Administrative Operations and Coordination

Training Course

Professional Development Training Course Outline

Category Development Duration 5 Days

Online / On-site

Base Fee $1,100 USD Delivery Mode )
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Course Introduction

The modern administrative professional is a key driver of organizational success, moving beyond traditional
secretarial duties to become a strategic partner in daily operations. Administrative Operations and
Coordination Training Course is designed to empower participants with the advanced skills needed to
excel in this dynamic environment. By focusing on efficiency optimization, strategic coordination, and
the mastery of modern administrative tools, this program ensures that administrative staff can effectively
manage complex workflows, support high-level decision-making, and contribute directly to a company's
bottom line. The course's curriculum is built on trending keywords and industry best practices, making it
highly relevant and valuable for today's professional landscape.

This comprehensive training program covers critical areas like workflow automation, project
coordination, digital transformation, and change management. Participants will learn to leverage data-
driven decision-making and enhance their interpersonal communication to foster seamless
collaboration across departments. The course's practical, hands-on approach, including real-world case
studies and interactive exercises, allows attendees to immediately apply their new knowledge. This focus
on practical application and skill development not only boosts individual performance but also equips
organizations with a more agile, proactive, and effective administrative workforce.

Programme Curriculum

Administrative Operations and Coordination Training Course
Introduction

The modern administrative professional is a key driver of organizational success, moving beyond traditional
secretarial duties to become a strategic partner in daily operations. Administrative Operations and Coordination
Training Course is designed to empower participants with the advanced skills needed to excel in this dynamic



environment. By focusing on efficiency optimization, strategic coordination, and the mastery of modern
administrative tools, this program ensures that administrative staff can effectively manage complex workflows,
support high-level decision-making, and contribute directly to a company's bottom line. The course's curriculum
is built on trending keywords and industry best practices, making it highly relevant and valuable for today's
professional landscape.

This comprehensive training program covers critical areas like workflow automation, project coordination,
digital transformation, and change management. Participants will learn to leverage data-driven decision-
making and enhance their interpersonal communication to foster seamless collaboration across
departments. The course's practical, hands-on approach, including real-world case studies and interactive
exercises, allows attendees to immediately apply their new knowledge. This focus on practical application and
skill development not only boosts individual performance but also equips organizations with a more agile,
proactive, and effective administrative workforce.

Course Duration
5 days
Course Objectives

Master operational efficiency and workflow optimization using modern administrative technologies.
Enhance strategic coordination and cross-functional collaboration to streamline business processes.
Develop advanced project management and task prioritization skills for complex administrative projects.
Implement digital transformation strategies to automate routine tasks and improve data management.
Acquire proficiency in data analysis and reporting to support data-driven decision-making.

Elevate professional communication and interpersonal skills for effective stakeholder engagement.
Apply emotional intelligence and conflict resolution techniques to foster a positive work environment.
Navigate and manage hybrid work models and remote team coordination with expertise.
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Strengthen resource management and budgeting competencies for administrative functions.
Implement best practices in compliance and risk management to safeguard organizational assets.
. Develop proactive problem-solving and critical-thinking abilities for unforeseen challenges.
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. Cultivate a mindset of continuous improvement and professional growth.
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. Lead and mentor junior administrative staff, becoming a proactive change agent.
Organizational Benefits

o A well-trained administrative team can streamline operations, reduce bottlenecks, and automate manual
tasks, leading to significant time and cost savings.

e Improved coordination and communication skills lead to better collaboration and reduced
misunderstandings between teams.

o Skilled administrative professionals are better equipped to handle crises, manage risks, and ensure the
smooth flow of operations, even during unexpected disruptions.

e Administrative staff with advanced training can provide timely and accurate data, coordinate key
projects, and support management in achieving high-level strategic objectives.

e Empowering administrative staff with professional development opportunities demonstrates
organizational value and leads to higher job satisfaction and retention.

e Organizations with a highly skilled and proactive administrative workforce are more agile, adaptable, and
better positioned to respond to market changes and new opportunities.

e Training in compliance, data security, and confidentiality reduces the likelihood of costly errors and data
breaches.



Target Audience

Administrative Assistants and Administrative Officers

Executive Assistants and Personal Assistants

Office Managers and Operations Coordinators

Junior Managers and Team Leaders

Project Coordinators and Administrative Specialists

Human Resources and Finance Assistants with administrative duties

New Professionals entering the administrative field

Individuals seeking to enhance their operational and coordination skills for career advancement.
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Course Modules
Module 1: Foundations of Strategic Administration

¢ Defining the modern administrative role and its strategic importance.

Principles of organizational efficiency and operational excellence.

Understanding the administrative role in supporting business goals.

Assessing personal administrative competencies and identifying skill gaps.

Case Study: Analyzing a large corporation's transition from traditional administration to a digitally-driven,
strategic administrative model, highlighting key successes and challenges.

Module 2: Advanced Communication & Stakeholder Management

Mastering professional communication in written and verbal formats.

Effective email etiquette and professional correspondence.

Techniques for managing difficult conversations and conflict resolution.

Stakeholder mapping and engagement strategies.

Case Study: A scenario involving an administrative coordinator who must mediate a conflict between
two department heads to ensure a critical project's timely completion.

Module 3: Project Coordination & Time Management

¢ Introduction to administrative project management principles.

Techniques for task prioritization and effective time management.

Tools and software for project tracking and collaboration

Creating a foolproof checklist for event and meeting coordination.

Case Study: Coordinating a multi-departmental company-wide annual event from initial planning to post-
event analysis.

Module 4: Digital Transformation & Workflow Automation

e Leveraging digital tools for administration

Introduction to workflow automation and its benefits.

Using shared calendars, cloud storage, and communication platforms for seamless collaboration.
Best practices for data management and electronic filing.

Case Study: Implementing a new cloud-based document management system to replace a legacy,
paper-based filing system, focusing on change management and training.

Module 5: Financial Acumen & Resource Management

e Basics of budgeting for administrative operations.



Managing office expenses and tracking expenditures.

Vendor and contract management best practices.

Resource allocation for projects and daily operations.

Case Study: A new office manager is tasked with reducing administrative overhead by 15% without
compromising quality of service.

Module 6: Problem-Solving & Decision-Making

e Structured problem-solving techniques

Developing critical-thinking skills for complex administrative issues.

Making informed, data-driven decisions.

Proactive vs. reactive problem-solving.

Case Study: A sudden operational crisis (e.g., a critical server outage) requires an administrative team

to develop a rapid response plan and communicate effectively with all stakeholders.
Module 7: Legal & Ethical Compliance

e Understanding and maintaining confidentiality and data privacy.

Best practices for record keeping and document retention.

Compliance with workplace health and safety regulations.

Navigating ethical dilemmas in the administrative role.

Case Study: Handling a sensitive personnel issue and the importance of adhering to company policy
and legal requirements while maintaining confidentiality.

Module 8: Leadership & Professional Branding

e Developing leadership skills for administrators.

Building a professional brand and reputation within the organization.

Techniques for mentoring and empowering team members.

Strategies for career growth and professional development.

Case Study: An administrative assistant is promoted to a supervisory role and must learn to delegate
tasks, provide constructive feedback, and motivate their former peers.

Training Methodology
This course utilizes a blended learning approach that includes:

e Interactive Workshops.
e Practical Exercises.

e Group Discussions.

¢ Case Studies.

¢ Role-Playing.

e Action Planning

e E-learning Modules.

e Peer-to-Peer Feedback.

Register as a group from 3 participants for a Discount

Send us an email: info@fineskilltrainingcenter.com or call +254769199797
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Certification

Upon successful completion of this training, participants will be issued with a globally- recognized certificate.
Tailor-Made Course

We also offer tailor-made courses based on your needs.

Key Notes

a. The participant must be conversant with English.

b. Upon completion of training the participant will be issued with an Authorized Training Certificate

c. Course duration is flexible and the contents can be modified to fit any number of days.

d. The course fee includes facilitation training materials, 2 coffee breaks, buffet lunch and A Certificate upon
successful completion of Training.

e. One-year post-training support Consultation and Coaching provided after the course.

f. Payment should be done at least a week before commence of the training, to FINESKILL TRAINING
CENTER account, as indicated in the invoice so as to enable us prepare better for you.

Upcoming Scheduled Sessions

Start Date End Date Location Price

10 Aug 2026 14 Aug 2026 Online $1,100
17 Aug 2026 21 Aug 2026 Online $1,100
24 Aug 2026 28 Aug 2026 Online $1,100
31 Aug 2026 04 Sep 2026 Online $1,100
07 Sep 2026 11 Sep 2026 Online $1,100
14 Sep 2026 18 Sep 2026 Online $1,100
21 Sep 2026 25 Sep 2026 Online $1,100
28 Sep 2026 02 Oct 2026 Online $1,100

Ready to enroll or request a customized program? Book online or contact us:



Register Online Now

Email: info@fineskilltrainingcenter.com | Website: www.fineskilltrainingcenter.com


https://www.fineskilltrainingcenter.com/courses/administrative-operations-and-coordination-training-course

