
brings four of its very popular seminars           
to Dumaguete City, namely:

DUMAGUETE CATHEDRAL CREDIT COOPERATIVE

Sta. Rosa Street. Dumaguete City
Negros Oriental

VENUE:

Center for Labor Education, Advocacy,                           

Research and Development, Inc. 
( CLEARED, Inc.)( CLEARED, Inc.)( CLEARED, Inc.)( CLEARED, Inc.)
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Center for Labor Education, 

Advocacy, Research & 

Development, Inc.

School of Labor and Industrial Relations                        
Diliman, Quezon City                                                           

Tel. Nos. 927-8340, 920-7717 (UP SOLAIR)                         
928-9206 (CLEARED, Inc.)                                            

Fax: 927-8340, 920-7717 & 928-9206                                                
Website: www.solair.edu.ph

www.cleared.com.ph
A Partner Foundation of U.P. SOLAIR

November 17-18,  2008
9:00 am  to  5:00 pm

November 19-20,  2008
9:00 am  to  5:00 pm

November 21-22,  2008
9:00 am  to  5:00 pm

November 24,  2008
9:00 am  to  5:00 pm

ORGANIZERS:

� Dr. Virgel C. Binghay
U.P. Professor,  Seminar Director
& Lead Resource Speaker

Please call                                                  
Mayet at (02) 920-7693; or                                

Zeny/ Ian at telefax (02) 927-8340;       
or Fina/Eric at telefax (02) 920-7717;    
or Jerowin at (02) 928-9206. You can 

also email at                                  
vcbinghay@ph.inter.net

Note: Seminar reservation is a must. 
The Seminar organizers may postpone 

or cancel the training programs as 
they see fit.

RESERVATIONS AND INQUIRIES:

� Prof. Bonifacio S. Macaranas
U.P. Professor & Executive Director
CLEARED, Inc.

� Ms. Marietta G. de Taza
Lead Staff



Seminar Objective:

At the end of the two day highly 
interactive course, the participants 
would be able to design and implement 
simple training programs.  

Specifically, they would be able to:

E copy07

November 19-20, 2008                                
9:00 am – 5:00 pm

Seminar Fee:

Php 4,500.00 per participant inclusive of lunch, 
am & pm snacks, handouts and certificate of 
completion. Checks must be made payable to 
CLEARED, Inc.

Discount Rate:

10% discount on seminar fee if participant 
attends in all four seminars specified in the 
brochures. 

DESIGN &                                         

ADMINISTRATION                                  

OF                                                           

TRAINING PROGRAMS

� Determine when to use training as 
intervention for organizational 
effectiveness;

� Conduct basic training needs analysis 
using a variety of techniques;

� Formulate learning objectives using 
the behavioral approach and based on 
diagnosed organizational needs;

� Organize basic learning activity that 
specifies: topics, schedule, 
methodologies and audio-visual aids;

� Conduct and administer basic training 
programs;

� Evaluate program effectiveness based 
on pre-set learning objectives; and

� Discuss at least five trends and 
developments in training.

Course Content:

Module 1.   The Meaning, Purpose, Nature and   
Types of Training

Module 2.    Principles of Adult Learning
Module 3.   Training Cycle and Trainer 

Competencies
Module 4.    Determining Training Needs 
Module 5.    Establishing Training Objectives 
Module 6.    Designing Training Curriculum  
Module 7.   Training Methodologies
Module 8.   Facilitation and Structured Learning 

Experiences
Module 9.   Audio-Visual Aids
Module 10. Training Administration
Module 11. High Impact Presentation
Module 12. Training Evaluation
Module 13. Training Proposal and Budget
Module 14. Trends in Training and Development
Module 15. Linking Training to HR/IR System
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Seminar Objective:

At the end of the two day highly 
interactive course, the participants 
would be able to solve workplace 
problems using systematic and rational 
methods.  

Specifically, they would be able to:

E copy07

November 21-22, 2008                                
9:00 am – 5:00 pm

Seminar Fee:

Php 4,500.00 per participant inclusive of lunch, 
am & pm snacks, handouts and certificate of 
completion. Checks must be made payable to 
CLEARED, Inc.

Discount Rate:

10% discount on seminar fee if participant 
attends in all four seminars specified in the 
brochures. 

� Define problems accurately;
� Develop alternative courses and actions;
� Select the best alternative; 
� Apply various decision-making tools and 

techniques.

Course Content:

SYSTEMATIC MANAGERIAL 

ANALYSIS:                                
PROBLEM SOLVING  &                                              

DECISION-MAKING SKILLS

� PSDM Framework
� PSDM as Managerial Function  
� Problem Analysis
• Affinity Diagram
• Fish Bone Analysis 

� Developing Alternatives
• Brainstorming
• Openness and Human Dynamics
� Weighing Alternatives   
• Important Criteria
• Advantages and Constraints
• Evaluation and Priority
• Thomas Saaty’s Analytical Hierarchy Matrix
• SFF Matrix
� Selection of the Best Alternative
• Feasibility
• Suitability
• Flexibility
� Decision-Making Techniques
• Pareto Analysis
• Paired Comparison Analysis
• Grid Analysis
• Decision Trees
• Force Field Analysis
• Six Thinking Hats
• Cost/Benefit Analysis
� Implementation of the Solution 
• Develop a Plan
• Inform Stakeholders
• Compromise
� Monitor Progress
• Results
• Procedure and Process
• What to consider in case results do not 

meet expectation?

� Defining the Problem
• Goals
• Challenges
• Point of View
� Data Gathering
• Stakeholders
• Facts and Data
• Boundaries
• Opinions and Assumptions
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Seminar Objective:

At the end of the two-day highly 
interactive course, the participants 
would be able to successfully place 
people in appropriate jobs. 

Specifically, they would be able to:

� define the job or role of the would-be 
incumbent;

� generate talents from various 
sources;

� assess candidates using reliable and 
valid techniques;

� design selection frameworks; and

� apply proper placement & 
enculturation procedures.

Course Content:

EFFECTIVE RECRUITMENT, 

SELECTION AND
PLACEMENT

November 17-18, 2008                                
9:00 am – 5:00 pm

Module 2.  Recruitment, Selection & 
Placement Framework

Module 3.  Job Analysis and Job 
Description/Role Description

Module 4.  Where to Recruit Talents?

Module 5.  Assessment Strategies

• Paper Analysis (Resume Analysis  
(Resume Analysis/Bio-Data Analysis)

• Interview Techniques (Competency-based)
• Psychological Assessment/ Testing
• Observation
• Background Investigation
• Assessment Center 

Module 6.  Selection Criteria and Strategies

Module 7.   Job Preview, Job Offer & 
Negotiation

Module 8.   Enculturation & Placement 
Processes

Seminar Fee:

Php 4,500.00 per participant inclusive of lunch, 
am & pm snacks, handouts and certificate of 
completion. Checks must be made payable to 
CLEARED, Inc.

Discount Rate:

10% discount on seminar fee if a participant 
attends in all four seminars specified in the 
brochures.Module 1.  Core HRM Functions
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ENHANCING QUALITY 

CUSTOMER SERVICE

November 24, 2008                                
9:00 am – 5:00 pm

Course Content:

Module 1. Opening Activities
Module 2. Overview of Customer Service
Module 3. Characteristics of Service Winner
Module 4. Why Customers Get Upset?
Module 5. Service Intangibles
Module 6. Dimensions of Service
Module 7. Elements of Quality Service/    

Recapitulation
Module 8. Reviewing Customer Service Policies 

& Practices
Module 9. Customer Service & Communication 

Channels
Module 10. How to Develop Service Culture
Module 11. Skills of Service Providers
Module 12. Addressing Customer Needs and 

Behavior Style
Module 13. Resolving Service Breakdown
Module 14. Integration & Action Planning
Module 15. Closing Activities

Seminar Fee:

Php 2,800.00 per participant inclusive of lunch, 
am & pm snacks, handouts and certificate of 
completion. Checks must be made payable to 
CLEARED, Inc.

Discount Rate:

10% discount on seminar fee if a participant 
attends in all four seminars specified in the 
brochures.
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Seminar Objective:

At the end of the one-day highly 
interactive course, the participants 
would be able to deliver quality 
customer service to their customers. 

Specifically, they would be able to:

� identify and describe the nature of 
their customers;

� articulate the services they provide for 
every customer;

� enumerate steps in order to 
continuously improve service delivery;

� discuss the various factors affecting 
service satisfaction;

� acquire critical skills of service 
providers;

� address effectively customer needs 
and behavior; and

� resolve expeditiously service 
breakdown. 

Bonus:
Free Book on                                   

“ Enhancing Quality 
Customer Service”

by Dr. V.C. Binghay


