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Course Description

Introduction

Effective administration and professional office management are essential to organizational efficiency,
executive productivity, service quality, and operational continuity. The Administration & Office Management
training course is designed to equip administrative professionals, office managers, executive assistants,
coordinators, and support teams with the practical skills required to manage modern offices with greater
structure, confidence, accuracy, and strategic awareness.

This professional program goes beyond traditional administrative routines. It develops the competencies
needed to organize workflows, manage executive priorities, coordinate meetings, control documentation,
improve communication, handle confidential information, optimize office systems, and support senior
management in fast-paced organizational environments.

Participants will explore modern approaches to office administration, administrative management, executive
support, records management, workplace coordination, business communication, time management,
meeting administration, document control, and professional office procedures.

Executive Value Proposition: Organizations investing in this program can strengthen administrative efficiency,
reduce operational delays, improve executive support, standardize office procedures, enhance communication
quality, and build a more professional administrative function that contributes directly to organizational
performance.

Through practical exercises, workplace simulations, realistic case studies, communication activities, document
management scenarios, and office workflow improvement workshops, participants develop skills that can be
applied immediately within ministries, government entities, public sector organizations, large corporations, and

executive offices.

Course Objectives
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The Administration & Office Management course is designed to enable participants to:

Understand the strategic importance of modern administration and office management.
Strengthen professional administrative and organizational capabilities.

Improve office planning, coordination, and workflow management.

Manage executive priorities, schedules, appointments, and commitments efficiently.
Apply effective time management and workload prioritization techniques.

Improve professional written and verbal business communication.

Organize meetings, agendas, minutes, and follow-up actions professionally.
Develop efficient filing, documentation, and records management systems.

Improve document control and information retrieval.

Manage confidential and sensitive information appropriately.

Strengthen internal and external stakeholder coordination.

Improve administrative problem-solving and decision support.

Standardize office procedures and administrative processes.

Use digital tools to enhance office productivity and collaboration.

Build professional standards of service, etiquette, and workplace conduct.

Support executives and senior managers more effectively.

Identify opportunities to improve administrative efficiency.

Develop a continuous improvement mindset in office operations.

Course Content - 5-Day Training Outline

Day 1: Modern Administration and Professional Office Management

Understanding the evolving role of administration in modern organizations.

The strategic contribution of administrative professionals.

Core responsibilities of office managers and administrative teams.

Distinguishing administrative, operational, and executive support responsibilities.

Building a professional and efficient office environment.
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e Understanding organizational structures and reporting relationships.
¢ Developing effective office systems and administrative routines.

e Managing competing administrative demands.

e Establishing professional office standards and procedures.

e Understanding service quality in administrative functions.

e Managing workplace expectations and stakeholder needs.

e Developing administrative accountability and ownership.

e |dentifying inefficiencies in existing office processes.

e Practical exercise: assessing current office administration practices.

e Workshop: designing a high-performance administrative function.

Day 2: Time Management, Prioritization and Executive Support

e Managing time effectively in demanding office environments.

e |dentifying priorities based on urgency, importance, and organizational impact.
e Planning daily, weekly, and monthly workloads.

e Managing executive calendars and appointments.

e Coordinating schedules across multiple stakeholders.

e Preventing scheduling conflicts and administrative bottlenecks.
e Managing interruptions and unexpected priorities.

e Organizing executive travel and logistical arrangements.

e Preparing executives for meetings and important engagements.
e Managing reminders and follow-up responsibilities.

o Coordinating deadlines and action items.

e Delegating and distributing administrative tasks effectively.

e Managing workload pressure without reducing quality.

o Using digital calendars and productivity tools efficiently.

e Practical simulation: managing a complex executive schedule.
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Day 3: Business Communication, Meetings and Professional Correspondence

Principles of professional business communication.

Communicating clearly with executives, colleagues, clients, and stakeholders.
Managing telephone and professional front-office communication.
Writing effective emails and administrative correspondence.

Preparing professional letters, memoranda, and internal communications.
Improving clarity, tone, structure, and professionalism in writing.
Managing communication on behalf of senior executives.

Planning and organizing effective business meetings.

Preparing meeting agendas and supporting documentation.

Coordinating participants, venues, and meeting requirements.

Recording accurate and professional meeting minutes.

Tracking decisions, responsibilities, and deadlines.

Following up on meeting actions effectively.

Handling difficult or sensitive communication situations.

Practical workshop: preparing executive correspondence and meeting documentation.

Day 4: Records Management, Document Control and Office Systems

Understanding the importance of records and document management.
Developing structured filing and classification systems.

Organizing electronic and physical records.

Establishing document naming and version control practices.
Managing document creation, review, approval, and distribution.
Improving document retrieval and accessibility.

Managing archives and record retention.

Protecting sensitive and confidential information.

Understanding administrative responsibilities for information security.
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Reducing duplication and unnecessary paperwork.

Creating standardized templates and administrative forms.

Managing incoming and outgoing correspondence.

Applying digital document management practices.

Using shared platforms for information and document collaboration.

Practical exercise: designing an efficient records management system.

Workshop: improving document flow across departments.

Day 5: Administrative Excellence, Problem-Solving and Continuous Improvement

e Understanding administrative excellence and organizational professionalism.
e |dentifying office inefficiencies and administrative performance gaps.
e Applying structured approaches to administrative problem-solving.

e Managing recurring operational issues.

e Improving office workflows and reducing unnecessary steps.

e Standardizing administrative procedures.

e Developing administrative checklists and operational controls.

e Measuring office efficiency and service quality.

e Managing stakeholder expectations professionally.

e Handling confidential and sensitive situations with discretion.

e Managing workplace conflict and challenging interactions.

e Supporting organizational change and new procedures.

e Improving collaboration across departments.

e Building resilience and adaptability in administrative roles.

¢ Developing a culture of continuous administrative improvement.

e Final workshop: creating an office efficiency improvement action plan.

Target Audience
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The Administration & Office Management training program is designed for professionals who are responsible
for administrative coordination, executive support, office operations, records management, communication, and
organizational support.

The course is particularly suitable for:

e Office managers.

o Administrative managers.

e Executive assistants.

e Personal assistants.

e Senior secretaries.

o Administrative coordinators.

¢ Office coordinators.

e Administrative officers.

e Department administrators.

e Executive office staff.

e Government administrative professionals.

e Ministry and public sector support staff.

e Front-office supervisors.

e Document controllers.

e Records management personnel.

e Meeting and committee coordinators.

¢ Project administrative support professionals.

e Human resources administrative staff.

e Professionals preparing for supervisory administrative roles.

e Employees seeking to strengthen their office management and administrative capabilities.

Course Requirements

No advanced technical knowledge is required to participate in this course. The program is suitable for both

experienced administrative professionals and individuals preparing to assume broader office management
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responsibilities.

Participants will benefit from having general exposure to:

Office administration.
Administrative coordination.
Executive support.

Business communication.
Organizational procedures.
Workplace documentation.
Meeting coordination.

Basic digital productivity tools.

Participants are encouraged to bring examples of administrative challenges, current procedures, office

workflows, document systems, or recurring coordination issues from their workplace for use during practical

exercises.

Training Methodology

The training methodology combines executive-level instruction with practical activities designed to strengthen

real-world administrative performance.

The program incorporates:

Expert-led presentations: Clear explanation of modern administration and office management principles.
Practical office scenarios: Application of techniques to realistic workplace situations.

Administrative simulations: Practice in scheduling, coordination, communication, and executive support.
Business writing exercises: Development of professional correspondence and administrative documents.
Meeting management activities: Preparation of agendas, minutes, and follow-up actions.

Workflow analysis: Identification of inefficiencies and opportunities for improvement.

Records management exercises: Development of structured filing and document control systems.

Group discussions: Exchange of experience and administrative best practices.

Problem-solving activities: Structured approaches to common administrative challenges.

info@skillslab-training.com | WhatsApp: +966 559 653 447



@ §K|LIP_S|5AB Skills Lab Training

Course Brochure

o Digital productivity practices: Effective use of office tools and collaboration technologies.
e Action planning: Development of practical improvements for participants' own workplaces.
The methodology emphasizes application, workplace relevance, professional standards, and immediate

implementation.

Learning Outcomes

By the end of the Administration & Office Management course, participants will be able to:

Manage modern office operations more efficiently.

Organize administrative workloads and priorities effectively.

e Provide professional executive and management support.

e Manage calendars, appointments, deadlines, and commitments accurately.
e Improve personal productivity and administrative time management.
e Communicate professionally with internal and external stakeholders.
e Prepare high-quality business correspondence.

e Organize meetings from planning through follow-up.

e Prepare professional agendas and meeting minutes.

e Develop structured filing and records management systems.

e Apply effective document control procedures.

¢ Protect confidential and sensitive information.

e Improve document accessibility and information retrieval.

¢ Coordinate activities across departments more effectively.

e |dentify and eliminate administrative inefficiencies.

e Develop standardized office procedures and administrative controls.
¢ Handle workplace challenges with greater professionalism.

e Support executives in complex and high-pressure environments.

e Improve service quality within administrative functions.

¢ Use digital tools to strengthen office productivity.

e Contribute more effectively to organizational performance.
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e Build a culture of professionalism, accountability, and continuous improvement.

Instructor Profile

The course is delivered by an internationally certified expert with extensive practical and consulting
experience.

The instructor brings strong expertise in office administration, administrative management, executive support,
organizational coordination, business communication, document management, records control, workplace
productivity, professional etiquette, and administrative process improvement.

The training approach combines international administrative practices with practical workplace experience,
enabling participants to understand both the operational and strategic dimensions of modern office
management while developing capabilities that can be applied immediately within government entities,

ministries, public organizations, large corporations, and executive offices.
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Contact Us

For registration inquiries, upcoming dates, or group pricing, please contact us:

Website www.skillslab-training.com
Email info@skillslab-training.com
WhatsApp +966 559 653 447
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