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INTRODUCTION

LEARNING OUTCOME

= Derive a sense of satisfaction from contributing to society and public interests.

AT

"’ - A S

DURATION TARGET PARTICIPANT  LANGUAGE

3 Days (19.5 Hours) Division | (ES1) English

Division Il - B3 (ES2)
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INTRODUCTION

LEARNING OUTCOME
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DURATION TARGET PARTICIPANT

3 Days (19.5 Hours) Division | (ES1) English
Division Il (ES2)
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INTRODUCTION

LEARNING OUTCOME
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» Engage and mvolve-fhe ms auring rimes or change.
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- Apply techniques to manage and implement change effectively.

» Practise the problem-solving skills.

DURATION TARGET PARTICIPANT .\, [c1V).\c]:

2 Days (13 Hours) Division | (ES1) English
Division 1 - B3, (ES2)
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PENGENALAN

HASIL PEMBELAJARAN

JANGKAMASA SASARAN PESERTA

2 Hari (13 jam) Bahagian | (ES1)
Bahagian Il (ES2)




PENGENALAN

HASIL PEMBELAJARAN

nilai-nilai seorang pemin
dan sebagainya.
 Memberi kesan dan pengetahuan akan kepentinga

meningkatkan produktiviti Perkhidmatan Awam.

JANGKAMASA SASARAN PESERTA BAHASA

3 Hari (19.5 Jam) Bahagian 1l (ES2) Melayu
Bahagian 11l (ES3)
Bahagian IV

Bahagian V




PENGENALAN

HASIL PEMBELAJARAN

Jama’ah.
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JANGKAMASA  SASARAN PESERTA BAHASA

3 Hari (19.5 Jam) Bahagian 1l (ES2) Melayu
Bahagian Il (ES3)
Bahagian IV
Bahagian V
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INTRODUCTION

LEARNING OUTCOME
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pply monitoring techniques as means of polic

- Apply correct analysis techniques to identify and address new i

DURATION TARGET PARTICIPANT LANGUAGE .

3 Days (19.5 Hours) Division | (ES1) English

Division Il (ES2)



INTRODUCTION

LEARNING OUTCOME

DURATION TARGET PARTICIPANT LANGUAGE’ .o
e .
2 Days (13 Hours) Division | (ES1) ' Engllsh
Division Il (ES2) Malay
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INTRODUCTION

LEARNING OUTCOME
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« Recognise the role ol" an orms-ho‘n |“n bu"lldl:fnzg an Al-ready culi'ure and mindset.

- Showcase their abilities in applying Al and ML concepts to solve real-worli p“rogleﬁns‘ * o

DURATION TARGET PARTICIPANT .\, [c1V).\c]:

2 Days (13 Hours) Division | (EST) English
Division Il (ES2)

PRE-REQUISITE Division Il (ES3)

= Basic knowledge in programming.




DIGITALISATION
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PENGENALAN

LEARNING OUTCOME

- Memahami konsep rangkaian kot

* Menyelesaikan masalah teknikal asas berkaitan komputer hardware dan software.
7 ) ,"( &F pu ‘ .
. : . o, & -
- Mengembangkan kemahiran asas menggunakan komputer.

JANGKA MASA SASARAN PESERTA BAHASA

1 Hari (6.5 Jam) Bahagian IV Melayu / Inggeris
Bahagian V




PROJECT MANAGEMENT
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INTRODUCTION

LEARNING OUTCOME

- Use key project management tools.
= Describe the importance of handover and closure.

» Understand the need for a post-project review.

DURATION TARGET PARTICIPANT

3 Days (19.5 Hours) Division Il (ES2)
Division Il - C3 (ES3)

PRE-REQUISITE

» Involved in a project.

LANGUAGE

English / Malay




INTRODUCTION

LEARNING OUTCOME
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- Utilise machine learning to address specific challenges in the public sector, such as resource al- =
. g 4 o Ff » & P

A 5

location, fraud detection, service delivery improvement etc. through case studies.
- Analyse and apply ethical considerations and best practices related to data privacy, transpar-

ency, and fairness when deploying machine learning solutions in public sector contexts.

DURATION TARGET PARTICIPANT .\, [c]V).\c]]

3 Days (19.5 Hours) Division | (ES1) English
Division Il (ES2)
Division Il (ES3)




INTRODUCTION

LEARNING OUTCOME

"] “E@ T, 1 y . L

w KA e “E ~isl A i~ PR |

LA ""ll n1adae 1dp » NEei1ul] E/@ﬂ 1911 DS,
SR Loih it f "4‘—-TJ )

NN 0 SRS Y -VM“(\;_V,; - o cofilo et A0 0 8 RS S 5
U' .l . D N A o | '6 E s .(_.‘{N)réry wﬂ\?“")‘r 3’?7 t?,,‘\/"\‘ f"‘\:’gi"
= Utilise Data Analysis Expressions (DAX).
y - A d 4

« Create Data Visualisations.

DURATION TARGET PARTICIPANT .\, [c1V).\c]:

3 Days (19.5 hours) Division Il (ES2) English
Division Il (ES3)




INTRODUCTION

LEARNING OUTCOME
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- Access information on the

* Manage digital identity effectively.

DURATION TARGET PARTICIPANT .\, [c]V).\c]]

2 Days (13 Hours) Division Il (ES2) English / Malay
Division Il (ES3)

Division IV



DIGITALISATION

INTRODUCTION
LEARNING OUTCOME

I T T LT TR T 1| P S WO
= Create team sites with various features.

DURATION TARGET PARTICIPANT .\, [c1V).\c]:

2 Days (13 hours) Division Il (ES2) English / Malay
Division Il (ES3)




INTRODUCTION

LEARNING OUTCOME

- Differentiate what exactly compu
Identify a phisher, hacker, shoulder surfer, and dumpster diver.

Know what you should do when a security incident happens.

DURATION TARGET PARTICIPANT .\, [c]V).\c]]

1 Day (6.5 hours) Division Il (ES2) English / Malay
Division Il (ES3)
Division IV

Division V




CREATIVE MEDIA
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INTRODUCTION

LEARNING OUTCOME

DURATION TARGET PARTICIPANT W.\, [c1¥).\c]:

2 Days (13 hours) Division Il (ES2) English / Malay
Division Il (ES3)
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INTRODUCTION

LEARNING OUTCOME

e

- Utilise the most important features/tools in the video editor appl ica-

tion to produce an effective video.

DURATION TARGET PARTICIPANT .\, [c]V).\c]

2 Days (13 hours) Division Il (ES2) English / Malay
Division Il (ES3)

PRE-REQUISITE

= An aspiring creative wanting to create incredible videos
- Possess a beginning or moderate understanding of computer video tools

= Acquire literacy / skills in basic computer use




INTRODUCTION

LEARNING OUTCOME

in the markets.
. o lnindlmam vmd Adaliirme ~vim b, o bt ,, ,-,./"-;éf - o P @0 g
- Work effectively as part of a team to develop and deliver quality software artifacts.
| , ' N RN -
» Evaluate and use appropriate methods and professional standards in computing practice.
- Analyse, design, implement and evaluate a computer-based system, process, component or
program to meet desired needs.

= Able to produce basic mobile app.

DURATION TARGET PARTICIPANT LANGUAGE

3 Days (19.5 hours) Division Il (ES2) English
Division Il (ES3)




INTRODUCTION

LEARNING OUTCOME
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. Develop and utilise macros to automate repetitive task

A

erfriendly interfaces that improve productivity and consistency in database é rdfions.
_ AP
- Employ advanced data management techniques, including importing and exporting data,
managing database security settings, and performing backup and recovery 0perd?ions to

ensure data protection and reliability.

DURATION TARGET PARTICIPANT .\, [c1¥).\c]:

3 Days (19.5 Hours) Division Il (ES2) English / Malay

Division Il (ES3)
PRE-REQUISITE

= Basic knowledge of Microsoft Access.



INTRODUCTION

LEARNING OUTCOME

capble 10 orhers.

- Approach a problem systematically.

« |dentify alternate solutions to problems at work.
- Generate a wider variety of quality solutions.

- Recognise and avoid common pitfalls.

DURATION TARGET PARTICIPANT .\, [c]V).\c]]

2 Days (13 Hours) Division | (EST1) English
Division Il (ES2)
Division Il (ES3)




INTRODUCTION

LEARNING OUTCOME

- Use SPSS in practical professional wo

analysis outputs.

DURATION TARGET PARTICIPANT W.\, [c1¥).\c]:

3 Days (19.5 hours) Division Il (ES2) English
Division Il (ES3)




INTRODUCTION

LEARNING OUTCOME

Import data from other applications wnd‘f e internet. AT

- Independently create a working dataset from raw data, conduct stehshé" [, ee00e ¢ ,

analyses, and create informative graphics.

DURATION TARGET PARTICIPANT .\, [c]V).\c]]

3 days (19.5 hours) Division Il (ES2) English
Division Il (ES3)




DIGITALISATION

INTRODUCTION
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INTRODUCTION

LEARNING OUTCOME

DURATION TARGET PARTICIPANT .\, [c1V).\c]:

2 days (13 hours) Division Il (ES2) English / Malay
Division Il (ES3)




INTRODUCTION

LEARNING OUTCOME

- Monitor the project. AE——
- e b r ,,,,“ T / / , ’ ’ - '
= Customise the Project Environment. 7% s e e e
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DURATION TARGET PARTICIPANT W.\, [c1¥).\c]:

5 Days (32.5 Hours) Division Il (ES2) English
Division Il (ES3)




INTRODUCTION

LEARNING OUTCOME
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» Understand the definition and activities of social engineering.
« Protect the Information Asset.
- Respond to Incidents.

- Tackle various legal issues related to IT Security.

DURATION TARGET PARTICIPANT .\, [c1V).\c]:

1 Day (6.5 hours) Division | (ES1) English / Malay
Division Il (ES2)



INTRODUCTION

LEARNING OUTCOME

- Apply advanced formatting techniques, themes, style

visual appeal and clarity of diagrams.

DURATION TARGET PARTICIPANT .\, [c1V).\c]:

3 days (19.5 hours) Division Il (ES2) English
Division Il (ES3)




INTRODUCTION

LEARNING OUTCOME

DURATION TARGET PARTICIPANT W.\, [c1¥).\c]:

2 Days (13 hours) Division IV Malay
Division V




PENGENALAN

HASIL PEMBELAJARAN

°
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» Memahami ciri-ciri Pangkalan Data dalam M

* Menghasilkan pelbagai jenis maklumat melalui pangkalan data bagi tujuan
perkongsian maklumat. &

* Meningkatkan pengetahuan yang terbit dari data dan maklumat.

= Meningkatkan mutu kerja secara amnya.

JANGKA MASA SASARAN PESERTA BAHASA

2 Hari (13 Jam) Bahagian Il (ES 3) Melayu
Bahagian IV

Bahagian V



INTRODUCTION

LEARNING OUTCOME
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and absolute references.
» Create and modify charts.

» Preview and print worksheets.

DURATION TARGET PARTICIPANT

2 days (13 hours) Division Il (ES2)
Division Il (ES3)
Division IV

Division V

.\, [c1V).\c]:

English / Malay




INTRODUCTION

LEARNING OUTCOME

sheets

- Create more advanced charts and pivot table. P ,
. 7 :
» Use an electronic spreadsheet to make useful alternatives to supporj} |§, aking
.‘ o #® 9 04

7
’
m

decisions.

» Interpret raw data into useful data for decision-makers.

DURATION TARGET PARTICIPANT W.\, [c1¥).\c]:

2 Days (13 hours) Division Il (ES2) English / Malay
Division Il (ES3)

PRE-REQUISITE

» Basic knowledge of Microsoft Excel.




INTRODUCTION

LEARNING OUTCOME

DURATION

2 Days (13 Hours)

TARGET PARTICIPANT

Division Il (ES2)
Division Il (ES3)
Division IV

Division V

.\, [c]V).\c]]

English / Malay
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INTRODUCTION

LEARNING OUTCOME
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- ndaerstand the concept or darabase

vledge of using functions in Microsoft Access.
- Structure data and information using tables.
- Make a simple query and create a form.

- Generate a simple report.

DURATION TARGET PARTICIPANT .\, [c1V).\c]:

4 days (26 hours) Division Il (ES2) English / Malay
Division Il (ES3)



INTRODUCTION

LEARNING OUTCOME

their business processes. |

DURATION TARGET PARTICIPANT W.\, [c1¥).\c]:

3 Days (19.5 Hours) Division | (ES1) English
Division Il (ES2)
Division Il (ES3)




PENGENALAN

HASIL PEMBELAJARAN

sreavnes Vesim

* Memupuk sikap bekerja secara | n dan jug

alat-alat dan

JANGKA MASA SASARAN PESERTA BAHASA

4 Hari (26 Jam) Bahagian | (ES1) Melayu
Bahagian 1l (ES2)
Bahagian 11l (ES3)

PRA-SYARAT Bahagian IV
Bahagian V

= Penyertaan terdiri daripada satu kum-
pulan yang merancang untuk melak-

sanakan projek inovasi & kreatif.




DESIGN THINKI!
INTRODUCTION

LEARNING OUTCOME

DURATION TARGET PARTICIPANT .\, [c1V).\c]:

3 Days (19.5 hours) Division | (ES1) English / Malay
Division Il (ES2)
Division Il (ES3)
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Business Management
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INTRODUCTION

LEARNING OUTCOME

DURATION = TARGET PARTICIPANT

4 Days (26 Hours) ' Division Il (ES2)




Effective Human Resource
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PENGENALAN

HASIL PEMBELAJARAN
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* Mengenal pasti fa r yang mewujudkan konflik c
lain. L, e 0@ 0 8 g
- Menggunakan kemahiran interpersonal yang akan membantu mengendalikan situasi

yang sukar.

JANGKAMASA SASARAN PESERTA BAHASA

3 Hari (19.5 Jam) Bahagian Il (ES2) Melayu
Bahagian Il (ES3)
Bahagian IV
Bahagian V
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LEARNING OUTCOME

e [a— = =
o e B w iyl . L. S =
- Ml 1 IN\I ‘,,\\'_‘_‘,; 1V VUl YUitioN
A4 - N

DURATION ' TARGET PARTICIPANT LANGUAGE - '
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2 Days (13 Hours) Division Il (ES2) - Engllsh / Malay
Division Ill - C3 (ES3) '




PENGENALAN

HASIL PEMBELAJARAN

- Menyelesaikan situasi sukar yang berkaitan komunikasi.
= Menggunakan kemahiran komunikasi.
- Mempraktikkan tatacara penggunaan terasul dalam catatan atau persuratan.

= Menampilkan imej profesional.

JANGKAMASA SASARAN PESERTA BAHASA

4 hari (26 Jam) Bahagian Il - B2 (ES2) Melayu / Inggeris
Bahagian Il (ES3)
Bahagian IV
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JANGKAMASA ~ SASARAN PESERTA
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2 Hari (13 jam) Bahagian V ~ Melayy
dan sebanding dengannya

PRA - SYARAT

Memegang jawatan sebagai Pembantu Pejabat dan sebanding dengannya
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PENGENALAN

HASIL PEMBELAJARAN

JANGKAMASA  SASARAN PESERTA BAHASA
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3 Hari (19.5 Jam) Bahagian |1l (ES3) ~ Melayy
Bahagian IV
Bahagian V
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PENGENALAN

HASIL PEMBELAJARAN
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 JANGKAMASA @ SASARAN PESERTA BAHAS

4 Hari (26 Jam) ' Bahagian | (EST)
Bahagian Il (ES2)
Bahagian Il - C3 (ES3)




Effective Communication

PENGENALAN

HASIL PEMBELAJARAN

 JANGKAMASA | SASARAN PESERTA BAHASA

4 Hari (26 Jam) Bahagian | (EST)
Bahagian 11 C3 (ES3)
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kerja berpasukan.
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- Berkomunikasi dengan berkesan untuk mendapat kesepakatan dalam mencapai objektif

-

kumpulan.

« Menghasilkan pelan tindakan bagi meningkatkan prestasi kerja berkumpulan.

JANGKAMASA SASARAN PESERTA BAHASA

3 Hari (19.5 Jam) Bahagian | (ES1) Melayu
Bahagian Il (ES2)
Bahagian Il (ES3)
Bahagian IV
Bahagian V
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dengan rc akan sekerjc |a.

JANGKAMASA SASARAN PESERTA BAHASA

3 Hari (19.5 Jam) Bahagian 1l (ES2) Melayu
Bahagian 11l (ES3) Inggeris
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PENGENALAN

HASIL PEMBELAJARAN

Menlngkatkan pengetohuqn mengenai prinsip-prinsip penggunaan dug pengendalian

telefon yang berkualiti.

- Meningkatkan kemahiran komunikasi di samping mengamalkan etika penggunaan telefon
yang berkualiti semasa menjalankan tugas.

- Memahami tentang kepentingan pengendalian telefon sebagai pintu masuk maklumat ja-
batan.

= Membentuk budaya perhubungan pelanggan yang berkualiti dengan menangani setiap
aduan pelanggan secara profesional.

= Mengamalkan beberapa teknik mengendalikan aduan dan pelanggan bermasalah.




JANGKAMASA SASARAN PESERTA BAHASA
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JANGKAMASA SASARAN PESERTA BAHASA
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LEARNING OUTCOME

DURATION TARGET PARTICIPANT LANGUAGE’ .o
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2 Days (13 Hours) Division | (ES1) ' Engllsh
Division Il (ES2) Malay
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PENGENALAN

HASIL PEMBELAJARAN

| JANGKAMASA SASARAN PESERTA BAHASA

Bahagian IV
Bahagian V
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PENGENALAN

HASIL PEMBELAJARAN

| JANGKAMASA SASARAN PESERTA BAHASA

Baha gian IV

ahaglan \

PRA - SYARAT

Baru berkhidmat dengan Kerajaan KDYMM kurang dari satu tahun
Peserta yang belum pernah mengikuti program Induksi Perkhidmatan Awam anjuran
Institut Perkhidmatan Awam (IPA)
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PENGENALAN

HASIL PEMBELAJARAN

JANGKAMASA SASARAN PESERTA BAHASA

bakul bersarq sebelum 10 - 1\',-5
tahun persaraan perkhidmatan
50/55 atau 60 tahun
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* Menaaplikasikan rormat surat rasmi vyana digunakan di dalam perkhiadamat awam
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- Menggunakan jenis-jenis surat rasmi yang betul.

» Memperbaiki beberapa kesilapan umum yang sering dilakukan semasa rﬂenulls surc? ¢ o

rasmi.

JANGKAMASA SASARAN PESERTA BAHASA

Setengah Hari Bahagian Il (ES2) Melayu

(4 Jam) Bahagian Ill (ES3)
Bahagian IV
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JANGKAMASA  SASARAN PESERTA

2 Hari (13 jam) Bahagian Il (ES3)
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JANGKAMASA SASARAN PESERTA BAHASA

Bahagian IV
Bahagian V

PRA - SYARAT

Telah berkhidmat dengan Kerajaan KDYMM lebih dari 10 tahun

Belum pernah mengikuti program Induksi Perkhidmatan Awam anjuran Institut Perkhidmatan
Awam (IPA) dan telah berkhidmat dengan Kerajaan melebihi 10 tahun
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INTRODUCTION

LEARNING OUTCOME

DURATION ' TARGET PARTICIPANT LANGUAGE
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5 Days (32.5 Hours) Division | (ES1) f:f‘fi o ﬂEnﬁligﬂ_" r" '. ® o
Division Il (ES2) ' ST T Telg
Division Ill - C3 (ES3)




