAL CONSULTANT
ATCEN SDN BHD

Jeremy serves as Principal Consultant and Group CFO for the ATCEN International Group. Jeremy is a
Certified Personal Profiler and Human Job Analysis, with Thomas Crowne International, a Chartered
Management Accountant (ACMA), Chartered Accountant (Malaysia) and holds a MSc. in Engineering
Business Management from Warwick University. He is also a member of the Malaysian Association of
Professional Speakers (MAPS) and International Federation of Professional Speakers.

Jeremy is a highly sought after Business Process Enhancement, Performance Optimization, Human
Performance Improvement consultant in the Service Industry.

With more than 15 years of both strategic and operational management experience, he has worked and
been involved in numerous industries. Serving as a Trainer and Consultant for numerous companies, he
has conducted and facilitated thousands of individuals in the areas of performance management,
leadership skills, sales, negotiation skills, communication skills and coaching skills. He has facilitated
workshops in Malaysia, Indonesia, Singapore, UK and China. He is extremely capable to manage people
from different cultural backgrounds and levels.

Jeremy has held a variety of leadership and project management roles in various organizations prior to
ATCEN. He was the Senior Consultant with the largest Business Process Outsourcing organization in
Asia, Head of Knowledge and Learning Management Division of a listed company, Special Project
Manager for a Resort Group, Operation Head in a Resort in UK, Project Team Leader in a Technology
start up firm with and also an Internal and External Auditor.

KEN NG
PRINCIPAL CONSULTANT
ATCEN SDN BHD

Ken is an industry and globally recognized human performance consultant/ trainer and acclaimed
communicator. Best known for his interactivity and engaging style of presentation and facilitation, his
services are much sought after. He has a BSc. in Marketing and Organizational Communication and is a
Certified Support Manager from the United States of America with more than 18 years of working experience
from various industries.

An internationally certified trainer of Service and Support Professionals Association (SSPA) USA, Ken is
constantly requested to conduct high impact workshops for people of all levels. His expertise and highly
interactive approach has won many accolades from clients and has led to consulting and people
development engagements at Multi-national Companies, Large Local Conglomerates and Government Link
Companies regionally. Some of them are Nokia, Maybank, Bank Simpanan Nasional, Amanah Raya
Berhad, Petronas, TNB, EPF, TMNET, Celcom, TM Touch, DiGi, TIME, AIG, Dell, Microsoft, HP, Fuji Xerox,
EON, CNI, INTI College Malaysia, Kirby Company (USA) and the University of Oklahoma.

With more than 18 years of training and group facilitation experience, this career presenter’'s passion for
developing people also serves as guide and mentor in developing public speakers, presenters, trainers and
facilitators. Ken first became intrigued and immersed himself into the field of training and facilitation in
America. Since then, Ken has held a variety of leadership, management and operational roles in various
organizations. Ken is also a pioneer/owner of the first premier cyber cafe chain in Malaysia and has held key
positions in many organizations such as Senior Consultant in Scicom, Head of Technical Support in Nokia
Care Line, consultant for Microsoft website to Marketing Strategist for the Kirby Company, USA.

Ken is excited to be able to share his experience and knowledge in building dynamic, versatile, confident and
entertaining trainers and facilitators.




Registration Form
Certified Train The Trainer Workshop on 12

Yes! Please register the delegate(s) for this event
(Kindly photocopy for more delegates)

Delegate 1
Name: (Mr/Ms):

Job Title:

Email Address:

Contact No.:

Delegate 2
Name: (Mr/Ms):

Job Title:

Email Address:

Contact No.:

Delegate 3
Name: (Mr/Ms):

Job Title:

Email Address:

Contact No.:

Human Resource / Approving Manager

Job Title:

Email:

Company Name:

Address:

Tel: Fax:

How did you find out about this event?

Please tick () your choice(s)
From ATCEN email notification

O From Colleague, Management, HR or Training
Department
O Others:

For Office Use Only
Contact Person:
Invoice Number:

Remarks:

th _ 15" May 2009

Training Workshop Investment - RM 3,900

The investment includes lunch, refreshments and training
materials.

The program is PSMB claimable . Subject to PSMB
approval.

Institute Bank-Bank Malaysia (IBBM): ATCEN is
recognized and is authorized by IBBM to conduct
people development training to banks operating in
Malaysia.

Group Discount of 10% for 3 or more participants who
register for the program at the same time and are from
the same organization.

Terms & Conditions

1. Upon receiving 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 program.

2. Payment is required upon the confirmation of the
registration and must be received prior to the event to
guarantee the seat.

3. Payment has to be received 7 working days prior to the
event date to confirm registration.

4. Payment is non-refundable if cancellation occurs 7 days
prior to event commencement. However a substitute is
welcome at no additional charges

5. If cancellation occurs 7 days prior to the event
commencement date and there is no substitute, the
organizer reserves the right to charge 50% of the total
investment from your organization.

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

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

Ways to register

All cheques are to be made payable to ATCEN SDN BHD
and mail your 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 1 +603 7728 2620

Enclosed is our cheque for the event

RM

Authorized
Signature

Company Stamp Chop

Invoice Attention To




