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Here are the Exciting Events At A Glance:

Masterclass A: The Making of a Super Admin / Office Professional 13 May 2008
By Mary Joseph Bernard

Masterclass B: Empowering your Communication and Interpersonal Skills 14 May 2008
By Mary Joseph Bernard

Masterclass C: Expressing and Presenting a Confident YOU 15 May 2008
By Deborah Torres Patel

Masterclass D: Total Well-Being in 4 Dimensions ™ 16 May 2008

By Elisabetta Franzoso

Masterclass A:

THE MAKING OF A SUPER ADMIN / OFFICE PROFESSIONAL

— 13 May 2008

By Mary Bernard Joseph

Inspiration vs. Perspiration

e Building your self-confidence to ensure success in
your career

e Attitude and its role in success

¢ The power of the mind: changing the way your mind focuses
on things to create a new way of self confident thinking &
developing a success spiral

e Displaying high energy level

There is nothing you cannot be. Nothing you cannot do. There
is nothing you cannot have! Once you learn the simple
principles of mastering a positive attitude, all that you want,
you will have.

Session Objective:

1. At the end of the above session the participants will
understand that ATTITUDE is the first step in going forward
towards excellent performance.

Soaring Towards Excellence in Daily Routine Tasks
Despite the fact that a lot of organisation still harbour outdated
management styles - the fact remain that your boss can either
make or break you. Therefore, find ways and means of working
effectively with him/her to make end results in your favour.
This will ultimately change general perceptions that you are
so much more than “just" a secretary or admin / office
professional.

e Improving work procedures

e Expediting the paperwork process

e Eliminating interference

e Managing conflict in your workplace

e |mproving work flow by changing office layout

e Effectively handling work overload

e Working towards efficiency through use of technology

Session Objectives:

1.The above session will enable participants to embrace a
work culture that would help in increasing productivity
through utilising the above 5 steps.

2.The participants will be requested to suggest office re-
layout and explain how new layout would increase efficiency.

3. This practical session enables you to manage your emotions,
stand your ground & earn respect and also find a win-win
scenario in any conflict resolutions.

Developing General Planning Skills

e Understanding your organisation's strategic vision

e Developing action plans to support your organisational
strategic vision

¢ Preparing long range plans

e Establishing goals

e Making plans that are realistic and workable

Session Objectives:

1. The participants will be able to have an end in mind and
understand its importance before embarking on a job.

2. Have the skills of setting goals that are aligned to the
organisational vision.

3.Develop ability to break job into tasks and have
measurements and meeting deadlines effectively.

How to Establish Trust and Integrity

e Using honest communication to enhance integrity
e Making realistic promises - builds trust

e Working with confidential and private information

Session Objectives:
1. How to develop uncompromising integrity

2. Advantage of working in an environment which is filled
with trust.

Hear what others have to say of Elisabetta’s training

“A very enthusiastic and inspiring facilitator that | thoroughly
enjoyed listening to.” - Merck Sharp and Dohme

“Your fantastic delivery of Communication 4 Dimensions™
- Total Well Being from the Inside Out has been an eye
—opening experience to a whole perspective of what work/life
balance is all about.” - Lend Lease Foundation

“Well-Being in 4Dimensions™ was excellent and allowed

me to learn useful tools and to boost my self-confidence.”
- Bovis Lend Lease

EVENTS AT A GLANCE

Event Code Title

“Elisabetta is truly passionate. She imparts such simple
techniques, easily applicable, relevant and they are time
tested and proven strategies that bring equilibrium and
transformation to oneself.” - Zuellig Pharma Pte Ltd

“Elisabetta is a most enlightening and loving 'experience’.
She brings to the table her passion for other people, her
broad wealth of professional knowledge, and her deep
personal experience. Highly healing, highly joyful, highly
recommended.” - Temple Bar Pte Ltd

“Elisabetta is passionate, experiential and truly able to
engage a big audience.” - Estee Lauder HK

Masterclass A MA  The Making of a Super Admin / Office Professional
Masterclass B MB  Empowering your Communication & Interpersonal Skills

Masterclass C MC  Expressing & Presenting a Confident YOU

Masterclass D MD  Total Well-Being in 4 Dimensions™

Code Event Date

Date With

13 May 2008 Mary Bernard Joseph
14 May 2008 Mary Bernard Joseph
15 May 2008 Deborah Torres Patel
16 May 2008 Elisabetta Franzoso

Fees (Nett Per person)

Attending 1 event only

$$940 (save S$50)

S$$1,385 (save S$100)

1 masterclass A B,CorD 13/14/15/ 16 May 2008 S$495
Attending 2 events

2 masterclasses A, B,CorD 13/14/15/ 16 May 2008

Attending 3 events

3 masterclasses A B,CorD 13/14/15/ 16 May 2008

Attending 4 events

4 masterclasses A, B,Cand D 13/14/15/ 16 May 2008

$$1,830 (save S$150)

Group discounts are available when you register at least a team of 3 people and above per organisation.
Call us at +65-6288 1273 or email us at enquiries@partners-conference.com for more details.

For registration / enquiries, please contact:
Partners Conference & Event Management Pte Ltd

Tel: 65-6288 1273

Fax: 65-6288 1293

Email: enquiries@partners-conference.com www.partners-conference.com

Yes, please register me / us for

Name of Delegates Designation Email Choice of Event(s)
Please tick

1 OmA OmB Omc OmD
2 OmA OmB Omc OmD
3 OmA OmB Omc OmD
4. OMA OmB Omc OmD
5 OMA OmB amc OmD
Approving Manager
Name Designation
Email Organisation
Address

Postal Code Country Tel Fax
Methods of Payment
Bank Transfer Cheque

Account Name:  Partners Conference & Event Management Pte Ltd
Account Number: 501-584692-001 (Bank Code: 7339)

Pay to: OCBC Bank (SWIFT Code: OCBCSGSG)
Branch: OCBC Centre

Please make your crossed cheque payable to:
Partners Conference & Event Management Pte Ltd
Kindly mail your cheque and registration form to:
Partners Conference & Event Management Pte Ltd

30 East Coast Road, #02-27, Paramount Shopping Complex, Singapore 428751

Masterclasses for Secretaries & Admin Professionals
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Organised by:

Conference & Event Management
Pte Ltd (Reg. No. 200210370R)
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A Sﬁec,ia,é Tnvitation
to all Secretaries, Atwjn and O0/Fice Protessionals, Perssnal
and Execitive Assistants:

Gone are the days in which Secretaries, admin and office professionals play only a
supporting role. With the dynamic changes happening at the workplace, there is greater
demand on you and it is becoming obvious that many of your job responsibilities and
job scope have increased tremendously.

Q
Other than the need to excel in your daily routine work, you would need to be equipped \/( Uplifting
with effective general office management skills, supervisory skills and communication
skills. You need to step up, develop, grow and nurture yourself for a strategic transformation . Q
Engaging
Q -
Entertaining

and be ready to embrace your future.
SAAP 2008 consists a series of stimulating, uplifting, engaging and practical masterclasses
: : Q
Stimulating

(all bookable separately) that have been specially designed to equip you with real work
skills for real professionals like yourselves. If you are looking at increasing your competence,
achieving greater influence, building up your own personal and professional value, and
enhancing your career, SAAP 2008 is a must attend event for you!

www.partners-conference.com






