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Better Office Skills Course - Advanced
(SAID: 67000)

DATE/TIME | 16, 17, & 18 February 2005 (0900 — 1600)
Plus a follow-up session after 6 months (see schedule)
COST NONE
Promotes the understanding of the role of senior office workers in an
DESCRIPTION | organization.
* The course is conducted in Japanese.
ELIGIBIITY MLC/IHA clerical and administrative employees who completed the
Better Office Skills (Basic) Course more than 2 years ago.
LOCATION HRO Classroom, Bldg #1472
NOMINATION | Submit Training Request (DD Form 1556) via appropriate management
PROCEDURES| chain and activity training coordinator to CNFJ, RTO (N114) NLT 4 Feb
05.
POC Ms. Yamada, CNFJ, RTO (N114) at 243-8181 for more information.
COURSE SCHEDULE
DATE HOURS SUBJECTS
Role and situation of senior office worker
Self-reflection
Receiving directions and providing feedback
2/16 (Wed) 0900-1600 Effective communication in office
Point of communication
Efficient handling of information
Carrying out assignments
Good co-operation and human relations in office
2/17 (Thu) 0900-1600 Importance of teamwork
Leadership by providing advice to junior
office workers
Giving assistance to supervisors
Thoughts as senior workers (by attendees)
Self-development
2/18 (Fri) 0900-1600 What is expected as senior workers
(Comments by supervisors)
6 months 1300-1600 Follow-up session to discuss the application
later (TBA) and effectiveness of the course




