
 

 

 

 FMM Institute Malacca Branch is pleased to announce that we will be 
organising the following training programmes for the month of March and April  
2018:- 
 

Effective stock taking and stock control is needed to ensure that the business has the 
right goods on hand to avoid stock outs to prevent shrinkage and to provide proper 
accounting. 
 
Many businesses have too much of resources tied up in their major asset, inventory.  
Worse, they may have their capital tied up in the wrong kind of inventory.  Inventory 
may be old, worn out, shopworn, obsolete or the wrong sizes or colours, or they may 
be an imbalance among different product lines that reduces the customer appeal of the 
total operation. 
 
 
 
 

WHO SHOULD ATTEND 
Head of Department / Units, Inventory Management Executives, Administrator, 
Purchase / Material Planner / Production Planner, Auditor 

The importance of good employer / employee relations at the workplace cannot be over 
emphasised.  The quality of performance and productivity is crucial to any employer,    
but industrial harmony and the maintenance of it is equally important to the employee.  
Without industrial harmony, it is unlikely that the employer would be able to achieve the 
standards of production expected from his employees. 
 
Heads of Department and Production Executives as well as Supervisor are the ones   
who spend the most time working with the workers, who form the bulk of the workforce.  
Sometimes they may find themselves in a situation when they are required to discipline 
their subordinates either due to acts of misconduct or poor performance.  Unless they  
are trained to manage their subordinates in accordance with accepted practices, their  
actions would likely have detrimental effects on the company and the management or 
may even result in very expensive legal actions by employees. 
 
 
WHO SHOULD ATTEND 
Heads of Department, Managers, Executives and Supervisors 
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EFFECTIVE STOCK TAKING AND STOCK CONTROL 
Date:  March 5 - 6, 2018  Fees:  Members RM742 / Others RM848 

UNDERSTANDING THE BASIC OF EMPLOYMENT ACT 1955 
AND DISCIPLINARY PROCEDURES 
Date:  March 5 - 6, 2018  Fees:  Members RM742 / Others RM848 
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NEW! 



 

 

Being able to communicate effectively and work well with your bosses and colleagues 
is essential if you want to build a successful career.  To do this, you must understand 
what your message is, what audience you are sending it to and how it will be 
perceived.  Effective communication is only successful when you convey your thoughts 
and ideas effectively and assertively.  You must also weighing the diverse 
circumstances surrounding your communications, such as situational and cultural 
context.  This training programme will explore the practical skills needed to 
communicate with both internal and external customers to build rapport and earn trust 
and respect, the ingredients vital for today’s professionals. 
 
 
WHO SHOULD ATTEND 
Managers, Executives, Supervisors, Manufacturing/Service staff and those who want to 
enhance their presentation and communication skills as well as to further improve 
interpersonal relationships 

The workplace invariable contains a large variety of hazards, implementation of control 
measures arising from risk assessment are complex issues necessitating the                 
interfacing, among others, company policy, safety procedures in place, work habits,      
legislation and projected return on investment.  Hazard identification, risk assessment  
and risk control consider the operational and administrative aspect of a company’s       
processes and can contribute to a safer workplace.  This programme will enable          
management to identify and evaluate risks in order to support decision-making             
processes for setting up logical approaches to deal with workplace hazards. 
 
 
WHO SHOULD ATTEND 
Safety and Health Officer, Safety and Health Committee Members, Head of 
Department, Human Resource staff with safety and health responsibilities and 
supervisors 
 

This programme are designed to help you devise creative and desirable solutions to 
problems, spot opportunities that you might otherwise miss. Many of the techniques 
introduced here have been used by great thinkers to drive their creativity, 
innovativeness and problem solving abilities. 
 
 
WHO SHOULD ATTEND 
Section Heads and Department Managers 

Successful negotiation plays a vital role in purchasing.  Negotiation is the method by 
which issues are resolved.  Mastering the negotiation skills will save money, save time 
and achieve a high degree of satisfaction. 
 
 
WHO SHOULD ATTEND 
Purchasing Executives, Officers, Assistant Officers, Supervisors and Purchasing 
Assistants 

Page 2 

COMMUNICATION AND INTERPERSONAL SKILLS IN THE 
WORKPLACE 
Date:  March 12 - 13, 2018  Fees:  Members RM742 / Others RM848 

HIRARC IMPLEMENTATION 
Date:  March 12 - 13, 2018  Fees:  Members RM742 / Others RM848 

THINKING OUTSIDE THE BOX AND PROBLEM SOLVING 
SKILLS 
Date:  March 19 - 20, 2018  Fees:  Members RM742 / Others RM848 

EFFECTIVE NEGOTIATION SKILLS FOR PURCHASRS 
Date:  March 19 - 20, 2018  Fees:  Members RM742 / Others RM848 



 

 

Prevention is still one of the best methods against accidents at the workplace.              
However, even the best preventive efforts sometimes fail and it is therefore prudent to 
prepare for such eventualities.  It has been shown that proper initial handling of the      
accident victims contributes significantly to the final outcome and often determines if a  
lift could be saved.  This programme will impart the basic practical knowledge of First  
Aid and it includes a session on Cardiopulmonary Resuscitation (CPR) to help              
participants possess life-saving and life-sustaining skills.  Knowledge in First Aid makes 
the difference between life and death.  First Aid Certification will be awarded to             
participants who pass both the theory and practical exam. 
 
 
 
WHO SHOULD ATTEND 
This programme is suitable for all levels of staff especially those in the high risk 
category of work 

Over the last two decades, the discipline of business logistics has advanced from 
warehouse and transportation management to the boardroom of enterprise.  Business 
logistics in today’s competitive environment includes all activities to move products and 
information to, from and between members.  The supply chain provides the framework 
for business and their suppliers who join in to bring goods, services and information 
efficiently to the ultimate consumer. 
 
 
 
WHO SHOULD ATTEND 
All levels of employees in Logistics and Supply Chain, Material / Inventory, Distribution, 
Store Personnel, Warehouse, Materials Planner, Shipping / Traffic 

Inventory is usually one of the biggest numbers on manufacturer, wholesaler and 
retailer balance sheet, effective inventory control and management is a vital function to 
help the company reducing the inventory investment, meeting customer service goals 
and achieving maximum throughput and cost containment. 
 
 
 
WHO SHOULD ATTEND 
Warehouse / Inventory Manager / Supervisor, Admin / Purchasing Manager / 
Executive / Supervisor, Accounts and Finance Manager / Officer, Production Planner, 
Material Planner and Auditor 

Operating a forklift is a specialised job that requires training and authorisation by your  
organisation as a qualified operator. Operating a forklift is so important that the             
government requires all forklift operators to be trained and authorised to operate any    
powered industrial trucks.  
 
 
 
WHO SHOULD ATTEND 
Supervisors, Line Leaders, Forklift Operators and others who handle the forklift daily or 
occasionally 
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PENGENALAN PERTOLONGAN CEMAS DAN CPR 
Date:  March 21 - 22, 2018  Fees:  Members RM742 / Others RM848 

EFFECTIVE TOTAL LOGISTICS MANAGEMENT 
Date:  April 2 - 3, 2018  Fees:  Members RM742 / Others RM848 

REDUCE AND OPTIMISE INVENTORY COST 
Date:  April 4 - 5, 2018  Fees:  Members RM742 / Others RM848 

MASTERING SAFE FORKLIFT DRIVING 
Date:  April 11 - 12, 2018  Fees:  Members RM742 / Others RM848 

NEW! 



 

 

With the current competitive and recessionary market conditions, it is imperative that all 
manufacturing companies develop strategic advantages in their respective areas of      
competence.  One great strategic advantage will be highly productive, high quality        
production process. 
 
This training is designed to train middle management level on importance of                 
productivity and how to measure it correctly.  It covers the broad range of productivity    
improvement techniques beginning with the simple 5S housekeeping to statistical         
process control and OEE improvement. 
 
 
 
WHO SHOULD ATTEND 
Executives and supervisors from production and technical function 

 

ISO 9001 is the international standard that specifies requirements for a quality             
management system (QMS).  ISO 9001 : 2015 applies to any organisation, regardless 
of size or industry.  The new updated 2015 version are intended to ensure that ISO      
9001 continues to adapt to the changing environments in which organisations operate. 
 
 
 
WHO SHOULD ATTEND 
Managers, Executives, Officers, Internal Auditors and Engineers 

Business communication and writing skills are essential to succeed in today’s business 
world.  This two-day course teaches participants how to communicate effectively in the 
business world, write better business e-mails, letters, and reports in plain English and 
in less time than ever before. Learn easy written communication techniques to get 
better and faster responses and maximise your business writing skills for better results.  
 
 
 
WHO SHOULD ATTEND 
Executives, Managers, and all staff members who want others to read and respect 
what they have written 

The impact of the current economic downturn, globalisation and emphasis in               
“knowledge” workers in the future business environment is affecting the ‘changing roles 
for managers and people management’.  This programme will look into skills building to 
improve leading, communication and managing staff performance. 
 
 
 
WHO SHOULD ATTEND 
HODs and Managers 
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PRODUCTIVITY WORKSHOP : PRODUCTIVITY IMPROVEMENT 
TECHNIQUES 
Date:  April 11 - 12, 2018  Fees:  Members RM742 / Others RM848 

UNDERSTANDING ISO 9001 : 2015 QUALITY MANAGEMENT 
SYSTEMS REQUIREMENTS 
Date:  April 17 - 18, 2018  Fees:  Members RM742 / Others RM848 

EFFECTIVE BUSINESS WRITING SKILLS 
Date:  April 17 - 18, 2018  Fees:  Members RM742 / Others RM848 

LEADERSHIP SKILLS FOR MANAGERS 
Date:  April 19 - 20, 2018  Fees:  Members RM742 / Others RM848 

NEW! 

NEW! 



 

 

ISO 9000 Quality System Standards requires the supplier to control, calibrate and 
maintain inspection, measuring and test equipment, whether owned by the supplier or 
provided by the purchaser to demonstrate the conformance of the product to the 
specified requirements.  While measurement denotes the system for evaluating and 
calculation the seven fundamental units of measure for the International System of 
Units (SI Units), calibration denotes the act of monitoring a set of degrees or 
measurement marks for any equipment to remain accurate and precise. 
 
 
 
 
WHO SHOULD ATTEND 
This programme is designed for all levels of management and employees who are 
involved in the calibration, inspection, measurements and test activities 

Penyelia dan eksekutif merupakan individu yang memberi sokongan yang diperlukan 

oleh para pekerja.  Para pekerja faham dan setuju bahawa keberkesanan dan 

kepuasan kerja mereka banyak bergantung kepada kecekapan penyelia dan eksekutif 

ini. 

Program ini untuk memberi penyelia kemahiran dan pengetahuan yang diperlukan bagi 

menjalankan tugas mereka seharian dengan cemerlang.  Syarikat juga memainkan 

peranan yang penting dengan memberi peluang kepada panyelia-penyelia ini 

membuktikan kecekapan mereka dengan memberikan lebih banyak tugas dan 

tanggungjawab.  Syarikat memerlukan pemimpin yang berkalibar dan program ini 

dapat membantu penyelia meningkatkan prestasi mereka. 

 
 
 
WHO SHOULD ATTEND 
Penyelia dan Ketua Barisan 
 
 
 
All programmes are open for Registration now and currently 100% claimable from 
PSMB.  Kindly note that the above programmes can also be offered as In-House / In-
Plant courses to suit individual company needs. For further inquiries and copies of the 
detailed brochures, kindly check on www.fmm.org.my or contact:- Ms Chloe Leong / 
Ms Yvonne Gan at Tel No. 06 - 283 1639, Fax No. 06 - 283 8090 or Email to 
bing_yee@fmm.org.my / siew_kim@fmm.org.my 
 
 
 

Shireen Chan 
Manager 

FMM Institute Malacca Branch 
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PROCESS CONTROL : MEASUREMENT AND CALIBRATION 
Date:  April 19 - 20, 2018  Fees:  Members RM742 / Others RM848 

KEMAHIRAN PENYELIAAN YANG BERKESAN 
Date:  April 23 - 24, 2018  Fees:  Members RM742 / Others RM848 

NEW! 


