Courses Provided by HKCSS 2013-16 For Social Welfare Development Fund Phase |l Appendix 1
Courses organized by HKCSS Institute
I Management Courses (93 Courses)
. Fee/
No. Course Name Target participants Contents Hour Head
A. |Personal Effectiveness
A-01 |Be a Competent Team NGO staff who are e building a team 6.5hrs 880
Leader responsible for supervision |e understanding your teammates
e managing crisis in a team
e sustaining a strong team
e roles and obligations in conducting a meeting
e conducing effective meetings
e the artsin encouraging active participation
e handling conflicts in a meeting
A-02 |Creative Problem Solving Management level of NGO |e Using creative thinking exercise 6hrs 800
Staff e |deas generation techniques
e Applying creative problem solving models
e Stimulating innovation in workplace
e Making effective decisions
A-03 |Effective Decision Making |Managerial Staff e Decision-Making Process 6hrs 800
for NGO Executives e Comprehensive Evaluation Criteria
e Risk Assessment and Management
e Apply Decision Making in Different Context
A-04 |Workshop on Social Managerial Staff e Innovative Mindset and Process 3.5hrs 480
Innovation e Innovation Statement and Idea Generation
e Real-life Application in Social Service
A-05 |Facilitation: Key to Effective INGO Staff who need to e Role and key tasks of a facilitator 6hrs 800
Meeting facilitate meetings e Six key competencies a facilitator need
e Four stages of facilitation
e Facilitators toolkit — pick the right facilitation framework
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e Intensive practice and feedback
A-06 |[Enhancing Performance Centre supervisors, Service |e Skills and methods on effective time management 6hrs 800
with Better Time Managers and NGO staff at |e Means to increase work effectiveness and efficiency
Management managerial position e Developing personal productivity philosophy
e Organizing your paper work and other areas of work
e Goal setting for peak performance
e Working effectively with technology
e Effective use of meeting time
e Removing obstacles and eliminating time wasters
A-07 |Effective Presentation Skills |Managerial Staff e Success Factors for Effective Presentations 12hrs in 1600
Workshop e Owning your Presentations and Overcoming Stage Fright 2-day
e Delivering your Presentation
e Intonation in action
e Delivering Narrative Stories
e Handling questions, Overcoming objections & Coping with
management issues during presentations
e Handling emotional audience during public forums, Managing
challenging confrontational audience & Presenting with the
presence of public media
A-08 |English Made Easy for NGO |[NGO Staff at managerialle Business Writing Etiquette 14hrs 1820
Executives positions e Writing Effective Emails and Memos
e Writing Effective Reports
e Agenda Writing and Minutes Taking
A-09 |Train-the-Trainer Workshop |Professional Staff who Need |e Part I: Learning Methods and Training Design 12 hrs 2880
- Training and Facilitation  [to Deliver Trainings » Different learning components of knowledge, skills and
attitude
» Training design and session plan
° Part Il: Training Delivery and Facilitation Skills
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10 steps instruction planner
10 critical skills in giving presentation and instruction
° Part Ill: Evaluating Training Effectiveness
Learning evaluation and reinforcement
Individual development plan to become a more confident and
professional trainer
A-10 |Understand Behavior Managerial Staff e Whatis MBTI 12hrs 1600 +
Preference through MBTI e Team Dynamic and Team characteristics $400 (Cost
and Develop Coaching Skills e Our behavior preferences, strength and weakness of Form M
e Leadership Roles in an organization to be
e Importance of using “coaching” confirmed)
e The 4 core coaching styles
e The essential skills in coaching — questioning, listening, feedback
and forwarding skills
e Role play and skill practices
A-11 |EQ and Stress Management |Centre supervisors, Service |e The five pillars of EQ 6hrs 800
Managers and NGO staff at |e Seeing the link between personality types and emotions
managerial position e Use of positive and negative emotions
e Coping with anger and other emotions during communication
e Changing personal perception with Zen philosophy
e Breathing exercise in stress management
A-L2 | D B — I TR 2 A A Il o [frase ? 6hrs 800
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B. |Working with Others — Workplace Management
B-01 |Mastering Your Workplace |Staff of NGO * The benefits of powerful communication skills 6hrs 800
Communication Skills * Understanding the 4 different Communication Styles
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¢ Communication process
* Say ‘No’ Skills
* Resolving conflict through Influencing Skills
B-02 |Team Building — Leadership |Managerial Staff e The basic understanding of MBTI type 12hrs 1600
Workshop with MBTI e Self-estimation and use of Form M +$400
Personality Indicators e Understanding team dynamics and characteristics (Cost of
e Use activities to understand behavior preferences Form M to
e The process of “Aware, Adjust and Adopt” to make conscious be
change confirmed)
e Leverage individual strengths in team formation process to build
a stronger team
e Develop appreciative mindset to handle differences
e Value differences and always look for a better solution
B-03 i%»’ﬂ’ﬂg_'l lﬁdf‘ o (EE|e 2 = ‘ﬁﬁﬁjﬂ“\liﬂvH'Jw&»« ° @FﬁiQﬁlﬁgﬂbiﬁ(f’—ﬁ% i 6 hrs 800
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B-04 |Conflict Management — Senior Management Staff of | The Nature and Common Beliefs of Conflict 6 hrs 800
“The Nine” Model NGOs e Causes and Sources of Workplace Conflict
e Conflict Handling Models
e Managing Team Conflicts — The four principles
e Techniques in Managing Conflict Cases
B-05 |Coaching & Mentoring Managerial Staff e Identifying, Planning and Making Coaching Opportunities 6hrs 800
e Critical Steps of Coaching as an Effective Intervention
e Difficult Coaching Situation: Conflict Preference and Resolution
e Mentoring On-going Progress
B-06 |Disciplinary Management  |Managerial Staff e Appropriate disciplinary action — What exactly is it? i.e. Handling 7hrs 940
disciplinary case, Potential criminal offences etc.
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e Performance improvement plan for substandard performers
e The sentiment issue
e Employment law relating to disciplinary action
e How to avoid common pitfalls
B-07 |& = R [~ = [=H =3[ |Officers, event organizers, |A series of courses: 18hrs 2400
administrators and social e Fundraising other than flag selling (3hrs)
workers who need to e Corporate Social Responsibility (CSR)
organize / co-coordinate e Partnership Building (3hrs)
events with corporations; |e Where to Find Your Prospects? (3hrs)
Staff with fundraising e Preparing and Submitting Proposals to Corporate (3hrs)
duties; e Effective Presentation of ideas to Corporate (3hrs)
Service supervisors with e Relationships Cultivation — Keeping New Supporters and
responsibility for resources Maximizing Values (3hrs)
mobilization
C. |Results/Tasks Orientation
Cl |Results/Tasks Orientation : HR and Performance Management
C1.1 |Overview: HR Functions & |NGO staff at managerial or |e The Human Resources Function in an Organization 6hrs 800
HR Strategy supervisory level From Administrative HR to Business Partner
The Recent HR Challenges in HK & its relations with your
organization
e Develop your Human Resources Strategy and Human Resources
Plan in your Organization
C1.2 |Recruitment Tools Managerial Staff e Overview of Assessment Tools, their Effectiveness and Pros and 3hrs 400
Cons
e Emerging Issues in Personnel Assessment
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C1.3 |Interviewing skills & exit NGO staff at managerial or |e The Different Forms of Interview, Its functions and applications 6hrs 800
interview supervisory level e The 3 Stages (Prepare, Conduct and Close)
e Essential Skills for Conducting an Effective Interview
e Using Competency Base Interview to Develop Consistent
Selection Criteria
e Essential Elements of Exit Interview and its uses
C1.4 |[Employee Engagement and [NGO staff at managerial or |e Base Pay and Benefits Management 6 hrs 800
Compensation & Benefits  |[supervisory level e Surveys and Analysis
e Employee Engagement in the Contest of reward Management
e Role of HR and Line Managers
e Linking Reward with Performance
C1.5 |Employment Law NGO staff at managerial or |e Employment Related Legislations 6 hrs 800
supervisory level e Equal Opportunities Legislations
e Personal Data (Privacy) Legislations
e Employee Relations Related Legislations
C1.6 |Training & Development for NGO staff at managerial or |e Analyzing Performance Gap(s): From Organization Needs to 6 hrs 800
NGOs — Needs Identification |supervisory level Employee competencies
e Training Need Analysis and Identification: Organization level,
Employee Category and Job Level
e Employee Development through Performance Management
Cycle
C1.7 |Supervisory Skills — Managerial Staff e Concepts: Values and Beliefs ,Needs and motivation in 6hrs 800
Supervising Frontline Supervision
Workers e Skills: Team Supervision for Frontline Workers
e Supervising New Staff and Team Development
e Issues and Problems : Case Study and Discussion
C1.8 |Supervisory Skills — Managerial Staff e Concepts: Values and Beliefs ,Needs and motivation in 6hrs 800
Supervising Professional Supervision
Workers e Skills: Professional Supervision Model for Social Workers
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Supervision in Local context: Coaching, Live Supervision and
Leadership
Issues and Problems : Case Study and Discussion
C1.9 |How to Conduct a Managerial Staff The techniques of developing a correct mindset - “win-win” in 6.5hrs 880
Meaningful Appraisal the performance appraisal
The different stages of performance appraisal and their
importance
Practice the effective questioning, listening and giving feedback
skills to achieving a meaningful appraisal
Understand why appraisees become difficult and learn how to
deal with the situation
C2 |Results/Tasks Orientation : Financial & Resources Management
C2.1 |Basic Financial Management|Non-financial Professionals Regulatory framework of financial reporting and basic financial 6hrs 800
for Non-financial of NGOs accounting principles and applications
Professionals of NGOs Structure of financial statements: income statement, balance
sheet and cash flow statement
Financial analysis: interpretation and analyzing financial
statements
Fundamental corporate finance, principles and applications
Budgetary planning and control: master, operation, capital and
cash budgeting
Break-even analysis
Divisional performance evaluation through budgeting and key
performance
C2.2 |Essential Management NGO Accounting Staff Management and accounting information for planning and 6hrs 800
Accounting for NGO control
Accounting Staff Break-even analysis
Budgeting planning, process and budgetary control in NGO
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Divisional performance evaluation through budgeting and key
performance indicators
Implementation of management control systems in NGO

C2.3

Advanced Accounting
Knowledge for NGO
Accounting Staff

NGO Accounting Staff

Regulatory framework of financial reporting and accounting
standards relating to NGO

Periodic measurement of financial statements and reporting in
NGO

Mastering practical skills and applications for SWD’s Annual
Financial Reports

Cost information and determination for financial control

6hrs

800

c24

Financial Decision Making
for Non-financial
Professionals of NGOs

Managerial Staff

Financial planning and control framework in NGO environment
Contemporary financial decision-making principles and
methodologies

Costs and benefits for decisions

Pricing analysis and decision for self-finance operations

6 hrs

800

C2.5

Managing Enterprise Risk
through Internal Control

Non-financial Professionals

of NGOs

Driving forces in contributing an excellent corporate governance
The value and function of Internal audit (IA) and internal control
(IC) in NGO

Setting up and managing an IA or IC function in NGO

IC - general methodology and work approach

The role of IA or IC in Enterprise Risk Management (ERM)

ERM framework, methodology, and common language to be
used

Implementing ERM in practice

6hrs

800

C2.6

Output Costing for
Non-finance Managers and
Professionals

Non-finance NGO Managers
and Professionals

Understanding basic accounting and cost management
Practicing the preparation of financial statements for services
Introducing output costing, its application for social service, the
methodology, key steps and tools

Sharing real life examples of applying output costing in agencies

6hrs

800
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e Using real life example to practice analysis on output costing
information
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c3 |Results/Tasks Orientation : Knowledge Management
C3.1 |Knowledge Management: |Centre Supervisors, Service |e Aligning KM objectives with business goals 3hrs 400
How to Formulate an Managers, Management e Developing Roadmap and Framework of KM
Effective KM Strategy staff responsible for Prioritizing KM initiative
Knowledge Management,
staff training or IT system
C3.2 |Knowledge Management: |Centre Supervisors, Service |e Assessing Knowledge Sharing Culture 3hrs 400
Promoting and Nurturing  |Managers, Management e Analyzing Organizational Culture
Knowledge Sharing Culture |staff responsible for e Understanding Different Change Management Model
Knowledge Management, |e Promoting Knowledge Sharing Culture
staff training or IT system
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3.3 |Knowledge Management — |Managerial Staff What is a knowledge audit and what can they be used for? 3 hrs 400
Capturing Critical Planning and conducting knowledge audits
Knowledge of Your The process of developing and analyzing activity-based
Organization through KM knowledge map
Diagnosis Identifying KM opportunities from knowledge maps
Developing recommendations for practical interventions to
support tactical KM needs
C3.4 |Knowledge Management — |Managerial Staff Defining taxonomies and identifying different taxonomy forms 3 hrs 400
Developing a Clear e The different kinds of value that taxonomies and taxonomy work
Classification Scheme of can bring within organizations
Your Knowledge to Enhance e Taxonomy building: scoping a taxonomy project
Job Efficiency e Taxonomy design principles
e Taxonomy testing techniques
e Taxonomy deployment - metadata and search
e The importance of taxonomy governance
C3.5 |Certificate in KM Centre Supervisors / e Module 1: Introduction of KM 30hrs 4000
Services Managers e Module 2: Strategic Planning of KM
Management Staff e Module 3: Knowledge Management Systems
responsible for Knowledge |e Module 4: Knowledge Management Tools
Management, staff training |e Module 5: Implementation of KM
or IT system development
Cc4 |Results/Tasks Orientation : Good Practices on Customer Relations and handling complaints
Ca.1 |BETE VI (e — e L o BEHIHII I 6hrs 800
Eﬁz% HF S (S0 . ’E*?{’iﬁ NalEX
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c4.3

Customer Relations
Management — Elderly
Service

Management staff of NGO

Mega trend perspective for building customer relationship

Impacts of strong CRM on Elderly Service

Elements and pillars for strong customer relationship

Policies for supporting the CRM

Challenges and strategies for CRM in welfare sector

CRM in action

12hrs

1600
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C4.6 |Complaints Handling — Managerial Staff e  Relationship of Agency Image with Complaints Handling 7 hrs 940
Turning Dissatisfaction to e Legal Aspects in Complaint Handling
Satisfaction » Understanding of Some Legal Issues
» Interpretation of the Applicable Laws Related to NGO
Services
e  Attitudes in Complaint Handling
e  Knowing of the “Self” in Complaint Handling
e  Skills Required for Complaint Handling
c5 |Results/Tasks Orientation : Good Practices Occupational Safety and Health
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Results/Tasks Orientation : Effective Projects and Events Management

C6.1

Large Scale Event Planning
& Management

NGO staff

What are the objectives for the event?

Who are to be involved to ensure success?

How to plan and implement the event (the cycle of event
management)?

What to do in time of unexpected outcome at any stage of the
cycle?

Who are the ideal event organizers?

6hrs

800

C6.2

Effective Project
Management Skills for
NGOs

Managerial Staff or project
leader

Introduction to Project Management

Five phases and six constraints of a project
Nine knowledge areas of a project
Requirement analysis and project planning
Time management techniques

Risk management techniques

Case study and application

12hrs

1600

C6.3

Certificate in Project
Management for NGOs

Managerial Staff

Framework for Project Management
PMBOK® Knowledge Areas:
Integration Management
Scope Management

Time Management

Cost Management

Risk Management
Procurement Management

VVVVYVYVY

41 hrs

6600
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> HR Management
> Communications Management
»  Quality Management
C6.4 |Designing and Planning Project managers, Program |Project design: Concept 21hrs 6400
Projects in International coordinators, Key HQ and |e Introducing the RBM concept
Development Work field staff involved in ¢ Defining the result chain: Impact, outcome, output, input
designing and planning activities
projects, Managers e Designing a project with the RBM approach
supervising project
development and Process
implementation e Step 1: Problem Identification and analysis
»  Problem analysis: importance and challenges
»  Stakeholders Analysis
e Step 2: Choosing the operational strategy
»  Defining priorities according to problem analysis
»  Linking priorities to the mandate of the organization
e Step 3: Designing the project
» Introduction to Logical Framework Approach (LFA)
»  Defining project activities
e  Step 3: The Intervention logic
»  Analyzing risks (assumptions) linked to the project
» ldentifying indicators and baseline
e  Step 4: Planning the project implementation
» Sequencing and scheduling project activities
»  Planning the resources
»  Planning a successful project monitoring system
Cc7 |Results/Tasks Orientation : Managing Communication Skills
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12hrs

1600

Strategic Planning

D.1

Strategic Planning — Organizational Management

D1.1

Improving Corporate
Governance

Senior Management of
NGOs

Role of a CEO and his/her responsibilities

Decision making

Accountability to stakeholders

Robustness of internal control

Change of policies, strategies, practices and procedures
Change management

Risk management

12hrs

2000

D1.2

Strategic Planning and
Execution for NGOs

Managerial Staff

Common perception and fallacies of strategic planning
Importance of strategic planning for NGOs

Strategic thinking and strategic thinkers

Developing and implementing a strategic plan
Preparation and staff engagement

Review mission and core values

Stakeholders analysis

External environment analysis

Benchmarking

SWOT analysis

YV V V V V

A\

12hrs

1600
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> Strategic issues and strategic goals
> Change management
» Annual planning and monitoring

D1.3 |Leading Change Managerial Staff e Leading Organization Change 6hrs 800
Transition Management Model

D1.4 |Using Balance Score Card in [NGO Management Staff e The scope of performance within a non-profit making 12hrs 1600

NGO Development organization;

e Use measurements to establish high performance team in an
organization;

e Establish manageable measurement systems to align with KPIs;
e Lagging KPIs versus Leading KPIs;
e Establish an effective balance between cost, quality and service;
e Development of performance management system;
e Translate measurement into performance improvement
D1.5 |Management Audit System -|Agency Heads, Agency e Design philosophy of the MAS 12hrs 1600
A tool tailored for NGO Board Members, Senior e Process and procedures
Management Management Staff e Measurement scheme
e Good practice guidelines
e Benchmarking concepts
e Gap identification
e Action planning
D1.6 [aylj; VE%EJEF ] JJ ??”?g ) S0 R AL o | e iﬁpﬁ-@?u . 'ff_ﬂl ‘J’FJ 40 hrs 7000
3 &Hfﬁwfza ?ﬁ i e
(B 5 =3 ° %ﬁpﬁiﬂ# ﬁrﬁﬁ PPS ~ Tl ~ [RLE(E j/EE‘ ’ s o A~
TR if&“ yrm e ﬁi ot al BATNA/WATNA AR Al :;t
ﬂ o FHHIHTY
° f EAHE S A [PJZJL ;?;;3'

o [ EHI(H 9 lﬁljii)

HKCSS Institute  ©AIl Rights Reserved 2013  All course fee valid through 31 March 2014 17/46



Courses Provided by HKCSS 2013-16 For Social Welfare Development Fund Phase Il

Appendix 1

No.

Course Name Target participants

Contents

Hour

Fee/
Head

D2

Strategic Planning — Crisis and Risk Management

D2.1
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6 hrs

800

D2.2

Crisis Management - an Senior Managerial Staff

Agency Level Approach

What is Crisis?

Conducting Crisis Audit to Analyze Potential Threats
Crisis Scenarios and Contingency Planning

Key Elements of Crisis Management Plan

Steps in Managing Crisis

Strategic Plan on Crisis Communication

6hrs

800

D2.3

Staff at middle to senior
managerial level of NGOs

Essentials for Crisis
Management

Session 1: Crisis Prevention

Session 2: Protection from Reputation Damage
Session 3: Responses to Crisis

Session 4: Recovery from Crisis

12hrsin
2-day

1600

D2.4

Staff at middle to senior
managerial level of NGOs

Certificate in Certified Risk
Planner

Session 1: Corporate Asset Management

Session 2: Enterprise Operational Risk Management

Session 3: Six Sigma Approach to Risk and Crisis Planning
Session 4: Strategic Crisis Management

Session 5: Financial Management in Corporate Decision Making
Session 6: Business Ethics, Professional Code of Standards and
Social Responsibility

24hrs

6800

HKCSS Institute
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. Fee/
No. Course Name Target participants Contents Hour Head
D2.5 |Crisis Management and NGO managerial staff e Major characteristics of Local Media Environment 6hrs 800
Media Handling e The PR Hierarchy of NGO
e Develop Communication Tactics
e Preparing to Meet the Media
e Winning Formula of ABC
e Role-the PIAO Hats
e The Golden Rule of the Message House
e Do0’s & Don’ts for Smart Spokesperson
e Case Study of Crisis Management
e Interviews Practices and Reviews
D2.6 [ﬁ“@?ﬂjﬂ A [ TH* Kz 3:1%[‘? . ?i%l’ﬁ“@% 3hrs 400
/]l 91 - 4 E;% ﬂlmaaﬂ g e U Z@ﬁ gl fﬁ‘lﬁz?uﬂ%ﬂ@jzﬁ TRV Y
frd o U A RO 7
o EIEG TR
D3 [Strategic Planning — Public Relations & Branding
D3.1 |Developing Public & Managerial and supervisory | e Relationship between corporate relations and NGO development 12hrs 1600
Corporate Relations staff in NGOs responsible e Essentials in public relations and corporate relations
for external affairs e Developing win-win relationship and strategies
e Translating corporate relations into strategic plans
e Retention and extension of win-win relationships
D3.2 | E| ¥R Ml VR Tﬂ’*q@; Eiineal I R IR 3hrs 400
F Ry gt NZARTE:
BRFL Tt @Fﬂ,m@ﬁj e L
[Fil=
D3.3 |Effective Marketing Centre supervisors, Service |e Functions of marketing management in service promotion 12hrs 1600
Strategies in Service Managers and NGO staff e The planning process
Promotion who are responsible for e Diagnose your organization
HKCSS Institute  ©AIl Rights Reserved 2013  All course fee valid through 31 March 2014 19/46
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. Fee/
No. Course Name Target participants Contents Hour Head
marketing functions The use of 4Ps
Calculations on budgetary plan
D3.4 |Developing Corporate Managerial Staff, especially |e® Establishing Image and Brand for Agencies — Rationale and 12 hrs 1600
Communications Strategy |for those who are Tactics
for NGOs responsible for public e Formulating Corporate Communications Strategies and
relations and corporate Implementation of Tactics — Identification of Stakeholders and
communications Development of Stakeholder Relations
e Developing Media Relations and Conducting Activities in Positive
and Negative Times — Media Interview Skills
D4 |Strategic Planning — Self-Financing Projects
D4.1 |Making Decision to Start-up |Managerial Staff e Board and Senior Management Involvement 3hrs 400
Self-financing Project on e Positioning of the Self-finance Project
Organization Level & Social e Internal, External & Industry Analysis
Needs e |dentify Social Needs
e Converting Social Needs into Business Opportunities
D4.2 |Making Financial Decisions |Finance Professionals e Fundamental Finance Principles and Applications 12hrs 1600
for Self-financing Projects e Budget Planning and Process
e Interpretation and Analyzing Financial Statements
e Financial Sustainability and Budgetary Control
e Breakeven Analysis
e Pricing analysis and decision for self-financing operations
D4.3 |Development of Strategic  |Managerial Staff e Selection of Business Models 6hrs 800
Business Plan for e Elements in Forming Business Plan
Self-financing Projects e Importance of Stakeholders / Partners Engagement
e Monitoring, Control & Evaluation
D4.4 |Branding & Business Managerial Staff e Constructing a Good Brand 6hrs 800
Sustainability for e Branding: Organization Brand or New Service Brand
Self-financing Projects e Business Sustainability: Your Target Customers and Services
e The Power of Differentiation
HKCSS Institute  ©AIl Rights Reserved 2013  All course fee valid through 31 March 2014 20/46
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. Fee/
No. Course Name Target participants Contents Hour Head
£ | B
E01 [B5h £ O G | EIRAERSAE i © BRET CET IR ahrs 520
. ’%TPJB’%T/HUF%%[ At ot
o = ﬁ[
E02 Eﬁf‘i‘ihrf’*f 7 pLE T KL P B . 45 TS RS 4hrs 520
[ﬂ:lk[— . :‘:{” |ﬁi :J'!FIIEI:}*UV £ j«’y‘??‘fﬂ
o BEHGEROIR: BEEE D A R
W
E03  [B¥ff L s | B AT - RS O ahrs 520
4 A s 20
E04 | * EJ!*EI?% 'Jff'ﬁf@i,;—‘é&jé %} ?}f o  HSARIFL 4hrs 520
LR e
- EMEEIT MRS
E05 |5 e ﬂ‘f{ﬁﬂ%ﬁ%ﬁ%} (i . f{;ﬁi = 4hrs 520
©FE PSS
. Eif 2P R IR EL E‘ﬁm R = i
. J gJT+¥E37§&“ﬁ§[FHQt+ T R EEE N A
Eo6 [FERBEEHTI ) B S A . ﬁﬁ; Rl Eﬁjﬂ:ﬁ?wﬁl 4hrs 520
. 7“[“ il +$HEL
©REIRHOT SR SR
ot il
EO7 I -EEE ICT puiisn ] /] BIPHRg s = v o Cere E[REEEEETE T SN SR R 4hrs 520
. AR “%’ﬂﬂi;.m
o CHIHEH AR ST
EO8 F T (- [ | BYTEAERS A S A L 4hrs 520
o FA{RERUSIHE PUERE i[;ek)f%pﬁé fgx&wkg pRRY YA
K RE=
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.. Fee/
No. Course Name Target participants Contents Hour Head
EO9 H IR 4 o E Ml | BT AR = A I AR G T R Y TG ahrs 520
g Ik - R ﬁﬁ@;@z
. R
o TEESRERY R4 BT SR WL
Category A 12
Category B 7
Category C 45
Category D 20
Category E 9
Total 93
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Courses organized by Information Technology Resource Centre Limited (ITRC)
ITRC Training Course Details (25 Courses)

2.

Appendix 1

No.

Course Name

Target
Participant
S

Contents

Hours

Fee per head

(HKS)

F. Adobe

FO1

Illustrator CS5

All NGO
staff

1. 2 ¥y Adobe lllustrator CS5 /7 [
- PR fRpVREE
- AR SRR
- FIV MG CER
- BT [ER IS IS
- EEEAE,
- RGO T -
agra bRt
- BhE gk
- SHETRVER
- A
=y
- T T A T S

g

6 hours

490

FO2

InDesign CS5

All NGO
staff

- FREEFTHY Adobe InDesign CS5 7TTH

- EXRREREIERE

- REREBZEIRTE

- ESUBEFNELAERSHK - BIRREEPMAEAESR
- BEBEERLELR(Smart Guide) TABKIER

- B EMHEIEEREE

- EHEeEHRARERIEE

- %5RIEBFEA (Pantone Color)

6 hours

490

HKCSS Institute  ©AIl Rights Reserved 2013
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Z BB (psd/ai/jpg...etc) TEFRE A
EREIZE

ElEEE e

R AE

EMRETEREE R

EASEEISVENES

R PR

ZEEERN

BUBEBFE NTHERKEMEE)

FO3

Dreamweaver CS5

All NGO
staff

R EHH Adobe Dreamweaver CS5 EFFERAENE/ L
E¥ HTML code 7275

EEZES

BmAE R

wi Table RUZEA

BORS 1 AR I EE

B SETCSS

Css @&

Adobe BrowserLab &

PAFLY 1EERE&ET oI E 2= H A BN IRARAR PR

6 hours

490

FO4

Premiere CS5

All NGO
staff

The Premiere Interface
The Project Window
Creating Dynamic Titles
The Clip Window

2 days,
6 hours
per day

980

HKCSS Institute  ©AIl Rights Reserved 2013
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- Capturing and Editing with DV
- Transparency

- Transitions

- Editing in the Timeline

- Adding Video Effects

- Stop Motion

- Creating Cuts-only Videos

- Adding Motion Effects

- Storyboarding with Stills

- Adding Video Transitions

FO5 | Photoshop CS5

All NGO
staff

- FF = FrfiiAdobe Photoshop CS5 Extended /7 [
%l E3 EILJﬁ%ﬁEﬁ,[Adobe Mini Bridge

- EE*W/}Ji¥Ju[r@§F

- ﬁ%ﬁ[%

- iﬁiﬁ'ﬁ%iﬂ LRI

- A RYERE

- H "[‘ﬁ%i%tﬁiﬁ(Content—Aware Fill)

- [fi™']Adobe Repousse 3D = HI
© 3 P

- HJ [ip Y3D ke [ﬂlﬁuﬂ[ ‘JJ

- 3D dre i

- T

- HEIRRg RS

6 hours

490

FO6 | Photoshop CS6

All NGO
staff

Adobe Photoshop CS6 Extended ERFSIR FFZRIG I TINEE - 18
HEHNEGENSE - &8 - EBENEERRM 3D 1I
IBUR - ERWTIERIEPIER 64 T ERENSMEELL
AEBTREERYHEIRGHM G E -

1. EEHB Adobe Photoshop CS5 Extended 7VH

6 hours

490

HKCSS Institute  ©AIl Rights Reserved 2013
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- BEREFEEIE Adobe Mini Bridge
- ENREeREHA

- EERE

- G EMmhEEINEE

- RNBEREMEN

- B EEIER(Content-Aware Fill)
EHtE G EE

- BEHEEE

- Clone Stamp/Healing Brush f&FH
- Patch Tool FEFS

- Blending Mode RYFEH

- ZEREAZEIRE

- ERRSTREHEERE

- S E B (Puppet Warp)

FO7

Adobe Acrobat 9

All NGO
staff

1.
2.

#osAdobe PDF

ik Adobe Acrobat

- #1IAdobe PDF

- EFIPDF X

- FRURAEEPDF X

T fZAdobe PDF S HH1Z%E
- PDF/A
- PDFJE
- PDF/X

6 hours

490

HKCSS Institute
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4. tEB{Acrobat9 RYAREIRRZAS
5. Acrobat9 B9 T{E/NE
- WEIEEE
- R
6. ﬁPDF JiF
@ (R i
. Sl
- e mhPDF Hyﬁg’y
- UL J;H n‘%’i%llij[ A=
- o) et lﬂf'ﬂﬁ[ﬁ
= #g.f R AT
- VB[R ‘FESZFIJPDF FeIER
7. %F—‘Mlcrosoft Office ® Acrobat PDF
- PDF Maker
- HEiMicrosoft WORD Hi{% = Adobe PDF ¥ {%}
- [EYIWORD AR A5 = PDF —Ff;?n;
- {EIWORD FAE=PDF i
- {#BWORD Y Excelfifi%’
- E@Z&bplﬁj Z([WOffice Mi%
i = PDF ¥ ok
- BFTPDF W [k
- ;j PDF ¥ {7
- R Rl
FI§7PDF ¥ {7k

o0

FO8 | Acrobat PDF BF X 1 K k1815 2 2fE | AllNGO

staff

#'LQFU TFE—J < i{: PDF ;4 i_ I Eﬁrﬂﬁ%ﬂ% I“f‘j [ %T"lﬁ—“ F[
b e EJ?ETU%’F?‘?FEW UW%J I ﬁfljl s gyl

(RIS 4 T RIS - == RV LS PDFJ f’ F%}?Fi’?ﬂr oz

AR ~ P p F%?faiy T? }Jﬁj?ﬁ?} m[ Fs’,ﬁ[qﬁqgﬁl@
SRV P FE T TRl AT E RS AR T

2 days,
6 hours
per day

890
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RS 1R

1. PDFEE/T
- {oEEPDFIEE
- BEEZEAcrobat
- Acrobatl R E
- IR E RAIENPDFIEZE
- EEPDFIITENAR

2. BEPDFEF M
- BESEFXHREERE
- EBERMNG A
- BWord X {485 5 PDF 1
- BEBXHEPDFI M
- ERXEPDFMakerlI AR

- Acrobat Distiller &£ I858 xE
3. ffi"|Acrobat= A=t
- AcrobatfiuE [
F'#EJ’E]; ~ SJIIH] ~ “ZEPDF [

(Articles) ~ i7di(Links)
4. VRS

fﬁjﬁlfj@fg , JJI:I—‘FT\ [Fﬂlzlfjj,ﬂ:%ikv/—l:-rg IS FIJJ %j‘fmiﬁjﬁglg . KA’[' [E?"
SR FEIT AR 4 g R ST I
Ry iy RS RS - iR E-Book U

- —'J?{ﬁ[ﬁ[(Thumbnail) . %;§(Bookmarks) .

HKCSS Institute
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- E@%PDFQ/ (4
5. & "'Jr’AcrobatfiJﬁ:
R S 8
- }E“‘—:L%[ITQA =
- pps
- ESHE] fiAdobe PDF
- R TIPDRY [
- :Acrobatf| ™ BT
6. §LI["EPDF’F3¢9'?1/ E3
- ISR PORE Y R A
- FH] Word/ExceI/PowerPomtﬁJ[‘P%Eﬁ'i" EXE
7. Adobe PDFEH{EEH]
- PRERARSA E“E‘/PDF%&F‘
-t R E
- = ,%‘\J‘F‘ E‘}"?]‘“
o i ETEE%&F‘
- iﬁ‘ R R
8. Adobe LiveCycle Designer
- gﬁf‘ﬁﬁé‘?iﬁ'?
9. It ELIEITER |53\?”[ }fsr,pﬁl
- ﬁj&?% E&%ﬁ: Z[IPDFf]1
10. F[* | ReaderF'EJ ? [JHJPDF%JF‘
_ IE EFI;*‘}S/T“ JPDF
FOS | lllustrator & Photoshop “FEIs& 5T #1f A”:GO lllustrator #1 Photoshop &3] 5 ATRYE E BIAZ T EAANE Z:ays, 830
sta . . N 6 hours
RERLE  ETMANTER - LARER - QERGSS | g
B LE<RE - FERTIFmEEREZES X FMRIE IH;,Z‘;%
B REE - RETAMEIFFAE] Illustrator I Photoshop A FRER
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HEEENS  AREREHUTHEF  ERBERNENS
= - ZBIREE |llustrator 1 Photoshop AVIRIEIL IS ~ RETHER
755 - KABERRF BRI ABIENFYEREFm -
1. ﬁii)ﬁ%n@ﬁéf

- fi i {lllustrator % Photoshop iy F
C S PIOR E T E R R S -
2. lllustrator™ ='fYE"|
i, ”‘g[ﬁ %U.Zyk &;E,ﬂ\g[ﬁ[j SURER
T (R LI L i Bl T
=
- PiftE %F&HF'J PRI 5 L AR
3. Photoshop” =[]
- Eﬁtl SR (SR
- ISR ﬁl[ﬁl > ik ﬁgﬁ}ﬂﬁkﬁ ;
- ?FL%FEJ%“J
4. Photoshop#{illlustratorfl J?f-lf’}r‘%
- Fp[lhljp? Tﬁf—?ﬂﬁgi
- IR
G. Microsoft
GO1 | Outlook 2010 Al NGO - What is Outlook? 3 hours 350
staff - Add an e-mail account
- Create a new e-mail message
- Forward or reply to an e-mail message
- Add an attachment to an e-mail message
- Open or save an e-mail message attachment
- Open an attachment
- Save an attachment
- Add an e-mail signature to messages
- Create a signature
HKCSS Institute  ©AIl Rights Reserved 2013  All course fee valid through 31 March 2014 30/46
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Add a signature

Create a calendar appointment

Schedule a meeting with other people

Set a reminder

For appointments or meetings

For e-mail messages, contacts, and tasks

Create a contact

Create a task

Create a note

Print an e-mail message, contact, calendar item, or task

G02 | Word 2010 (Basic)

All NGO
staff

5.

File Management
- Open a File
- Save a File in 2010 and Previous Version
- Save a File in PDF Format
- Set Save Options
- Set Default File Save Location
Viewing and Navigation
- Different Views in Word
- Use Zoom Slider and Zoom Dialog Box
- Show or Hide Paragraph Marks
Working with Selection
- Select Text and Paragraph by using Mouse
- Select Text and Paragraph by using the Keyboard
- Select Entire Document
Formatting
- Change Text Format
- Change Paragraph Format
- Use Bullets and Numbering
- Use Tab
- Use Indentation
- Line Spacing and Alignment
Using Find and Replace

6 hours

490

HKCSS Institute  ©AIl Rights Reserved 2013
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Find Text
Find and Replace Text

6. Working with Table

Create Table

Draw Table

Insert and Delete Rows, Columns and Table
Format Table

7. Header and Footers

Insert Header and Footer
Format Header and Footer

8. Mail Merge

Create Print Letter
Create Mailing Labels

9. Printing

Preview a Document
Set Print Options
Print a Document

GO3

Word 2010 (Advanced)

All NGO
staff

1. Section Break

Insert a Section Break
Delete a Section Break
Different Headers and Footers

2. Track Changes and Comments

Use Track Changes

Review Track Changes

Set Track Changes Options

Print a Document with Track Changes
Insert a Comment

Delete a Comment

Protect Document with Track Changes
Use Compare and Merge

3. Working with Styles

Use Quick Styles

6 hours

490

HKCSS Institute  ©AIl Rights Reserved 2013

All course fee valid through 31 March 2014

32/46



Courses Provided by HKCSS 2013-16 For Social Welfare Development Fund Phase |l Appendix 1

- Apply a Style
- Create a Style
- Delete a Style
- Change the style format

Footnote and Endnote
- Insert a Footnote and Endnote
- Delete a Footnote and Endnote
- Convert Footnote to Endnote
- Convert Endnote to Footnote

Table of Contents and Index
- Set up Document for Table of Contents and Index
- Create a Table of Contents and Index
- Update a Table of Contents and Index

Working with Templates and Building Blocks
- Create a Template
- Use a Template
- Add a Building Block
- Use the Building Blocks

Working with Forms
- Create a Form
- Add Form Fields to Document
- Fill-in a Form
- Protect the Form

G04 | PowerPoint 2007 AllNGO PowerPoint 2007 HFINEER G R R EES 6 hours 490
et BRI

- #PiPowerPoint L{EF&

S = A VA E

FEBWmI

- REXTHR
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S

- REMmS
- fREERE

4. AR - BRAEE

7 * SmartArt
- BREAYR
- BEBIEES
5. 457 H Pt
- jﬁ“ Excel P4
6. ?‘XFI pﬁﬁﬁg

- G
7. [EJF' %ﬁ{?bﬁmmh

8. &Ry
; lﬁf R

9. ffiH|&4
- &‘f Ecj¢
- D) e
10. E{*er'il[":
- JRRYH B
- SmartArt E@ﬁ'%ﬁ?’fﬁ\
N A
11 325U H, T‘E"J"WL
- R

- ERBERER - 8XE0FKEH

- BARE - XFEE

Jﬁ‘* )ﬁ‘%’} Y/ Flash ~

it}
10

i~ B EE
#ﬁfzﬁ; F

- jﬁ E[FIE[&'b”Fjﬁ? N

HKCSS Institute
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L

12 FE J\g;

#ITF FiE e
8 i
PowerPoint Viewer $Eh{HE
fE¥CD Ak

13. iﬁ’:‘ﬁ,

Y I | e o [R5
(/[IIH £ }Pﬂ‘f’jgﬂfﬁi'ﬁ%

GO5 | Excel 2007 (Advanced)

All NGO
staff

1. RRAKRRHERIER

VA
HEMAR

SUMIF KSUMIFS ERIZ]
HEREK Y - STF KB
ERHESBRE
HeE2 08

#E 2

RIEEERERER

B
EEEET
EIExR
REEREBR

B F K EfE

B E s RS PRYE R
EREE—E B REEE

6 hours

490
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5.

= 3

Hm

e AR E

4. Rl t eps

e~ R R
- Web A &
o AU iR

'\ﬁbﬁ[lﬁﬁﬁ

| &t
F,|if£;§T

ST TR

ﬁj HiAs 77 Pk

A 5T AT | R
i A plf‘f"fﬁ
Mt 75 Pk e

i B A 5 5 AT A B T

'”'%L;’W?F [Eﬁi“‘ 'lgi'(j%@;?il

A 7 P NI

ol ‘;pﬁuffc hr%yJL
iy [

‘T’T?& e
@{*'ﬁﬁ%&f IFSZEE e
Mia 73 Pt B ?*L%ZF,
O

=

PR
¢ﬁ 2R R A
f' bﬁ;g‘,, ?“
SER
B
YA [
Web ##
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- pEERE
- ErRlEEE
- IR RS

GO06 | Access 2007

All NGO
staff

. Access 2007 1R{E KBRS

- Access 2007 INEET 4B
- BIERA Access 2007 ?
- Access 2007 HRZEAPFGRIS

. BRBNREIREHLAER

- BERERETNEREE
- BERENRIIRER
- ERBPRIIERE
- BUERERREERT
- ERITIERER
- BRETIRR
- ERERPIIA R R
- BUEREERENERE
- ERSIERBARBEKERE
- Br - #REEEUMIEREE B
- FmE - B MIBRERERIS

PRI R

Access 2007 ?ﬁ{ﬁlﬁi F T
-
- AR
- ErR[pNERT RS
- GE PR YR YR TS

2 days,
6 hours
per day

890
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Ei saL %Eﬁﬁfjﬁ/i%
HIPI SQU S R

AFl
. Access 2007 [Z%‘f KR T

ps S aad bl [l Access E?‘;IS[@EIUEHS[K;} Microsoft
Office Outlook 2007 [ ™ HIR% ~ Seldk

s HYalAd Excel iﬁfj HRVUERE]

fs 7 A Y SRR

Rt Vel = Excel

peetlierp[ =2 S8 55 Word

SR PR A4E51 5T PDF HY XPS

GO07 | Word and Excel 2010

All NGO
staff

Y Word X E R IE &R

BERRERA
hREI 5% E

N F RAFSRAVEA
NEWNREFREE
Hem AWKl
NEEE KRR
HEBEXE
HEEIEE<2

NERNEE

BEREIRE
CERE(E

I8 B 15 5% K AR 5k
ER R ABRE
BEEKkBERE

2 days,
6 hours
per day

890
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- —RRBEEKEERERES
3. RFFENILENNE

- MABAR

- EREIEBEXR

- X#EBEER
4. RIERMF

- BERAE

- RIBENEE

- DEIRE

- REESEHRDEITNEE

- EEERKREERNEES
5. S XExcelit ERER

- BEXEFER

- BERMNEAKARE

- DAY

- EREREI
6. EARLRIBINAE
#F KB HExcel ERIE
EH - BEEMIREEER
B I042 (AutoSum)
Bl
HYmiEE<
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- ARIfFER®mE
7. AIUKEAE

- BRESREEANIER

- BRRBIARE

- BEMEIUERE (AutoFormat)

- REEBUENZER

- fIERBERE

- ¥ RAKE/NE

- BEREMRE

- EENWSZ AR BRRAR RO EEAI
8. Word#Excel5HIEMA

- Excel S5 ERFREE

- BEREREEHN

- EEEBIRE

- Word&ff3IENTNREE

Word X 4 E2Excel B RIZR & 51 EN

GO8

Excel REJER NI FEF

All NGO
staff

IR A L EB I R VR e R T
HIRT e R | ETETHRAT » DTS 2 2 o it o ST
P R A PR R - SEEA e - R
R R A TR e SRS
FIBI R -
1 23R

- BRI AR

- AEER RS A A A R A
2. {1 A

2 days,
6 hours
per day

890
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3.

- ?{‘E}Tﬁ@ﬂSUMIF ~ COUNTIF ~ ROUND -~ ..))

- FUH P FEAFIRHE R (TODAY » DAY - MONTH » YEAR »

- Eﬁﬁ?}gﬂFv PMT ~ IPMT ~ PPMT - ...)
%ﬁﬁkcﬁéi}gﬂw HLOOKUP ~ VLOOKUP ~ MATCH ~
%?I—J_‘EFI e s
- FIRTEPERHEEES S EAEHI
- A EIPR RSB 2 (Array)
RSN R
- RPN

)

)

GO09

993 Microsoft Office 2010 (New
Features & New Functions)

All NGO
staff

MICROSOFT OFFICE 2010 &

- WORD 2010 HIBIENFNTEESIE]
- BiFIsERE

MICROSOFT WORD 2010

- fERHER

- XEFEYR

- BEREE

- BRERRAXFANEMER

- ﬂﬂ?ﬁttbﬁs&#

- RRENRA
MICROSOFT EXCEL 2010

- BEEEIRIERSEREAR
- RESIVERIRY
_ ién

- A TREVEAR S
- RYDERERR

I EETES

6 hours

490
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- Tf OFFICE 2010 PERKFEFIRA
BEHMERAERREETERERN

4. MICROSOFT POWERPOINT 2010

- BREREBNEEL

- FIRERAR

- AERRANEIERERES Z /M

- RABREMAANSENER

- EEREXEZRRM

- 1BEIRA

- ERBARMRERM

- EREMUREEBR

- BEERMNEY  BHREIEMEE®
- BHEE

Others

HO1 | Corel Video Studio X5

All NGO
staff

ﬁ;’ﬂ%HD Y SRS R
T fﬁJﬁu’J?%aﬁ}Hl s

WA RIS

4

Enﬁﬁﬂﬁ%fp‘d =
=

Flash Filgh i

PEs] (e

FrOK F B[

i B

6 hours

490
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- Fu%l %%JF
] “@?1/4 [

R At ikt
- YouTube #LH=

HO2 | e B B BER 2L

All NGO
staff

F||"|Officef| IiYWord & PowerPointfie! £~

S p sk

,Jp Fg(ﬁ?ﬁ[&kbgﬁ ,%gﬂj 7,0 @)f;{\%ﬁﬁtﬂ (B i‘\ EHIEE

TN
1. YRR ":ET fi
- - R ;
- R Y
- R
- %%Officeixé?ﬁ%ﬂﬁﬁi
- [suEemEE
- O EIRATES AR A
Fﬁﬁw l%ﬂ"B?%ﬁﬁ?%ﬂ"ﬁfjﬁfﬂ
FTENE RIS
TEREE
Fﬁﬂgﬁﬂ =
ply % TR S,
: ﬁ%F%mﬁﬂ
- Ef’gp[if] [j?y)[fﬁﬁ‘ E%}J—L
S Ll 1 e i
-

I
S
Jb%id» g5l

N
—n&. !

w
IS 2

: %“f*@“ﬁﬁWiWEWi“W%)

S Tﬁﬁ‘ﬂ@p TEE R
AL

- fﬁﬁ#%ﬁ*%ﬁﬁ“]

C e S IR

6 hours

490

HO3

Facebook Multi-media Application F&

All NGO

1. }HFACEBOOK?T IPE O ETE PO

6 hours

490
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F3 Facebook ZIEFETZ =

staff

- Facebook Elfjﬁg‘?\,ﬁ,ﬁjjxg%

- BHEEC FacebookﬁJﬁ:

- [HFE- i Facebook#EfiE
# - efiuFacebook

) EL [EY -3 Bl ! Facebook F I
- #*”ﬁ%xﬂﬂ

- ﬁﬂ PR o ”’:_J_\&ﬁj‘fpi IF”
- IR EIJFacebookEIp[

$E7H |Facebook ~lf|
e

- HIE ['I&l ?’l ,3 )

=4I Facebookg =1

- JKfFacebook f Iy E sk [FdH-

- ¥JFacebook’ s+ & F#+

HO4 Marketing through Social Media #11a]

WP R E

All NGO
staff

4.

- MAHEBHEH

R f

N L

g
I AR

o

- z\mﬁﬂL F' ]EILJ:Tﬁ—]E?T-F‘[\_' N

- *HE'J%*%‘E‘E‘F' UIRF I [FFR™ (SEO)

SR 2 EA G ]

14 (Blogs), #57%& (Podcasts)bﬂ}ﬂﬂﬁﬁ 4 (Vlogs)

IR * B

L B

- A

: Qﬁﬁkﬁ%ﬁg

- B AR & i

TW|tter

6 hours

980
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- B Twitter
- Twitter EERBESHANBE
- Twitter [EFARER
- R Twitter BEEMARIRISETEE
- HE Twitter BIIEE

. Facebook
- B8R Facebook & #E#E Facebook
- {£H Facebook RYINEE
- M Facebook RUIEIE

. LinkedIn
- FER LinkedIn & Linkedin BIFIZR
- 58{E Linkedln & RIERHIER

. RIS RAVAERIEM BRI
- RAMREIE
- AR EHEEISEERIEE
- 22 TE [ AR
- WEFELERE
- WMIEIERE N & MAREGEENER

HO5 | Basic Photography for Workplace Al NGO = I B R 1R Y 6 hours 490
staft ERETE R/ ev
DI RIERT R (BN - FE2EKKNER R
BE BB SR [ AR R IR IF
BRI CAEKIRT TR
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- FERREINREERT
- OWEIRE(L
. ERREHRA
- EREIE
- BERABEEZEIS
- HEEE
HO6 | CAP Financial Management System Users of Usage and administration of CAP Financial Management System 3 days, 4,000
(Oracle E-business Suite 11i) Training CAP 6 hours (min. 15
Financial per day students per
Managem class)
ent
System
HO7 | CAP Human Resource Management Users of Usage and administration of CAP Human Resource Management 3 days, 4,000
System (Oracle E-business Suite 11i) CAP System 6 hours (min. 15
Training Human per day students per
Resource class)
Managem
ent
System

* All ITRC courses should have at least 10 participants to form a class; except “CAP Financial Management System (Oracle E-business Suite 11i) Training” and “CAP Human
Resource Management System (Oracle E-business Suite 11i) Training”
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