In-house Training Plan for 2020

New Staff - Duration
Quarter | No. Category Program Course Title Target (hours
Adult First Aid Refresh Training .
1 Health & Safe i Admin. Staff 12
v AR A TR -
5 1SO 9001:2015 & ISO 14001: 2015 Accurate Understanding Training Senior Admin. 12
Quality 1SO 9001:2015 & ISO 14001: 2015 H=FEE R Staff
Q1
. Management P 1SO 9001:2015 & ISO 14001:2015 Awareness Training New Staff / .
Jan 1SO 9001:2015 & ISO 14001:2015 Z2508=3I| Admin. Staff
Mar 4 A dl}r)ll;ci:lnc-:t?:n & v Personal Data Protection New Staff/ 12
Related Laws BARERE Admin. Staff
AR BRI TN :
2\l SeifRevelopment Effective Work Planning and Execution Sdniist] e
AR R RIS TAERA(% 7
6 Interpersonal Communications and Harmonious Relations at Work Admin Sa e
Communication
7 FRELANER Frontline Staff / 12
Mediation for Student Affairs Admin. Staff
TRy — AL .
Q2 8 Health & Safety Mental Health First Aid — Standard Course Ao St 12
Apr 9 RIS TR Supervisory / 12
- Problem Solving and Decision Making Admin. Staff
5 Management
" 10 HEEHE Supervisory / 12
Project Management Admin. Staff
AFHTHED - BUTHRH :
11 L AT . S .
Practice on Practice on Public Administration — Government Procurement e e 20
Administration &
Related Laws NIMBEE IR GERE) i
12 -
Public Finance (Advanced) (lmteriiE 20
RASRERIE g
Heal fi =
13 ealth & Safety ‘Adult First Aid Course Admin. Staff 20
v P AEE New Staff/
s Language Applied Chinese Writin Admin. Staff 22
pp g
” RIS R AIE S supervisory / | o0
Building Rapport: The First Step to Great Leadership Admin. Staff
Q3 Management
16 EREE R GSEE Supervisory / D
Jul Incident Response and Crisis Management Admin. Staff
- Practice on - Srun &
SeP | 17 | Administration & (BRSEAL) Ri2 Admin, Staff 20
Related Laws Constitution and Basic Law
18 v PRI ERES New Staff/ S
Concepts of Gender Equity Admin. Staff
Self-Development
R R ER .
19 Effectiveness in EQ Improvement and Stress Management adupisait 2
oati EEEFRS .
20 | Communication Guest Reception Skills Admin. Staff 12
HEr/N
v AR New Staff/
Q4 2 Language Applied English Writing Admin. Staff (Y
N s
oct | 22 DABEERE Admin. Staff | 20
N Public Finance
Dec Practice on INFEFT VR (3
o — ASTEORTS — BORFIRAN GERS) .
L Rr:;:tl: d L::ls& Practice on Public Administration — Government Procurement (Advanced) Admastat &y
EHTH R EBEIRTTRE i
o Techniques for Organization and Coordination of Activities Admin Staff B
ol
-— - ,
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