TRAINING PROGRAMMES FOR THE PERIOD                                (JULY TO DECEMBER) 2009
	Sn
	Training Programme
	Period


	Venue

	1
	Training Programme on Leadership and Supervision through the Open Distance Learning (ODL) mode
	(May to December) 2009
	Lecture Theatre

MCA

	
	

	2
	Training in Customer Care and Quality Management through the Open Distance Learning (ODL) mode
	(June to September) 2009
	Lecture Theatre

MCA

	
	
	
	

	3
	Introductory Course on Diplomacy and Foreign Trade
	(June to July) 2009
	Conference Room

Ministry of Foreign Affairs, R.I and I.T

Newton Tower

	
	
	
	

	4
	Training in Public Relations and Customer Care for Office Care Personnel
	(July to December) 2009
	Lecture Theatre

Fooks House

Ministry of Civil Service and A.R

Atom House

	
	
	
	

	5
	Refresher Course in Information and Communication Technology for Confidential Secretaries 
	(July to August) 2009
	Computer Lab

Ministry of Civil Service and A.R

Atom House

	
	
	
	

	6
	Training of Trainers
	July 2009
	Lecture Theatre

MCA

	
	
	
	

	7
	Training Programme on Court Procedures and Prosecution 
	August 2009
	Lecture Theatre

Fooks House

Ministry of Civil Service and A.R

	

	8
	Effective Communication Skills and Report Writing
	September 2009
	Lecture Theatre

Fooks House

Ministry of Civil Service and A.R

	9
	Training Course for newly appointed officers                (New Grade)
	(August to December) 2009
	Lecture Theatre

Fooks House

Ministry of Civil Service and A.R

	
	
	
	

	10
	Award Courses for Higher Executive Officers, Senior Officers and Confidential Secretaries
	(August to December) 2009
	UTM campus

	

	11
	Training Course on Team Building and Motivation
	October 2009
	Lecture Theatre

Fooks House

Ministry of Civil Service and A.R

	

	12
	Workshop on Stress and Time Management
	November 2009
	Lecture Theatre

Fooks House

Ministry of Civil Service and A.R

	


