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Governance
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INTRODUCTION

LEARNING OUTCOME

- Assist rgcmiscltion C

cies that safeguard public interests and adhere to all required gtali'grqrcis £,
and benchmarks. A Lere s,

5 w

. Derive a sense of satisfaction from contributing to society and public inter-
ests.
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INTRODUCTION

LEARNING OUTCOME

" ]
" - winatil

« Evaluate and measure the sact ¢ ovation. g
E A B N A

- Apply strategic leadership and innovation skills in their respective 5:5,9'1‘59' s

-

tional contexts. BRI B L e
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Leadership
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INTRODUCTION

LEARNING OUTCOME

»y_-

s # F F 5

« Promote leadership behaviours that help overcome challenges.
'
F

F |
P

- Apply techniques to manage and implement change effec_ti\(el'y.;' §

- Engage and involve the teams during times of change. |
s ¥

- Practise the problem-solving skills.
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Leadership
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PENGENALAN

HASIL PEMBELAJARAN

persekitaran kerja. i

s ¥ ¥F »

- Menyumbang kepada keupayaan yang lebih baik dengan kecerf)erld'ngan

I
diri dan organisasi di tempat kerja.




Leadership

JANGKAMASA SASARAN PESERTA BAHASA

FOKUS KOMPETENSI

1.1 1.2 1.3 1.4 1.5 2.1 2.2
Champion Drive Business Business Knowledge Communicate with Collaborate and Engage
Vision & Change Acumen Development Capital Influence
Values

[] [] []
3 - PERFORMANCE CULTURE 4 - ORGANISATIONAL CAPABILITY
3.1 3.2 4.1 4.2
Outcome-Oriented Continuous Improvement Organisational Building Capacity
Results Development




Governance
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PENGENALAN

HASIL PEMBELAJARAN

. Men|eas an defi

- Mengaplikasikan pendekatan Maqasid Syariah dalam membuat |€e|5u u;ﬂﬂ 2 d

dan menyelesaikan isu-isu urustadbir. / '_, PR R

- Menggunakan pendekatan Figh Awlawiyyat (Memahami -Keutalhraan*) dalam

menentukan keutamaan dalam pengurusan isu-isu yang berkaitan dengan

masyarakat.
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Governance
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PENGENALAN

HASIL PEMBELAJARAN

. Mengeahui dan me

contoh nilai-nilai seorang pemimpin yang cemerlang, keutamaanﬁilfné_'clnlﬁlm L

. -
melaksanakan tugas dan sebagainya. 2, e v PP ¥y
- Memberi kesan dan pengetahuan akan kepentingan bekerja secara Befba;u:

kan dalam meningkatkan produktiviti Perkhidmatan Awam.
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Governance
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PENGENALAN

HASIL PEMBELAJARAN

- Meningkatkan penghayatc

Sunnah Wal Jama’ah.
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Governance
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INTRODUCTION

LEARNING OUTCOME

tive policy deployme - anda er '€ The PC 2SS align W sraganisationc
S p y # ¥ ¥F 5

goals and objectives. PR”

"

’ <, g F ¥ #§ 5
 Review and amend existing policy to prepare for policy evaluation.

- Apply monitoring techniques as means of policy evaluation.

- Apply correct analysis techniques to identify and address new issues.
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INTRODUCTION

LEARNING OUTCOME

- Develop an awarene s of Al
, T
and ML. ;,‘r’f.l.l,
, .
- Acquire knowledge of the tools and libraries of Al and ML. s, e ¥ 5T S8
- Understand the structure and function of neural networks to construct learn-
ing models.
- Recognise the role of an organisation in building an Al-ready culture and

mindset.

- Showcase their abilities in applying Al and ML concepts to solve real-world

problems.
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PENGENALAN

HASIL PEMBELAJARAN

. Memahami konsep rc

r‘.- Fy, r

* Menyelesaikan masalah teknikal asas berkaitan komputer ha_rcl dan

o C A
software. s, e “

- Mengembangkan kemahiran asas menggunakan komputer.
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INTRODUCTION

LEARNING OUTCOME

* Prepare approprl ;

- Understand risk and quality management.

- Use appropriate change control procedures.

- Use key project management tools.

- Describe the importance of handover and closure.

- Understand the need for a post-project review.
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DATA ANALYTICS L
FOR P SE(

INTRODUCTION

LEARNING OUTCOME

« Understand the dc¢

and normalisation techniques to prepare complex public sector data ff':'. effec v

y ¥ ¥ 2

2

analysis and modelling. * -

- Evaluate the performance of machine learning models using appfopridte metrics
and techniques, and apply strategies to optimise models for accuracy and efficien-
cy in public sector applications.

- Utilise machine learning to address specific challenges in the public sector, such as
resource allocation, fraud detection, service delivery improvement etc. through
case studies.

- Analyse and apply ethical considerations and best practices related to data priva-

cy, transparency, and fairness when deploying machine learning solutions in

public sector contexts.
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LEARNING OUTCOME
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INTRODUCTION

LEARNING OUTCOME

. Understand Informa

in Brief.
- Mitigate and manage risk as a result of security threats.

- Understand the definition and activities of social engineering.
- Protect the Information Asset.

- Respond to Incidents.

- Tackle various legal issues related to IT Security.
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INTRODUCTION

LEARNING OUTCOME
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INTRODUCTION

LEARNING OUTCOME

At the end of the prog

- Create and design video.

- Understand the designs for creating an engaging and im- /
pactful video.

- Create a storyboard for video production.

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

application to produce an effective video.
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Results Development A
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INTRODUCTION

LEARNING OUTCOME

At the end of the proc ‘_

- Understand mobile design principles. s "':_ P

- Identify the types of Mobile App Development Technologies and the need and op-
portunities |

- in the markets.

- Work effectively as part of a team to develop and deliver quality software arti-
facts.

- 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.
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INTRODUCTION

LEARNING OUTCOME

|

subforms, conditional

and reporting capabilities.

2

I'I

- Implement and manage complex relational database structures, inciuaiﬁg defin-
ing and enforcing relationships between tables, and applying normalisation
principles to ensure data integrity and reduce redundancy.

- Develop and utilise macros to automate repetitive tasks, streamline workflows,

and create user-friendly interfaces that improve productivity and consistency in

database operations.
- Employ advanced data management techniques, including importing and ex-
porting data, managing database security settings, and performing backup and

recovery operations to ensure data protection and reliability.
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INTRODUCTION

LEARNING OUTCOME

- Develop positions and arrive ¢
others.
- Approach a problem systematically.
- Identify alternate solutions to problems at work.
- Generate a wider variety of quality solutions.
- Recognise and avoid common pitfalls.
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INTRODUCTION

LEARNING OUTCOME

- Use SPSS in practical prc

producible analysis outputs.
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INTRODUCTION

LEARNING OUTCOME

. Understand basic ¢

- Analyse data using a series of commands.

- Import data from other applications and the internet. |

 Independently create a working dataset from raw data, con-
duct statistical analyses, and create informative graphics.
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INTRODUCTION

LEARNING OUTCOME

- Identify a phisher, hacker, shoulder surfer, and dumpster diver. @~

()
" - F -
e s ’ e

: Know what you should do when a security incident happens.
S B

& o -

)
E [ ]
1
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INTRODUCTION

LEARNING OUTCOME

templates and stenci

R A
- Apply advanced formatting techniques, themes, styles, and layers to en-
o T g F ¥ 2

F F »

5 w

hance the visual appeal and clarity of diagrams.
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INTRODUCTION

LEARNING OUTCOME

« Structure documents

- Insert graphics into a document.
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PENGENALAN

3ELAJARAN

Di akhir kursus ini, pesérta akan dapat:

il

rl
-"J
1,-'1__1'
g g F 7 5 g

- Mengetahui peranan dan perbezaan antara “Data” dan “Maklumat”.

; 2 F 8

- Memahami ciri-ciri Pangkalan Data dalam Mail Merge.
- Menghasilkan pelbagai jenis maklumat melalui pangkalan data bagi tujuan
perkongsian maklumat.

- Meningkatkan pengetahuan yang terbit dari data dan maklumat.

- Meningkatkan mutu kerja secara amnya.
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LEARNING OUTCOME

« Construct formulas, i

absolute references.
- Create and modify charts.

- Preview and print worksheets.
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INTRODUCTION

LEARNING OUTCOME

reate €

worksheets.

¥
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r

r.
- Create more advanced charts and pivot table. F

"

- Use an electronic spreadsheet to make useful alternatives to éupﬁort in
making decisions.

« Interpret raw data into useful data for decision-makers.
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INTRODUCTION

LEARNING OUTCOME

. U;1c|erstcmd the role,

- Create suitable and attractive presentations.

- Use Microsoft PowerPoint features to customise your slides.

- Manage and control the slides and presentations.

- Understand slide designs and format for an effective presentation.
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INTRODUCTION

ARNING OUTCOME

At the end of the program, participant will be able to:

- Understand the concept of database.
- Apply basic knowledge of using functions in Microsoft Access.
« Structure data and information using tables. |

- Make a simple query and create a form.

- Generate a simple report.
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INTRODUCTION

LEARNING OUTCOME

« Establish a framework

- Develop new ways to collaborate across all functions of the orgaqisgtfoﬂ'. 3

A TN
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Business Management

INTRODUCTION

LEARNING OUTCOME

- Design effective sa

. Utilise data for informed decision-making processes




Business Management

R

DURATION TARGET PARTICIPANT m

COMPETENCY FOCUS

2 - PEOPLE ENGAGEMENT

1.1 1.2 1.3 1.4 1.5 2.1 2.2
Champion Drive BUSiness BUSineSS KnOWIedge Communicqte Wil'h Co"aborate and Engage
Vision & Change Acumen Development Capital Influence
Values

[] []
3 - PERFORMANCE CULTURE 4 - ORGANISATIONAL CAPABILITY
3.1 3.2 4.1 4.2
Outcome-Oriented Continuous Improvement Organisational De- Building Capacity

Results velopment




Effective Human Resource
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PENGENALAN

1 S ’
Di akhir kursus ini, peserta akan dapat : s e TR
R L

. Memahami konsep pembangunan kapabiliti dan kompetensi

- Mengenalpasti kaedah intervensi untuk mengurangkan jurang keupayaan

- Memahami pengurusan, pelaksanaan dan tatacara penilaian
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Effective Human Resource

‘I‘.

PENGENALAN

HASIL PEMBELAJARAN

- Menjelaskan kepentingan ke S i
- Mengetahui cara-cara bekerja dengan orang yang sukar qui'n; dtda; T *

Ir.:l'f-"f.ﬂ

yang sukar.

* Mengenal pasti faktor-faktor yang mewujudkan konflik di tempat kerja.

- Membezakan tingkah laku seseorang dan bagaimana ia boleh mempen-
garuhi orang lain.
- Menggunakan kemahiran interpersonal yang akan membantu mengenda-

likan situasi yang sukar.
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Business Management

P

INTRODUCTION

LEARNING OUTCOME

* Document KPIs in a standardised template. s

.':’1'

* Align KPIs to organisational strategy and cascading objectives
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Business Management

KE!

PENGENALAN

HASIL PEMBELAJARAN

: Mengendalikan situc

e -

* Mempraktikkan 'tips' bekeriaan untuk meningkatkan proclukti\;'il:li iian ke-

rF* & 5
berkesanan. :

- Mengetahui perkara yang tidak boleh dilakukan dan yang perlu dielakkan
dalam menjalankan tugas dan tanggungjawab.

- Menyelesaikan situasi sukar yang berkaitan komunikasi.

- Menggunakan kemahiran komunikasi.

- Mempraktikkan tatacara penggunaan terasul dalam catatan atau persu-
ratan.

» Menampilkan imej profesional.
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Business Management

o

INTRODUCTION

LEARNING OUTCOME

» Establish a corresponding prc
decisions.

- Implement change.



Business Management

o

DURATION TARGET PARTICIPANT m

COMPETENCY FOCUS

2 - PEOPLE ENGAGEMENT

1.1 1.2 1.3 1.4 1.5 2.1 2.2
Vision & Change Acumen Development Capital Influence
Values
[] [] []
3 - PERFORMANCE CULTURE 4 - ORGANISATIONAL CAPABILITY
3.1 3.2 4.1 4.2
Outcome-Oriented Continuous Improvement Organisational De- Building Capacity
Results velopment




Effective Human Resource

PENGENALAN
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PENGENALAN
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Business Management
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Effective Communication
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PENGENALAN

HASIL PEMBELAJARAN

- Mempraktikkan ken

B » L
. = ¥ " el

- Menangani kesukaran dalam berkomunikasi. G s e e
bungan

bl

- Menyesuaikan komunikasi yang sesuai untuk meningkatkéip",i:u

]
1-' [ ]

keria. A e {
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Effective Communication

AT

PENGENALAN

~ HASIL PEMBELAJARAN

- il

Di akhir kursus, peserta akan dapat: Ay
S 7 . s ¥ F 5

- Mengaplikasikan format surat rasmi yang digunakan di dqla’gpﬁperkhid-r N
matan awam. | Ledd

- Menggunakan jenis-jenis surat rasmi yang betul.

- Memperbaiki beberapa kesilapan umum yang sering dilakukan semasa

menulis surat rasmi.
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PENGENALAN
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P

S 4 ' - ‘ F s
* Menyusun dan membahagikan kerja-kerja operasi secara Iebill-'_ effel'stfg ::ipm s

jawab mereka.

-

produktif. R
- Mengenal pasti cabaran-cabaran penyelia masa kini dan strategi menan-

|

gani cabaran perubahan.
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Effective Human Resource
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PENGENALAN

HASIL PEMBELAJARAN

. engea DC

’

meningkatkan keberkesanan dalam pelaksanaan kerja. . # P

5 w

* Mengenal pasti kebolehan setiap individu di dalam kerja berpasu C ; pg .
!

- Mempengaruhi kelakuan/sikap individu dalam pasukan c],ahr mengatasi
konflik di dalam kerja berpasukan.
- Berkomunikasi dengan berkesan untuk mendapat kesepakatan dalam men-

capai objektif kumpulan.

- Menghasilkan pelan tindakan bagi meningkatkan prestasi kerja berkumpu-
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PENGENALAN

HASIL PEMBELAJARAN

 Memprc ca

- il

kasi dengan pelanggan dengan berkesan. e ;'

s ¥ ¥F »

- Mengenal pasti masalah yang timbul dalam rangkaian pelanggél{rglallamgn

r & :
organisasi.

- Mengenal pasti cara-cara bekerjasama lebih baik dengan rakan sekerja.
- Membudayakan khidmat pelanggan dalam organisasi.
- Membangunkan perkhidmatan pelanggan yang berfokuskan pelanggan.

- Mengukur dan memberi ganjaran kepada perkhidmatan pelanggan yang
hebat
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Business Management

INTRODUCTION

LEARNING OUTCOME
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INTRODUCTION

LEARNING OUTCOME

« Use effective instructic
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Customer Service

PENGENALAN

HASIL PEMBELAJARAN

NIAWC
profesional. A
F F »

- Meningkatkan pengetahuan mengenai prinsip-prinsip penggunaan dan pen-

gendalian telefon yang berkualiti. P

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

- Memahami tentang kepentingan pengendalian telefon sebagai pintu masuk
maklumat jabatan.

- Membentuk budaya perhubungan pelanggan yang berkualiti dengan menan-
gani setiap aduan pelanggan secara profesional.

- Mengamalkan beberapa teknik mengendalikan aduan dan pelanggan berma-

salah.
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