








Appendix - Klang Valley Integrated Transit Map
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CD 10b
TRAVELLING INDEPENDENTLY

FIELD TRIP

Objectives
By the end of the session, trainees will be able to:

1. Apply safety rules and etiquette while travelling by public transport.
2. Choose suitable and cost-effective public transportation options to get to a destination.

3. Identify their own areas for improvement while travelling by public transport.
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Handout CD 10b
Sample Field Trip Plan

Depart to TTDI MRT Station (Duration: 10 min)

e Take Bus T813 to MRT TTDI (Option 1: 9.21 a.m., Option 2: 9.31 a.m.).

* Remind trainees to tap their cards when boarding and alighting from the bus.
15t Stop: Pasar Seni (Duration: 19 min)

How: Take MRT from TTDI to Pasar Seni

Things to do at Pasar Seni:

e Assist trainees to apply for the concession card if they do not have it. Remind them to use this
concession card throughout the trip instead of their usual transportation cards.

e Assist other trainees to check the status of their concession cards.

e Visit Central Market if they are interested.

2 Stop: KLCC (Duration: 12 min)
How: Take LRT from Pasar Seni to KLCC
Things to do at KLCC:

e Lunch atLevel 2 Food Court (target before 12 p.m. to avoid lunch crowd)
o Other suggestions: Fast food (Subway, McDonald's, Texas Chicken), Little Penang,
Madam Kwan, Nando's, etc.

*  Watch movies (RM12 per ticket)

¢ Other free activities
o Kinokuniya (Level 4)
o Suria KLCC Park (Ground Floor)
o Petronas Art Gallery (Level 3)

End of Field Trip

Target to finish by 3.30 p.m. Trainees could either go straight home or go back to EA.
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How to return to EA from KLCC:

* Take LRT from KLCC to Taman Bahagia station.
* Take either Bus T784 or free Bus PJO5 to EA.

Duration from Suria KLCC to Taman Bahagia LRT: 32 minutes
Duration from Taman Bahagia to EA: 7 minutes (by Bus T784)

Refer to following the website for Bus PJO5 schedule: https://moovitapp.com/kuala_lumpur-1082/
lines/pj05/730225/3861020/en?customerld=4908&ref=2&poiType=line.
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Handout CD 10b
My Reflections on Taking Public Transport

My Reflections on Taking Public Transport

1. Describe your experience of taking public transport during the field trip. What was it like?

2. What did you learn during the field trip?

3. Were there any challenges or difficulties during the field trip?

4. What were the important safety rules during the field trip?

5. How much did you spend during the field trip?

6. Will you choose to take public transport again?
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CD 11a

PREPARING FOR

AN INTERVIEW
RESUME PREPARATION

Objectives
By the end of this session, trainees will be able to:

1. Prepare a resume for their upcoming job application.

2. Complete a basic job application form.
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Handout CD 11a
Resume Template

EDUCATION

Year Institution Qualification Grade

2018 University of MSc. (Science, CGPA: 3.31
Malaya Technology &

Sustainability)

2016 University of BCS (Software CGPA: 3.07
Malaya Engineering)

2012 SMK Sri STPM (Science stream)  3A, 1B-
Melaka

2010 SMK Sri SPM (Science stream) 9A, 1B
Melaka

ATTENDED TRAINING/SKILLS

NAME: QUALIFICATION/OTHERS

Year Name Achievement
Jan -Mar 2019 Yayasan Gamuda, Enabling In progress
Academy (EA) Employment
Transition Programme
WORK EXPERIENCE
Period Company Position

Oct-Nov 2018 SJK(C) Choong Wen

Responsibilities: ¢ Provide lessons in English for Primary 2
and 3 students.
e Prepare teaching materials.

Temporary teacher

Aug-Dec 2018  AC Printing Centre

Responsibilities: ¢ Assist with photocopy and ~ 9A, 1B
scanning.
¢ Binding books.

Shop Assistant
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COMPUTER LITERACY

Skills

Programming Languages: Java, Fortran, Julia, Python, SciLab
Markup Languages: HTML, JavaScript, JSP, PHP

DB Management System: SQL

Microsoft Office: Word, Excel, PowerPoint, Outlook

ADDITIONAL INFORMATION

IT Skills:

o Self-learning for running new software, using new programming

languages

Administrative Skills Learnt at Enabling Academy:

o Scanning, filing, typing letters, data entry and creating basic charts

Personal Interests:
o Research and development of Solar PV in Malaysia
o Research on public policy knowledge (Arts & Science)

Personal Attributes:
o Hard-working, helpful, and resilient

REFERENCES
Name Contact Details  Occupation Relationship Period Known
Syafika P. 011-xxx xxxx Job coach  Job coach from Jan
2019-present
Samuel  0712-xxx Xxxxx Manager Project super-  Sept

visor

2016-present



Handout CD 11a
Sample Job App

First Name:

lication Form

Last Name:

NRIC:

Address:

House Phone:

Mobile Phone:

Email Address

Marital Status:

Gender:

Religion:

Nationality:

Name of School/Institution/
Training Provider

Year Started & Completed

Certificate/Qualification
Obtained
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Completed

Year Attended and

Course Title

Achievement
Level

Name of
Organisation

Name of Company

Dates From/To

Position Held

Salary

Reason for
Leaving

Name of Referee

Contact
Number

Position
Held

Relationship

Period Known

What is your
expected salary?

When will you be
available to start
work?
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Do you have any
friends/relatives
working in this
company?

O Yes O No

Please provide any
other information
that you identify

as being pertinent
to this application
(for example,
medical conditions,
disabilities).

| declare that the information given above is true and correct. | understand that any false,
inaccurate information or documentary evidence given may render me liable, if employed, to
immediate termination of employment.

| consent to approaches being made to my referees as well as any of previous employers now
and in the future.

Applicant’s Signature Date
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CD 11b

PREPARING FOR

AN INTERVIEW
COMMON INTERVIEW
QUESTIONS

Objective

By the end of this session, trainees will be able to provide relevant answers to common interview
questions.
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Handout CD 11b
Answering Common Interview Questions

Common Interview Questions

1. Can you tell me about yourself?

2. Why are you applying for this job?

3. What are your skills and strengths? (Consider job skills related to the position applied for.)

4. Can you tell me more about your past work experience?

5. What are some of your challenges?

6. What did you do and learn at the Enabling Academy?
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Handout CD 11b
Questions to Ask

Questions to Ask

10.

11.

May | know what my expected job scope would be if | am offered a job?

Is there training provided?

How many people work in this department?

What are the working hours?

How long is the probation period before confirmation?

May | know the culture of this company?

What kind of candidates are you looking for?

If | am offered the job, how soon would you like me to start?

In case | do not hear from you, can | contact you to follow up?
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CD 11c
PREPARING FOR
AN INTERVIEW
MOCK INTERVIEW

Objectives
By the end of the session, trainees will be able to:

1. Apply important interviewing skills in upcoming interviews.

2. Answer commonly asked questions in upcoming interviews.

3. Apply feedback on areas that need to be improved.
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Handout CD 11c
Guidelines for Mock Interviewers

Guidelines for Mock Interviewers

Date :
Time Slot :9.30a.m.-12.30 p.m.
* Interviewers will be interviewing all candidates in two different
rooms.

Job Position  : State the job position and the industry that each trainee may be placed for
employment.

10.
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Tips for interviewing trainees:

Keep the mock interview as similar as possible to a real interview. If necessary, rephrase
sentences or give examples to enhance their understanding.

If a trainee speaks unclearly, ask him/her to repeat (those who have speech delay or
information processing delay).

Give some time for the trainees to respond but not too long (especially for those who have
speech delay or information processing delay).

If a trainee gets off topic, restate the main focus.

The average interview time with each trainee is approximately 5-10 minutes.

Fill out the attached evaluation form for each trainee. It will be printed for you on the day of
the mock interview.

Debriefing Session

After all the interview sessions are completed, all trainees will gather in the classroom and
interviewers will debrief on:

General feedback of the interview
Areas that trainees can improve on
Tips
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Handout CD 11c
Interview Evaluation Form

Evaluation Form

Name : Date

Indicator:

e Calm or nervous?
e Attentive or inattentive?
e Honest or boasting?

1. Manners 3
e Greetings, knocking the door
e Self-introduction, handshake, eye contact
e Saying “Thank you”

2. Personal Grooming 3
e Dress code, hairstyle, personal appearance

3. Communication 3
e s he/she able to speak clearly?
e Ishe/she well prepared?
e s he/she able to give relevant responses to the questions?
e Does he/she take long to respond?
e Does he/she ask questions?

4. Behaviour 3
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5. Body Language 1 2 3 4
e Eye contact, body posture, gesture
e Tone of voice
e Movement (fidgeting/calm)

6. Employability Skills 1 2 3 4

Possesses relevant experience or skills that match the job

vacancy
Has basic interpersonal skills

Able to handle stress and accept corrections

Able to work in teams

Demonstrates time management and organisational skills
Is adaptable and independent, e.g. settle own lunch and
transportation arrangements; able to accept new instructions

7. General Comments

Interview Result: O Hired

Interviewer:

O To be considered

Date:

O Not ready yet
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COURSE I
JOB SKILLS DEVELOPMENT

for employment. A mock office with a simulation-based approach is set up at the Enabling

Academy to provide trainees the experience of a corporate environment, administrative duties,
as well as [T-related roles. Practical training will be arranged for trainees during the second or third
month of training. Besides practical job training, basic work etiquette such as communication skills,
accountability, teamwork and time management are taught in practical ways.

The Enabling Academy Job Skills Development Course is designed to develop trainees’ skills

An Overview of the Content

Task Analysis

Task analysis is a teaching tool that involves dividing a task into smaller units of actions to enable the
person with autism to understand and follow the work procedure for each task with minimal error.
It is essential for the trainee with autism and the trainer/job coach to achieve maximum productivity.

A task analysis will help the trainee with autism to:
e Learn more easily

e Work with clear procedures

e Reduce the risk of making mistakes

* Be more independent

A task analysis will help the trainer to:

e Identify processes that trainees find difficult
* Be consistent with teaching methods

e Develop manuals and jigs, if necessary
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Duration of Training

In the training plan for each task, a suggested duration is given for the initial training lesson. The
following duration states the time frame for the number of practice sessions conducted for the
trainee to master the skills under the supervision of the trainer during his/her training at the Enabling
Academy.

The time frame for the practice sessions stated is just a guide for the trainer; it can be adjusted based
on the trainee’s pace/speed.

Skill Mastery

This training module is developed for individualised training. The number of practice sessions to
master each skill varies from trainee to trainee as it depends on each individual’s working pace and
prior experience of computer skills. In each of these task analyses, the section on “skills obtained” can
be a guide for the trainer to assess a trainee’s readiness to move on to another new task.

The trainer can use the suggested number of practice sessions as a basic guide. However, if trainees
are able to master the task earlier than the suggested time, the trainer may amend their progress
tracking where it fits or move on to other tasks.

Accuracy

Mastery of a skill is gauged based on the trainee’s ability to reach the desired outcome with minimal
error and within a reasonable amount of time. It is important to emphasise the trainee’s work accuracy
in preparation for the trainee to transit into open employment.
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Computer Skills (CS)



CS 1

BASIC COMPUTER SKILLS
STARTING AND SHUTTING
DOWN A COMPUTER

Objectives
By the end of the training, trainees will be able to:

1. Understand the functions of the different parts of a computer.
2. Turn on a computer.

3. Shutdown a computer.

318






CS 1
BASIC COMPUTER SKILLS
SAVING DOCUMENTS

Objectives
By the end of the training, trainees will be able to:

1. Understand the importance of saving documents.

2. Save the documentin a specific folder.

3. Open the document from the saved location.
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CS2

MICROSOFT EXCEL

(MS EXCEL)

BASIC MS EXCEL FORMATTING
USING DIRECTORY LISTS

Objectives
By the end of the training, trainees will be able to:

1. Use basic MS Excel functions.

2. Transfer data accurately from a hard copy to soft copy.
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CS2

MICROSOFT EXCEL

(MS EXCEL)
NEWSPAPER ARCHIVING

Objectives
By the end of the training, trainees will be able to:

1. Upload files to SharePoint.

2. Scan newspaper articles according to requirements.

3. Complete data entry for newspaper articles according to requirements.
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CS2

MICROSOFT EXCEL
(MS EXCEL)
PURCHASE ORDER
DATA ENTRY

Objectives
By the end of the session, trainees will be able to:

1. Upload a file to SharePoint.
2. Complete data entry for a Purchase Order (PO) according to requirements.
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CS2

MICROSOFT EXCEL
(MS EXCEL)
DELIVERY ORDER
DATA ENTRY

Objectives
By the end of the session, trainees will be able to:

1. Upload file to SharePoint.
2. Sort and match Delivery Order (DO) receipts.

3. Complete data entry for a DO according to requirements.
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CS2

MICROSOFT EXCEL
(MS EXCEL)

IFCA MASTER LIST
DATA ENTRY

Objectives
By the end of the training, trainees will be able to:

1. Learn how to operate IFCA functions.
2. Learn steps to generate a Purchase Order (PO) from the Requisition Order (RO).
3. Select the required information to enter into IFCA PO Master List.
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CS2

MICROSOFT EXCEL
(MS EXCEL)

COURSE EVALUATION
QUESTIONNAIRE (CEQ)
TABULATION

Objective

By the end of the training, trainees will learn to accurately extract data from a soft copy
questionnaire to an Excel sheet for tabulation.
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CS2

MICROSOFT EXCEL
(MS EXCEL)
BUSINESS CARD
RECORDING

Objectives
By the end of the session, trainees will be able to:

1. Upload files to SharePoint.

2. Complete data entry of business cards on a formatted MS Excel master list on SharePoint.

3. Insert and sort completed business cards into a business card holder.
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CS 3

MICROSOFT WORD
(MS WORD)

LETTER TYPING

Objectives
By the end of the training, trainees will be able to:

1. Use MS Word and identify various functions in Windows.

2. Create a new document.

3. Save a document using the “Save” and “Save As” commands.
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CS 3

MICROSOFT WORD
(MS WORD)
INFOGRAPHICS

Objectives
By the end of the training, trainees will be able to:

1. Combine various shapes and SmartArt objects.

2. Insertinformation into shapes and SmartArt objects.

3. Align shapes and SmartArt objects in order.
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CS 3

MICROSOFT WORD
(MS WORD)
CHARTS

Objectives
By the end of the training, trainees will be able to:

1. Use information given on a hardcopy chart and transfer it accurately into MS Word.

2. Create a chart.
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CS4

MICROSOFT POWERPOINT
(MS POWERPOINT)
CREATING SLIDES

Objectives
By the end of the training, trainees will be able to:

1. Create slides using MS PowerPoint.

2. Search for relevant visuals online.

3. Translate the given content using MS PowerPoint.
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http://www.google.com

CS5

IFCA - ACCOUNTING
SOFTWARE

BASIC IFCA ACCOUNTING

FUNCTIONS

Objectives

By the end of the training, trainees will be able to:

1. Learn the basic functions of the IFCA accounting software.

2. Follow instructions on how to issue a Purchase Order (PO) with Requisition Order (RO).
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IFCA Purchase Order - Task Analysis

F6 Retrieve

F7 Add another item
F8 Delete

F9 Save

F12 Search

Log in to GLC Training (IFCA).
Key in your user ID and password (12345678).

ENTITY: Select GEKJ
PROJECT: Either select KJ - KJ Phase 1/ KJ Phase 2

Select Purchase Order (PO).
Select Purchase Orders again.

Click Purchase Order Entry

Beside PO NO, press F12, select PORD and double-click on it to select.

PO DATE, select date stated on the Requisition Order (RO) given to you.
PURCHASER: Enter the name stated under “Requested by” in the RO.
REFERENCE: Enter the RO No.

SUPPLIER: Press F12 and select the supplier as reflected in the RO.

LOCATION: Press F12, select MY and double-click on it to select.

REMARKS: Key in the comment under "Remark” (Example: Please call an hour before
delivery...).

If there is more than one remark, key in the comments under FOOTER REMARKS.
Once everything is completed, press F9 (save) and click the space below.

Click on ITEM CODE, press F12 and select the item that is stated in RO*

A Window will pop up and under the description section, use symbol "} before and after your
intended key word search to look for the item from the list.

For example, If your item is “Dorma DA3 Series Entrance Cylinder Knobset”, instead of
searching with the long description, you may type “}Dorma DA3}" followed by the disc

icon to search.
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SHIP TO: Press F12 and select KJHP and double-click on it to select.
SCHEDULE: Select the item delivery date in the RO (change the year to 2020).
CHARGE TO, select what is stated under budget code on your RO.
QUANTITY, type in quantity that is reflected in the RO.

REMARKS, if there are additional remarks in the RO, key them in.

Press F7 if RO has more than one item and repeat step 7.

Once everything is completed, press F9 to save.

Important: Take down the PO number and minimise the window.
Select PURCHASE ORDER FORM (GST).
Key in your PO no in PO Review.

Key in the necessary information into the Purchase Order (IFCA) Excel list.



CS6
OUTLOOK 365
WRITING EMAILS

Objectives
By the end of the session, trainees will be able to:

1. Create a new email.

2. Attach a document to the email.
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CS6
OUTLOOK 365
RECEIVING EMAILS

Objective

By the end of the training, trainees will be able to retrieve emails from the MS Outlook inbox.
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CS6

OUTLOOK 365

SAVE ATTACHED
DOCUMENTS FROM EMAILS

Objectives
By the end of the training, trainees will be able to:

1. Save all documents attached in emails.

2. Save attachments to a specific folder.
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CS6
OUTLOOK 365
SETTING AN APPOINTMENT

Objectives
By the end of the training, trainees will be able to:

1. Setan appointment for a meeting.

2. Invite attendees to attend the meeting.
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CS6

OUTLOOK 365

ACCEPTING OR DECLINING
AN APPOINTMENT
INVITATION

Objective

By the end of the training, trainees will be able to accept or decline an appointment sent by others
via MS Outlook.
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Operating Machines
and Facilities (OM)



OM 1

PAPER SHREDDER
DISCARDING UNWANTED
PRIVATE AND CONFIDENTIAL
DOCUMENTS

Objectives
By the end of the training, trainees will be able to:

1. Identify documents that contain private and confidential information.
2. Operate a basic paper shredder efficiently.
3. Clean a basic paper shredder.
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OM 2
OPERATING
A LAMINATING MACHINE

Objective

By the end of the training, trainees will be able to laminate documents according to requirements.
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OM 3
OPERATING
A COMB-BINDING MACHINE

Objectives

By the end of the training, trainees will be able to bind documents according to requirements.
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OM 4

OPERATING THE OFFICE
TELEPHONE

MAKING AND ANSWERING
TELEPHONE CALLS

Objectives
By the end of the training, trainees will be able to:

1. Make telephone calls to clarify, obtain information and make requests.

2. Answer telephone calls directed to self and others (supervisor and colleagues).
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APPENDIX 3

CD Ta: LIFE ASPIRATIONS

Thought for the Day

One of my dreams for the
future is...

My Dreams

Identify your dreams for the future and how they relate to
your careers.

Refer to Handout CD 1a: My Dreams

My Dreams

1. Write or draw the answers for the
following questions. =

2. Rank your dreams in order of [
importance.

3. Write your action plan.

4. Share in your respective groups.

Conclusion

It is important to have dreams as they give us hope,
aspirations and something to look forward to.

Reflection

Why is it important to have dreams?
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