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AI at Work for Managers and Executives: Practical AI for SOPs,
Reports and Training Materials

HRD Corp Claimable Course · Programme No. 10001772072

AI at Work for Managers and Executives is a one day, hands on programme that equips managers, executives, supervisors and HR and
administration staff to use AI tools safely and accurately for everyday documentation work. Participants learn a structured prompting method
(CRAFT: Context, Role, Ask, Format, Test), the rules for safe and responsible AI use under the Personal Data Protection Act 2010, and how to
check AI output for errors before it is used.

Who attends

Managers, Executives, Supervisors and Team Leaders, Department
Heads, HR Managers and HR Executives, Administration and Office
Managers, Business Owners and Directors of SMEs. No prior AI
experience needed.

Learning outcomes

1. Apply the CRAFT prompt method and safe AI practice (PDPA,
confidentiality and checking AI output for errors) to produce
accurate workplace documents.

2. Produce a complete Standard Operating Procedure for a task
from their own role.

3. Develop a training or onboarding guide that a new colleague can
follow without supervision.

4. Create at least 2 reusable report, email or meeting notes
templates, organised in a personal prompt library of at least 20
prompts.

Four sessions, four finished outputs

Session Output Written quality standard

1. Prompt with CRAFT, safely Personal prompt library (started) and safe
use checklist

At least 8 tested CRAFT prompts for their own job; checklist
completed

2. Capture an SOP One complete SOP for a task from the
participant’s own role

Purpose, scope, steps, responsibilities and a quality check;
accurate to how the task is really done

3. Turn it into training Training guide with a short quiz A new colleague could follow it without help; quiz of at least
5 questions

4. Weekly paperwork At least 2 reusable templates; prompt
library completed (20 or more)

Templates ready for next week’s work; library of at least 20
tested prompts

Each session follows the same rhythm: Show (a short trainer demonstration with a Malaysian workplace example), Build (participants create
the output on their own work), Check (pairs review each output against the written quality standard) and Sign off (the trainer signs it off).

Timetable (7 training hours)

9:00 to 9:15 Opening: choose 3 real tasks from your job; AI
confidence check

9:15 to 10:45 Session 1: Prompt with CRAFT, safely

10:45 to 11:00 Tea break

11:00 to 12:45 Session 2: Capture an SOP

12:45 to 1:45 Lunch

1:45 to 3:15 Session 3: Turn it into training

3:15 to 3:30 Tea break

3:30 to 4:45 Session 4: Weekly paperwork

4:45 to 5:00 30 day action plan; final self assessment; close

Formats and fees

Public, live online (Zoom or
Microsoft Teams)

RM 875 per participant · 6 to 12
per cohort

Public, face to face, Kuala
Lumpur

RM 1,750 per participant · 8 to
20 per cohort

In house, your premises RM 10,500 per group of up to
20

2027 cohort dates: maha-pro.com/ai-at-work-managers. Each
cohort is confirmed 4 weeks ahead.

Claiming through HRD Corp

No upfront payment for approved grants. Your HR applies in
e-TRiS under HRD Corp Claimable Courses after we confirm the
cohort, at least 3 weeks before. HRD Corp pays MAHA from
your levy. All grants are subject to HRD Corp approval and your
levy balance. MAHA prepares every document.

Trainer

Suresh Raoo, Founder & Lead Trainer, HRD Corp Accredited Trainer
(ID 17468). Leads every cohort personally.

Every participant receives

Their 4 finished outputs (they belong to your company), a digital
workbook, and a MAHA Certificate of Completion for full attendance.
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