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Course Introduction

This training program is designed to enhance the capabilities of administrative professionals by
providing them with essential knowledge and skills in management, organization, and business

development technology.

Participants will learn foundational management concepts, effective project management practices,

business development strategies, and essential communication and documentation skills.

By leveraging technology, administrative assistants can significantly improve productivity and support

their organizations in achieving strategic goals.

Target Audience

e Administrative Assistants.
e Executive Assistants.
* Office Managers.

* New and Aspiring Administrative Professionals.

Learning Objectives

By the end of this training course, participants will be able to:
* Define key management principles and understand their importance in organizational success.

* |[dentify and differentiate between various organizational structures and their implications for
management.
* [dentify the project management life cycle and apply relevant tools and techniques for effective

project execution.



* Recognize the significance of business development and identify the role of administrative
assistants in driving business initiatives.

* Implement best practices for documentation and data management, ensuring accuracy and
efficiency in operations.

* Utilize effective communication techniques, including active listening and professional writing
skills, to enhance collaboration within teams.

* Apply time management and prioritization strategies to optimize productivity in daily tasks.

* Develop problem-solving skills and adaptability to address challenges in the workplace effectively.

* Leverage productivity and collaborative technology tools to streamline workflows and improve
team coordination.

* Create a professional development plan that includes career goals, growth opportunities, and

networking strategies to advance their careers.

Course Outline

* 01 Day One
Introduction to Management and Organizational Structures:

o Definition and importance of management

o Key functions of management: Planning, organizing, leading, and controlling
o Types of organizational structures (hierarchical, flat, matrix)

o Roles and responsibilities in an organization

o Case Study: Analyzing the structure of a successful organization

Project Management Basics:

o Understanding Project Management Fundamentals
o Project life cycle: Initiation, planning, execution, monitoring, and closure
o Tools and Techniques for Project Management
o Introduction to project management software (e.g., Trello, Asana)
o Group Activity: Planning a mock project
* 02 Day Two

Business Development Essentials:

o Definition and importance of business development



o Key roles of administrative assistants in business development
o Tools for Business Development

o Case Study: Successful business development strategies

Organization and Documentation Management:

o Importance of Documentation in Business
o Best Practices for Document Management
o Digital vs. paper documentation
o Organizing files and folders
o Tools for Document Management
° Cloud storage solutions (e.g., Google Drive, Dropbox)
o Practical Exercise: Organizing a digital filing system
* 03 Day Three

Data Management and Reporting:

o Introduction to Data Management

o Importance of data accuracy and integrity

o Tools for Data Entry and Management

o Excel basics for data management and reporting
o Creating Reports and Dashboards

o Basic data visualization techniques

o Group Exercise: Analyzing data and creating a report

Effective Communication SKkills:

o Importance of Communication in Business

o Verbal and non-verbal communication

o Active listening skills

o Professional Writing Skills

o Business correspondence best practices

o Role-playing exercises for effective communication

» 04 Day Four
Time Management and Prioritization Techniques:

o Importance of Time Management for Administrative Assistants
o Techniques for Prioritizing Tasks

o Eisenhower Matrix and ABC prioritization



° Tools for Time Management
o Calendar applications, task management software

o Practical exercises on creating a personal time management plan

Problem Solving and Adaptability Skills:

o Importance of Problem-Solving Skills.

o Techniques for Effective Problem Solving.

o Root cause analysis, brainstorming.

o Role of Adaptability in the Workplace.

o Case Study: Solving a common workplace challenge.
» 05 Day Five

Leveraging Technology for Productivity:

o Overview of Productivity Tools.

o Calendar management tools, task management apps.
o Collaborative Tools for Teams.

° Introduction to Microsoft Teams and Slack.

o Practical Session: Setting up a collaborative workspace.

Integrating Skills for Career Advancement:

° Building a Professional Development Plan.

o Setting career goals and identifying growth opportunities.

o Networking and Relationship Building.

° Final Group Project: Presenting a comprehensive plan for improving administrative

processes in an organization.

Confirmed Sessions

FROM TO DURATION FEES LOCATION

May 5, 2025 May 9, 2025 5 days 4250.00 $ UAE - Dubai



FROM TO DURATION FEES LOCATION

Sept. 22, 2025 Sept. 26, 2025 5 days 4950.00 $ England - London

Dec. 15, 2025 Dec. 19, 2025 5 days 4250.00 $ UAE - Dubai

Generated by BoostLab ¢



	Management, Organization and Development Technology for Executive Assistants
	Course Introduction
	Target Audience
	Learning Objectives
	Course Outline
	Confirmed Sessions


