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http://holistiquetraining.com/ar/course/office-management-the-essentials-ar

wllaall ga0 o

NET| L QWi | BPRUSE

o lluall gyas o

Adldl g pas @

Baaane Dl g pgaad cndll o sipdall ol 358l 506

Training Methodology
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Course Content & Outline

Section 1: Project Planning

 Setting clear goals and instructions.
 Clear journey mapping and identify priorities.
« Effective delegation.

e Task breakdown and the gains of tick-list mentality.



» Deadline setting and its importance.

Section 2: Profitability

e Understanding your cash flow.

 Purchasing and invoicing.

e Getting the most wins for the least cost.

e Understanding your essentials - eliminating waste.

 Spreadsheets - how to make them work for you.

Section 3: Strategic Thinking

* Seeing the bigger picture.

* Identifying opportunities for improvement.

e Creative problem-solving.

 Evaluating processes and making changes.

e The 80/20 Model and how to get the quickest wins.

Section 4: Time Management

» Developing effective organisational skills (diary management).
» The 5S’s of LEAN office management.

* How to prevent procrastination.

e Understand your own style and develop task flexibility.

» Automation and its benefits.

* Increasing productivity through motivation.

Section 5: Effective Recruitment

* How to find the best recruitment method for your company.
 Creating useful, outside-the-box interview techniques.

» What to look out for on a CV.

* Recruitment workshops - how to make the most of them.

» Utilising social media for recruitment.



* Identifying the right behaviours.

Section 6: Risk Management

e The GROW Model prioritisation method.
» Understanding environmental impacts.
» Assessing all possible scenarios and offsetting risk to find the best solution.

e Understanding the risks of a flexible working environment.

Section 7: Reporting

e Finding the right system for your needs.

» Assessing essential reporting to show performance.
» Reading reports and making comparisons.

» Drawing conclusions and acting out changes.

 Revisiting and feeding back to challenge success.

Section 8: Security and Regulatory Standards

e Writing and creating processes.

e Understanding the wider office environment.

» Data protection and GDPR regulations - what do they mean for you?
 Your complaints process - is it fit for purpose?

» Health and safety and fire essentials.

 Setting your company values and ensuring staff adherence.

Section 9: Making the Most of Your Support Network

 Sharing relevant knowledge and data.
» Understanding teamwork and how to utilise your staff effectively.
 Creating ‘plan B’ solutions to prevent service failure.

» Developing staff to take on extra responsibilities.

Section 10: Managing Client Relationships



 Proper influencing and negotiating techniques and when to use them.
» Being assertive and professional.

« Handling difficult questions.

» Feedback and ‘lessons-learned’ sessions.

» Accepting criticism positively and moving forward.

* Sharing information and creating accessible action plans.
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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
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YouTube Video

https://www.youtube.com/embed/24jpyOpiRFg?si=Fj3f8Mvpi4pIRvuT
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