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Course Description

Introduction

Stress & Workload Management for Admins is a practical five-day professional training program designed to
help administrative professionals manage demanding workloads, competing priorities, urgent requests,
interruptions, deadlines, and workplace pressure with greater confidence and control.

Administrative employees frequently operate at the center of organizational activity. They coordinate
schedules, support executives, manage information, respond to internal and external requests, organize
meetings, follow up on actions, and ensure that essential office processes continue without disruption. When
these responsibilities are not managed effectively, they can lead to excessive pressure, reduced concentration,
missed deadlines, communication errors, fatigue, and declining service quality.

This advanced stress management and workload planning course equips participants with practical techniques
for prioritization, time management, emotional regulation, task organization, delegation, communication, and
sustainable productivity. It enables administrative professionals to respond effectively to high-pressure
situations without compromising accuracy, professionalism, well-being, or organizational performance.

The executive-level value of this program lies in strengthening administrative resilience and operational
reliability. Organizations benefit from reduced workplace stress, improved productivity, better decision-making,
stronger service continuity, fewer administrative errors, and more effective use of employee time and
resources.

Participants will develop a structured approach to managing pressure, balancing multiple responsibilities, and
maintaining consistent performance in government entities, ministries, public sector organizations, and large

corporate environments.

Course Objectives

By the end of this course, participants will be able to:
e Understand the main causes and consequences of workplace stress

e Recognize personal and organizational signs of excessive pressure
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Manage interruptions, urgent requests, and competing priorities
Apply practical techniques for maintaining focus and concentration
Communicate workload limitations and negotiate realistic deadlines
Delegate and coordinate tasks appropriately
Manage emotional responses during difficult or demanding situations
Develop resilience and maintain professional composure under pressure
Reduce procrastination and improve task completion
Establish healthy workplace boundaries and sustainable work practices

Create a practical personal workload and stress management plan

Course Content

Day 1: Understanding Workplace Stress in Administrative Roles

Defining workplace stress and professional pressure

Understanding the difference between positive and harmful pressure

Common causes of stress in administrative environments

The impact of unclear priorities, excessive workloads, and constant interruptions
Stress related to executive support and demanding stakeholders

Managing pressure from multiple managers and departments

Recognizing physical, emotional, cognitive, and behavioral signs of stress
Understanding how stress affects concentration, judgment, communication, and accuracy
The relationship between workload pressure and service quality

Identifying personal stress triggers

Understanding individual responses to difficult situations

Evaluating current working habits and pressure points

Building awareness of controllable and uncontrollable factors

Practical exercise: completing a personal workplace stress assessment

Day 2: Workload Planning and Effective Prioritization

¢ Understanding workload management as an administrative competency

e Analyzing tasks, responsibilities, deadlines, and expected outcomes
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e Breaking complex assignments into manageable actions

¢ Estimating the time and resources required for tasks

e Sequencing tasks for greater efficiency

e Managing conflicting deadlines

e Planning for peak workload periods

o Creating realistic schedules and capacity plans

e Using calendars, task lists, and workload tracking tools

e Building flexibility into administrative work plans

e Practical exercise: designing a structured weekly workload schedule

Day 3: Managing Time, Interruptions, and Competing Demands

e |dentifying common administrative time-wasters

e Managing frequent interruptions and unscheduled requests

¢ Responding professionally to urgent tasks

e Controlling excessive meetings, messages, and unnecessary follow-ups
e Reducing task switching and fragmented attention

¢ Improving concentration in busy office environments

e Creating protected time for high-priority work

e Managing email and digital communication overload

¢ Organizing documents, information, and workspaces efficiently
e Preventing procrastination and delayed decisions

e Handling repetitive and low-value tasks

e Using batching and scheduling to improve productivity

e Managing multiple requests from senior stakeholders

e Saying no, postponing, or renegotiating requests professionally

e Practical exercise: resolving a complex administrative scheduling conflict

Day 4: Communication, Delegation, and Emotional Resilience

e Communicating workload pressures clearly and professionally
e Discussing priorities with managers and stakeholders

o Negotiating realistic deadlines without appearing uncooperative
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Following up without creating unnecessary pressure

Managing difficult conversations during high-stress periods

Maintaining composure when dealing with demanding individuals

Understanding emotional triggers in the workplace
Applying techniques for emotional regulation
Developing patience, adaptability, and resilience

Recovering quickly after setbacks and difficult interactions

Practical exercise: role-playing workload negotiation and delegation scenarios

Day 5: Sustainable Productivity, Well-Being, and Workplace Implementation

Understanding sustainable productivity

Balancing high performance with employee well-being
Establishing healthy professional boundaries
Managing availability and expectations

Preventing chronic stress and administrative burnout
Recognizing signs of fatigue and reduced performance
Developing practical recovery and renewal habits
Maintaining energy and focus throughout the working day
Using short breaks effectively

Supporting work-life balance in demanding roles
Managing pressure during organizational change
Building personal resilience for long-term performance
Measuring improvements in workload management
Identifying personal productivity indicators
Establishing ongoing workload review practices
Developing a personal stress management strategy

Preparing a workplace implementation plan

Final practical project: creating an integrated workload and resilience improvement plan

Target Audience
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Personal assistants

Office managers

Administrative managers

Office coordinators

Department coordinators

Secretaries and administrative officers
Reception and front-office personnel
Government administration employees
Ministry and public sector professionals
Project and program coordinators
Customer service support employees
Human resources support personnel

Operations and logistics coordinators

Employees managing multiple managers or departments
Professionals working in fast-paced and high-pressure environments

Employees preparing for supervisory or administrative leadership roles

Course Requirements

No advanced qualification is required to attend this course. Participants should preferably:

e Have experience in an administrative, coordination, support, or office-based role

Be responsible for managing multiple tasks, requests, schedules, or deadlines
Be willing to evaluate their current working habits

Participate actively in practical exercises and workplace simulations
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Bring examples of workload and stress-related challenges from their professional environment

Have a basic understanding of their role, responsibilities, and organizational procedures

Participants may bring anonymized examples of schedules, task lists, workload plans, or difficult workplace

situations for practical analysis during the course.

Training Methodology
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e Administrative workplace case studies

e Government and corporate scenarios

e Individual self-assessment activities

e Workload analysis and prioritization exercises
e Time-management simulations

e Role-playing and communication practice

e Deadline and scheduling challenges

e Delegation and coordination exercises

e Emotional regulation techniques

e Stress reduction and resilience activities

e Group problem-solving workshops

e Practical templates and planning tools

e Peer feedback and guided reflection

e Personal workplace implementation planning

This approach ensures that participants gain practical skills that can be applied immediately to improve

productivity, reduce pressure, and maintain professional performance.

Learning Outcomes

Upon successful completion of the course, participants will be able to:
e Recognize the causes and early warning signs of workplace stress
e Evaluate workload demands and identify pressure points

e Prioritize administrative tasks more effectively

e Organize daily and weekly responsibilities with greater clarity

e Manage deadlines, interruptions, and competing requests

¢ Maintain focus and accuracy in demanding environments

e Communicate workload limitations professionally

o Negotiate priorities and realistic deadlines with stakeholders

e Delegate and coordinate responsibilities effectively

e Reduce procrastination and improve task completion

e Manage emotional reactions during difficult situations
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e Reduce the risk of fatigue and burnout

e Create a practical plan for improving workload control and workplace well-being

Instructor Profile

An internationally certified expert with extensive practical and consulting experience.

The instructor has advanced expertise in stress management, workload planning, administrative productivity,
time management, emotional resilience, professional communication, workplace well-being, and organizational
performance.

The training approach combines internationally recognized best practices with realistic applications from
government entities, public sector institutions, and large corporate environments. Participants benefit from
practical tools, professional guidance, and implementation strategies that support immediate and measurable

workplace improvement.
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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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