Joall & 53l ol lge g sl Juls s, 1o¥) i simall 53Ul ol lga

G’b'-g-o J..!J-L.ﬁ J-.I.Jd :C".'.'.'.J‘A};n MM SJL];-” G’bl-g-o

Joall & Baliill

Duration: 5 Days

Language: ar

Course Code: MG1-109

Objective

v onsS, iiall Sty o855l sia cye o gui¥] aic

o 83Lall Zunt )l ool leall i,

o Lpaniilly iylialgilly dpakiiill olil) e 55k daa ] e,
o dyigall ila 3 Jladll g Leiadls allall oS3 o,

o Gagliall Zgalse & oLLal yiliy ol Huss sl

o illads ladhally ol sally ol gl 55101,

o gy i cludil lac g Lowls Joo dba o

Audience

i lands SJJ_\." PRY

o ouipially ciwially ilSall ¢lyus

o poldall gya0y 34180

o Ot otSalls Llall 850031 (5 u0e

o Lassat ol Balall ollge skl pau oo JS


http://holistiquetraining.com/ar/course/leadership-skills-for-administrative-professionals-ar
http://holistiquetraining.com/ar/course/leadership-skills-for-administrative-professionals-ar

Training Methodology

This course employs a variety of adult learning styles to ensure full understanding and
comprehension. Participants will review case studies to highlight key areas of importance
and potential pitfalls. They will receive the most effective tools for learning exercises and

enhancing their skills. By analysing these examples, participants will thoroughly understand
.how the skills, techniques, and methods apply in the workplace
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Course Content & Outline

Section 1: Leadership as a skill

» Differentiate between leaders and managers.

» Review the competency model of skills, behaviours, and values.
e Appraise your own set of competence skills.

e Outline how to demonstrate diplomatic authority.

e Match appropriate leadership styles to situations.

e |Identify time management constraints.

¢ Discuss action planning for time management.

 Define a direction and office culture for your team.

e Investigate strategies to overcome resistance to change.

Section 2: Communicating with Confidence, Clarity, and Consideration

e Describe common communication styles.



e Identify the traits of assertive communication.

e Explore how to express confident verbal and body language.

e Qutline the influences of gender and culture on communication.
e Characterise team roles and team working.

e Organise and run meetings that get results.

e Deliver dynamic presentations.

e Summarise key briefing and follow-up skills.

Section 3: Managing Working Relationships

e Examine personality types and working styles.

e |dentify strategies to build a motivated team.

e Discuss delegation and how to work with an assistant.

e Describe coaching skills and giving feedback.

e Characterise the dimensions of performance.

e Explore techniques to manage conflict.

 Practise active listening.

e Determine how to manage requests and conflicting priorities.

Section 4: The Art of Leadership

e |dentify the habits of effective leaders.

e Employ emotional intelligence at work.

e Explore the power of the subconscious mind.

e Develop improved self-belief and self-confidence skills.

e Discuss how to make timely and effective decisions.

¢ Use mind mapping to improve creativity, problem-solving, planning, and decision-
making skills.

* Develop a lifelong learning and career development plan.
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Tips to Overcome Everyday Entrepreneurship Challenges 10

Discover entrepreneurship challenges and how to overcome them. Learn 10 proven

.strategies to succeed in business despite uncertainty and limited resources

YouTube Video

https://www.youtube.com/embed/3MwFIDeczPA?si=t8al3Z3Kwxjgaw70
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