Training Course on Supervisory Skills for Executive

Assistants

Professional Development Training Course Outline

Category Development Duration 5 Days

Online / On-site

Base Fee $1,100 USD Delivery Mode )
Hybrid

Course Introduction

In today’ s dynamic corporate environment, executive assistants play a vital leadership role beyond
administrative duties. As organizations shift toward collaborative leadership models, the ability of
an executive assistant to supervise, lead, and manage teams is more critical than ever. Training
Course on Supervisory Skills for Executive Assistants is designed to empower assistants to become
confident leaders by building essential supervisory, decision-making, communication, and time
management skills. With a blend of practical techniques and leadership theory, participants will
develop tools to enhance both their professional value and workplace influence.

Whether you are overseeing junior staff, managing projects, or acting as a liaison between
departments, this course will provide you with strategies to motivate teams, resolve conflicts,
delegate tasks, and drive productivity. Y ou will gain a competitive edge by mastering modern
supervisory techniques tailored specifically for executive assistants. This career-boosting course
ensures you stand out as a high-performing, strategic leader in today’ s workforce.

Programme Curriculum

Training Course on Talent Management and Succession Planning: Cultivating Future
Leaders

In today's dynamic business landscape, talent management and succession planning are no longer
optional but critical imperatives for sustained organizational growth and competitive advantage.
Training Course on Talent Management and Succession Planning: Cultivating Future Leaders



delvesinto the strategic processes and practical tools required to attract, develop, engage, and retain
high-performing individuals, ensuring arobust pipeline of future leaders. By understanding the
intricacies of talent acquisition, performance management, learning and development, and employee
engagement, organizations can build a culture of excellence and proactively prepare for future
leadership transitions. Mastering succession planning frameworks, identifying high-potential
employees, and implementing effective development programs will empower organizations to
mitigate risks associated with key personnel departures and ensure business continuity.

This program is designed to equip participants with actionable strategies and best practices in talent
devel opment, |eadership pipeline management, and retention strategies. Participants will gain a
deep understanding of how to conduct thorough talent assessments, design impactful development
plans, and foster a supportive environment that encourages employee growth and career
progression. Through practical exercises and real-world case studies, attendees will learn to
implement effective succession planning processes, identify critical roles, and develop targeted
interventions to nurture future leaders. Ultimately, this course will empower organizationsto build a
resilient and future-ready workforce through strategic human capital management.

Course Objectives:
1. Understand the strategic importance of talent management in achieving organizational goals.
2. Master effective talent acquisition strategies to attract top-tier candidates in a competitive
market.
3. Implement robust performance management systems that drive employee development and
accountability.
4. Design and deliver impactful learning and devel opment programs aligned with organizational
needs.
5. Develop strategies to enhance employee engagement and foster a positive and productive
work environment.
6. Understand the principles and benefits of proactive succession planning.
7. Learnto identify high-potential employees and assess their readiness for future leadership
roles.
8. Develop effective |eadership development programs to nurture future leaders within the
organization.
9. Implement strategies for seamless |eadership transitions and knowledge transfer.
10. Understand the role of mentoring and coaching in accel erating employee development.
11. Utilize talent analytics to inform talent management and succession planning decisions.
12. Develop strategies for retaining key talent and minimizing the impact of employee turnover.
13. Build a culture of continuous development and internal mobility within the organization.

Target Audience:



HR Managersand HR Business Partners— Responsible for aligning talent strategies with
organizational goals.

Talent Acquisition Specialists — Focused on hiring and identifying future leaders within the
organization.

L earning and Development Professionals— Involved in creating training paths for employee
growth.

Organizational Development Consultants— Working to build long-term workforce
sustainability.

Line Manager s and Department Heads — Directly involved in devel oping and mentoring team
members.

Executives and Senior Leaders— Interested in building arobust |eadership pipeline.
Succession Planning Coor dinator s — Tasked with preparing organizations for key role transitions.
HR Analysts and Workfor ce Planners— Using data to drive strategic talent decisions.

Business Owner s and Entrepreneurs— Wanting to future-proof their teams and leadership
structures.

Change Management Professionals — Supporting people transitions and leadership continuity.

Course Duration:

5 days
Course Modules:

Module 1: Foundations of Strategic Talent Management
« Understanding the evolving landscape of talent management.
« Aligning talent management with organizational strategy and goals.
» The business case for effective talent management practices.
» Key trends and challenges in talent management globally.
« Developing a holistic talent management framework.

Module 2: Mastering Talent Acquisition and Onboar ding
« Developing effective employer branding strategies.



« Utilizing diverse sourcing channels to attract top talent.

« Implementing fair and efficient recruitment processes.

» Conducting effective interviews and assessments.

« Creating engaging and comprehensive onboarding programs.

Module 3: Driving Performance Through Effective Management
« Setting clear performance expectations and goals.
« Providing constructive feedback and coaching for improvement.
« Implementing performance appraisa systems that foster growth.
» Managing underperformance and addressing performance gaps.
« Linking performance management to development opportunities.

Module 4: Cultivating Growth Through L earning and Development
« ldentifying learning needs and designing targeted programs.
« Utilizing various learning methodol ogies and technol ogies.
» Measuring the impact and ROI of learning initiatives.
« Fostering a culture of continuous learning and devel opment.
 Developing individual development plans (IDPs).

Module 5: Enhancing Employee Engagement and Retention
 Understanding the drivers of employee engagement.
« Implementing strategies to boost motivation and satisfaction.
« Creating a positive and inclusive work environment.
« Developing effective employee recognition programs.
« Strategies for managing employee turnover and retaining key talent.

Module 6: The Imperative of Strategic Succession Planning
« Understanding the benefits and risks of succession planning.
« ldentifying critical roles and potential succession gaps.
« Developing a systematic approach to succession planning.
« Engaging senior leadership in the succession planning process.
« Integrating succession planning with overall talent management.

Module 7: 1dentifying and Developing Future Leaders
« Defining key leadership competencies and potential indicators.
« Implementing assessment tools for identifying high-potential employees.
« Designing customized leadership development programs.
« Utilizing mentoring and coaching for leadership growth.
« Creating opportunities for stretch assignments and experiential learning.

Module 8: Career Growth and Future-Proofing
« Personal branding for Executive Assistants
o Upskilling with Al and automation



« Building an internal network
 Goal setting and career planning

Training M ethodology

1.

10.

Learning Objectives-Based Design — The course is designed to enhance communication,
organization, leadership, and tech-savviness in executive support roles.

Blended Learning Approach — Combines live workshops, online modules, and practical tasks
for flexible learning.

Interactive Lectures and Discussions — Facilitators lead sessions on topics like time
management and executive communication, with open discussions for clarity.

Simulations and Role-Playing — Real-life office scenarios are ssmulated to build confidence in
decision-making and problem-solving.

Soft Skills Development Workshops — Focused sessions enhance professionalism, emotional
intelligence, and conflict resolution.

Technology Training — Hands-on training with productivity tools (e.g., MS Office,
scheduling software, digital communication platforms).

Group Activities and Peer Sharing — Team exercises and idea exchanges encourage
collaboration and shared learning.

. Evaluation and Feedback — Includes assessments, feedback forms, and personal action plans

to track development.

Mentoring and Guest Talks — Industry professionals share success tips and offer mentorship
opportunities.

Certification and Continuing Development — Participants receive certificates and access to
resources for ongoing growth.

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


mailto:info@fineskilltrainingcenter.com

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 |east a week before commence of the training, to FINESKILL
TRAINING CENTER account, asindicated 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/training-course-on-supervisory-skills-for-executive-assistants

