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STANDARD KEMAHIRAN PEKERJAAN KEBANGSAAN
(NATIONAL OCCUPATIONAL SKILL STANDARD)

PP - 001 - 4
CORPORATE EXECUTIVE
(EKSEKUTIF KORPORAT)

PP-001-5
CORPORATE MANAGER
(PENGURUS KORPORAT)

Majlis Latihan Vokasional Kebangsaan
Kementerian Sumber Manusia, Malaysia
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RINGKASAN EKSEKUTIF

1. Tajuk Pekerjaan NOSS

Corporate Executive (SKM Level 4)
Corporate Manager (SKM Level 5)
2. Pembangunan NOSS
ANALISIS ANALISIS SESI MESYUARAT SESI SESI
PEKERJAAN TUGASAN PEMURNIAN JSP PEMURNIAN | PEMURNIAN
TARIKH 26-29 Dis2001 | 7-12 Jan 2002 | 27-29 Mac 2002 11 Apr 2002 2 May 2002 20-23 Mei 2002
TEMPAT PDGCC PDGCC PDGCC CIDB, Grand MLVK, Rosa Passadena,
Season Hotel Putrgjaya Cameron
Highlands
BILANGAN 10 (Swasta) 17(Swasta) 11 (Swasta) JSP Committee 7 (Swasta) 5 (Swasta)
AHLI 4 (Kergjaan) 3 (Kergjaan) 3 (Kergjaan) 7 (Swasta) 1 (Kergjaan) 1 (Kergjaan)
3(VIP) 5 (JSP)

3. NOSSini dikemaskini dan dibentangkan semula setelah mengambilkira segala maklum
balas yang diterima dari mesyuarat JSP 3/2000 di CIDB pada 11hb April 2002

4. Sesi pengemaskinian/pemurnian telah diadakan pada 2hb Mei 2002 di MLVK

Bidang ini juga menyokong sasaran-sasaran dari pihak-pihak media, swasta dan kerajaan
untuk melahirkan tenaga Eksekutif dan Pengurusan yang berketerampilan.




PENDAHULUAN

Dalam kita menuju ke era dunia tanpa sempadan, kergjaan Malaysia telah dan sedang
mengatur strategi untuk memberi seberapa sebanyak pengetahuan dan kemahiran kepada
masyarakatnya supaya dapat bersaing dengan negara luar terutamanya dan rakyat negara
membangun khasnya. Pengetahuan dan kemahiran ini perlu diaplikasikan dalam pelbagai
bidang.

Dalam persiapan menuju negara maju, Malaysia amat memerlukan tenaga-tenaga mahir
dan profesional di dalam semua bidang untuk menjadi penggerak kepada semua sektor
ekonomi di Malaysia dengan lebih berkesan. Pembangunan semua bidang sebagai
pemangkin ekonomi negara pada alaf ini amat mencabar jika dibandingkan dengan 10
tahun dahulu. Ini disebabkan oleh perubahan dalam pembangunan ilmu pengetahuan
teknologi dan komunikasi yang begitu canggih dan pantas pada milinium ini.

Bagi memenuhi cabaran ini, PDSC Consultants Sdn.Bhd. telah bergabung dengan Mgjlis
Latihan Vokasional Malaysia (MLVK) untuk menbangunkan National Occupation Skill
Standard (NOSS) dalam bidang “ Corporate Executive” dan “Corporate Manager” bagi
kepentingan pembangunan sumber manusia untuk semua sektor.

NOSS yang diwujudkan ini berperanan untuk membantu semua sektor supaya dapat
beroperasi pada tahap yang paling efisyen dan efektif (hasil daripada sumbangan tenaga-
tenaga mahir dan profesional yang terlibat dalam pembangunannya). |a diharapkan dapat
mengukur tahap ketrampilan seseorang tenaga kerja dalam sesebuah organisasi. Oleh itu,
dengan mengaplikasikan standard ini, diharapkan juga dapat memberi suatu persaingan
yang sihat di antara pelbagai sektor.

Pembangunan NOSS ini adalah hasil daripada sumbangan idea-idea dan pengalaman
ahli-ahli profesional dari pelbagai bidang. Mereka bergabung tenaga untuk menghasilkan
suatu standard yang boleh dimanfaatkan sepenuhnya di Maaysia.

Dengan terhasiinya NOSS ini, pihak MLVK dan PDSC Consultants Sdn.Bhd. ingin
merakamkan setinggi-tinggi penghargaan kepada pihak terlibat seperti:
i.  Individu-individu yang terlibat dalam pelbagai sektor yang telah memainkan
peranan sebagai Ahli Jawatankuasa NOSS
ii.  Magjikan/Organisas yang mewakilkan pekerja mereka untuk menyertai sest NOSS
ini.
iii.  Sekretariat ses NOSS.
iv.  Sektor kergjaan yang telah memberi tgjaan kewangan/perkhidmatan.



Tahniah kepada pihak swasta dan kergjaan yang telah bergabung untuk menyumbang
kepada pembangunan negara di alaf baruini.

Pengerusi Eksekutif

PDSC Consultants Sdn. Bhd.
No-6-1, Jalan 3/27F,
Seksyen 2, Wangsa MAju,
53300 Kuala Lumpur.



Pre-Requisite

DIPLOMA KEMAHIRAN MALAY SIA EKSEKUTIF KORPORAT

Personnel yang ini mengikuti program ini perlu memiliki kelayakan masuk yang minima seperti di
bawah ini:

1. SKM Leve 3
2. Bagi Nossini kelonggaran diberikan kepada permohonan diploma dan ijazah.



LEVEL 4

OCCUPATIONAL DIFINITION for Corporate Executive

The Corporate Executive is designated to perform lower management duties which include
administrative, human resource and corporate affairs duties and develop manageria skills.

In particular, the Corporate Executive will be able to:
Perform administrative duties.

Organize human resource duties.

Develop managerial skills.

Perform corporate affairs duties.

Produce business documentation.

Assist in managing business deals.

Assist in customer relation activities.

NoughkrwbdpE



Pre-Requisite

DIPLOMA LANJUTAN KEMAHIRAN MALAY SIA DALAM PENGURUS KORPORAT

Personnel yang ini mengikuti program ini perlu memiliki kelayakan masuk yang minima seperti di
bawah ini:

1. SKM Level 4 untuk Eksekutif Korporat.



LEVEL 5

OCCUPATIONAL DIFINITION for Corporate Executive

The Corporate Manager is designated to have managerial and leadership skills and operational
knowledge in managing corporate organization. The Corporate Manager is able to develop, plan,
Organize, delegate, lead, participate, manage and monitor business vision and operation.

In particular the personnel is ableto:
Develop departmental strategy.
M anage business operations
Develop financia plan.
Manage Human Resource.
Develop marketing plan.
Perform leadership skills.
Develop corporate culture.
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AHLI JAWATANKUASA PROFIL
PERKERJAAN

BAGI BIDANG CORPORATE EXECUTIVE &
CORPORATE MANAGER

Dr.Abdul Razak Hj. Omar
Presiden
Pdsc/Pds Tne Sdn. Bhd.
Pengerusi
Jawatankuasa Pembangunan Noss
Corporate Executive & Corporate Manager

En. Azman Shah Dato’ Aziz
Ketua Pegawai Eksekutif
Performance Development Consultants (Pdc) Sdn. Bhd.

Tuan Hj. Zainal Abidin Abu Kassim
Pengurus Besar
Performance Development Consultants (Pdc) Sdn. Bhd.

En. Jamalulil Bidin
Pengarah Operasi Ittc/Utsb - Utm

Dr. Norhisham Mohamad
Timbalan Pengarah
Pusat Bahasa & Terjemahan — Usm

Dr. Noor Zainab Abdul Razak
Pensyarah
Fakulti Pengurusan & Pembangunan Sumber Manusia — Utm

Dr. Syed Raisudin Syed Abdullah
Pengarah
Institut Latihan Keselamatan Sosial - Kwsp

Cik Sarimah Tamsi
Project Coordinator
Institut Tadbiran Awam Negara (Intan)



Hj. Abdul Rashit Omar
Pengetua
Pusat Latihan Ybk — Umw

Pn. Zanaria Marjumin
Timbalan Pengurus
Institut Latihan Keselamatan Sosial — Kwsp
Fasilitator

En. Mohd Salleh Hj. Buyong
Senior Facilitator
Majlis Latihan Vakasional Kebangsaan

Urusetia

Cik Hayati Karman
Research Executive
Performance Development Consultants (Pds) Sdn. Bhd.

Cik Sayang Nurshahrizleen Ramlan
Head Of Project Management
Pds Tne Sdn. Bhd.

Pn. Mona Ong
Pengurus
Issamay International School Of Beauty

Pn. Ng Fei Fong
Pengurus
Fei Fong Beauty Academy

Fasilitator
Pn. Khadijah Bt Mohd Noor
Mlvk

Co-Fasilitator
En. Hazizul Hassan
MIvk



JOB PROFILE FOR:

1) CORPORATE EXECUTIVE (LEVEL 4)
2) CORPORATE MANAGER (LEVEL 5)

< DUTY > < TASK
DEVELOP Conduct change - Formulate Conduct SWOT Formulate business  |Establish business Review business plan
DEPARTMENTAL management departmental vision  [(Strength, Weakness, [plan control system
STRATEGY activities Opportunity, Threat)
analysis
01 01.01 | L4 01.02 | L5 01.03 | L5 01.04 | L5 01.05 | L5 01.06 | L5
MANAGE BUSINESS Execute Administer office Organize Coordinate office Plan management Plan administrative Chair business Develop standard Plan procurement
OPERATIONS administrative tasks |documentation management correspondence information systems |activities meetings operating procedures |activities
system meetings
02 0201 | L4 0202 | L4 0203 | L4 0204 | L4 02.05 | L5 02.06 | L5 0207 | L5 0208 | L5 Jo2.09 [ L5
DEVELOP FINANCIAL |[Prepare Analyse departmental (Plan departmental Plan financial Prepare project Review departmental
PLAN administrative budget |budget budget resources costing budget
03 03.01 [ L4 03.02 [ L5 03.03 | L5 03.04 | L5 03.05 | L5 03.06 | L5

MANAGE HUMAN
RESOURCE

Implement safety
procedures

Coordinate manpower
requirements

Administer employer-
employee relations

Execute performance
appraisal activities

Coordinate employee
training programmes

Develop team building
activities

Plan manpower
requirements

Develop employee
career path

Plan performance
management

04

0401 | L4

0402 | L4

0403 | L4

0404 | L4

0405 | L4

0406 | L4

0407 | L5

0408 | L5

0409 | L5

Develop employee

Plan employee

Develop safety &

Develop employer -

Organise employee

compensation and trainning & health policies employee relations welfare activities
benefit management
0410 | L5 0411 | L5 0412 | L5 0413 | L5 0414 | L5

DEVELOP MARKETING
PLAN

Maintain customer
loyalty

Set marketing goals

Formulate marketing
strategy

Plan market research
and development

Submit marketing
plan for approval

05

0501 | L4

0502 | L5

0503 | L5

0504 | L5

05.05 | L5




PRACTICE

Perform personal

Perform

Organise negotiation

Perform delegation

Perform problem-

Develop leadership

Perform negotiation

Develop

Implement decision

LEADERSHIP SKILLS [|competencies communication skills [session skills solving skills competencies skills enpowerment skills making skills
06 06.01 [ L4 06.02 | L4 06.03 [ L4 06.04 | L4 06.05 [ L4 06.06 | L5 06.07 | L5 06.08 | L5 0609 | L5
DEVELOP Uphold corporate Maintain conductive |Implement corporate |Organise public Manage corporate Manage change Manage Manage cross-cultural
CORPORATE identity working environment |communication skills |affairs activities image organisational ethics |practices
CULTURE

07

07.01 | L4

07.02 | L4

07.03 | L4

07.04 | L4

07.05 | L5

07.06 | L5

07.07 | L5

07.08 | L5




AHLI JAWATANKUASA PEMURNIAN BAGI BIDANG
CORPORATE EXECUTIVE & CORPORATE MANAGER
DI MLVK, PUTRAJAYA PADA 2 MEI 2002

PENGERUSI

1. EN. MOHD SALLEH HJ. BUYONG
Majlis Latihan Vakasiona Kebangsaan

WAKIL JSP

2. EN. VINCENT T.S CHONG
JPK Automotif

3. DR. AMIRON B. ISMAIL
JPK Teknologi Maklumat

4. EN. A. RASUL B. A. RAZAK
JPK Aeroangkasa

5. DR. AWALUDDIN
JPK

6. DR. TAN
JPK

AHLI JAWATANKUASA

7. DR.ABDUL RAZAK HJ. OMAR
PDSC/PDS TNE Sdn. Bhd.
Pengerusi
Jawatankuasa pembangunan NOSS
Corporate Executive & Corporate Manager

8. TUAN HJ. ZAINAL ABIDIN ABU KASSIM
Performance Development Consultants (PDC) Sdn. Bhd.

9. PN. JULIANA OTHMAN
Sime Draby Berhad

10. CIK SARIMAH
INTAN

11. EN. JAMALULIL BIDIN
Uni — Technologies Sdn. Bhd.



SEKRETARIAT

12.EN. BAHA NORDIN
PDSC Consultants Sdn. Bhd.



AHLI JAWATANKUASA PEMURNIAN BAGI BIDANG
CORPORATE EXECUTIVE & CORPORATE MANAGER
DI ROSA PASSADENA, CAMERON HIGHLAND
PADA 20-23 MEI 2002

PENGERUSI

1. EN. MOHD SALLEH HJ. BUYONG
Magjlis Latihan Vakasiona Kebangsaan

AHLI JAWATANKUASA

2. TUAN HJ. ZAINAL ABIDIN ABU KASSIM
Performance Development Consultants (PDC) Sdn. Bhd.

3. EN. MOHD KAMAL KHIR
Sime Draby Berhad

4, EN.JAMALULIL BIDIN
Uni — Technologies Sdn. Bhd.

SEKRETARIAT

5. EN. BAHA NORDIN
PDSC Consultants Sdn. Bhd.



AHLI JAWATANKUASA PEMURNIAN BAGI BIDANG
CORPORATE EXECUTIVE & CORPORATE MANAGER
DI PDGCC PADA 22-29 MAC 2002

PENGERUSI

1. EN. MOHD SALLEH HJ. BUYONG
Majlis Latihan Vakasiona Kebangsaan

AHLI JAWATANKUASA

2. DR.ABDUL RAZAK HJ. OMAR
Presiden
PDSC/PDS TNE Sdn. Bhd.
Pengerusi
Jawatankuasa pembangunan NOSS
Corporate Executive & Corporate Manager

3. EN. AZMAN SHAH DATO’ AZIZ
Performance Development Consultants (PDC) Sdn. Bhd.

4. TUAN HJ. ZAINAL ABIDIN ABU KASSIM
Performance Development Consultants (PDC) Sdn. Bhd.

5. EN. MOHD KAMAL KHIR
Sime Draby Berhad

6. EN. JAMALULIL BIDIN
ITTC/UTSB —UTM

7. DR. NORHISHAM MOHAMAD
USM

8. DR. NOOR ZAINAB ABDUL RAZAK
UTM

9. TUAN HJ. ABDUL RASHIT OMAR
YBK - UMW

10. EN. WAN HASSAN WAN AHMAD
Institut Kota



SEKRETARIAT

11. CIK SAYANG NURSHAHRIZLEEN RAMLAN
PDS TNE Sdn. Bhd.

12. CIK RACHEL MARCUS
PDS TNE Sdn. Bhd.

13. EN. BAHA NORDIN
PDSC Consultants Sdn. Bhd.



(Knowledge, Skill, Attitude & Safety)

TOOLS, EQUIPMENT &
MATERIALS

1. Obtain change-
management
instructions

2. Implement the
assigned change-
management
activities

Knowledge of:

1.1 Change-management activities

1.2 Standard Operating Procedures(SOP)
1.3 Organisation structure

Ability to:

2.1 Obtain instructions on change-management
activities.

2.2 Interpret instructions into action-plan

Attitude / Safety:
3.1 Proactive
3.2 Responsive
3.3 Creative

Knowledge of:

1.1 Change-management activities

1.2 Standard Operating Procedures (SOP)
1.3 Organisation structure

1.4 Communications skills

1.5 Project Management

Ability to:

2.1 Identify the resources for the implementation
activities

2.2 Organise the project activities according to
plan

Attitude / Safety:
3.1 Persuasive
3.2 Committed

- Company business

plan, policies and
goals

- Organisation chart

- SOP manual

- Analytical tools

- Project assignments

tools

- Company business

plan, policies and goals

- Organisation chart

- SOP Manual

- Analytical tools

- Project assignments

tools




SUB TASK/STEP

ENABLING REQUIREMENT
(Knowledge, Skill, Attitude & Safety)

TOOLS, EQUIPMENT &

MATERIALS

Report
implementation
outcome to the
management

Knowledge of:

1.1 Change-management activities
1.2 Standard Operating Procedures
1.3 Organisation structure

1.4 Communications skills

1.5 Project management

1.6 Report-writing

Ability to:
2.1 Evaluate the implemented activity
2.2 Document implementation outcome

Attitude / Safety:
2.3 Responsive
2.4 Accountable

Company business
plan, policies and goals
Organisation chart
SOP manual
Analytical tools
Project assignments
tools

12



OCCUPATION : Corporate Manager

DUTY NO. 01 DUTY: Develop Departmental Strategy
TASK NO. 01.02 | TASK: Formulate Departmental Vision
LEVEL L5 PERFORMANCE STANDARD :

Formulate department’s vision using tools and material such as business report,
market trends information, current global economic data i.e. economic, sales,
financial and Bank Negara report so that the organisation’s vision is analysed,

documented and submitted for approval.

SUB TASK/STEP

ENABLING REQUIREMENT
(Knowledge, Skill, Attitude & Safety)

TOOLS, EQUIPMENT &
MATERIALS

1. Create Vision

2. Analyse Vision

3. Document vision
statement

Knowledge of:

1.1 Organisation business
1.2 Concept of vision

1.3 Organisational direction
1.4 Organisation capabilities
1.5 Vision setting

Ability to:

2.1Interpret complex data
2.2 Think innovatively

2.3 Conduct SWOT analysis

Attitude / Safety:
3.1 Open-minded
3.2 Dynamic

3.3 progressive

Knowledge of:

1.1 Vision definition

1.2 Contemporary business trends
1.3 Current resources

1.4 Timeline

1.5 SWOT analysis

Ability to:

2.1 Think analytically

2.2 Generate creative ideas
2.3 Select method of analysis
2.4 Forecast

Attitude / Safety:
3.1 Open-minded

Knowledge of:
1.1 Documentation of policies, procedures and
guidelines

Ability to:

2.1 Conceptualise ideas

2.2 Translate ideas into statements
2.3 Write a vision statement

Attitude / Safety:
3.1 Meticulous

- Business report

- Market trends
information

- Current global
economic data

- Business data i.e.
economic, sales,
financial, Bank Negara
reports.

- Business reports

- Market trends
information

- Current global
economic data

- Business data i.e.
economic, sales,
financial, Bank Negara
reports.

13




SUB TASK/STEP

ENABLING REQUIREMENT
(Knowledge, Skill, Attitude & Safety)

TOOLS, EQUIPMENT &
MATERIALS

4. Submit for approval

Knowledge of:
1.1 Approval procedures
1.2 Report writing

Ability to:
2.1 Prepare proposal
2.2 Present ideas

Attitude / Safety:
3.1 Meticulous
3.2 Persuasive

14






