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O Working with the Government at Policy Level
O Managing Crisis
O Leadership Expression in Public Communications
O NGO Branding and Stakeholders' Impression
O Strategic Public Relations
O Networking Luncheons

NERBE(REREIF)

ESBAL BEEFHUERT F AL (EMARTIREN
MEEEE AREALBHEMARATEEE  BEABL EEACEFBRES
BRIHRE BEARERRRREBHEE BREALE REFELENTEF
B BELE EEEEREHE EFRET ETRADCENARATEEREE
% omiL ETAESGEERMEEBATAE  BABAE UEEHERANER

BEKELE RIEREE BICLELT BFAABHEIERMETRBREHE



Module 3 — Organisational Health and Growth

O Improving Organisation Health
O Technology and Innovation
O Leading and Managing Change
O People Development
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Certificate in People Management for Team Leaders and

Supervisors in NGOs
HERBEHBBASTEEZERE EHEBIEREIIEAR)

/I-\pproved for
Subsidy under
NGO Capacity
Development

(Fund

y
—

June - August 2017

Objectives Characteristics

Success in building teams is a significant function of employee
motivation and performance management in today’s social service
sector. Getting the right persons on board and managing for
team effectiveness can facilitate good performances and eliminate
complicated challenges. This certificate programme is designed for
team leaders and supervisors who are in need of mindset and skill
sets required in leading teams confidently and effectively.

e To enhance and equip the necessary HR knowledge
required for effective day-to-day people management in the
organisation

e To strengthen the skills required in practising people
management and handling related issues

e Responding to common and pressing people management issues
of NGOs in the social service sector

e Assisting team leaders and supervisors in performing their HR role at ease

o (Cross-sectoral HR specialists are invited to be trainers

Target Participants

e This certificate programme is designed for team leaders and
supervisors without formal HR training but are required to
perform certain HR functions

¢ Individual sessions are suitable for centre supervisors, new
managers or high-potentials who may soon be promoted to
team leaders or supervisors

Course Details

Course code: 17A-C01 to 17A-C09
Date: 20, 28 June, 14, 19, 26 July, 9 & 16 August 2017
Time: Session 1: 1400 — 1800 (4 hours) Sessions 2 & 5: 0930 — 1230 (3 hours)
: Sessions 3 & 6: 1400 — 1700 (3 hours) Sessions 4, 7, 8 & 9: 0930 — 1700 (6 hours)
Venue: Duke of Windsor Social Service Building, 15 Hennessy Road, Wanchai, Hong Kong
D . 31 hours (On top of 22 hours from core courses, participants are required to take an
uration: . - .
additional 9 hours of training from elective courses)
Class Size: 30
Medium: Cantonese (supplemented with English)
Fees: Session Session Sessions 4,7,8&9 | Sessions3,5 &6 Full Certificate
’ 1 2 (each session) (each session) (plus $250 if Session 2 is elected)
Early bi ice for HK Al
arly bird price for HKCSS Agency $610 $720 $920 $460 $4.280
Member Staff
HKCSS Agency Member Staff $670 $790 $1,010 $505 $4,690
Non-HKCSS Agency Member Staff $730 $840 $1,090 $545 $5,630

*Early Bird Deadline - Full Certificate: 30 May 2017  Individual session: Three weeks before the session commences

Course Committee (in alphabetical order by surnames) Certificates

Ms Sharon Cheng S5 &+
Managing Director and Head of Human Resources, Hong Kong &
China, Human Resources

e “Certificate in People Management for Team Leaders
and Supervisors in NGOs” will be issued by the HKCSS
. Institute to participants who can complete the full certificate
DBS Bank (H K L . ) . .
S Bank (Hong Kong) Limited programme, including Sessions 1, 4, 7 & 9 with at least 80%
Dr Fung Cheung Tim IS #RE L attendance.
Director e Attendance certificates for individual sessions will be
Richmond Fellowship of Hong Kong issued to participants who can meet the 80% attendance
Mr KT Lai, F.I.H.R.M. (HK), M.HKloD 2R E4 requirement.
Independent Human Resources Consultant e $250 of course fee will be added if Session 2 is elected.

Mr Weymond Lam, F.I.H.R.M.(HK) M T E &£
Retired Human Resources Management Practitioner

Ms Sally Pang &#¥ &+
Programme Director, Christian Family Service Centre
40

Enquiries

HKCSS Institute: 2876 2470
Website: www.hkcss.org.hk/institute



Course Structure

Session 1
(Core)

Managing People in Human Services

Course Code:17A-CO1

¢ Introduction to the current people management issues in social service sector in Hong Kong
¢ Roles and basic skills of a people manager
e Application of social work values in a manager-subordinates relationship

Session 2
(Elective)

DISC Workplace Behavioral and Personality
Analysis (P.47)

Date: 20 June 2017 (Tuesday)
Time: 1400 - 1800 (4 hours)
Trainer: Mr Weymond Lam

Course Code:17A-C02

¢ |dentification of individual personality, strengths and areas of development through DISC

assessment and report

e Understanding the characteristics and attributes of different DISC personality styles

e Tips on working with different DISC personality styles
Remarks: DISC Personality System Analysis is included, which will be conducted before the workshop.

Session 3
(Elective)

(P.47)

DISC Workplace Application for Team Building

Date: 28 June 2017 (Wednesday)
Time: 0930 - 1230 (3 hours)

Trainer: Dr Joseph Wong

Course Code:17A-C03

e Communication with different DISC personality styles
e Building teamwork with different DISC personality styles
e Coaching and leading different DISC personality styles

Session 4
(Core)

Leadership Effectiveness with Innovation and
Principles

Date: 28 June 2017 (Wednesday)
Time: 1400 - 1700 (3 hours)

Trainer: Dr Joseph Wong

Course Code: 17A-C04

¢ Introduce some models of effective leadership with contemporary principles of innovation
¢ Advance personal and team effectiveness by practicing a principle-based approach

¢ Understand the various stages of team development and guide the team as a leader

¢ Build credibility with co-workers at all levels through leading by personal example

Session 5
(Elective)

(P.52)

Essentials in Selecting and Hiring Right People

Date: 14 July 2017 (Friday)
Time: 0930-1700 (6 hours)

Trainer: Mr Charles Ho

Course Code: 17A-C05

¢ Understand competencies required for different positions

e Develop competency-based questions for the interview process

e Select the right candidate and align personal and organisational value in the interview process
e Consider candidate’s career aspiration and career drive when selecting

Session 6
(Elective)

Interviewing Skills for Hiring (P.53)

Date: 19 July 2017 (Wednesday)
Time: 0930-1230 (3 hours)
Trainer: Mr Hillman Chung
Guest Speaker: Ms Lois Lam

Course Code: 17A-C06

¢ The mindset, skill set and toolset of an effective interviewer
e The 3 stages (Prepare, Conduct and Close)

e Develop consistent selection criteria

e Essentials skills for conducting an effective interview

Session 7
(Core)

Performance Management in Practice

Date: 19 July 2017 (Wednesday)
Time: 1400-1700 (3 hours)

Trainer: Mr Hillman Chung

Course Code: 17A-C07

competencies requirement

Session 8
(Elective)

Effective performance management practices
Clarifying what performance is expected with key performance indicators and

Conducting a motivating performance appraisal
Dealing with common appraising performance problems

Employee Engagement Skills (P.48)

Date: 26 July 2017 (Wednesday)
Time: 0930-1700 (6 hours)

Trainer: Mr Hillman Chung

Course Code: 17A-C08

¢ How to assess and boost team morale
e Effective recognition for motivation

* The key elements of engaging
communication

Session 9
(Core)

¢ Turn unhealthy conflicts to healthy problem solving
¢ Coaching for engagement
¢ The habits of people-oriented, engaging managers

Legal Awareness - Ethical Practice in People
Management

Date: 9 August 2017 (Wednesday)
Time: 0930-1700 (6 hours)

Trainer: Mr Anthony Wong

Course Code: 17A-C09

¢ Overview of employment related legislations

i. Employment Ordinance

ii. Equal Opportunity Ordinances: discrimination, harassment and bullying
iii. Personal Data (Privacy) Ordinance: managing employee’s personal data
e Ethical issues relating to employee well-being, conflicts of interest, transparency and

accountability

Date: 16 August 2017 (Wednesday)
Time: 0930-1700 (6 hours)

Trainer: Mr KT Lai
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Trainers

Session 1

Mr Weymond Lam, F.I.H.R.M.(HK)
MR EE

Retired Human Resources Management
Practitioner

Mr Lam was a seasoned human resources
management practitioner for over 30 years before his
retirement in 2014. His extensive human resources
management experience encompasses different industries
including construction, real estate, telecommunication,
trading and finance, and different cultural background. Mr
Lam has been conducting management related training
courses and as voluntary committee member for various
NGOs since the early 90s. He is a fellow member of the Hong
Kong Institute of Human Resource Management in which
he served at various time as the Vice President, Member
of the Executive Council, co-Chairman of the Professional
Standards Committee and member of various committees. At
present, he is a Honorary Assistant Professor teaching people
management course at the Department of Social Work and
Social Administration of the University of Hong Kong.

Charles is responsible for steering different

<<
= ‘
T&D initiatives in business hubs in order to

facilitate cross-fertilization and build up staff competencies
to accelerate the growth of MTR operations in Mainland and
overseas.

Session 4
Mr Charles Ho fAIBRFk St 4

Global Training Manager
MTR Corporation Limited

Prior to joining MTR, Charles held management positions in
both corporate and HR consultancy companies. He graduated
from HKU with an engineering degree, and acquired MBA
in HKUST. Besides, Charles was awarded British Chevening
Scholarship to study in London Business School and
Cambridge University. He is also the certified trainer of "7
Habits” and “NLP”, and was awarded the “Distinguished
Trainer” by HKMA and “Top 5 Emerging Training Leader” by
US Training Magazine.

Session 8
Mr Anthony Wong &/ %4

Managing Consultant
SIMCO Solutions

Mr Wong has close to 20 years of HR
leadership and training experience in Hong
Kong and across Asia. He has been the Department Head
of HR in reputable local and multinational companies from
different industries like Hutchison Whampoa (conglomerate),
Johnson Electric (engineering & manufacturing), Sony
(consumer products), Avery Dennison (manufacturing) and
Nestle (consumer products, retail, manufacturing and supply
chain). He is also an instructor at HKU SPACE, HKUST, CUHK,
PolyU and HKIHRM.

Mr Wong holds a BBA degree in marketing and a master
degree in transport. He is a fellow member of HKIHRM, and a
DDI and FranklinCovey licensed trainer.

Sessions 2 & 3

Dr Joseph Wong ZEHE L
Principal Consultant

Pro-Key Learning Services Ltd.

Dr Joseph Wong is a management training
expert and seasoned management
practitioner with more than twenty years’ experience in
people development and service management. He has held
management positions in education services, support services,
quality management and business development in global IT
company, and holds a Doctor of Education degree in lifelong
education from the University of Nottingham. Joseph has
delivered hundreds of trainings to NGOs and commercial
organisations in the areas of project management, team
leadership, innovation and strategic planning. He is renowned
for his interactive approach and the ability of integrating
management best practices and making them simple and easy
to apply. Joseph is a Project Management Professional (PMP)
and ITIL Expert, and is certified in DISC and MBTI.

Sessions 5, 6 & 7
Mr Hillman Chung $E$TX %4

TRy Principal Consultant

Aosah Human Focus Consulting
&

A - k| Mr Chung has almost 30 years of working

- experience in Human Resources and
Consulting field. He has assumed human resources leadership
in different business natures such as hotel, food and beverage
operations, estate management, transportation services and
resort establishment. Hillman holds a master degree in Human
Resources Management from the University of Surrey. He
has been a licensed trainer of a series of programs under an
American consulting firm and accredited practitioner of the
Myers-Briggs Type Indicator (MBTI) ® Step | & II, a certified
administrator of DISC Behavioral Assessment and a certified
coach of Marshall Goldsmith Stakeholder Centered Coaching.

Session 9
Mr KT Lai, F.I.H.R.M. (HK), M.HKloD
HERELE

Independent Human Resources Consultant

With over 40 years of service in the people
management profession, Mr Lai is
experienced in HR management strategy,
reward management, performance management, employee
engagement and succession planning. Prior to his current role,
he was the Group HR Manager of CLP Holdings, Ltd., the
parent company of China Light & Power Group, managing
the Group's remuneration policies and practices, as well as its
HR Information System. He is also a regular speaker and guest
lecturer at local universities and professional bodies.
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® Developing Team Creativity in Problem Solving

LA 21 3= 1 B R R 2

Introduction

The environment is changing so rapidly that conventional wisdom may not be
sufficient in dealing with it. Managers have to lead their teams to go outside
the box to find relevant solutions for the problems they encounter.

Objectives

e To equip participants how to improve their team problem solving skills
through enhancing their creativity

¢ To develop the ability of using some creative problem solving tools

Course Details

Course Code T 17A-14

Dates : 29 June 2017 (Thursday)

Time : 0930 - 1700 (6 hours)

Venue : Duke of Windsor Social Service Building,

15 Hennessy Road, Wanchai, Hong Kong
Target Participants: : NGO Supervisory Staff & Team Leaders
Class Size 130
Language : Cantonese (supplemented with English)
Fee : $1,090

Fees for HKCSS : $1,010 (Enrolment received on/before 8 June
Agency Member Staff ~ 2017: $920)

Enquiries : 2876 2470 or institute@hkcss.org.hk

WE HiﬁjJEH’Jnn =

What Make Stories the Most Powerful Language?
My

BREE - ARE [ RARAUIT— 1 SiBA R FHENME -

A%HbEﬁJU%”WcE—L%E’JE‘F‘ﬁ Eiﬁij’JZSE REALERHER
AR BIEEHERE - AIRTH  RSRX - REEE - BREENUG
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M REAE MERLANEY > TRABSEY  FEEM - E

BIREER -
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Contents

e Problems that require creativity

e How to enhance team creativity

e Creative problem solving techniques
e Exercises to skills drilling

Trainer

Management Consultant
Wisharp Consulting Limited

Dr Wan is currently a management consultant
with over 20 years of management experience
in academic, public and commercial sectors.
He is keen on HR development strategies,
business model, strategic mindset, talent management and leadership
development. He has worked for The Chinese University of Hong
Kong, in the roles of Director of Industry Liaison in the School
of Hotel and Tourism Management and Associate Professor in
Management, teaching strategic management and HRM courses at
both undergraduate and MBA levels. Besides university teaching, Dr
Wan has been an executive in an international theme park in Hong
Kong and a superintendent (training specialist) in the Hong Kong Police
College. Dr Wan is a Certified Management Consultant and a Fellow
member in the Hong Kong Institute of Human Resource Management.

FHRALE

ERBEETEE BFAREEIRER
f‘“ﬁﬁ%ﬁ’éﬁﬁ ITH ORFEITAHN
EhEMAIEIRE BT
Iﬂﬁfﬁu&f@m&u EEREER B
BE - wELE RFEDI00 23K
WEBEETHFER)R(ARE
SOEE - EEE BT AZEMBA “Public Speaking &
Communications " :R 245 BB 350 -
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® Situational Leadership® Il - Public Workshop for NGOs
NGOEHEBE HZ T

Introduction
Imagine leveraging the proven theory and research that has made Situational Leadership® Il (SLII®) the world's most widely taught and used leadership model,
and pairing that with a game changing new training design that immerses learners in the concepts of SLII quickly, deeply, and more effectively than ever.
That's the beauty of the newly redesigned Public Workshop process—a fast tracked and engaging way to immerse yourself in The SLIl Experience™. This new
learning design reflects Blanchard®s continued research, leverages client and trainer feedback, and incorporates the best thinking available in the learning
development field.

Target Participants
NGO practitioners in leadership roles, including executives and managers at all levels in NGOs who want to master the concepts of SLII for better people
management and development.

The SLII Experience is a four-phase (LAUNCH, LEARN, PRACTICE, and MASTER) learning process that helps managers become Situational Leaders

Objectives

e Learn a new language of leadership

e Increase the quality and quantity of conversations

e Develop others’ self-reliance

e Help others do above-average work and give discretionary effort

e Use new tools to develop solutions to your leadership challenges

e Learn how to share SLII with the people you work with and/or lead

Course Details

Course Code 1 17A-16
Dates : Day 1 — 23 August 2017 (Wednesday)
Day 2 - 24 August 2017 (Thursday)
Time : Day 1 -0930 - 1800 (7 hours)
Day 2 — 0930 - 1700 (6 hours)
Venue : Duke of Windsor Social Service Building,
15 Hennessy Road, Wanchai, Hong Kong
Class Size 130
Language : Cantonese (supplemented with English)
Fee : $6,000
Fees for HKCSS 1 $5,350 (Enrolment received on/before
Agency Member Staff 2 August 2017: $4,850)
Enquiries 1 2876 2470 or institute@hkcss.org.hk
Agenda

Day One (9:30am - 6:00pm, 7 hours)

e Learn SLII
o Skill #1 of a situational leader —Goal Setting
o Skill #2 of a situational leader —Diagnosing
o Skill #3 of a situational leader —Matching Leadership Behaviors

Day Two (9:30am - 5:00pm, 6 hours)

e Practice SLII
e Build and deliver Leadership Style Conversations
e Build and deliver Alignment and One on One Conversations
e Practice Diagnosing and Matching Appropriate Leadership Styles
e Analyze a video case study
e Review how to master SLII by using the SLII Challenge

44
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Trainer

Mr Calvin Lim #R$EX %4

Consulting Associate
The Ken Blanchard® Companies

Calvin Lim, a Consulting Associate for The Ken Blanchard Companies, brings an international perspective to his clients. Based in Hong
Kong, Calvin has more than 25 years of global leadership, consulting, and training experience. He has a wide base of knowledge about
many industries, including hospitality, manufacturing, human resources, biotechnologies, IT, electronics, health care, pharmaceuticals,
telecommunications, education, software, transportation, banking and financial, and professional services. Calvin's expertise includes
leadership development, key account management, sales activity management, sales and service skills development, and mindset development. His clients benefit
from the management and consulting skills he gained prior to his role as a trainer. Calvin received his bachelor of economics degree in business administration
from University of Malaya. He is a certified administrator for MBTIR assessments and an advanced Certified Behavioral Analyst for DISC.

Guest Speaker & Facilitator

Ms Lois Lam #FI&E =z +

Head, HKCSS Institute
The Hong Kong Council of Social Service

Ms Lam has over 10 years' experience serving in the social service sector. She specializes in NGO’s capacity building and cross-sectoral
collaboration. She assisted the Council to establish the HKCSS Institute in 2007 with an aim to enhance management quality of the sector.
Ms Lam has provided management consultancy on organisation review and talent development for a number of organisations She is also
the project-in-charge of salary survey and competency modeling on leadership. She is a certified DISC behavioral consultant of the Institute
for Motivational Living and certified practitioner of Workplace Big Five Profile of the Center for Applied Cognitive Studies (CentACS), USA. She holds an EMBA
(HKUST), MSc in Social and Public Communication (LSE) and another MSc in Business Economics (HKCU), a GDip in Management Consulting (HKU), and a BA in
Business Administration (HKBU).

More than just a training course, the redesigned learning experience allows you to access:

Access to Blanchard Exchange (BX) — BX is an online portal that guides and enriches the Blanchard learning experience. Using our best-practice
delivery methods and time-tested product designs, it offers an easy and convenient way to receive products electronically. Now, all prework, assignments,
downloads, and participant support is housed in one convenient location.

Engaging and Reimagined Videos — 23 new, emotionally compelling videos leveraging Hollywood talent, help illustrate the concepts of SLII. They
draw learners into characters’ challenges, helping them see how to link content into practice and provide them a clear sense of the painful ramifications
of not using SLIl methods.

KeTr“iCB(I)anchard®

MPANIES
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| Professional Image and Business Etiquette for Stakeholder Engagement

NGOTTBAEBMNERXRTLENEHEE

Introduction

Positive visual appearance and appropriate business etiquette can make
impact. Cross-boundary interactions in the NGO sector are getting more
common. Nowadays, many senior executives of social service agencies need
to reach out to a variety of stakeholders, ranging from government officials,
donors, corporate sponsors, volunteers and even care-givers of service
recipients. A great professional image not only gives you more confidence,
but also helps you present yourself more competently and promotes your
effectiveness and credibility with your stakeholders.

Objectives

e To enhance credibility by polishing professional image and understand its
impact on their professional success

¢ To acquire the world-class etiquette intelligence tactics

¢ To understand how to create positive personal brand

Contents

e Dress for Success — learn the impact of visual appearance, effect of colour
psychology, importance of applying different types of dress codes in
attending different business occasions

e The Protocol School of Washington® approach for building positive and
successful business relationships include professional handshaking, eye-
signals, name cards exchange, making introductions, and small talks tactics

e Executive Presence — learn the key elements to build your professional
wardrobe, leverage professional appearance and business etiquette skills to
an executive polish

Benefits

e Understand how to leave positive impression to others and manage their
perception by utilising non-verbal communication tactics

e Learn how to present yourself in your best colour and outfits for enhancing
the professional convincing executive image

e Acquire the polish of a world-class business etiquette Intelligence by The
Protocol School of Washington® approach

Course Details

Course Code 1 17A-15
Dates 5 July 2017 (Wednesday)
Time 1 1430 - 1730 (3 hours)

Venue

Target Participants:

: Duke of Windsor Social Service Building,

15 Hennessy Road, Wanchai, Hong Kong

: NGO Managerial & Supervisory Staff (both male

and female)
Class Size 130
Language : Cantonese (supplemented with English)
Fee 1 $545

Fees for HKCSS
Agency Member Staff

Enquiries

: $505 (Enrolment received on/before 14 June

2017: $460)

: 2876 2470 or institute@hkcss.org.hk

Trainer
Ms Lydia Wan jBfEE &+
Professional Image
Corporate Etiquette
) EQ & Positive Psychology Coach
N Lydia Wan is a professional image consultant and
- > coach. Lydia has years of experience with the

roles in prestige client relationship management,
talent development and coaching. She has provided prestige services
for high-value customers; training and coaching services in align
with corporate image of different organisations. Lydia was the board
member of International Coach Federation (ICF) Charter Chapter
HK. She appeared as radio guest on different radio broadcasting
programmes. Lydia was also the guest at the CUHK EMBA “New
Thinking in Management”. With her profession as a professional image
consultant and qualified EQ positive psychology coach, she inspires and
empowers her clients with an inside-out approach to appreciate their
unique talents and transform into a confident charismatic professional.

Lydia holds a Master of Arts in Coaching, Training and Development
from Middlesex University, London. Lydia received a certificate on
personal styling from London College of Fashion. Lydia is a certified
consultant in Corporate Etiquette and International Protocol from The
Protocol School of Washington DC.
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® DISC Workplace Behavioral and Personality Analysis
DISC TAF4TREE K HE4& 2 47

Objectives

e To learn about DISC personality styles, gain self-awareness and awareness
of other personalities for better communication and teamwork

Contents

e I|dentification of individual personality, strengths and areas of development
through DISC assessment and report
e Understanding the characteristics and attributes of different DISC

personality styles

e Tips on working with different DISC personality styles

Course Details

Course Code
Dates

Time

Venue

Target Participants:
Class Size
Language

Fee

Fees for HKCSS
Agency Member Staff

Enquiries

1 17A-C02

1 28 June 2017 (Wednesday)

1 0930 - 1230 (3 hours)

: Duke of Windsor Social Service Building,

15 Hennessy Road, Wanchai, Hong Kong

: NGO Managerial Staff

1 30

: Cantonese (supplemented with English)

: $840

: $790 (Enrolment received on/before 7 June

2017: $720)

1 2876 2470 or institute@hkcss.org.hk

Remarks
DISC Personality System Analysis is included, which will be
conducted before the workshop.

Trainer

Dr Joseph Wong EHEHE L
(see P42)

DISC Workplace Application for Team Building

DISCI 1y

Objectives

RESZRERNER

e To apply DISC knowledge to improve communication, build trust, resolve
conflict and enhance leadership

Contents

e Communication with different DISC personality styles
e Building teamwork with different DISC personality styles
e Coaching and leading different DISC personality styles

Course Details
Course Code

Dates

Time

Venue

Target Participants:
Class Size
Language

Fee

Fees for HKCSS
Agency Member Staff

Enquiries

1 17A-C03

: 28 June 2017 (Wednesday)

1 1400 - 1700 (3 hours)

: Duke of Windsor Social Service Building,

15 Hennessy Road, Wanchai, Hong Kong

: NGO Managerial Staff

: 30

: Cantonese (supplemented with English)

1 $545

1 $505 (Enrolment received on/before 7 Jun

2017: $460)

1 2876 2470 or institute@hkcss.org.hk

Remarks

Participants must have completed DISC self-profiling before
taking this course.

Trainer
Dr Joseph Wong EEHKiE+

(see P42)
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Service Challenge - How to Handle Complaints (Basic & Advanced)
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Employee Engagement Skills

RAETI @B

Objectives :

* To understand team morale and motivation EL‘;‘;ti'(‘)’ﬁ ina

¢ To develop an engaging communication style Certificate

¢ To engage through constructive conflict management Programme

e To understand the relationship between coaching and E’%%%ﬁiﬁﬂ%
engagement £ 7T (p.40)

Contents

e How to assess and boost team morale

e Effective recognition for motivation

¢ The key elements of engaging communication

e Turn unhealthy conflicts to healthy problem solving

e Coaching for engagement

e The habits of people-oriented, engaging managers

Trainer

Mr Anthony Wong ZE /%4
(see P42)

B
RERHT BB (17A-02)
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=t : 30 (BERE)
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Course Details

Course Code 1 17A-C08

Dates : 9 August 2017 (Wednesday)

Time 1 0930 - 1700 (6 hours)

Venue : Duke of Windsor Social Service
Building, 15 Hennessy Road, Wanchai,
Hong Kong

Target Participants: ~ : NGO Team Supervisors and Leaders

Class Size 1 30

Language : Cantonese (supplemented with
English)

Fee 1 $1,090

Fees for HKCSS : $1,010 (Enrolment received before 19

Agency Member Staff  July 2017: $920)

Enquiries : 2876 2470 or institute@hkcss.org.hk
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Win-win Negotiation Workshop
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Conflict Resolution Using Mediation
AR iR R

Introduction

Since the legislation of mediation in Hong Kong, there are increasing
demands of corporate training in mediation skills. Actually mediation skills
are very useful in daily life, work place, and relations, so that conflicts which
are traditionally handled via civil proceedings can be settled via mediation
peacefully and amicably.

Objectives

To introduce mediation skills, which are selected communication skill sets,
and mediation process, which is a proven efficient and effective way to
approach conflicting situations.

To share mediator approach, attitude and qualities so that participants are
able to adopt the mediator’s mindset whilst resolving conflicts.

Course Details

Course Code

1 17A-01

Dates : 30 June 2017 (Friday)
Time : 1400 - 1800 (4 hours)
Venue : Duke of Windsor Social Service Building,

Target Participants:

15 Hennessy Road, Wanchai, Hong Kong
: NGO Managerial & Supervisory Staff

Class Size : 30

Language . Cantonese (supplemented with English)

Fee 1 $730

Fees for HKCSS : $670 (Enrolment received on/before 9 June
Agency Member Staff ~ 2017: $610)

Enquiries : 2876 2470 or institute@hkcss.org.hk

Contents

e What is mediation, how is it related to modern life style?

e How does mediation help settle conflicts which seem unavoidable in
our daily life, workplace, and relations?

e \What skills are useful in resolving conflicts, disputes, even complaints,
and how?

e Which processes in mediation can be borrowed to manage conflicts,
disputes, and even complaints around us?

e How can mediator’s approach, attitude and qualities bring along harmony
and peace to the apparently turmoil society, workplace, and even life?

Trainer

Ms Annita Mau 8487+

Accredited Mediator, Mediator Trainer & Assessor Founder
ASKMAU Strategic Communication

Ms Annita Mau is a versatile trainer in communication,
mediation and creativity. Before her taking up of training
and consultancy as a second career in 2006, she has
been serving major public organizations, as a member in
senior management team, specialising in corporate communication, government
/ community / media relations and crisis management for nearly three decades.
Integrating her vast corporate experiences, knowledge from continuing life-long
learning, and relentless passion and enthusiasm in empowering herself and others,
Annita has developed a variety of training topics, including creativity in problem
solvin g, resolving conflicting situations with mediation skills, and charismatic
communication, which are well attended and received by senior management
in government departments, public corporations, social welfare sector, and the
commercial field. Annita is a well-recognized mediator and is the Appointed
Mediator by Shenzhen Civil & Commercial Mediation Centre (since 2011) and
Shenzhen Qianhai Cooperative Zone People’s Court (since 2016). Annita is fluent in
Cantonese, English and Putonghua. 49




BHRE

50

g

B I#BEMS% RESULTS / TASKS ORIENTATION

METHEREHEHERRE

Fundamental Financial Management and Accounting Practices
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® Management of Your Competencies through Using WorkPlace Big Five Profile™
FERBZ A BMR DL EEBEED
Introduction
Developed in the USA by the Center for Applied Cognitive Studies (CentACS)
since 1993, the WorkPlace Big Five ProFile 4.0™ is the leading personality
assessment based on the Five Factor Model of Personality which has become

the standard for psychologists. The WorkPlace was specially written in
workplace terminology to be used for business applications, such as:

Team Building

Leadership Development
Performance Coaching

Job Selection and Hiring
Succession Planning

Management / Supervisory Training
Conflict Management

Objectives

To facilitate individuals understand better themselves and others at work
per competency-based assessment through workplace big five profiles.

To recognise the people values that individuals bring to others and the
context because of our unique personality diversity.

To assist individuals in people management and planning strategies for
capitalising on strengths and minimising relatively weaker areas.

Contents

All participants are required to complete an online self-assessment of
WorkPlace Big Five in English prior to taking the class.

An overview on Workplace Big Five profile and its applications.

Brief on the 5 Super-traits and 23 Sub-traits of the WorkPlace with
interactive exercises to learn and self-reflect from the reports generated.
Small group discussion to facilitate the interpretations of the traits (natural
energy/ capacity) in relation to the selected management competencies in
the workplace.

Course Details

Course Code 1 17A-04

Dates 1 12 July 2017 (Wednesday)

Time : 0930 - 1700 (6 hours)

Venue : Duke of Windsor Social Service Building,

Target Participants:

15 Hennessy Road, Wanchai, Hong Kong

1 NGO Supervisory Staff and Team Leaders with
people management responsibilities

Class Size 1 30

Language

: Cantonese (supplemented with English)

Fee 1 $1,600*

Fees for HKCSS
Agency Member Staff

Enquiries

1 $1,450* (Enrolment received on/before 21
June 2017: $1,300%)

1 2876 2470 or institute@hkcss.org.hk

*Remarks: Fees for WorkPlace Big Five assessment and its report are included

Trainer

Ms Fonnie Wong EfEf &+

Executive Coach & Trainer - People
Development & Org Effectiveness

Distinctions Asia (HK) Limited

Fonnie is a seasoned and passionate
Executive Coach and Trainer who has diverse
professional ranges of HRM, HRD, OD and
consultancy experience spanning across Asia Pacific countries. Her
motto of “Be Yourself ~ Be Authentic ~ Be Congruent” processing
with essential communication and collaboration breakthrough has
rooted her passion to propel sustainable people development and
organisational effectiveness with clients.

In her one-on-one and group coaching, she is experienced in
integrating Workplace Big Five profiles and facilitating the clients
in knowing themselves, becoming aware and communicating
congruently. She is a Certified Facilitator on Workplace Big-5
from CentACS, Certified Meta-Coach and Neuro-Semantics &
NLP Trainer from The International Society of Neuro-Semantics®,
Certified Trainer on Enriching Programme from Virginia Satir
Global Network, etc. For workshop facilitation, she is focusing
at people development topics such as Leadership, Relationship
Management, Communication, Mind-Body-Emotion, Employee
Wellness, etc.

Facilitators

Mr Simon Tam E#5 &4

Consultant
DistincTions Asia (HK) Limited

Simon has over 20 years of corporate and
consulting experience. Before starting his
career at Distinctions Asia, Simon worked
for different organisations in the aviation
industry including The Airport Authority and Dragonair. In his
previous employment, he held different positions in customer
service, project management, operations and training. Simon
helps organisations design and formalise career and leadership
development programs. He regularly helps facilitate leadership,
coaching and mentoring sessions. He is a Certified Behavioral
Consultant who is certified in various psychometric assessment
tools including the WorkPlace BigFive profile and DISC.

Ms Lois Lam M FH & 2+
(See P45)
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® Lump Sum Grant Subvention System — An Overview of Basics

and Latest Updates
BERFEHHE — ERHMBENSEER

52

Objective

To provide participants with necessary knowledge required to interpret the
application of Lump Sum Grant Subvention System

Contents

e To cover an overview of Lump Sum Grant Subvention System in SWD's
subvented services (With special reference to Revised Lump Sum Grant

Manual, October 2016)

¢ To study the requirements of SWD'’s Annual Financial Report
e To prepare and manage for SWD's Accounting Inspection

Course Details
Course Code

Dates

Time

Venue

Target Participants:

Class Size
Language
Fee

Fees for HKCSS
Agency Member Staff

Enquiries

1 17A-06

1 16 May 2017 (Tuesday)

: 0930 - 1745 (7 hours)

: Duke of Windsor Social Service Building,

15 Hennessy Road, Wanchai, Hong Kong

: Accounting staff and non-financial professionals

responsible for or involved in the accounting
operations in SWD's subvented organisations

1 30

: Cantonese (supplemented with English)

1 $1,280

: $1,180 (Enrolment received on/before 25 April

2017: $1,070)

: 2876 2470 or institute@hkcss.org.hk

Remarks

e The course is not offered on the basis of first come, first served.

e Screening of applications by the HKCSS Institute and trainer for
eligibility for taking the course may apply.

e Only Annual Financial Report will be discussed in the class.

e For SWD’s other statutory report requirements and compliance,
they shall be covered in “An Overview of Lump Sum Grant
Subvention System (Part Il), which will be introduced in the
following semester.

Trainer

Mr Steve Lam MRERE AL

BSc (Econ), MBA, FCMA, CPA (Aust), FCPA

Deputy Director (Finance & General
Administration)
Hong Kong Society for the Protection of Children

Mr Steve Lam is responsible for the areas
of Agency’s finance, accounting, general
administration and information technology. He has fruitful experiences
in dealing with practical financial issues of social service organisations.
With his experiences in the financial profession of over 25 years and
in the social welfare sector, he is able to provide insights to NGO staff
in topics relating to financial management. Prior to joining HKSPC,
he was the Finance Manager of an NGO and had already possessed
enormous experience in financial and management accounting,
financial management and taxation in the commercial sector. He is also
an experienced instructor in many similar training courses for social
work professionals. Steve is a popular speaker in many NGO seminars
relating to financial management. He currently holds the qualifications
of Certified Public Accountant, Chartered Management Accountant
and Certified Practicing Accountant (Australia).

Essentials in Selecting and Hiring Right People
ATBREREETHEA

Objectives

e To develop consistent selection criteria for selection of the

Elective

Session in a

right candidate
e To establish a systematic approach from selection to
development

Certificate

Programme
& EREEE
Bt (P.40)

Course Details

Course Code 1 17A-C05

Contents

Understand competencies required for different positions
Define the person specification for different jobs

Use of different assessment and psychometric tools
Personality profiling and behaviour

Speaker

Mr Hillman Chung #E£T3 %4
(see P40)

Guest Speaker

Ms Lois Lam #FI & &Z+

(see P45)

Dates 1 19 July 2017 (Wednesday)

Time 1 0930 - 1230 (3 hours)

Venue : Duke of Windsor Social Service
Building, 15 Hennessy Road, Wanchai,
Hong Kong

Size 1 30

Language : Cantonese (supplemented with
English)

Fee . $545

Fees for HKCSS
Agency Member Staff

Enquiries

: $505 (Enrolment received before 28

June 2017: $460)

: 2876 2470 or institute@hkcss.org.hk
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® Unleash Your Brain Power for Stress Management
LA BE | D EF B A

Introduction

Positive psychology can be used in many different ways to increase the well-
being of an individual and one’s interpersonal relationship in the workplace.
With increasing complexity of social problems and pressures from hectic
pace of life, organisational leaders began to acknowledge the importance
of utilsing psychological techniques in supporting staff to cope with various
demands at work. As individual, the knowledge of positive psychology can
also foster personal growth. Positive emotions can be effective in promoting:

Physical and mental health

Work engagement and accomplishment
Positive communication and relationships
Goal setting and meaningful life

Objectives

To understand human behaviour, habits and goal achievement

To help participants to acquire a toolbox of techniques and skills that can be
applied for personal growth and improvement of harmony and productivity
in the workplace

Contents

e How positive psychology differs from positive thinking

e The skills in developing a healthy brain as foundation of holistic health

e The concept of brain power and application in personal transformation

e The process of positive habits formation and changes

e Psychological capacity building through the use of brain-based techniques
e Positive actions in response to changes of the brain

e Resilience in positive psychology to deal with setbacks in personal life and

workplace conflicts

Positive psychology at work: how positive leadership and appreciative
inquiry create Inspiring organisations

Manual and exercises to facilitate learning

® Interviewing Skills for Hiring
FEAABENERARD

Objectives

To equip participants with a correct mindset & skill
set to conduct the interview in an effective and
professional manner

To use consistent selection criteria to select the Best
Fit

To project a positive image of your organisation to all

Elective
Session in a
Certificate

Programme
HREREERE
E T (P.40)

job candidates

To exhibit your organisation’s value during the selection and interview
process

Contents

The mindset, skill set and toolset of an effective interviewer
The 3 stages (Prepare, Conduct and Close)

Develop consistent selection criteria

Essentials skills for conducting an effective interview

Course Details

Course Code C17A-17

Date : 21 and 28 September 2017 (Thursdays)
Time : 0930 - 1700 (12 hours)

Venue : Duke of Windsor Social Service Building,

15 Hennessy Road, Wanchai, Hong Kong
Target Participants: : NGO Managerial & Supervisory Staff
Class Size 130
Language . Cantonese (supplemented with English)
Fee 1 $2,180
Fees for HKCSS : $2,020 (Enrolment received on/before
Agency Member Staff 31 August 2017: $1,840)
Enquiries 1 2876 2470 or institute@hkcss.org.hk

Trainer

Mr Eddie Lo #2254

Clinical Psychologist
HealthPath Psychological Medicine &
Child Emotion Assessment Centre

Mr Eddie Lo is a registered clinical psychologist
Fi ' of Hong Kong Psychological Society with a
master’s degree in Clinical Psychology (HKU).
He is currently in private practice with specialty in parent education
and consultation for child with special needs and their family. Since
2005, he has been actively engaged in staff training and public
education on positive living. He has conducted over a hundred
training programmes in non-government organisation, government
departments, hospital, schools and colleges. He was involved in
several large-scale community projects as trainer and consultant.
His expertise in positive psychology led him to write three books for
professionals and parents titled, R = (Happiness Classroom),
IREDIY (Happiness DIY) and 1IEME/OIEHEIFE (Positive
Psychology Parenting Programme)

Course Details

Course Code 1 17A-C06

Date 1 19 July 2017 (Wednesday)

Time 1 1400 - 1700 (3 hours)

Venue : Duke of Windsor Social Service Building,

15 Hennessy Road, Wanchai, Hong Kong

Target Participants:  : NGO Managerial and Supervisory Staff

Class Size 130

Language : Cantonese (supplemented with English)
Fee 1 $545

Fees for HKCSS : $505 (Enrolment received on/before
Agency Member Staff 28 June 2017: $460)

Enquiries 1 2876 2470 or institute@hkcss.org.hk
Trainer

Mr Hillman Chung 6T X &4
(see P42)
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® Developing an Organisational Environment and

System for Coaching to Succeed
BUGIEMASR BHRBHRIETHRER

Objectives

¢ To do the right coaching for organisation effectiveness

e To use coaching as a powerful managerial tool for individual and team and
organisational successes

Contents

e Building and developing coaching culture at work (what is coaching culture?
how to handle challenges and barriers?)

e Making coaching a critical managerial tool (how, in what, from where to kick
off the process?)

e |everaging coaching attributes for effective implementation (what skills /
process / methods? how to assess the success?)

e |mproving individual and organisation performance through coaching

e (ase studies and best practices for building and sustaining coaching in
organisations

Course Details

Course Code: 1 17A-10

Dates : 1 September 2017 (Friday)

Time 1 0930 - 1700 (6 hours)

Venue : Duke of Windsor Social Service Building,
15 Hennessy Road, Wanchai, Hong Kong

Target Participants: : NGO Managerial & Supervisory Staff

Class Size 130

Language : Cantonese (supplemented with English)

Fee : $1,090

Fees for HKCSS : $1,010 (Enrolment received on/before 11 August

Agency Member Staff ~ 2017: $920)

Enquiries 1 2876 2470 or institute@hkcss.org.hk

® Employment Related Ordinances -

Refresher Course with Case Studies
EREAEBE G — REAERE

Introduction

Trainer

Mrs Florence Ng h#ifEE &+

Seasoned HR Professional

An accomplished senior HR leader with
extensive and diverse experience in HR and
organisational management working in
the financial industry, public sector both in
Hong Kong and Canada, technology and
innovation multinational corporations. Being a customer centric
HR business partner and experienced business leader, Florence
has been a major HR contributor serving various MNCs including
Philips, Aetna International Inc, Standard Chartered Bank and HK
Government.

She has been actively involved in human resources as a
generalist, with outstanding accomplishments in organisational
capability and leadership development, rewards, organisational
effectiveness and regional resources management. Pioneer in
developing and implementing in-house coaching and mentoring
programs, she has unlocked the potentials of individuals through
coaching and on-the-job experience. In addition, she has been
successful in mentoring and coaching leaders/ talents, building
high performance teams to achieve business objectives. Currently
in transition herself, she is passionate about helping others to
bring out the best of people for individual growth and career
success.

Mrs Ng holds the degrees in MBA and BA (Hons) from the
Chinese University of Hong Kong; M Sc (Engineering) from the
University of Hong Kong; and the destination of Certified Human
Resource Professional (Ontario, Canada). She was the award
winner of the 2008 “Best HR Leader” in Hong Kong.

These two refresher courses are designed for those who have had basic knowledge of employment related legislations. The trainer will mainly use court
cases to illustrate application of the legislations and their implications as so to reinforce participants’ understanding of employment related legislations. Case
analysis and group discussion on NGO cases will be included to enhance practical experience exchange among participants.

Course Details

Dates : Session 1: 6 September 2017 (Wednesday)
Session 2: 13 September 2017 (Wednesday)
Time : 0930 - 1700 (6 hours each)
Venue : Duke of Windsor Social Service Building,

15 Hennessy Road, Wanchai, Hong Kong

Target Participants:  : NGO Managerial Staff, HR Executives, Personnel
Officers and Administrative Staff

Class Size 130

Language . Cantonese (supplemented with English)

Fee : 1 Session: $1,090, 2 Sessions: $2,180

Fees for HKCSS : 1 Session: $1,010, 2 Sessions: $2,020 (Enrollment
Agency Member received three weeks before the session commences:
Staff 1 Session: $920, 2 Sessions: $1,840)

Enquiries : 2876 2470 or institute@hkcss.org.hk
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Contents

Session 1 (Course code: 17A-12)
e Employment Ordinance

Session 2 (Course code: 17A-13)

e Employees’ Compensation Ordinance
Minimum Wage Ordinance

Equal Opportunities Ordinances
Personal Data (Privacy) Ordinance
Labour Relations Ordinance

Trainer

Mr KT Lai REFR T4

(see P42)
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" Effective Project Management Skills for NGOs
HEREEENERER EERT

Objectives

e Understand project management framework and best practice to

manage NGO projects

e Acquire practical skills to improve project efficiency and effectiveness

Contents

Course Details

Course Code
Dates

Time

Venue

Target Participants:
Class Size
Language

Fee

Fees for HKCSS
Agency Member Staff

Enquiries

Ten knowledge areas of a project

Five stages and six constraints of a project
Requirement analysis and project planning
Stakeholder management

Time management techniques

Human resources management

Risk management techniques

Case study and application to real life NGO projects

D 17A-11

1 20 & 25 July 2017 (Thursday & Tuesday)

1 0930 - 1700 (12 hours in total)

: Duke of Windsor Social Service Building,

15 Hennessy Road, Wanchai, Hong Kong

: NGO Managerial & Supervisory Staff

1 30

: Cantonese (supplemented with English)

1 $2,180

: $2,020 (Enrolment received on/before 29 June

2017: $1,840)

1 2876 2470 or institute@hkcss.org.hk

™ e E SR AR E R R

Handling Service-User Complaints for Managers in NGOs

BHiR
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D 17A-18
: 20174F8A30R(EH=)
: 1430 — 1800 (3.5/)\K)

D BABFHEFESRAS ABTERBAE

D HEREEERERFNEE

: 30A
» BEE (AEREEE)
1 $639

: $586 (MNHA201748 A9BATHRA « Bh1$534)

1 2876 24703k FE Finstitute@hkcss.org.hk

Trainer

Dr Joseph Wong EEHE L

Principal Consultant
Pro-Key Learning Services Ltd.

Dr Joseph Wong is a management training
expert and seasoned management practitioner
with more than twenty years’ experience in
people development and service management.
He has held management positions in education services, support
services, quality management and business development in global
IT company, and holds a Doctor of Education degree in lifelong
education from the University of Nottingham. Joseph has delivered
hundreds of trainings to NGOs and commercial organizations in
the areas of project management, team leadership, innovation and
strategic planning. He is renowned for his interactive approach and
the ability of integrating management best practices and making
them simple and easy to apply. Joseph is a Project Management
Professional (PMP) and ITIL Expert, and is certified in DISC and MBTI.

Mr Benny Chan FRZANIE 54
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® Digital Marketing for NGOs Series
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HERBRREELTRT

This series is designed for NGO practitioners to upgrade their knowledge and skills in digital and social media marketing to cope
with the challenges and dynamics of the changing market. It consists of three workshops, with one introductory and two thematic
workshops addressing specific pain-points of using digital marketing channels. Those who have no prior knowledge of digital
marketing or hands-on experience are highly encouraged to take the first workshop.

Objectives

To address common challenges and pain-points of NGOs, e.g. lack of
resources (time and staff), budget constraint, knowledge gap on new
digital marketing strategies and tactics, inability to measure campaign
effectiveness, struggle to prove Return on Investment (ROI) internally

To put theories into cases, and allow NGOs to take away with solid and
practical know-hows to improve their digital marketing campaigns

Session 1 - Overview of Digital Marketing IEE &
{2I#E (Course code: 17A-22)

Contents

Basic knowledge of digital marketing

How is digital marketing for NGOs different?

Latest digital marketing trends and stats — where the world is heading?
Introduction on digital marketing strategies and tactics that you do not
want to miss, e.g. do PPC for free with Google Ad Grants, promote your
best content on social media, awaken emotions through video, email
marketing, build mobile friendly online assets, track success with Google
Analytics

Session 2 - Social Media & Content Marketing #3
fE B8 T AR &4 (Course code: 17A-23)

Contents

Understand the importance of quality content with case studies

Social media as the key strategy of content marketing, and how to
implement it?

Introduction of major social media platforms e.g. Facebook, Instagram,
YouTube, Whatsapp, WeChat, Snapchat, LinkedIn, Weibo

What are social listening, KOL management and audience engagement?
How to measure success of social media campaigns?

Session 3 - SEM/PPC vs SEO¥ E 5| B & §4/1x RY &
& vs £ E5| 281t (Course code: 17A-24)

Contents

Basic knowledge of Search Engine Marketing (SEM/PPC)

Basic knowledge of Search Engine Optimisation (SEO)

How to drive quality traffics to your online assets through search engine?
Deep-dive on SEM/PPC campaign management, e.g. keyword research,
ad copy writing, budgeting and scheduling, keyword bidding, targeting,
landing page, tracking and analytics

Common myths on SEM

Course Details

Dates : Sessions 1 & 2: 7 September 2017 (Thursday)
Sessions 3: 14 September 2017 (Thursday)

Time : Sessions 1 & 3: 0930 — 1230 (3 hours each)
Sessions 2: 1400 — 1700 (3 hours each)

Venue : Duke of Windsor Social Service Building,

15 Hennessy Road, Wanchai, Hong Kong

: Session 1:
Any NGO staff who aspires to get basic
knowledge of digital marketing and/or keep
up with its latest trends
Sessions 2 to 3:
NGO staff with hands-on experience of digital
marketing channels (Please note that basic
concepts will not be covered in these two
sessions)

Target Participants:

Class Size : 30 per session

Language : Cantonese (supplemented with English)

Fee . $545 / session

Fees for HKCSS : $505 / session (Enrolment received three
Agency Member weeks before the session commences: $460)
Staff:

Enquiries 1 2876 2470 or institute@hkcss.org.hk

Trainer

Ms Cara Cheng #8Z Mz +

Channel Partner
Greater China Region
Facebook

Ms Cheng is a digital marketing and technology
entrepreneur with 11 years of experience
and expertise on cross-channel strategy and
optimisation, including SEM/SEO, social media, mobile marketing,
email marketing, analytics & data. Cara is the founding and senior
management team of iClick Interactive, a leading performance marketing
company in Asia, with 600+ employees in 9 offices, managing digital
marketing campaigns for 2,500+ clients globally. When she managed
Key Accounts at Yahoo! HK, her clients included Citibank, American
Express, Estee Lauder, LaneCrawford, Burberry, NIKE, eBay, Asia Miles, HK
Disneyland and HK Tourism Board. In 2016, Cara founded Digital Cause
to help the nonprofit sector to leverage the power of digital on achieving
social missions. Cara holds an MBA and a BA in business administration
and economics.
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® Creating a Compelling Customer Experience
HERERBEARER

Introduction

Customer satisfaction and brand loyalty is an emerging phenomenon that is considered a vital issue for which NGOs need to pay
more attention to. In this competitive age, no longer will the customer be satisfied with only buying a good product or service. They
want a fulfilling total experience! Further to the previous series on effective branding, this engaging and practical workshop will take
you through the design of a full customer journey. One that will make them feel happy, satisfied and justified, with a sense of being
respected and well cared for — starting from the first contact and throughout the entire relationship.

Objectives

e To set a clearly defined and competitive vision of customer experience
e To learn key elements of creating positive customer experience and be
aware of barriers that may hinder its smooth delivery

Contents

e How to anticipate your customers' needs before they even ask for it
e How to add value to your existing product or service offering to remain

unique and competitive

e How to cement customer relationships, and thereby ensuring their loyalty
e How to forge strong bonds with customers and encourage them to
become your avid ambassadors

Course Details

Course Code:
Dates

Time

Venue

Target Participants:
Class Size
Language

Fee

Fees for HKCSS
Agency Member Staff

Enquiries

1 17A-21

: 8 September 2017 (Friday)

: 0930 - 1700 (6 hours)

: Duke of Windsor Social Service Building,

15 Hennessy Road, Wanchai, Hong Kong

: NGO Managerial & Supervisory Staff

130

: Cantonese (supplemented with English)

1 $1,090

: $1,010 (Enrolment received on/before 18 August

2017: $920)

1 2876 2470 or institute@hkcss.org.hk

Trainer

Ms Carolyn Butt EB& &+

Chief Consultant
EGNITE

Ms Butt develops and delivers on an
intensive curriculum that includes Marketing,
Branding and Communications to Corporate
Clients in need of such skillsets. She is
currently the lead trainer for the Marketing Academy for Hong
Kong Telecom CSL. She also trains on subjects such as Strategic
Planning and Account Management in various Advertising
Agencies, and at the Bank of Beijing on Branding and Cultural
Integration. As well, she lectures at the Hong Kong Baptist
University on Advertising Management. Prior to her life as a trainer,
Carolyn has built strong brands for a diverse array of industries in
Asia and North America for over 20 years, and is highly regarded in
the industry for her strong strategic mind and her ability to inspire
award-winning creative work that generates results for her clients.
She has developed sizzling campaigns that have received well over
a hundred advertising and marketing awards from Asia, USA and
Canada.
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® Planning in Providing New Services
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Introduction

AREMYELE STRATEGIC PLANNING

Nowadays organisations have to evolve ceaselessly to keep themselves aligned with the needs of the community. Providing new
services has become a regular management function in most NGOs so that they can serve the community better. In the process of
providing a new service, planning is considered crucial as it is an essential management step to determine the direction, the scope

as well as the action.

Objective

¢ To provide participants with practical concepts of planning and preparation

in relation to providing new services

Contents

e The practical concepts of planning new services
e The organisational framework in providing new services
e (Case sharing and discussion

Course Details
Course Code:
Dates

Time

Venue

Target Participants:
Class Size
Language

Fee

Fees for HKCSS
Agency Member Staff

Enquiries

: 17A-19

1 4 July 2017 (Tuesday)

: 0930 - 1700 (6 hours)

: Duke of Windsor Social Service Building,

15 Hennessy Road, Wanchai, Hong Kong

: NGO Managerial Staff & Project Managers

1 30

: Cantonese (supplemented with English)

1 $1,090

: $1,010 (Enrolment received on/before 13 June

2017: $920)

1 2876 2470 or institute@hkcss.org.hk

Trainer
Dr Johnny Wan ;&#z E#+

(see P43)

Guest Speakers
Mr Joe Tang &8 %4

Senior Social Work Supervisor
Caritas-Hong Kong
A G Counseling Centre

Joe graduated from the HKPU, CityUHK,
HKU and CGST respectively. He worked as a
social worker in the Evangel Children’s Home
in 1985. Since 1989, he has been working in Caritas-Hong Kong
in the services of home care, school social work, marriage and
family, men’s development and substance abuse. In October 2003,
he has been transferred to Caritas Addicted Gamblers Counselling
Centre as a social work supervisor till now. During his service, he
is responsible for supervising his social work colleagues and the
placement students, service planning and development, advocacy
of gambling policy, training helping professionals as certified
gambling counselors, publication of books, conducting researches
and media conferences, community education and publicity.
In addition, he is the convener of the NoGamble21 Alliance
comprised eleven gambling counselling service organisations.

Dr Jonathan Choi #fEB{E+

Director of Ministry Development and Clinical
Psychologist
Youth Global Network

Dr Choi studied clinical psychology and
theology in Fuller Theological Seminary
and obtained his PhD degree in clinical
psychology in the Chinese University of Hong Kong. Dr Choi has
extensive clinical experience in adolescents and family therapy.
His focus is on youth addiction and trauma recovery. Since 2008
Sichuan earthquake, Dr Choi actively participated in the post-
earthquake psychological rehabilitation work in Sichuan. He
has dedicated to develop a holistic approach to transform the
traumatized youth become servant leaders in Sichuan. Dr Choi is
currently focusing on mobilising youth and youth workers from
different cultural backgrounds and equipping them to become
global citizens. Dr Choi has developed an inclusive community
sharing platform for multi-cultural youth in Kam Tin, a suburb
village prized for its rich cultural heritage and ethnic diversity. It
explores new ways of living through innovative attempts such as
social enterprise, heritage preservation, upcycling and community
building.




SEXEH

Demonstrating Social Impact with Evidence-based
Assessment - Sharing of the SIA Tool Sets & Cases

ERAANEERETME —TARARSE

Introduction

It is a common practice for the social service sector to conduct service evaluation
for accountability reporting and service development, but only a few agencies will
demonstrate their outcomes of their interventions with social perspective. Therefore,
in collaboration with the University of Hong Kong, project donors and organizers,
HKCSS had attempted a number of SIAs to articulate the social impacts of service
projects. In 2014, our Guidelines and Protocol outlining the conceptual framework on
SIA and delineating the principles, guidelines, and protocol of conducting SIA were
launched.

To take one step forward, HKCSS would like to forge a platform for SIA case sharing to
encourage NGOs and their practitioners to think about their projects in terms of social
impacts and to actively conduct SIA on their projects in particular those related to the
youth.

Objectives

e To help NGOs and their practitioners interested in impact articulation to grasp
the methodological principles and steps of SIA in more realistic terms through
examining individual cases of SIA

e To introduce new materials, resources, tools and create network of interested
parties for NGOs' use for SIA

¢ To guide social service workers to identify what outcomes of their projects should
be and understand how to effectively measure them

Course Details

Course code : 17A-PEOT
Date 1 1 August 2017 (Tuesday)
Time 1 0930 -1700 (6 hours)

Venue : Duke of Windsor Social Service Building,
15 Hennessy Road, Wanchai, Hong Kong

: Practitioners interested in research, researchers
concerning social impact assessment, senior

management in NGOs

Target Participants

Class size 130

Language : Cantonese (supplemented with English)

Fee 1 $1,090

Fees for HKCSS Agency : $1,010 (Enroliment received on/before 11 July 2017:
Member Staff $920)

Enquiries 1 2876 2470 or institute@hkcss.org.hk

Contents

Basic concepts and principles about SIA

SIA Framework developed by HKCSS and ExCEL 3, HKU

SIA in specific service contexts

Procedure and implementation process of Outcomes and
Measurements

e Lessons learnt and tips for NGOs to conduct SIA

Trainers

Mr Keith Wong & FE %4

Chief Officer (Social Development)
Policy Research and Advocacy
The Hong Kong Council of Social Service

Mr Keith Wong is currently the Chief
Officer (Social Development) of the
HKCSS. He is responsible for three major
areas of work concerning the social service sector and the
society, namely social development, social research for service
excellence, and social impact assessment. Previously, he worked
in the Council as the Officer (Policy Research and Advocacy) and
managed different research projects. Keith received his Bachelor
of Social Science degree from The Chinese University of Hong
Kong and Master of Social Work from The University of Hong
Kong. He is a registered social worker in Hong Kong.

Ms Tanni Hsu sF &z £

Project Officer (Policy Research and
Advocacy)
The Hong Kong Council of Social Service

Ms Tanni Hsu joined the HKCSS in 2011
and is currently the Project Officer of the
Council. She is responsible for managing
research projects and facilitate stakeholder engagement. She
also provides support for conducting social impact assessment
and promotion of evidence-based practice in the sector. Before
joining the Council, Tanni worked on research projects on public
health at School of Nursing, The University of Hong Kong. Tanni
obtained her Bachelor of Arts at The University of Hong Kong
in 2009. She was then gained a Postgraduate certificate in
Translation in 2012.
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v Distinctions Asia
Distinclions Distinctions Asia was founded in 2005 by a team of experienced business leaders as well as human capital
&M AsIA and organisation development consultants and practitioners from Singapore, Hong Kong, China and Thailand;

with support from alliance partners in the United States of America and the United Kingdom. It operates out
of 3 countries, Hong Kong, Singapore and Thailand. The people in Distinctions Asia are uniquely identified by
their combined consulting and industry backgrounds. Each person has worked in an executive capacity before
accumulating significant consulting / coaching / facilitation experience.

e

ffExEEl_ BER

BEF BB MEEE =2 (Third Sector)WIFEHE ~ EAFENXEMABERSZENL GRETHE
HREBEERHE N LHEAFEFSRARIERANBERTRBREHIERFEE (NGO)/ AR

BEHWEMED - W FTEITHMEREBEIEDE - ETREENIRBEBTIEELHEZRMRA
FEMAFMEXGY  ZEEGE  BERAGONE  TRMEZEANEEADUNER - BIBHRN
BT RS -

X E & mw7RR

EEMEMTE - GAREXBESEREN  HARBINEIRHREE - EEEPAMEIFEBREEGNR
RMEE - RRARSEERBRNENIMRE - AT AMTIEERTNTA - ZEJREREAEREMNE X
K LEEEABNHERSAE  BDISCABEERESMACREEERARERER - BEDERS > BE - G
R FERE - EABERERBEAY - XEMBTRRER WA ERSRESETEME P IER
DISC »

The Ken Blanchard Companies®
KeTﬁ Ianchar ° Established by Drs Ken and Marjorie Blanchard in 1979, The Ken Blanchard Companies® is a global leader in
COMPANIES workplace learning, productivity, and leadership effectiveness that is best known for its Situational Leadership®l
program — the most widely taught leadership model in the world. With over three decades of helping leaders
and organizations, more than 20 million books in print, programs offered in more than 12 languages and clients
across six continents, The Ken Blanchard Companies® is recognized as one of the world’s leading training and
development experts.
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ARERE Andy Ho Public Affairs Consulting Co. Ltd
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Application Guidelines
HEEAEA

1. Applicants should complete the appropriate application form and submit with a crossed cheque payable to “The Hong Kong Council of Social Service”. Applicants
who enroll for more than one activity/course should issue a separate cheque for each activity/course. Please make correct payment for the fee required. Incomplete
application form or wrong payment will not be processed. .
RRERAZGERE  ERANEAMERFHBE IHRAZARIE BIRGFER - MHERE —(EEB/RE  FOWXE - AREEEN TR
ER BHTENBERAXIERTIRE -

2. Activities of the HKCSS Institute are specially catered for HKCSS Agency Members. Early bird discount is subject to the application period of each course.
HKCSS InstitutefR 2B A B S B MR < [IRERBER A2 ZAPIRENMBEEH -

3. Applicants are normally processed on a first come, first served basis, unless otherwise stated. Application result will be notified through email prior to the activity/
course commencement. Please contact the Institute if you do not receive any notification one week before the activity/course starts (Tel: 2876 2470).
W3ESINEE - Bl —RRIATERIEE I F R RE/MRIERE - RBERANEY/RENSEL B - REEEERH/FER—EHFNDRRI B
A FEHEBRTEAR (B 2876 2470)

4. Unless otherwise stated, the closing date for application is three weeks before the commencement of the activity/course. Late applications will only be considered if
there are vacancies.

BREITAREN  FIEEB/RBEOERRIIZEHRBILEE - EERE  TZRNEBHAEE -

5. For award-bearing and professional programmes, applicants will normally go through a selection process. Please refer to specific programme descriptions for entry
requirements. Admissions are subject to the selection criteria and availability of seats. Applicants meeting the minimum admission requirements are not guaranteed
successful applications.

HEERA2ERERLEERE - —RACRBIERERF - F2HERRENGEN - THREBIEEN - DEREHRFRMEERRBEMNT - FEEAR
ERh IEAURARFE ©

6. Withdrawal, change of programmes, transfer of fees and seats are not allowed upon confirmation of application. Applicants are required to settle the fees by
respective payment deadlines. The Institute reserves the right to issue payment advice to respective organisations for any unsettled payments after the deadline.
—EESE - BEETNERLED/MAE  EREMEH/MAE  IREARLEERMA - AFE AN HRARSCEEER - 25 IRE R M EBK
BRELANTERM  WEAHMER -

7. Fees paid are not refundable for withdrawal or absence from the enrolled programmes.
BREAGERONRERE BEAXZEBRTERE -

8. Certificates will be awarded to participants achieving at least 80% of the total course hours (unless otherwise specified). A statement of attendance can be issued
upon written request for those who fail to satisfy the requirement for certificate issuing.
HEEREFH 2N\ THA LN MESEREZE (REEEHN)  REFEERERNRFE  FUEERSRAFLEESR -

9. The Institute reserves the right to make any changes to the activity/course when necessary. The Institute also reserves the right to cancel an activity/course owing to
insufficient enrolment or other special occasions, and to notify the applicants via email. Refund of programme fees will be arranged.
WERE ZBELRAREEEI/RIENABTRTH - BRIMRBREN - HEB/REABTRAEMSKRIERFIVEZEH/RIE - WABIHBMBFE K
ZHR -

10.The personal data provided on application forms are used by the Institute only for enrolment and administration purposes. Under the provision of the Personal Data
(Privacy) Ordinance, applicants have the right to request access to and make correction of their personal data. Applicants wishing to make amendments on personal
data should submit written requests to the Institute by emailing to institute@hkcss.org.hk.
BERMEZDEAEHN  AHSERERERENBEEBESHEEE - REEAERMER)GY - RFEFREANRELEBARR - RFENRER
BAEH - BUAEEHNIREBFE - WEH Zinstitute@nkess.org.hk

11. Application and payment procedures can be completed electronically in the Institute’s online membership system after successfully registering and being accepted as
the Institute’s member. Please visit http://institute.hkcss.org.hk for further details.
HEMGBFENRERBLEERAANTH @ KNI ERLREZE BHKCSS Institute & 14 ATRP LRAREE - F15HEE http/institute.hkess.
org.hk °

] . )
Obtain the HKCSS Institute Prospectus |mimesae siomm i *
FHEZTHIER - I E H Zinstitute@hkess.org.hk

?\HR %%*?E ¥ ‘H:H' (Photocopies are accepted#Z = F/EN7N) B RZ2876 2485 °

Please fill in this form in BLOCK LETTER. 5 A EASEE I R & Name Mr / Ms
e S | Tt

HKCSS Institute Prospectus will provide the latest
. . . Contact No.
information of upcoming courses and events. pprpes

FHIHKCSS Institute REF M - EEAXRHRIRERZEHEM

Address
Bk

[ ] new releases of Prospectus (by mail) & 7 —Hi:R 2 F M (H %) o 52

| would like to obtain 48 A 8 & HY :
Former participants of HKCSS Institute? DYes H No
& 2 BEHKCSS Institute’& &) ? = =

[ ] the course information and e-version of Prospectus by email E-mail

ZREBRRRARFRETIRAS 25

Organisation

e
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WBERE

#, HKCSS"
%ﬁ%t@ﬂlﬁ%ﬂﬁ@ Ins’ri’ru’re**

The Hong Kong Council of Social Service A Training and Resource Institute for NGOs

Application for Seminar, Forum & Course ——
ﬁﬂ:%{r% N %ﬁ@&ﬁﬁiﬁg %*%(Photocopies are accepted B FEAK) The online registration

Application Guideline can be downloaded at our website : www.institute.hkcss.org.hk system is now activated.
Please visit our website.

B [HREBAHM] TARLTEH : www.institute.hkess.org.hk N | &

Please fill in this form in BLOCK LETTERS. F U E#EE th RE £ B B|HKCSS Institute48
- HEERFE ©

1. Application for Seminar, Forum & Course Fizi® - FERREERZ
Course Code 24754 Programme Title SEE1 & 78 Fee A Cheque No.* X E4:7E

* Please issue one cheque for each course. You may also settle the payment on our online payment system.

AU R EZSLN—MERIE « Ut 25 - R AT RS L& B R E

2. Personal Particulars {8 A & &
Title 7538 (] mr s [] Mrs £k [IMs &+ [] Mmiss /)8 [] other 4t

Name in English Name in Chinese

Eyg e A
Surname #4FC Given Name %% (as shown on HKID Card 201Z% 5178 FT)

Organisation

HiERE
Job Title Contact No
li53iva 4R B AT
Email

B

(For Application Result, Course notice & Promotion #§4 4% 52/zRF2 3B M1 % B (15X 1 1 EH)
Correspondence Address
beibaikile
Education Level Primary School Secondary School Post-Secondary University Postgraduate or above Other
HERE [ N [ e [ =2k [ RE 0 FeBe sk A [ Hth

3. Information Updates & & Hl

e-Promotion EF =& Prospectus 272 F i}

I do not wish to receive... [ _] e-promotion from HKCSS Institute HKCSS Institute ) % # & (& I want to obtain the next prospectus by...

BN [ e-promotion from HKCSS (except HKCSS Institute) 4 Bfe) BB (8 (2 s) HALRLTEERR THREFM -
(] e-promotion from HKCSS (Efa 3 £ #t Bt iy B B & (& [1By Email % [ By Mail #%

4. Declarations & Bf

1. | declare that all information provided in this application form is, to my best knowledge, accurate and complete.
ARANEREMNBRBRZAHER KRG B E LI -

2. | consent that if registered, | will conform to the Rules and Regulations of the Institute.
RARBIARABEREFALZ - RABEFERN—Y) ERRIESI RARA -

3. I have noted, understood and agreed the content of the “Application Guidelines”.
RAEHMH AR TREHRBENIHEHAR -

Cheque payable to : The Hong Kong Council of Social Service

X ERE ERHESREHS

Address ik : HKCSS Institute, Rm 906, 9/F Duke of Windsor Social Service Building, 15 Hennessy Road, Wanchai, Hong Kong
EREBIEHEFEISRED ABLERE AEIEI06EHKCSS Institute

Enquiry &4 : TelZE&E: 2876 2470/ 2876 2454 Fax{EH: 2876 2485 E-mail EH: institute@hkcss.org.hk

Signature %% Date HH
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