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Officer’s Role | Office Administration |
Other Responsibilities of the

ICM Single Subject Diploma in
Human Resources Management
8080w ((Jo)qrdeg320305 oogticos
238326588

STRATEGY FIRSTINSTITUTE ogS Institute
of Commercial Management (ICM, UK)
© 603206000 pg&iaFq Eiagd8Go§
3¢ &88ep ICM Single Subject Diploma
2080n§i{gbclaopd

coBonfiomcog (g)codERBEeS
[§60laopSn ICM exee:goCaeepabelqed(:

e378[gEdon Institute of Commercial
Management (UK)pcosza6600 Single
Subject Diploma gp:q§clepdn ICM
o6esgqpiod[gSen§Eeq British Council
¢ Bodaosogniclepd

Human Resources Management
omomgqbogdaotlomprepdedCiodypien -

Course Contents: Individual
Differences | Perceptions | Motivation
| Behavioral Theories | Groups and
Group Dynamics | Recruitment &
Selection | Interviewing | Selection
Testing | On-Job Vs Off-Job Training |
InductionProgrammes|JobDescription
& Specification | Person Specification

| JobRotation,Enlargement, Enrichment
and Evaluation | Role of Personnel
Department | Career Development |
Welfare | Participating in Decision-
Making | The Role of the Trade Union
| Strikes, Cause, Effect & Avoidance
3580005

Lecturer - Dr. Daw Ohnmar Myint,
Ph.D (HRM, Delhi), M. Com, B. Com
(Hons) (YIE)

Every Sunday - 6:00 to 8:30 pm |
Starting Date - 20 November 2016 |
Program Fees — 420,000 kyats + 105
USD for exam & reg
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qAlopbi) gaEsocdbenspbypiodsacdigogn:
089530048 vobemp63: jgoooay 6B
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ICM Single Subject Diploma in
BusinessManagement&Administration
§08omon§igqpiacnnd enqtieoiagls
895%%86@"

BB8EBsgmieqErdeSigp: codaBE
e509qpuoBuS8Esgeqroontonpbecmnt
§$80des0pgps MBAooEm§sqpionnde$

[g€e0esopgpadigrieqddagloonmnad
8o50onsoggpimacyad Institute of
Commercial Management (ICM, UK)@
§i{gEeo0n Single Subject Diploma
208an§gbolapdn

oBonfiemeoed (g) codEpfEEers
[§8 0005 ICM eneesgoleqpodelyad(Be
eag[gEdon Institute of Commercial
Management(UK):T)Gosst.vSeoa)Single
Subject Diploma gp:q§dlepdn ICM
oGo:gqpiodgsen§Eed British Council
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Business Management and
Administration o3& co€ogpzepdeslt:
oBqpign -

The Organisational Background
to Business Administration | The
Management Framework to Business
Administration | Characteristic Features
of Organisations | The Structure of
BusinessEnterprises|Functionswithin
Organisations - The Production
Function | The Purchasing Function,
TheResearch &DevelopmentFunction,
The Marketing Function, Personnel
Department | The Administrative

Administrative Officer
goEomconé géapbopiBusiness
Management & Administration oo$:§
20bgp2-

Session — 5 (006005 &) (p colop
[oeSgodoosS)

Lecturer—Daw Khin Nwe Ohn,M.Com,
B. Com (Hons, YIE)

Schedule-Every Saturday and Sunday
-6:00to 8:30 pm

Starting Date - 5 November 2016
Program Fees — 420,000 kyats + 105
USD for exam & reg (Panchan Tower
og€anabeapodedegdi)

Session-6 (006005 006§§)

Lecturer -Daw Aye Aye Win, M.A (Int'l
Business Studies, Sophia University)
(Japan), M. Com, B. Com (Hons, YIE),
Diploma in English

Schedule - Every Tuesday - 6:00 pm to
8:30pm |Starting Date—15November
2016 | Program Fees — 420,000 kyats
+ 105 USDforexam &reg (Pyay Campus

og€anabeapodedegdi)
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UNIVERSITY

LAUREATE
INTERNATIONAL

‘ LINIVERSITIES

collogprepdomnomedyp:

Managing Organization

Measuring Business Performance
Marketing

Managing Operations

Managing Corporate Finance
Data Driven Decision Making
Strategy for Business Success
International Business Management
2. Managing Innovation and Change

e e T e B S o B

10. Human Resources Management
11. Logistics and Supply Chain Mgt
12. Entrepreneurship

* Independent Study
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Excel Data Entry Techniques - Part (2) A Ll

Global Link Technology

Article 2.1 - Excel o3€ Data Entry coSepen saaddg)
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Option o3¢ Option 0x6qE:80% 08:08[3p58E HoncS 7 1 10
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Manage ment Assistant
Key Responsibilities
+ Coordinating and preparing the meeting to match
the Managing Director’s agenda.
+ Interface of MD with government officials/ institutions.
+ Handling correspondence, keeping outcome correspondence
* Processing translation task from and to English
+ Facilitating agenda, meeting, coordinating
the meeting and attending
+ Managing all calendars weekly (xIs) and
ensure its distribution
+ Support general administration to Management Team,
Liaising with vendors for office supplies co m m e n ts We I co m e
+ Visa, organizing travel & accommodation
arrangements with travel agency
+ Handling the business phone call, receiving/

F.

:Jiﬁ'l:ﬁ'tﬁcﬂnﬁqﬁ:ﬂa;: Eblanial Al Uﬁiﬂ;ﬁé: 3¢ :Jjﬂ';lﬁ: ;'ﬂnﬁ:ﬂgzngucﬁ:

Staarect Fmsiq-oo;p&m?ﬁw{ﬁl) acypocdogh: :

communicating message to related team STRATEGY FIRST INSTITUTE ¢ eoqp&ooosu chp&o]?qps
Competency Requirements Fe0oe|goqPieacgnd soep Sieaanqdet (Principal) o3
« University graduate, fluent in English 0%(75%(7390(7308030%8@?%86]%(?$°§(5]03§§0)Of°) email
+ 3 years experiences as Secretary to Director
. Pr:ﬂclent I:l Access/ Excel/ 'Iul'."u:urlzl"Ir q_l’)so%(\)é: GS’Q’JOSOQSGGSBOOO:(S]ODéII

Interested and qualified candidates are encouraged to send

resumes to yuwah.mon@frieslandcampina.com or MICT park, (09) 250 7 1 7 1 66~ 68
Building 18, Level 6, Hlaing Township, Yangon,
Myanmar.01-2305374/5 Ext. 122 aungchitkhin@mystrategyfirst.com
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Own Business Management Level -2 03$:3000¢¢0pd

ul TEf/idefem twufcertificate in Own Business
Management | Level 2: Manage your business (63 hours) - (OBM2
Batch 17) wefcopERibnv (16) dudeMvifapiw , f
ul 7ebEnaé; videftFm twub@epdiknaon
Certificatein Own Business Management O 1fveftwupwipnéif
ay,oiftyEEyD
Certificate in Own Business Management Level 2: Manage your
business (63 hours)
(Practical Approach to Managing Small and Medium-Sized
Businesses)
oifunay;rnionon&yéciifpofm; -
1.50ft Skills for Business Owners - pn;a&; vid efRn twuf
viybonprignfm;prof. Dr. Aung Tun Thet, Ph.D (Manchester),
Former President’s Economic Advisor
2. Managing Human Resources - VM fEm €&ifjrppeedcif
Dr. Daw Ohnmar Myint, Ph.D (HRM, Delhi), M. Com, B. Com (Hons,
YIE)
3.Managing Finance - b@ma&;q&mpﬂ:ﬁeﬁfciﬁ Daw Htay Htay
Myint, M. Com, B. Com (Hons, YIE)
4.Managing the Markets -ap;UUPEREHCIT U Aung Chit Khin,
MBA (Nottingham), PG Dip M, Dip M (CIM, UK) (Founder/ Principal
(Strategy First Institute)
5.Principles of Management - pm&ﬂoabmw&m;rsm;? Daw Aye
Aye Win, M.A (Int’l Business Studies, Sophia), M. Com, B. Com
(Hons, YIE), Diploma in English
6.Managing Manufacturing & Operation -fo\/kaEﬂe&qmif
rivid efpOfm; pEBeHCIf) Daw Aye Aye Win, M.A (Int'l Business

N
Studies, Sophia), M. Com, B. Com (Hons, YIE),Diploma in English
bnon&yf(6)ckib/idefe&m twufckatnioifunay,yirnf
Class Schedule - Wed, Thu, Fri (9:00 am to 12:00 pm) and Sat (9:00 am to 4:00 pm) |
16 Nov to 14 Dec 2016 | Olfvefalu; -375,000 usyf
OBM Workshop Series WIf
Level 1: Start Videfoppwifgif
Level 2: Manage VU&S i efuERtHCI f
Level 3: Grow VUkEid efuvidsalgnifufif
oifvefomticnotfumay;yionfvutsi rontwefrbvid eligHon videf
egmtwufzphionf
Level 2WUBRSMUT/PU OBM Level 3-Grow YourBusiness U | uﬁ/uﬂVuﬁ&muEqu Nnf
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Own Business Management Level -3 03$:3000¢¢0pd

videfwhiketwung. , knaonvide&n twufvidef
whivuitnipEettrigEnoabnweén rimunaw UvuawU
ayifpybifumnay;rnh

Certificate in Own Business Management | Level 3: Grow your
business (45 hours) - (OBM 3 Batch 2) weftopE@itnv (17)
Gubedrnf

ul FebPnaé; videfFm twub@epiknaon
Certificatein Own Business Management O 1fveftwupwipnéif
ay,oiftyEElyD

Certificate in Own Business Management

Level 3: Grow your business (45 hours)

oifunay;rnionon&yéciifporm -

1. Strategic Thinking & Future orientation
2. Project Management 3
3. Sustainability & CSR '
1. Dr U Sein Min, Academic Director, Strategy First Institute,

4. Strategic Brand Concepts & Growth Through Brands
5. Creative Thinking + Blue Ocean Strategies & Innovation PhD (Passau, Germany), M. Com, B. Com (YIE)

6. E-commerce 2. Dr. Daw Ohnmar Myint, Ph.D (HRM, Delhi),

M. Com, B. Com, (Hons)(YIE)

3. Capt. U Aung Khin Myint, Chairman,

Myanmar International Freight Forwarders Association

4. Daw Aye Aye Win, M.A (Int'l Business Studies) (Sophia),

M. Com, B. Com (Hons) (YIE), Dip in English

5. U Aung Chit Khin , Principal/Founder, MBA (Nottingham) PG Dip M, Dip M (CIM, UK)
bnondyfen v ldiBid e & twufcktnio ifunay,yrnf
oifvefumvr@&ns[s) unribnizpbnf

Schedule - Thu, Fri, Sat (9:00 am to 12:00 pm) | 17 Nov to 17 Dec 2016

oifvefau; - 395000 usyf

7. Supply Chain Efficiency

8. Competitive advantage - marketing models
9. Marketing Research & Information System
10. Competitive advantage - marketing models
11. Strategic Business Plan

12. Business Model Canvass

13. Organizational Development
oifunyyorniyémgénrrmrés-

1.Prof. Dr. Aung Tun Thet, Ph.D (Manchester),
Former President’s Economic Advisor
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What makes us feel good about our work?
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brought to you in Myanmar by

) STRATEGY FIRST INSTITUTE

EDINBURGH

BUSINESS SCHOOL
HERIOT-WATT UNIVERSITY

StrateGy FirsT INsTITUTE is an approved partner of |
Edinburgh Business School '

Guardian University League
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soBonfelogpiys MBA( : yots Heriot-Watt University is one of the UK's leading universities
Gamcy UKy sawsgobeso: of s frapeoophendl UK Heriot-Watt Uni- for business and industry with a reputation for innovative

education, enterprise and leading edge & applied research.

It has recently been ranked 18 in the UK Guardian University

League Table 2016 and 318th in the world according to

QS World's University Ranking 2015/6.
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Application Deadline for Batch (2) - 30" November 2016 Instaliment plan GogpoBooniaf GaachetiadS- 15 Nov 2016

#8, Ground Floor, Panchan Tower, Myaynigone, Sanchaung Tsp.

Pease Note: Stratagy First does not render ks services 1o 10baces, akohol and ML enterprises and thek employes Apply Now - (09) 450177770, 09 250 717168
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YOUR ULTIMATE GUIDE TO ENTREPRENEURSHIP, MARKETING & EXECUTIVE LIFESTYLE
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