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Today’s organizational success is all about talented leaders who are armed with information and trained to 
lead their enterprise in the battles of business. While some people are born with good leadership qualities, 
a lack of time and training could keep them from thriving.Trained, effective and committed leaders are in 
short supply & the current and future talent shortage will continue to drag down organizational growth, 
performance and profitability. As compelling as this forbidding reality, leadership doesn’t just happen, 
especially in a global business.

In Career First Institute’s Leadership and Management for Professional Certification Program, you can learn 
what it takes to rise to the top echelon of leadership in your global organization and be the leader who 
can impact employee behavior and deliver results.

Career First Institute’s Leadership and Management for Professionals Certification Program, both offered as a 
public and on-site corporate learning solution program, enables practicing managers and organizational 
leaders to gain mastery of leadership and management competencies critical in producing sustainable 
results for their organization.  This program is a difference maker that creates value not only to the 
customers or stakeholders one’s organization serve but also to its staff who produce bottomline results. 

LEADERSHIP AND
MANAGEMENT
FOR PROFESSIONALS 

Who should join?

 This program is suitable for individuals who lead and manage teams in both private and public sectors 
including CEOs, Directors, Senior Executives, Managers, and Supervisors plus those officers who are 
identified to fill key leadership positions within the organization in the future.

Approach

• Encourage participation to share their knowledge and experiences; utilize activities that relate to 
their expertise. 

• Provide multiple ways of presenting the materials – lectures, group discussions, videos, and games 
• Problem-solving activities through simulation exercises i.e. role-play and case studies 
• Relate the contents and skills to the participants’ jobs and the challenges/problems they encounter. 
• Observation, feedback, and coaching sessions 
• Follow a realistic time schedule 
• Acknowledge all participants’ contributions and respect each other’s differences

Benefits
 
What makes the Leadership and Management for Professionals Certification Program (LMPCP) imperative 
for organizational success?
 
• Your team is only as strong as your weakest leader.  We know that your leaders are your greatest 

asset regardless of their levels of development.  The only way to ensure that they can navigate 
your organization to success is to leverage on their skills, provide the opportunities where they can 
demonstrate defined competencies, and most importantly, validate them against your organization’s 
standards.

 
• Career First Institute balances the theoretical aspect with experiential and hands-on learning.  The 

program encourages learning from one another regardless of industries and respects the learning 
process as valid and open. It also uses coaching, mentoring, cutting-edge tools, and application 
learning to provide a comprehensive results-based learning solution.  This is nothing like an MBA 
course.

 
• A continuous learning support is provided throughout the program that leads to mastery of leadership 

and management, delivered by most experienced trainers/facilitators.
 
• Milestones through achievement of different levels of expertise are celebrated by the awards given 

to participants who are able to profess the skills to keep them motivated, engaged, and successful in 
their professional journey.

 
Leaders who completed the certification course will become members of Leader’s Circle.   Career First 
Institute’s Leader’s Circle is an exclusive membership society designed to support past attendees in 
strengthening their leadership and development through various learning platforms other than the 
conventional training. 

LEVEL 1
Empower Series 
4 Courses, Projects, Assessments

Certificate in Leadership and 
Management Essentials

LEVEL 2
Engage Series 
4 Courses, Projects, Assessments

Certificate in Advanced 
Leadership and  Management

LEVEL 3
Emerge Series 
4 Courses, Projects, Assessments

Certificate in Leadership and 
Management Excellence



Level 1: Certificate in Leadership and Management Essentials

01
COURSE FuNDAMENTALS OF SuPERvISORy 

EFFEcTIvENESS 
EMbRACING ThE WORld OF lEAdERs
MaRCh 1 and 2

A supervisor is measured by the results he delivers. These results are dependent on the quality of people 
he has – or the quality of work he is able to elicit from his people. That is his challenge. 

Because the fulfilment of the supervisor’s work objectives is dependent on the output of others, 
EMBRACING THE WORLD OF LEADERS has been designed for members of management who handle 
people and who wish to build a solid foundation in professional management skills.

 
Participants will be equipped with the necessary tools required to manage work performance of people 
consistently and effectively, ensuring heightened productivity within the organization.
 

At the end of the program, the participants will be able to:
 
• Know the different roles the leader assumes;
 
• Understand the scope of responsibilities inherent to management;
 
• Determine their current leadership style;
 
• Balance concern for tasks and people to achieve desired results; and
 
• Develop good interpersonal relationships with superiors, peers and subordinates. 

Benefits:
 
• Deeper understanding of management styles, key concepts of motivation, the impact of attitude 

and language, and key communication skills
 
• Confidence in leading a team specially on how to agree and monitor objectives, when and how to 

delegate, how to implement time management strategies
 
• Identify individual management styles and identify which is most appropriate in a given set of 

circumstances
 
• Competently handle difficult or conflict situations
 
• Provides the framework on decision making and setting objectives

Level 1: Certificate in Leadership and Management Essentials

02
COURSE FuNDAMENTALS OF PERFORMANcE 

MANAGEMENT 
MAxIMIzING ThE ROI OF yOuR GREATEsT AssET: 
yOuR PEOPlE 
JUnE 14 and 15

Success stories of many companies can be traced back to having a team that is clear about their 
performance expectations and how they contribute to overall organizational objectives.
 
Performance Management is a process that helps team members set clear communication on what’s 
important and let them see how their work contributes to the overall achievements of the team.
 
If you want to be in a position to better see what your staff is doing that’s great, needs training or 
development, or if you already have a Performance Management process in place and yet you are not 
getting the results you need, then this course is for you.
 
We guide you on how Performance Management can be designed to fit the needs of your organization, 
help you see practices that are effective in driving results from an employee to team level, and engrain 
the process in your company’s talent management so you would never have to be unclear about 
keeping, promoting or re-assigning your team members. 

At the end of the program, the participants will be able to:
 
• Track and manage staff productivity more effectively for better results with less time and effort.

• Diagnose performance problems and use the appropriate coaching method to correct the issue 
before it becomes a crisis. 

• Nurture employee involvement in meeting performance objectives so your efforts pay off quickly 
and consistently. 

• Review and revamp your performance management system so it meets your unique needs.



Level 1: Certificate in Leadership and Management Essentials

03
COURSE cOMMuNIcATION ESSENTIALS FOR LEADERS 

TAPPING INTO ThE NATuRAl ENERGy IN yOuR 
ORGANIzATION 
JULY 5 and 6

Communication Essentials for Leaders: Tapping into the Natural Energy in Your Organization will 
introduce you on how you can move ahead, change traditional corporate communication to give way 
to a process that is more dynamic and more sophisticated for your organization. We will also guide 
you on how your employees themselves initiate practices and foster cultural norms that instil great 
sensibility throughout your organization.
 
In this course, participants will learn why good interpersonal communication skills are so important, 
how personality styles affect personal communication styles, and how this understanding can improve 
one’s ability to work with and manage employees. The course will also aim to effectively synergize with 
others and get the most out of the team’s diverse strengths – the skill of communication and influence.
 

By the end of the learning program, the participants will be able to:
 
• Demonstrate the effective communication skills with a definite purpose in different workplace 

scenarios and for different audience
 
• Use the right method in communicating to the three directions: downwards, upwards and sideways
 
• Assess their strengths and weaknesses in public communication through:
 o   Selecting an outline which allows listeners to follow and understand you
 o   Making your message clear with supporting material directly contributing to that message
 o   Using body language and voice appropriate to the speaking context

Benefits:
 
• Directly improve one’s communication skills by integrating workplace scenarios with learning 

concepts and framework
 
• Create greater time efficiencies by reducing “fire-fighting” time due to poor or miscommunication
 
• Get the tasks executed and implemented accurately, done right the first time
 
• Ensure the message is received and interpreted correctly by others; deliver the message across 

clearly and succinctly
 
• Develop greater self-confidence in communicating and working with others
 
• Improve relationships and experience greater sense of fulfilment working with others
 
• Demonstrate the skills needed to communicate in an assertive manner in all situations

Level 1: Certificate in Leadership and Management Essentials

04
COURSE OPERATIONAL ExcELLENcE 

TRANslATING bEsT PRACTICEs INTO yOuR bRANd’s 
COMPETITIvE AdvANTAGE 
JULY 12 and 13

Operational Excellence is a philosophy of leadership, teamwork and problem solving resulting in 
continuous improvement throughout the organization by focusing on the needs of the customer, 
empowering employees, and optimizing existing activities in the process.
 
Operational Excellence stresses the need to continually improve by promoting a stronger teamwork 
atmosphere. Safety and quality improvements for employees and customers lead towards becoming 
a better enterprise.
 
Continuous improvement is not only about improving value or delivery of service, but also the processes 
and standards improvement around them. One cannot improve if one do not measure. Metrics and KPI 
definition for any process is of pivotal importance. Until performance metrics are gauged and evaluated 
customarily, continuous improvement then can take place.
 
Operational excellence’s main objective is to reduce operation cost and wastes, without affecting 
quality, time delivery and cost of products and services one has to offer.
 
5S Methodology, DMAIC, Kaizen, and other problem solving techniques and methods will be covered 
in this course program. 

By the end of the learning program, the participants will be able to:
 
• Increase organizational capacity for increased efficiency and effectiveness
 
• Lead and become a subject-matter expert in the improvement efforts within the organization
 
• Plan and implement an improvement to a problem that is critical to the organization’s mission
 
• Understand and ensure that goals and policy deployment are aligned
 
• Mentor and coach others in the use of tools and methods to forward continuous improvement 

efforts within the organization
 
• Expand capacity to facilitate small groups/teams using Lean Process Improvement principles and 

methodologies
 
• Expand capability to define, develop and monitor measures of progress in securing and sustaining 

improvements



Level 2: Certificate in Advanced Leadership and Management

05
COURSE SITuATIONAL LEADERSHIP 

CATAPulT yOuR ORGANIzATION TO ThE TOP 
JULY 19 and 20

Situational Leadership increases the quantity and quality of conversations people have about 
performance. It gives leaders a method to diagnose the performance needs of others and respond to 
those needs. Employees benefit from role and goal clarity, opportunities for growth and development, 
and a framework to make difficult, often uncomfortable conversations about performance non-
threatening and productive.
 
Learn how to adopt a situational leadership style that generates heightened performance and improved 
productivity. Does your organization lack passion, energy, self-reliance and drive? If so, the technique 
of situational leadership has the answers that will take your managers and your company to the head 
of the pack.
 

By the end of the learning program, the participants will be able to:
 
• Diagnostic skills to determine the skill and motivation levels of employees
 
• Ability to consciously select a leadership style appropriate for a situation and focus methodology 

to ensure goal and task alignment
 
• Communication skills and a universal approach to effectively influencing employee behaviour
 
• Development of a common language for leaders and followers around performance, needs and 

influence
 
• A process to effectively cover tough performance issues in an unemotional way
 
• Accelerate the development and retention of talent while increase respect for honouring difference
 
 
Benefits:
 
• Improve communication and become a more trusted and credible leader
 
• Learn how to use situational leadership to achieve greater productivity by infusing energy, self-

reliance and drive within your employees
 
• Create a collaborative work environment to achieve faster sustainable results
 
• Increase your effectiveness in setting goals, providing clear direction, listening, observing, 

monitoring and giving feedback
 
• Retain your most talented employees by being more responsive to their development needs

Level 2: Certificate in Advanced Leadership and Management

06
COURSE STRATEGIc LEADERSHIP 

WINNING ThE Odds ON yOuR sIdE 
aUgUSt 9 and 10

Strategic Leadership provides the vision and direction for the growth and success of an organization.
To successfully deal with change, all executives need the skills and tools for both strategy formulation 
and implementation. Managing change and ambiguity requires strategic leaders who not only provide 
a sense of direction, but who can also build ownership and alignment within their workgroups to 
implement change.
 
Strategic leadership is needed to a manager’s potential to express a strategic vision for the organization, 
or a part of the organization, and to motivate and persuade others to acquire that vision. Strategic 
leadership is also useful in utilizing strategy in the management of employees. Thus, it is about harnessing 
potential to influence organizational members and to execute organizational change. Strategic leaders 
create organizational structure, allocate resources and express strategic vision. Strategic leaders work 
in an ambiguous environment on very difficult issues that influence and are influenced by occasions 
and organizations external to their own. 

By the end of the learning program, the participants will be able to:
 
• More strategic, big-picture thinking that advances the organization’s strategic intent
 
• An enhanced ability to make a business case to obtain scarce resources
 
• Improved methods for assessing business deals with wide-ranging consequences
 
• Ability to build agreements amidst complex conceptual and interpersonal dynamics

• Superior skills for coaching peers and direct-reports

• The capacity to create and deliver a vision
 
• The ability to act deftly and with confidence in ambiguous situations



Level 2: Certificate in Advanced Leadership and Management

07
COURSE cOAcHING AND MENTORING 

PREPARING yOuR TEAM TO suCCEss ThROuGh 
INFluENCE ANd PERsONAl IMPACT  
aUgUSt 16 and 17

Coaching and mentoring relationships are a key, yet often overlooked, component of successful 
organizations. In today’s environment of changing technology and evolving organisations, coaching 
can create a strong competitive advantage. It provides continuous learning and develops people to 
meet current and future needs. Business mentoring and coaching is an investment that you make in 
developing your key resource people for the long-term benefit of the organisation.
 

By the end of the learning program, the participants will be able to:
 
• Set appropriate, effective goals using the S.M.A.R.T. technique of goal setting
 
• Learn how to define the current state or reality of an employee’s situation
 
• Define options for one’s employee and create actionable steps toward a preliminary plan
 
• Learn how to develop a finalised plan and motivate an employee to accomplishment
 
• Identify the benefits of building & fostering trust with employees
 
• Master giving effective feedback while maintaining trust
 
• Identify & overcome common obstacles that are holding employees back
 
• Learn to transition an employee to other opportunities for growth
 
 
Benefits:
 
• Defining benefits for individuals and organisations to establish a mentoring and coaching program
 
• Applying mentoring and coaching road maps to individuals
 
• Undertake research and analysis of organisation development best practices
 
• Applying coaching and mentoring methodologies
 
• Building effective coaching and mentoring relationships
 
• Provide learning opportunities with effective monitoring processes
 
• Provide effective feedback to act as stimulus and progress
 
• Link coaching and mentoring to performance management

Level 2: Certificate in Advanced Leadership and Management

08
COURSE INSPIRING LEADERSHIP 

ENsuRING lONG TERM GROWTh ThROuGh vIsION, 
CulTuRE, ANd REsIlIENCE 
SEptEMbER 13 and 14

In today’s competitive environment, organizational success is increasingly dependent on the people 
and teams within. At its best, a team can be far greater than the sum of its parts – at its worst in-fighting 
and lack of clear leadership can have a detrimental effect on productivity.

As the business needs and requirements evolve, leaders need to remain committed in its mission of 
being an agent for positive change in bringing about a strong and ethical work environment. Leaders 
need to provide the vision, exercise political agility, and establish the organizational culture necessary 
to keep their initiatives vital and moving forward. Proactive leaders must have the skills to keep the 
“soul” of their coalition alive and relevant to the needs of the organization.
 
Participants in this learning course will gain valuable insights into how to develop and motivate teams, 
and how to create a culture of success. They will also learn a great deal about themselves and the 
people around them.
 
Inspiring Leadership is designed to help managers/supervisors respond to the pressing need for 
inspired leadership, rise to its high calling and deepen their capacities and effectiveness.

By the end of the learning program, the participants will be able to:
 
• Engage and inspire your people more effectively
 
• Increase accountability, integrity, determination and excellence
 
• Understand what inspirational team leadership involves
 
• Understand and balance the diverse demands of team leadership
 
• Identify the building blocks which need to in place for successful team development
 
• Create an inspirational vision of success and communicate this to their teams
 
 
Benefits:
 
• Manage organizational culture to sustain momentum.
 
• Become politically agile in ensuring continued support for their vision.
 
• Manage their partnership —and  objectives—for the long-term.



Level 3: Certificate in Leadership and Management Excellence

09
COURSE DIScIPLINE OF ExEcuTION 

FOCusING ANd ExECuTING ON yOuR hIGhEsT 
PRIORITIEs  
SEptEMbER 20 and 21

This course teaches high-performance leaders how to sustain the momentum of an initiative once they 
have the initial support of their ideas.  All too often leaders are capable of mobilizing people around 
their ideas but fail to manage for momentum. Execution demands the capacity to get others to achieve 
to their maximum ability. Execution depends on the leader’s capacity to assure that others take on 
the challenge of being proactive. Successful execution cannot rely simply on traditional hierarchical 
supervision, but demands that leaders take on the role of coaches. Coaching principles that are 
integrated into the organizational culture will assure the agility, creativity, and flexibility necessary for 
successful execution.
 
 
After completing this course, participants will be able to:
 
• To increase your ability to execute any strategy, project or goal
 
• To build a corporate culture of execution and accountability
 
• To effectively align and manage employees to reinforce and advance execution progress
 
• To use a structured disciplined approach to increase the execution in your organization
 
 
Benefits:
 
• Identify and capitalize on individual and organizational strengths
 
• Target ineffective execution patterns that impede your ability to execute most successfully
 
• Substantially improve performance and obtain better results by focusing on refining execution

Level 3: Certificate in Leadership and Management Excellence

10
COURSE PROjEcT MANAGEMENT 

TRANsFORMING GOAls INTO busINEss sTRATEGIC 
suCCEss 
OCtObER 11 and 12

A successful leader is both a master of process and an effective people manager. Project leadership 
requires the ability to make tough decisions, overcome personnel issues, and to exercise authority 
where needed -all while dealing with technical challenges and the restraints of time and cost.
 
This course defines the functional role of a project manager and provides a framework for the 
development process, from brainstorm through to execution. To be successful, one needs to balance 
technical expertise with a firm grasp on team dynamics and interpersonal relationships.  Thus, this 
course provides the fundamental theory and approach used to manage projects successfully.  It focuses 
on the application of project management methods and tools during initiating, planning, executing, 
controlling, and closing processes. Employing standardized practices to improve the effectiveness and 
efficiency of project management is emphasized.
 
 
After completing this course, participants will be able to:
 
• Define and explain project management and project leadership.
 
• Understand and apply the sequential steps of the project management framework.
 
• Understand the importance and function of project management and apply the project process of 

initiating, planning, executing, controlling and closing the project.
 
• Define the roles of the project manager, the project team member and effectively communicate 

with the project team, clients and customer.
 
• Apply knowledge and skills to manage the project scope, project time and work flow, project 

cost and budgets, project resources, project quality, project human resource requirements, 
project communication (reports, meetings, correspondence, etc.) project changes and project risk 
management.

 
 
Benefits:

• Describe the technical and leadership requirements of project management
 
• Design a project that is well adapted to technical and environmental uncertainties
 
• Utilize management/leadership research and theory to define a set of key success factors and 

behaviors
 
• Overcome typical challenges faced by project managers



Level 3: Certificate in Leadership and Management Excellence

11
COURSE cHANGE MANAGEMENT 

hARNEssING ThE POWER OF yOuR ORGANIzATION’s 
MOsT IMPORTANT Ally  
OCtObER 18 and 19

With emerging technologies and expanding global marketplaces, it is imperative that organizations 
become highly proficient in driving their change agenda. Whether diversifying, downsizing, merging, 
reorienting business, or developing new management structures, organizations must be able to 
effectively carry out change initiatives to remain productive and competitive.
 
In this course, participants learn to assess organizational readiness and their own ability to facilitate 
change. Working with a comprehensive organizational change scenario, this experiential learning 
approach provides an opportunity for participants to learn by doing and to assess their own 
effectiveness in facilitating change.
 
 
After completing this course, participants will be able to:
 
• Evaluate an organization’s level of readiness and willingness to change and use techniques to bring 

it to an acceptable level
 
• Identify and minimize a manager’s frustrations in implementing change initiatives
 
• Develop and implement an effective methodology for carrying out a successful change initiative

Level 3: Certificate in Leadership and Management Excellence

12
COURSE ExEcuTIvE LEADERSHIP 

FROM lEAdERshIP EFFECTIvENEss TO GREATNEss 
nOVEMbER 15 and 16

Executive leadership is a leap to achieving one’s potential as a great leader. A leader’s understanding 
of what makes executive leadership different from other kinds of leadership roles, how to shape 
organizational excellence, which global competencies are critical to success today and how to gain 
personal mastery of one’s own leadership.
 
Leadership is about finding meaning in his work. It is about navigating at many different altitudes with 
finesse, energizing and inspiring others. It is about proactively sensing and framing the opportunities 
for his organization, and marshalling resources toward adaptation and innovation. Likewise, It is about 
the relaxed self-confidence that the best leaders learn and master through a knowledge of themselves 
and others.
 
 
After completing this course, participants will be able to:
 
• Build an executive leadership style that creates trust, sets a clear vision, and guides your entire 

team toward greater performance and profit
 
• Gain insights into the key executive leadership skills and techniques you need to create a winning 

strategy
 
• Develop heightened emotional intelligence for greater professional achievement and satisfaction
 
• Develop an executive leadership style that adapts to the person and situation
 
• Improve performance by building a cohesive unit/s that performs well in all situations through 

empowerment, effective delegation, and vision
 
 
Benefits:
 
• Become a change master who encourages innovative thought and behavior
 
• Set the right vision for your team, department and organization
 
• Understand how to plan for a successful future
 
• Align the workforce to achieve heightened performance and increased bottom-line results
 
• Discover the power of emotional intelligence—leading with a healthy and wise demeanor
 
• Flex your executive leadership styles when there are changes in people and conditions
 
• Ensure that your behavior is always ethical, reflective of his organization’s values



LEARNING RESOuRcES

cERTIFIcATION cOMPONENTS 

Attendance and Participation
Leaders should be able to complete all the courses that include intensive instruction, exercises, 
and feedback. 
 
Course Assignments and Assessment
Each candidate must complete and pass the written assessment conducted at Career First 
Institute.  Candidates should also compile a portfolio of evidence consisting of the following:
• Reflections on exercises/actual application of learning through a submission of a 

comprehensive report that include evidence of results obtained
• Completion of role-plays or actual observation of coaching activities
• Interviews 
• Evaluation from the identified references the participant has provided.  They are preferably 

senior leaders in the organization or person responsible for the participant’s professional 
development

Materials

All participants are provided with the Career First Institute Learner’s Toolkit that includes a course guide, access to different learning resources such as e-books, 
recorded audio conferences, and leadership library of resources that will motivate and engage the participants in their journey to leadership.

Reinforcement

Upon completion of Levels 1-3 of the certification program, participants will be able to support one another through regular web conference meetings.  This 
aims to provide valuable sharing of experiences and foster learning from one another.  Informal learning sessions will also be facilitated during these scheduled 
web meetings.  The certification process will also be facilitated in a manner where reflection on experiences can be translated into learning opportunities.  These 
assignments or projects can also become a powerful tool for continuous learning and practical application of leadership/management theories.
 
Leader’s Circle

Leaders who completed the certification course will become members of Leader’s Circle. Career First Institute’s Leader’s Circle is an exclusive membership society 
designed to support past attendees in strengthening their leadership and development through various learning platforms.

1
Empower Series

Certificate in 
Leadership 
and Management 
Essentials 2

Engage Series

Certificate in 
Advanced 
Leadership and 
Management 3

Emerge Series

Certificate in 
Leadership and 
Management 
Excellence

Course 1
Fundamentals of Supervisory 
Effectiveness
Embracing the World of Leaders
March 1 and 2 

Course 2
Fundamentals of Performance 
Management
Maximizing the ROI of your 
Greatest Asset: Your People
June 14 and 15 

Course 3
Communication Essentials 
for Leaders 
Tapping Into the Natural Energy in 
your Organization
July 5 and 6

Course 4
Operational Excellence 
Translating Best Practices into Your 
Brand’s Competitive Advantage
July 12 and 13

Course 5
Situational Leadership 
Catapult your Organization to the 
Top
July 19 and 20 

Course 6
Strategic Leadership 
Winning the Odds on your Side
August 9 and 10

Course 7
Coaching and Mentoring 
Preparing Your Team to Success 
through Influence and Personal 
Impact 
August 16 and 17 

Course 8
Inspiring Leadership
Ensuring Long Term Growth 
Through Vision, Culture, and 
Resilience
September 13 and 14

Course 9
Discipline of Execution
Focusing and Executing on Your 
Highest Priorities
September 20 and 21 

Course 10
Project Management
Transforming Goals Into Business 
Strategic Success 
October 11 and 12

Course 11
Change Management
Harnessing the Power of Your 
Organization’s Most Important Ally
October 18 and 19 

Course 12
Executive Leadership
From Leadership Effectiveness to 
Greatness
November 15 and 16



RegistRation FoRm

Name:  (Last Name) (First Name) (MI)

Nick Name:

Preferred Mailing Address:

Date of Birth:

Mobile Number:

Personal Email:

Personal details

Employment details
Company name:

Position:

Company Address:

Office Number:

Company Email:

Administrative details
Location:                                 

Fee:                                         

Early Bird Discount:              

Group Discount:                    

Contact Person:                    

Please email a signed PDF copy to info@careerfirstinstite.com 
For payment instructions, please call: +63.32.255.9722

Registration, Cancellation, Payments, discount and Refund Policies

To register for the seminars, just return the filled-out forms via email to info@careerfirstinstitute.com
 
Seat reservation is on a first come, first serve basis. The reservation is considered non-guaranteed until the seminar fee is made.  
A representative from Career First Institute will contact you to confirm registration and relay payment instructions.
 
Registration and subsequent payment confirms the participant’s seat in the seminar. NO CANCELLATION AND REFUND IS ALLOWED ONE 
WEEK PRIOR TO SEMINAR DATE.  If the registered participant is unable to attend on the said seminar date, he/she can: (1) apply payment 
made to another future seminar of Career First Institute that he/she can attend (2) send another person to take his/her place in the seminar.  
In both cases, participant should notify Career First Institute at least 3 days before seminar date.
 
A full (100%) refund may be granted if the course is cancelled by Career First Institute. Career First Institute reserves the right to postpone or 
cancel any course and/or change instructors at any time.

CareerFirst
I N S T I T U T E

Contact us:
Headquarters: Ground Floor Bigfoot Bldg. F. Ramos St. Cebu City 6000
Website: www.careerfirstinstitute.com
Telephone No.: 032.255.9722
Email: info@careerfirstinstitute.com


