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Course Introduction

Agile administrative practices offer a modern approach to managing tasks and processes,
emphasizing flexibility, efficiency, and continuous improvement. By adopting Agile methodologies,
administrative professionals can enhance productivity, streamline workflows, and adapt quickly to
changing demands. This training introduces participants to Agile principles, tools, and techniques

tailored for administrative roles, providing practical skills to implement Agile strategies effectively.

Participants will explore the benefits of Agile practices, learn to use Agile tools like Kanban and
Scrum, and develop strategies to measure and improve productivity. The course includes interactive
sessions, practical exercises, and workshops to help attendees create and manage Agile

administrative processes.

Target Audience

Administrative professionals and managers seeking to enhance productivity and efficiency through Agile practices.

Learning Objectives

» Understand the fundamental principles and benefits of Agile practices in
administrative roles to enhance productivity and efficiency.

* Learn to implement Agile tools and techniques such as Kanban and Scrum to
streamline administrative tasks and improve time management.

* Develop strategies for measuring productivity, managing workflows, and fostering
continuous improvement in an Agile environment.

» Address common challenges in Agile adoption and create a supportive Agile culture
within administrative teams.



Course Outline

* 01 Day One
Introduction to Agile Administrative Practices

> Overview of Agile Principles and Methodologies
> Benefits of Agile Practices in Administrative Roles
> Key Concepts: Iterative Work, Continuous Improvement
o Comparing Agile with Traditional Administrative Practices
> Agile Roles and Responsibilities in an Administrative Context
> Implementing Agile Practices in Daily Administrative Tasks
o Case Studies on Agile in Administrative Settings
* 02 Day Two

Implementing Agile Tools and Techniques

o Introduction to Agile Tools (e.g., Kanban, Scrum)
> Setting Up and Managing Kanban Boards
o Using Scrum Framework for Administrative Tasks
> Agile Planning and Prioritization Techniques
> Time Management Strategies in Agile Environments
o Tracking Progress and Adapting Plans
o Practical Exercises with Agile Tools
* 03 Day Three

Enhancing Productivity with Agile Practices

o Measuring Productivity and Performance in Agile Settings
> Developing and Managing Agile Workflows

o Continuous Feedback and Improvement Mechanisms

> Encouraging Collaboration and Teamwork

o Handling Challenges and Obstacles in Agile Adoption

o Creating an Agile Administrative Culture

o Workshop: Designing an Agile Administrative Process



Confirmed Sessions

FROM TO DURATION  FEES LOCATION

April 28, 2025  April 30, 2025 3 days 3250.00%$ UAE - Dubai

June 22,2025 June 24,2025 3 days 1550.00 $ Virtual - Online

Sept. 8,2025  Sept. 10, 2025 3 days 3250.00% UAE - Dubai

Nov. 3, 2025 Nov. 5, 2025 3 days 3950.00$ Netherlands - Amsterdam
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