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Employer Benefits

If you are an employer in any of these four sectors who send your workers 
for selected sector-specific training programmes, you will receive: 

• Enhanced Absentee Payroll (AP) support at 90% of hourly basic salary
capped at $10 per hour

• Enhanced course fee support at 90% of course fees for Singapore
Citizen and SPR

The Enhanced Training Support Package (ETSP) is part of the 
Stabilisation and Support Package for sectors affected by 
COVID-19. Under the ETSP, SkillsFuture Singapore (SSG) will 
provide companies in the Arts & Culture, Tourism, Retail and 
Food Services sectors with time-limited enhanced training 
support to upgrade the capabilities of your workers.  
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Email to Ms Faridah at faridah@tp.edu.sg or 
Mr Paul Phua at paulp@tp.edu.sg to find out more!
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APPROVED MICRO-LEARNING COURSES (MLC) 
Online courses that run on your mobile devices which you can learn anytime and anywhere. 

Application closing date for each MLC is 15 June 2020. 
Participants are given up to max 2 weeks to complete each MLC that they have signed up for. 

BUSINESS & FINANCE MANAGEMENT SKILLS 

Analytics for Hospitality Professionals more 
Full Course Fee 

$49.99 (excl GST) 

Finance for Non-Financial Managers more 
Full Course Fee 

$99.99 (excl GST) 

Food & Beverage Management more 
Full Course Fee 

$49.99 (excl GST) 

Guide to MICE Fundamentals more 
Full Course Fee 

$49.99 (excl GST) 

Managing Meaningful Meetings more 
Full Course Fee 

$99.99 (excl GST) 

MICE Business Strategies Essentials more 
Full Course Fee 

$49.99 (excl GST) 

The MICE Business more 
Full Course Fee 

$49.99 (excl GST) 
COMMUNICATION SKILLS 

Delivering Power-Packed Oral Presentations more 
Full Course Fee 

$99.99 (excl GST) 

Planning Power-Packed Oral Presentations more 
Full Course Fee 

$99.99 (excl GST) 
DIGITAL SKILLS

Agile 360 more 
Full Course Fee 

$309.99 (excl GST) 
LEADERSHIP & PEOPLE MANAGEMENT 

Leading Self: Mastering Your Life more 
Full Course Fee 

$99.99 (excl GST) 

The Secrets of Great Teamwork more 
Full Course Fee 

$49.99 (excl GST) 

Winner’s Work Attitude: Unravelling Your Best Potential more 
Full Course Fee 

$49.99 (excl GST) 
SALES & CUSTOMER SERVICE SKILLS 

7 Important Insights to Attract Customers more 
Full Course Fee 

$49.99 (excl GST) 

Creating Unforgettable Experiences Through Customer Service more 
Full Course Fee 

$49.99 (excl GST) 

Customer Communication Skills to Drive Service Excellence more 
Full Course Fee 

$49.99 (excl GST) 

Customer Service 101 more 
Full Course Fee 

$99.99 (excl GST) 
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Sales 101 more 
Full Course Fee 

$149.99 (excl GST) 

Service Culture - Going Beyond Lip Service more 
Full Course Fee 

$49.99 (excl GST) 

Email to Ms Faridah at faridah@tp.edu.sg or 

Mr Paul Phua at paulp@tp.edu.sg to find out more!
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   Course Details 

Analytics for Hospitality Professionals 
Short of time? Lack of know-how? What if there is a convenient way you can share operational data with your 
team conveniently and seek actionable insights on these data rapidly?  

This course caters to especially busy hospitality professionals at operational level. It covers an analytics tool that 
enables them to create reports that can communicate their operational data clearly, easily and rapidly. They will 
learn through examples how to drill through and derive actionable insights on these data. 

What you will learn 
At the end of the course, you will have fundamental knowledge on basic hotel operations and concepts of data 
analysis as well as its application in the context of hospitality industry. 

Who should attend 
The programme is designed for aspiring hoteliers who are interested in learning basic analytics techniques for 
hospitality operations and applying the knowledge for their day to day work. BACK  

Finance for Non-Finance Managers 
At the end of this course, participants would be able to understand the accounting equation and financial 
statements to monitor the performance and cash flows of the business. They will be familiar with impairment 
loss, financial ratios and the use of key accounting information to determine break-even point and make short-
term decisions. They will also be able to relate and apply the knowledge learnt back to their organisation. 

Interactive and engaging methods of learning such as external articles, videos and real life case studies will be 
used to facilitate learning of key concepts. Quizzes and reflective questions will also be used to get participants 
to apply concepts learnt. 

What you will learn 
• Accounting process that generates financial statements;
• Financial ratios to assess performance of the business;
• Decision-making tools using accounting information;
• Overview of Singapore corporate taxation.

Who should attend 
Managers with little or no financial background. BACK 

Food & Beverage Management 
This course will provide participants with the understanding on the key elements of F&B management such as 
planning, organizing, communicating, decision-making, motivation and control. 

What you will learn 
• Explain the objectives of effective control systems for food production, sales, purchasing, receiving and

inventory.
• Describe the importance of productivity for potential improvements.
• Analyze common and current restaurant marketing trends in the industry.
• Review a marketing and promotional strategy for new food and beverage operations using social media.
• Define human resource management challenges for recruitment, training, motivation and staff

development.

Who should attend 
Participants who are interested in optimal operational efficiency through professional F&B management. BACK 
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Guide to MICE Fundamentals 
This course will introduce participants to MICE relationship to tourism and the 4 important components of the 
MICE industry. Participants will also learn how to plan and execute MICE activities. 
 

What you will learn 
• Explore the Meetings, Incentives, Conference and Exhibitions sectors; 
• Discuss operational processes to successfully support MICE related events especially in hotel setting. 
 

Who should attend 
Participants who are interested to deepen their knowledge about the MICE industry and/or considering to 
explore a career in the MICE/Hospitality/Hotel/ Venue Owners sector. BACK  
 
 

Managing Meaningful Meetings 
This course will equip participants to apply effective communication skills in small talk and networking in 
business settings. It will also help participants plan and manage meetings in workplace settings, paying careful 
attention to roles and responsibilities, etiquette, language and meeting protocols. It will also focus on improving 
participants’ skills in writing meeting documents. 
 

What you will learn  
• Identify the types of business settings and their protocol 
• Explain the importance of networking skills and communication styles in a business environment 
• Apply appropriate protocol and communication technique in various business settings 
• Describe the roles of participants in a business setting 
• Demonstrate skills such as planning, organising, participating and leading successful meetings 
• Describe the types of meeting documents 
• Identify the key elements in meeting documents 
 

Who should attend 
Participants who are interested to learn how to communicate professionally in networking sessions, manage 
meetings competently and productively and write effective meeting documents. 
 

Accreditation Benefits 
Participants who complete the following suite of MLCs will be eligible to apply for exemption to part-time 
Diploma in Business Practice (Business Administration) upon successful admission into the programme offered 
by Temasek Polytechnic, subject to the approval of the polytechnic: 

• Planning Power-Packed Oral Presentation (top) 
• Delivering Power-Packed Oral Presentation (top) 
• Managing Meaningful Meetings (top) 

 

Upon successful admission, they will also be granted full exemption in the Oral Presentation & Meeting module. 
BACK  
 
 

MICE Business Strategies Essentials 
This course will provide participants with insights into sales, marketing and revenue management strategies for 
the MICE industry and discuss the trends and challenges in the industry. 
 

What you will learn  
• Identify the sales process in a MICE activity 
• Discuss marketing strategies that can be used in MICE 
• Examine trends and challenges in the MICE industry 
• Discuss revenue management 
• Identify post event evaluation methods for MICE events 
 

Who should attend 

https://www.tp.edu.sg/courses/part-time-courses/industry/professional-services/business-practice-business-administration
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Participants who are interested to deepen their knowledge about the MICE industry and/or considering to 
explore a career in the MICE/Hospitality/Hotel/ Venue Owners sector. BACK  
 
 

The MICE Business 
This course will provide participants with an overview of the MICE industry in Singapore. Participants will learn 
why MICE is so important to a destination, especially its contribution to the economy. The course will also discuss 
the relationship between MICE events and tourism. 
 

What you will learn  
• Explain the role of MICE and the business rationale of MICE events. 
• Discuss the importance of MICE to a destination. 
• Discuss characteristics of MICE venues especially to Hotel sector. 
 

Who should attend 
Participants who are interested to deepen their knowledge about the MICE industry and/or considering to 
explore a career in the MICE/Hospitality/Hotel/ Venue Owners sector. BACK  
 

 

Customer Service 101 
This course introduces to participants the different types of customers and the unique strategies to handle them. 
It also introduces participants to skills that would allow them to exceed customers' experience and the right 
attitude to win over customers. 
 

What you will learn  
• Understand the different types of customers, and the techniques to deal with them 
• Acquire skills to build excellent relationships with customers 
• Practise empathy to understand customers' expectations 
• Understand and apply the principle of AGORA 
 
 

Who should attend  
New hires who have no experience in service industry. BACK  
 
 

Sales 101 
This course introduces 9 sales skills, from planning to on boarding and service skills. Participants will learn about 
the sales cycle and the appropriate skills to apply in each cycle. 
 

What you will learn  
• Understand the sales cycle 
• Acquire planning, calling, presenting, questioning, listening, overcoming challenges, negotiating, closing, 

on boarding and service skills 
 

Who should attend 
Sales representatives who want to improve their sales skill needed for their jobs. BACK  
 
 

Creating Unforgettable Experiences Through Customer Service 
This course will equip participants with the fundamental knowledge and skills to practice of excellent service. It 
aims to deepen their understanding of service encounter, organizational customer service philosophies and 
culture, and its impacts on customer service cycle. 
 

What you will learn  
• Define service encounter and its stakeholders. 
• Describe the role of operations in achieving service excellence. 
• Apply suggested work practices that lead to the delivery of excellent service. 
• Apply consistent & sustainable positive service experiences. 
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• Identify customers’ perception points. 
• Describe excellent service mannerisms and professional appearance. 
• State the benefits of empowering service staff members. 
• Describe appropriate forms of language to win a customer. 
• Choose key customer touch point techniques that matter most to the internal & external customer. 
• Examine service standards 
 

Who should attend 
Participants and customer service practitioners who are interested to develop and establish a customer service 
culture within their areas of work and elevate service standards for their customers. BACK  
 
 

Customer Communication Skills to Drive Service Excellence 
This course will equip participants with the knowledge and skills to practice effective customer communications. 
 

What you will learn  
• Identify various forms of customer communication channels. 
• Explain the importance of customer interactions. 
• Prescribe effective verbal and non-verbal customer contact skills. 
• Identify various forms of customer communication channels. 
 

Who should attend 
Participants and customer service practitioners who are interested to develop and establish a customer service 
culture within their areas of work and elevate service standards for their customers. BACK  
 
 

Service Culture - Going Beyond Lip Service 
This course will equip participants with the knowledge and skills to build a client-focused service culture within 
their organizations. 
 

What you will learn  
• Identify the organisation’s customers (internal & external) in the value chain. 
• Describe roles and responsibilities of a representative of a service team. 
• Explain the rationale for good service. 
• Explain the importance of continuous improvement of a strong service culture. 
• Prepare a customer service vision & philosophy model. 
• Identify contributing factors to customer dissatisfaction. 
• Identify suitable techniques and strategies for handling difficult customer situations. 
• Explain the concept of a service guarantee. 
• Explain elements of service recovery strategies. 
• Distinguish excellent service from good service. 
• Combine integrated and innovative techniques in service to improve business. 
• Propose ways to say “no” to customers in the right way. 
 

 
Who should attend 
Participants and customer service practitioners who are interested to develop and establish a customer service 
culture within their areas of work and elevate service standards for their customers. BACK  
 
 

The Secrets of Great Teamwork 
Like communication, teamwork is a soft skill that is in demand. In fact, it is closely linked to two of the top 10 
skills of 2020 - people management and coordinating with others. Take this course to learn what teamwork 
really means, what makes a team effective, and how to become a more effective team player. 
 

What you will learn  
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• Define the concept of 'teams' 
• Identify the differences between groups and teams 
• Identify the characteristics of effective teams 
• Identify the barriers to effective teamwork 
• Describe the 5 dysfunctions of teamwork 
• Identify the 4 team player styles 
• Identify the 4 stages of team development 
• Apply team player styles during stages of team development 
 

Who should attend 
Students and working professionals who are keen to learn about effective teamwork. BACK  
 
 

Planning Power-Packed Oral Presentations 
This course will help participants to develop effective oral presentation communication skills that are essential 
in their working lives. It focuses on the skills required to plan and prepare effective and professional oral 
presentations. 
 

What you will learn  
• Explain what an oral presentation is 
• Explain the types of oral presentations in the workplace 
• Identify the uses of oral presentations in the workplace 
• Identify the purposes, settings and audiences for presentations 
• Organise a presentation in an appropriate structure 
• Outline an oral presentation using appropriate language and structure 
 

Who should attend 
Participants who are interested to acquire the skills in planning and preparing effective oral presentations for 
workplace settings. 
 

Accreditation Benefits 
Participants who complete the following suite of MLCs will be eligible to apply for exemption to part-time 
Diploma in Business Practice (Business Administration) upon successful admission into the programme offered 
by Temasek Polytechnic, subject to the approval of the polytechnic: 

• Planning Power-Packed Oral Presentation (top) 
• Delivering Power-Packed Oral Presentation (top) 
• Managing Meaningful Meetings (top) 

 

Upon successful admission, they will also be granted full exemption in the Oral Presentation & Meeting module. 
BACK  
 
 

Delivering Power-Packed Oral Presentations 
This course will equip participants to deliver oral presentations in their workplaces and in business settings with 
poise and professionalism. 
 

What you will learn  
• Use verbal and non-verbal language to present ideas 
• Use appropriate tone 
• Clarify points raised using visuals 
• Identify the purposes of questions posed by the audience in a presentation 
• Apply appropriate techniques to respond to questions tactfully and professionally 

 

Who should attend 
Participants who are interested to acquire the skills to deliver effective oral presentations for workplace settings 
 

Accreditation Benefits 

https://www.tp.edu.sg/courses/part-time-courses/industry/professional-services/business-practice-business-administration
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Participants who complete the following suite of MLCs will be eligible to apply for exemption to part-time 
Diploma in Business Practice (Business Administration) upon successful admission into the programme offered 
by Temasek Polytechnic, subject to the approval of the polytechnic: 

• Planning Power-Packed Oral Presentation (top) 
• Delivering Power-Packed Oral Presentation (top) 
• Managing Meaningful Meetings (top) 

 

Upon successful admission, they will also be granted full exemption in the Oral Presentation & Meeting module. 
BACK  
 
 

7 Important Insights to Attract Customers 
Understanding your customers is a very important component of achieving marketing and business success. 
The ability to ask the right questions to understand the underlying human psychology, customs, attitudes and 
habits will be key to help a company design products and services that are competitively superior in meeting 
customer needs and can even influence buying behaviours. 
 

What you will learn  
At the end of this course, participants will be able to appreciate the complex consumer psyche and how 
consumers consider products before a purchase. This course will also help business owners to develop more 
effective strategies that can better satisfy customers. 
 

Who should attend 
Participants who are interested to know more about consumer psychology and business owners or marketers 
who would like a quick refresher about how to energize their brands for their customers. BACK  
 
 

Agile 360 
This course is about implementing Agile across all functions to achieve Business Agility and injecting start-up 
mindset in any organisation. 
 

This course will also introduce Scrum and Kanban, as well as how to apply them in projects 
 

What you will learn 
• Explain the concepts of Agile, Scrum and Kanban. 
• Understand the techniques in Agile, Scrum and Kanban 
• Plan projects using Agile 

 

Who should attend 
Leaders, entrepreneurs and executives who are looking for solutions to tackle the many challenges of the digital 
age like time to market, innovation and talent acquisition;  
Managers looking for efficient ways to run their teams; Anyone involved in designing, building or delivering 
products or services. BACK 
 

Leading Self: Mastering Your Life 
This program introduces the fundamental principles of self-leadership, along with practical tools that 
participants can immediately apply to help them consistently and harmoniously express their authentic 
leadership essence regardless of the situation they find themselves in. 
 

What you will learn  
• Adapt leadership approach to the VUCA world 
• Maintain balance in a rapidly changing world 

 

Who should attend 
Leaders and management team who are new to leadership position. BACK  
 
 

https://www.tp.edu.sg/courses/part-time-courses/industry/professional-services/business-practice-business-administration
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Winner's Work Attitude : Unravelling Your Best Potential 
This course helps participants to unravel their best potential to improve performance at the workplace by 
practicing the winner’s work attitude. Through interactive teaching and sharing of inspirational personal stories, 
learners will learn the importance of positive attitude, how to nurture and develop the right attitude daily and 
practice the discipline of the winner’s work attitude in their daily life. 
 

What you will learn  
• Understand the importance of developing a winner’s work attitude 
• Explain the components that make up a winner’s work attitude 
• Apply the winners work attitude into daily life 
 

Who should attend 
Individuals who are seeking to practice the winner’s work attitude and develop their best potential to improve 
performance at work, home and in their community. BACK 
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