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Course Introduction

Effective communication is a cornerstone of successful administration, especially in today’s complex
and fast-paced organizational environments. Administrators who master advanced communication
strategies are better equipped to manage teams, resolve conflicts, and foster a positive work
culture. These skills are essential for conveying clear messages, ensuring stakeholder engagement,
and making informed decisions that align with organizational goals. Mastery of advanced
communication techniques empowers administrators to navigate challenges, build strong

relationships, and enhance their leadership capabilities.
Advanced communication strategies

This training course is designed to provide participants with the essential concepts of advanced
communication strategies tailored for administrators. Participants will explore a variety of
communication tools and techniques, including crisis communication, non-verbal cues, negotiation
tactics, and the art of giving and receiving feedback. Through interactive sessions and practical
exercises, administrators will develop the skills needed to communicate effectively in diverse and
high-pressure situations. The course also emphasizes the importance of emotional intelligence,
digital communication, and cross-cultural understanding, equipping participants to lead with

confidence and clarity in any administrative role.

Training Course Methodology

This course is designed to be interactive and participatory, and includes various learning tools to
enable the participants to function effectively and efficiently. The training will be conducted over five
days in a classroom setting, led by an instructor. It will include both theoretical and practical
components, with pre-assessment before the course and post-assessment afterward. The course will

feature a combination of lectures, demonstrations, group exercises, and case studies.

Target Audience

* Office managers.
* Executive secretaries.



o Administrators and assistants.

Learning Objectives

. Develop and refine advanced communication strategies to enhance
administrative effectiveness.

. Master the art of conflict resolution and crisis communication in administrative
settings.

. Enhance emotional intelligence and non-verbal communication skills for better
leadership.

. Apply effective negotiation tactics and feedback techniques in managing teams
and stakeholders.

. Leverage digital communication tools and cross-cultural understanding to lead in
diverse organizational environments.

Course Outline

* 01 Day One

Mastering Core Communication Skills for Administrators

* Building a Strong Communication Foundation

» Understanding the Role of Communication in Administrative Leadership

* Active Listening Techniques for Effective Communication

* Crafting Clear and Concise Messages

» The Impact of Tone and Language on Administrative Effectiveness

 Using Questioning Techniques to Gather Information and Guide Conversations

* Identifying and Overcoming Common Communication Barriers in Administration
* 02 Day Two

Conflict Resolution and Crisis Communication

» Managing High-Stakes Conversations
» Understanding the Dynamics of Conflict in the Workplace



* Techniques for De-escalating Tense Situations

* Crafting Effective Crisis Communication Plans

» The Role of Transparency and Honesty in Crisis Management

« Communicating Under Pressure: Best Practices for Administrators
* 03 Day Three

Enhancing Emotional Intelligence and Non-Verbal Communication

* Leveraging Emotional and Non-Verbal Cues
» Understanding Emotional Intelligence and Its Impact on Leadership
» Reading and Interpreting Non-Verbal Cues in Administrative Roles
* Developing Self-Awareness and Empathy in Communication
* Techniques for Managing and Expressing Emotions Effectively
* Building Trust and Rapport Through Non-Verbal Communication

» 04 Day Four

Negotiation and Feedback Techniques

« Communicating with Impact

* Strategies for Effective Negotiation in Administrative Settings

» The Art of Giving Constructive Feedback

 Techniques for Receiving and Utilizing Feedback for Growth

* Balancing Assertiveness and Diplomacy in Negotiations

» Managing Power Dynamics and Influence in Negotiation

* Role-Playing Scenarios: Practicing Negotiation and Feedback Skills
» 05 Day Five

Digital and Cross-Cultural Communication

» Adapting Communication Strategies for Modern Environments

* Best Practices for Digital Communication in Administration

» Understanding the Impact of Social Media and Digital Tools on Communication
* Strategies for Effective Virtual Meetings and Remote Communication

* Cross-Cultural Communication: Navigating Diversity in the Workplace

» Adapting Communication Styles to Different Cultural Contexts

* Tools and Techniques for Effective Global Communication in Administration



Confirmed Sessions

FROM TO DURATION FEES LOCATION

May 19, 2025 May 23, 2025 5 days 4250.00 $ UAE - Dubai
Sept. 8, 2025 Sept. 12, 2025 5 days 4950.00 $ Turkey - Istanbul
Nov. 22, 2025 Nov. 26, 2025 5 days 4250.00 $ UAE - Dubai
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