Training Course on Administrative Excellence for

Secretaries and Administrators

Professional Development Training Course Outline

Category Business Duration 5 Days

Online / On-site

Base Fee $1,100 USD Delivery Mode _
Hybrid

Course Introduction

In today's dynamic and fast-paced organizational landscape, the role of Secretaries and
Administrators has evolved significantly. They are no longer just gatekeepers or typists but are now
pivota administrative professionals who contribute directly to organizational efficiency,
productivity, and overall success. This comprehensive training course on Administrative
Excellence is meticulously designed to equip these professionals with the advanced skills,
knowledge, and strategic insights necessary to excel in their multifaceted roles. By focusing on key
areas such as advanced organizational techniques, effective communication strategies, time
management mastery, and proactive problem-solving, this program aims to transform participants
into indispensable assets within their organizations, capable of driving operational effectiveness and
supporting executive leadership with unparalleled proficiency.

This intensive training goes beyond basic administrative tasks, delving into the nuances of strategic
planning, project coordination, stakeholder management, and the cultivation of a proactive and
solution-oriented mindset. Participants will learn to leverage cutting-edge digital tools and
technologies, enhance their interpersonal and communication prowess, and develop the critical
thinking skills required to navigate complex administrative challenges. Through a blend of
interactive learning methodologies, practical exercises, and real-world case studies, this
professional development course fosters a learning environment that encourages immediate
application of learned skills, leading to tangible improvements in workplace performance and a
demonstrable return on investment for both the individual and the organization.
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Course Duration
5 days
Course Objectives

1. Master Advanced Time Management Techniques: Learn and implement cutting-edge
strategies for prioritizing tasks, managing deadlines, and optimizing workflow for peak
productivity hacks.

2. Enhance Organizational and Planning Skills: Develop robust systems for information
management, record-keeping, and event coordination, ensuring seamless office efficiency.

3. Improve Communication and Interpersonal Effectiveness: Cultivate clear, concise, and
professional communication skills, both written and verbal, to foster strong workplace
collaboration.

4. Develop Proactive Problem-Solving and Decision-Making Abilities: Learn to identify
challenges, analyze situations critically, and implement effective solutions, demonstrating
strong administrative leader ship.

5. Master Microsoft Office Suite and Digital Tools: Gain proficiency in advanced features of
MS Office and other relevant software to streamline tasks and enhance digital proficiency.

6. Understand and Apply Business Etiquette and Professionalism: Cultivate a strong
professional image and master business etiquette for effective interactions in all
organizational settings, enhancing professional presence.

7. Develop Skills in Meeting Management and Minute-Taking: Learn best practices for
planning, conducting, and documenting meetings effectively, ensuring clear meeting
productivity.

8. Enhance Travel and Logistics Coordination: Master the intricacies of planning and
managing business travel and logistical arrangements with efficiency and cost-effectiveness,
improving travel management.

9. Understand the Principles of Project Management: Gain foundational knowledge of
project management methodologies to effectively contribute to and manage administrative
projects, fostering project coordination skills.
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Develop Stress Management and Resilience Techniques. Learn strategies to manage
workplace stress, maintain well-being, and build resilience in demanding administrative roles,
promoting wor k-life balance.

Improve Stakeholder Management and Relationship Building: Develop skills to
effectively interact with and manage relationships with various internal and externd
stakeholders, enhancing pr ofessional networking.

Understand Data Management and Confidentiality Protocols. Learn best practices for
handling sensitive information, ensuring data security and compliance with confidentiality
regulations, promoting data security awar eness.

Cultivate a Growth Mindset and Continuous Professional Development: Develop a
commitment to ongoing learning and adapt to evolving administrative trends and
technologies, fostering car eer advancement.

Organizational Benefits

Increased Efficiency and Productivity: Well-trained secretaries and administrators can
manage tasks more effectively, leading to higher overall productivity.

Improved Communication Flow: Enhanced communication skills ensure clearer and more
effective information exchange within the organization.

Reduced Errors and Enhanced Accuracy: Attention to detail and organizationa skills
minimize mistakes in administrative tasks.

Better Time Management: Efficient time management practices at the administrative level
can positively impact the entire organization's scheduling and deadlines.

Enhanced Professionalism and Image: Well-trained administrative staff contribute to a
more professional image of the organization.

Improved Executive Support: Highly skilled administrators can provide more effective and
strategic support to executives.

Streamlined Operations. Efficient administrative processes contribute to smoother and
more streamlined overall operations.

Increased Employee Morale: Investing in employee training and development can boost
morale and job satisfaction among administrative professionals.

Better Project Coordination: Administrators with project management skills can contribute
more effectively to organizational projects.

Enhanced Client Relations: Professional and efficient administrative support can positively
impact client interactions.

Cost Savings. Improved efficiency and reduced errors can lead to significant cost savings for
the organization.

Adaptability to Change: Trained professionals are better equipped to adapt to new
technologies and evolving organizational needs.

Stronger Team Collaboration: Effective communication and interpersonal skills foster
better teamwork across departments.

Target Audience

No o hs~wdhpRE

Executive Secretaries

Administrative Assistants

Office Managers

Personal Assistants

Senior Administrative Professionals

Administrative Officers

Team Leaders and Supervisors with administrative responsibilities



8. Individuals seeking to advance their careersin administrative roles
Course Outline
Module 1: Mastering Advanced Organizational Skills

« Developing personalized information management systems.

» Implementing effective electronic and physical filing strategies.

« Utilizing advanced calendar management and scheduling tools.

« Creating efficient workflows for routine administrative tasks.

« Managing and maintaining office supplies and resources effectively.

Module 2: Exceptional Communication and I nter personal Skills

« Practicing active listening and empathetic communication techniques.
 Developing assertive communication and conflict resolution skills.

» Mastering professional email etiquette and business writing.

« Enhancing verbal communication and presentation skills.

« Building strong working relationships with colleagues and stakehol ders.

Module 3: Strategic Time Management and Productivity Hacks

» Applying advanced prioritization frameworks (e.g., Eisenhower Matrix).

« ldentifying and overcoming common time-wasting activities.

« Utilizing technology and tools for effective time tracking and management.

« Implementing strategies for managing interruptions and multitasking effectively.
« Setting realistic goals and developing action plans for achieving them.

Module 4: Proactive Problem-Solving and Decision-Making

« Developing critical thinking and analytical skillsfor problem identification.
« Utilizing problem-solving methodologies and frameworks.

« Evaluating options and making informed decisions under pressure.

« Implementing solutions and evaluating their effectiveness.

« Anticipating potential issues and developing proactive strategies.

Module5: Leveraging Technology for Administrative Efficiency

« Advanced features of Microsoft Word for document creation and management.
« Advanced features of Microsoft Excel for data analysis and reporting.

« Effective use of Microsoft PowerPoint for professional presentations.

« Utilizing project management software and collaboration tools.

« Exploring and integrating new relevant digital tools and applications.

Module 6: Professionalism, Business Etiquette, and Personal Branding

« Cultivating a professional image and demeanor in the workplace.

« Mastering telephone etiquette and handling visitor interactions.

« Understanding and applying appropriate business meeting etiquette.
» Developing a strong personal brand and professional presence.

« Navigating cross-cultural communication and business practices.

Module 7: Efficient Meeting Management and Travel Coordination

« Planning and organizing effective meetings with clear agendas.



« Taking accurate and concise meeting minutes and tracking action items.
« Managing logistics for virtual and hybrid meetings.

« Arranging complex travel itineraries and accommodations efficiently.

« Processing expense reports and managing travel-related documentation.

Module 8: Project Support and Stakeholder M anagement

« Understanding the project lifecycle and administrative support roles.

« Assisting with project planning, documentation, and communication.

« Managing project timelines and deadlines effectively.

« ldentifying and engaging with key stakeholders.

« Building and maintaining positive relationships with internal and external partners.

Training M ethodology
Thistraining course will employ a blended learning approach, incorporating:

« Interactive L ectures: Engaging presentations with real-world examples and case studies.

» Group Discussions: Collaborative sessions to share experiences and insights.

« Practical Exercises. Hands-on activities and ssimulations to apply learned skills.

« Role-Playing: Scenarios to practice communication and interpersonal skills.

» Case Study Analysis. Examining real organizational challenges and developing solutions.

« Individual and Group Assignments. Reinforcing learning and encouraging practical
application.

« Use of Technology: Integrating digital tools for demonstrations and exercises.

o Q& amp;A Sessions. Opportunities for participants to address specific queries and concerns.

Register asa group from 3 participantsfor a Discount

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

Certification

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

Tailor-Made Course

We al so 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.
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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
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