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No.Topik BahasanPROGRAMdurasi (hari)Jml pesertaFasilitator1A to Z: HRD ManagementHRD330Enny Hasan
Koehler2Accounting for secretary and admin assistantsSECRETARY230enny's studies team3Achievement motivation
trainingLEADERSHIP AND SUPERVISORY330enny's studies team4Achieving breakthrough improvement through
Business Process ReengineringMANAGEMENT230Ali Zainal Abidin5Action centered leadershipLEADERSHIP AND
SUPERVISORY230enny's studies team6Advance office managementMANAGEMENT330Enny Hasan Koehler7Advance
Secretarial PackageSECRETARY330Enny Hasan Koehler8Advance Professional Receptionist & Telephone
OperatorsSERVICES130Enny Hasan Koehler 9Aplikasi perpajakan praktis bagi sekretaris &
admin.asst. SECRETARY230Drs. Saftri Nurmantu10Assessing SDM Manager Candidate HRD130enny's studies
team11Audit mutu internal ISO 9000MANAGEMENT330Shobrie Hardhi Wibawa12Bagaimana mempersiapkan press
releasePERSONAL DEVELOPMENT230enny's studies team13Basic Course Of SalesmanshipMARKETING130Budi
Santoso14Basic Exploration For Support PersonnelOIL INDUSTRY230Ir. Kris S Hendardjo MBA & Enny HK15Be A
better You: Office Skills & CreativitySECRETARY330Enny Hasan Koehler16Building A High Performance Work Team
PERSONAL DEVELOPMENT230Djajendra17Building achievement thinkingPERSONAL DEVELOPMENT330enny's
studies team18Business Correspondence & Report WritingSECRETARY215Enny Hasan Koehler19Business
Correspondence & Report Writing In Mining Business SECRETARY215Enny Hasan Koehler 20Character Building L5CM
ConceptsHRD230Djajendra21Communication  Skills and Dealing with 'difficult' peoplePERSONAL
DEVELOPMENT230Enny Hasan Koehler22Communication  Skills and MC-ingPERSONAL DEVELOPMENT230Enny
Hasan Koehler23Communication & Interspersonal SkillsPERSONAL DEVELOPMENT130Enny Hasan
Koehler24Communication & Interspersonal Skills and Office CreativityPERSONAL DEVELOPMENT230Enny Hasan
Koehler25Controlling human behaviour (Perilaku Karyawan)LEADERSHIP AND SUPERVISORY230enny's studies
team26Creating Strategy - Focused organization with balanced scorecardMANAGEMENT230Ali Zainal
Abidin27Customer Service ExcellenceSERVICES130Ir. Kris S Hendardjo MBA28Decision making and Problem
solvingLEADERSHIP AND SUPERVISORY130enny's studies team29Defect prevention through statistical process
controlMANAGEMENT330Ali Zainal Abidin30Developing a winning positioningPERSONAL DEVELOPMENT330enny's
studies team31Developing personal & interpersonal leadershipPERSONAL DEVELOPMENT330Enny Hasan
Koehler32Dokumentasi ISO 9000MANAGEMENT230Shobrie Hardhi Wibawa33Duo single: you & your
bossSECRETARY130Enny Hasan Koehler34Effective & Efficient Executive SecretariesSECRETARY330Enny Hasan
Koehler35Effective business presentationMANAGEMENT130Enny Hasan Koehler36Effective Communication
Skills PERSONAL DEVELOPMENT230Enny Hasan Koehler37Effective Communication Skills for higher level
managementPERSONAL DEVELOPMENT130M.T. Widodo & Enny Hasan K38Effective Presentation
SkillsSECRETARY220Enny Hasan Koehler39Effective Presentation Skills PlusPERSONAL DEVELOPMENT220Enny
Hasan Koehler40Effective task delegationLEADERSHIP AND SUPERVISORY130enny's studies team41Effective time
management, developing career & career orientationSECRETARY230Ir. Kris S Hendardjo MBA & Enny HK42Effective
selling skillMARKETING230Shobrie Hardhi Wibawa43Electronic Filing For Secretaries And Admin. Asst.
SECRETARY230Sigit Darmaji & Enny Hasan Koehler 44Electronic Filing For HRD, Finance And IT StaffHRD130Sigit
Darmaji & Enny Hasan Koehler 45Emotional QuotientHRD230Dr. Darsono P.,SE, SF,MA,MM46Enterprise Resource
Planning / ERP MANAGEMENT230Sigit Darmaji 47Environmental Awareness On ISO 14001:1996MANAGEMENT130Ali
Zainal Abidin48Event Management & PR ManagementPUBLIC RELATION230Ir. Amelia Naim, MBA & Enny
HK49Executive secretary adalah bagian dari managementSECRETARY330Enny Hasan Koehler50Exploration For Non
ExplorationistPERSONAL DEVELOPMENT230Enny Hasan Koehler51Factors that influenced motivationPERSONAL
DEVELOPMENT230enny's studies team52Filing systemSECRETARY115Enny Hasan Koehler53Finance For Non
Finance ManagerPERSONAL DEVELOPMENT230Enny Hasan Koehler54Finance, Accounting, & Taxation for
secretaries & admin. Asst.SECRETARY430Hendro Hartono & Safri Nurmantu55Good Corporate
GovernanceHRD230Djajendra56Human Resources PlanningHRD230enny's studies team57Indikator kepribadian Myers -
 BriggsMANAGEMENT230Shobrie Hardhi Wibawa58Interactive skills for secretariesSECRETARY230Enny Hasan
Koehler59Interview Skills For RecruitmentMANAGEMENT230enny's studies team60Introduction To Oil
Industry MANAGEMENT330Ir. Kris Sumargo Hendardjo, MM61Job Descriptions, job analyses, job evaluations
HRD330enny's studies team62Karyawan Membangun Loyalitas KerjaHRD230Djajendra63Kepemimpinan
EfektifLEADERSHIP AND SUPERVISORY130Djajendra64Kepemimpinan masa depanLEADERSHIP AND
SUPERVISORY230Shobrie Hardhi Wibawa65Kepemimpinan motivasionalLEADERSHIP AND
SUPERVISORY230Shobrie Hardhi Wibawa66Keys To SuccessPERSONAL DEVELOPMENT130Enny Hasan
Koehler 67Knowing your customersSERVICES130Enny Hasan Koehler68Konsep dan Paradigma
KepemimpinanLEADERSHIP AND SUPERVISORY230Djajendra69Law and Public relations for
secretariesSECRETARY230enny's studies team70Leadership for middle managementLEADERSHIP AND
SUPERVISORY230enny's studies team71Management developmentLEADERSHIP AND SUPERVISORY230enny's
studies team72Management for admin. Assistants.SECRETARY330Enny Hasan Koehler73Management For Secretaries
and Admin.Asst.SECRETARY230Enny Hasan Koehler 74Management of anger & problem
solvingMANAGEMENT230enny's studies team75Management pergudanganMANAGEMENT330enny's studies
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team76Management Skills For Executive SecretariesMANAGEMENT230Enny Hasan Koehler 77Managerial skill for
middle managementLEADERSHIP AND SUPERVISORY330enny's studies team78Managing HR In The Modern
CorporationHRD230Enny Hasan Koehler 79Manajemen GedungPROPERTY130Budi Santoso80Manajemen
StrategicMANAGEMENT130Dr. Darsono P.,SE, SF,MA,MM81Marketing StrategyMARKETING130enny's studies
team82MC ingPERSONAL DEVELOPMENT115Enny Hasan Koehler83Membangun etos kerjaPERSONAL
DEVELOPMENT330enny's studies team84Membangun etos kerjaHRD530enny's studies team85Membangun loyalitas
kerjaLEADERSHIP AND SUPERVISORY230enny's studies team86Menang Dalam
MenjualMARKETING230Djajendra;;87Meningkatkan produktifitas kerjaHRD230enny's studies team88Motivasi
karyawanLEADERSHIP AND SUPERVISORY230enny's studies team89Negotiations skills for
bankersMANAGEMENT130enny's studies team90Office managementMANAGEMENT230Enny Hasan Koehler91Office
skills and creativitiesPERSONAL DEVELOPMENT130Enny Hasan Koehler92Office
SpiritHRD130Djajendra93Organizational Behaviour: Manajemen Prilaku Dalam OrganisasiHRD230enny's studies
team94Pelatihan dan konsultasi persiapan purnakaryaPERSONAL DEVELOPMENT330enny's studies team95Pelatihan
motivasi berprestasiPERSONAL DEVELOPMENT230Shobrie Hardhi Wibawa96Pengambilan keputusan
kreatifPERSONAL DEVELOPMENT230Shobrie Hardhi Wibawa97Pengembangan PribadiPERSONAL
DEVELOPMENT230Shobrie Hardhi Wibawa98Pengembangan pelanggan utamaSERVICES230Shobrie Hardhi
Wibawa99Pengenalan ISO 9000 versi 2000MANAGEMENT230Shobrie Hardhi Wibawa100Pengendalian
konflikLEADERSHIP AND SUPERVISORY230enny's studies team101Pengetahuan Praktis
PemasaranMARKETING130enny's studies team102Penilaian karyawan dalam masa percobaanHRD230enny's studies
team103Penilaian prestasi kerjaHRD230enny's studies team104Peran PR dalam PerusahaanPUBLIC RELATION230R.
Hernani Pantjawati & Enny HK105Perencanaan tenaga kerjaHRD230enny's studies team106Personality in
servicePERSONAL DEVELOPMENT115Enny Hasan Koehler107Personnel management for non personnel
managerHRD230enny's studies team108Professional Development For AdministratorsPERSONAL
DEVELOPMENT230Enny Hasan Koehler 109Petroleum secretaries workshopSECRETARY5104Ir. Kris S Hendardjo
MBA & Enny HK110PR & Sevice Excellence for Secretaries & Admin. Asst.SECRETARY330Enny Hasan Koehler111PR
for Secretaries & Admin.Asst.SECRETARY230Enny Hasan Koehler112Practical Knowledge for Secretaries & Admin.
Asst. And Filing Syst.SECRETARY230Enny Hasan Koehler113Pre-employment trainingHRD330enny's studies
team114Prime personality in service & table manner training for sales peoplePERSONAL DEVELOPMENT230enny's
studies team115Prime Personality In Service: Receptionist & Telephone OperatorsPERSONAL
DEVELOPMENT130Enny Hasan Koehler116Prime personality: Essential Tools For SuccessPERSONAL
DEVELOPMENT230enny's studies team117Problem Solving and Decision MakingPERSONAL
DEVELOPMENT130HMA. Razmy Humris118Profesional Selling SkillSERVICES330Enny Hasan
Koehler119Professional Secretaries PackageSECRETARY230Enny Hasan Koehler120Professional Secretaries
PackageSECRETARY330Enny Hasan Koehler121Project ManagementMANAGEMENT330enny's studies
team122Property ManagementPROPERTY230Budi Santoso123Purchasing ManagementMANAGEMENT230Dr.
Darsono P.,SE, SF,MA,MM124Quality ManagementMANAGEMENT230Ali Zainal Abidin125Quality Awareness
TrainingMANAGEMENT130Ali Zainal Abidin126Rapat Yang EfektifMANAGEMENT330enny's studies
team127Recruitment process - interviewing skillsHRD230Enny Hasan Koehler128Recruitment process - selection board
(rekrutmen calon manager)HRD230Enny Hasan Koehler129Return on Training investment (R O T I)HRD230enny's
studies team130Safety & health for office personal (S H O P)HRD230MT. Widodo, SE., MM131Salary, Compensation &
Fringe Benefits Administration (Strategi Imbal Jasa)HRD330enny's studies team132Sasaran kerja individuLEADERSHIP
AND SUPERVISORY230Enny Hasan Koehler133Secretaries beyond 2007SECRETARY330Enny Hasan
Koehler134Secretaries career pathSECRETARY130Enny Hasan Koehler135Secretaris dalam era pasar
bebasSECRETARY130Enny Hasan Koehler136Service excellence (Pribadi cemerlang pelayanan
cemerlang)SERVICES230Enny Hasan Koehler137Service excellence & knows your customersSERVICES130Enny
Hasan Koehler138Sistem and Prosedur kerjaMANAGEMENT230enny's studies team139Sistem rekrutmen
effektifHRD230Enny Hasan Koehler140Strategic HR ManagementHRD230Dr. Darsono P.,SE, SF,MA,MM141Supervisi
efektifLEADERSHIP AND SUPERVISORY230Shobrie Hardhi Wibawa142Supervisory communication and interpersonal
skillsLEADERSHIP AND SUPERVISORY430Enny Hasan Koehler143Supervisory Management & Leadership For
Executive SecretariesSECRETARY330Enny Hasan Koehler144Supervisory Management For Executive Secretaries and
Admin.Asst.HRD530Dr. Darsono P.,SE, SF,MA,MM145Supervisory WorkshopLEADERSHIP AND
SUPERVISORY230Enny Hasan Koehler146Supervisory Workshop for top management (supervisi utama)LEADERSHIP
AND SUPERVISORY130enny's studies team147Team and Character buildingPERSONAL DEVELOPMENT330Enny
Hasan Koehler148Team and Character Building through experience and experimental learningMANAGEMENT330Enny
Hasan Koehler149Tehnik penulisan laporanMANAGEMENT130Enny Hasan Koehler & MT Widodo150Teknik
konselingMANAGEMENT230enny's studies team151Teknik penerapan ergonomiHRD230enny's studies
team152Telephone PersonalityPERSONAL DEVELOPMENT130Enny Hasan Koehler153Time
managementSECRETARY130Enny Hasan Koehler154Time Management and Career Development In Oil And Gas
IndustriesSECRETARY330Ir. Kris Sumargo Hendardjo, MM155Time management, minutes of meeting & travel
arrangementsSECRETARY130Enny Hasan Koehler156Top Management LeadershipLEADERSHIP AND
SUPERVISORY230Dr. Darsono P.,SE, SF,MA,MM157Towards Secretarial ExcellenceSECRETARY230Enny Hasan
Koehler158Training for TrainersHRD230Enny Hasan Koehler159Training ManagementHRD430Dr. Darsono P.,SE,
SF,MA,MM160Undang-undang ketenagakerjaan RIHRD330enny's studies team161Uraian jabatan dan syarat jabatan
(awal tumbuhnya rasa memiliki)HRD330enny's studies team162Whole brain approach "Customer
Service"SERVICES230R. Hernani Pantjawati
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