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Training Methodology

This Communication and Planning Skills for Administrative Professionals training course is a
highly interactional and practical programme through a variety of learning methods, including:

(Face-to-face communication (one-to-one and in small groups

Meetings and supporting presentations e

.(Written communications (including writing e-mails, letters, reports and instructions

Case studies and group discussions e
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Course Content & Outline

Section 1: Managing Business Communication

Business communication, barriers and pitfalls

Managing emails and letters

Writing professional agenda and minutes

Writing guidelines and instructions e

Section 2: Writing an Effective Report

Mind mapping and brainstorming e
Relevance, layout and structure e

Grammar & punctuation e



Editing and proofreading e

Tables, diagrams, figures and graphs e

Section 3: Team-Working and Meetings

How to run an effective meeting
Planning and preparation
Participation and control
Follow-up and meeting notes
Improving teamwork e
Team development
Constructive discussions
Getting agreement

Challenging ideas

Section 4: Presentation Skills

Structuring effective presentation e
Designing slides and using visuals and graphics effectively
Equipment and room setup
Body language e
Making a case e
Critical thinking e

Section 5: Face-to-Face Communication and Interpersonal Skills

Principles of the communication process e
How to overcome barriers to communication e
Interpersonal skills and how to enhance face-to-face communication e

Develop assertive communication e
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YouTube Video

https://www.youtube.com/embed/QolAWaCl4-g?si=M743420xHQ3CydDb


http://holistiquetraining.com/ar/course/category/الإعلام-والتسويق
http://holistiquetraining.com/ar/course/category/العملاء-والعلاقات-العامة
http://holistiquetraining.com/ar/course/category/الإدارة-والسكرتارية
https://new.holistiquetraining.com/ar/news/mastering-effective-administration-skills-a-comprehensive-guide
https://new.holistiquetraining.com/ar/news/mastering-effective-administration-skills-a-comprehensive-guide
https://www.youtube.com/embed/QolAWaCI4-g?si=M743420xHQ3CydDb

