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Duration: 5 Days

Language: ar

Course Code: MG1-106
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Training Methodology

Office Management Course is a highly interactive training course, allowing everyone to discuss
their work challenges and learn from each other's experiences. The course will include activities
in groups and pairs and individual exercises. The course will also allow everyone to role-play how

.to practise assertive communication and present a presentation towards the end of the course
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Course Content & Outline

Section 1: Programme Introduction, the Role of the Office Manager

Competencies required for success e

Personal competence review e

Section 2: Time and Task Management

Using technology to manage your time and tasks effectively e
Setting Goals and Priorities e
Working Smarter rather than Harder e



Gaining an insight into your Strengths and Weaknesses e

Creating efficient workflow systems and a user-friendly work environment e

Section 3: Self-Management and Controlling Stress

Controlling stress; symptoms, causes, solutions e

Emotion intelligence

Building self-confidence and self-esteem

Becoming a more Proactive, Responsible and Self-aware Person

Section 4: Communication Skills

Speaking and listening skills
Assertive communication e

(Influencing skills (Improving credibility and gaining recognition e

Body language

Understanding social differences when communicating

Understating different personalities and how to deal with them

Section 5: Career Development

Branding yourself as a professional e
Leadership skills o
Presenting your ideas in confidence and power e

Understanding others and projecting a positive self-image e
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Workplace Etiquette Rules You Should Follow In 2025

Discover the realm of business etiquette's profound impact on career success. Uncover

essential insights, tips, and strategies for nurturing a workplace culture defined by respect
.and professionalism

YouTube Video

https://www.youtube.com/embed/r404NXpyl187si=UuO9LjFgFpro9BcTO
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