
SHORT SKILLS-BASED TRAINING PROGRAMMES

FOR CAREER ADVANCEMENT

Topic/Session




 For whom to attend

1. Writing Business Letters




Administrative staff  

2. Telephone Etiquette - Techniques and Courtesies

Frontline staff

3. Effective Report Writing skills



Managers & Executives

4. Job Interviews - Interviewing and Being Interviewed
All levels of personnel

5. Meetings






All levels of personnel

6. Effective Delivery of Speeches 



Managers & Executives

7. English for Customer Service 



Frontline staff

8. Intensive Grammar





All levels of personnel

9. Business Writing Skills




All levels of personnel

10.Enhancing Communication and Interpersonal Skills
Sales and Marketing Staff


Objective:

To help participants develop the communication skills needed for their personal and professional development. Each session is three hours.

Programme Features: 

· Skills-based

· a practical approach

· small groups

· maximum interaction

· no prerequisite qualifications

· handouts

· certificate of attendance. 

For further information, contact the organizers: 
JD Language Services

Tel.: 017 - 5783601

E-mail: jaydee711@yahoo.com
Webpage: http://www.geocities.com/jaydee711
In-house training can also be arranged in and around Ipoh.

