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Objective

:Upon completion of this course, participants will be able to

¢ Understand the foundational principles and primary duties involved in office
administration.

« Differentiate between office administration and management, recognising its pivotal
role in promoting efficiency and professionalism.

e Foster interpersonal skills to excel in relationship management, coaching, and
networking for effective collaboration.

e Enhance workplace interactions by refining communication abilities, including writing
skills.

e Acquire expertise in time management, multitasking, and goal-setting to boost
productivity.

e Explore tools and technologies aimed at streamlining office organisation and
optimising records management.

* Navigate adeptly through workplace etiquette, conflict resolution, and assertiveness,
ensuring smooth interactions.

e Develop proficiency in customer relationship management, particularly in handling
sensitive situations.

¢ Master the art of financial administration and event management for comprehensive

skill development.
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e Strengthen competencies in emotional intelligence, conflict resolution, and

communication within corporate governance.

Audience

This course is designed for anyone responsible for administration within a large organisation
or office environment or who manages an administration team. It would be most beneficial
for:

e Office Administrators

e Admin Managers

e Senior Admin Managers
e Business Owners

e Directors

e HR Professionals

¢ Project Managers

e Team Leaders

e Bid Writers

e Customer Service Representatives
¢ Operations Managers

Training Methodology

This course uses a variety of adult learning styles to aid full understanding and
comprehension. Participants will experience trainer-led presentations to understand the
developing world of administration and the changes that remote working and global growth
companies have made to their job roles.
They will also review various document management systems, organisational tools, and
communication styles through real case studies and role-playing activities to develop a full
understanding of their own roles within their organisation.



Summary

Office administration and corporate governance practices play integral roles in shaping
.organisations' operational framework and ethical standards

Traditionally, office administration focused on streamlining day-to-day tasks, ensuring

efficient workflows, and maintaining a conducive work environment. Simultaneously,

corporate governance established decision-making, risk management, and accountability

guidelines. However, the evolving business climate, marked by technological advancements,
globalisation, and societal shifts, has transformed these practices.

Today, office administration extends beyond physical spaces, incorporating digital tools for

remote collaboration and flexible work arrangements. Corporate governance, likewise, faces

new challenges in aligning diverse stakeholder interests and meeting heightened

expectations for transparency and social responsibility.

Adapting to these changes requires a dynamic approach, integrating technology into

administration processes, revisiting governance structures, and fostering a corporate culture
that values innovation, inclusivity, and ethical business practices.

Course Content & Outline

Section 1: Office Admin: What’s Required?

e Understanding the basics of administration.

e Effective time management for administrative tasks.

e Organising and prioritising workload.

e Developing efficient filing and documentation systems.

e Communication skills for administrative professionals.

» Using technology and software for task management.

¢ Handling email correspondence and communication etiquette.
e Streamlining meetings and appointments.

¢ Delegation and teamwork: Covey Matrix.

¢ Stress management and coping strategies for administrators.

e Staying organised in a fast-paced administrative environment.

e Handling confidential information and data security.

Section 2: How to Effectively Manage Tasks

¢ Principles of effective task prioritisation.
e Time management techniques for improved productivity.

¢ Goal setting and task alignment strategies.



e Project management methodologies and their application.

e Agile and flexible task management approaches.

 Using technology for efficient task tracking.

e Collaboration tools and their role in task management.

» Adapting task management strategies to diverse work environments.
¢ Stress-free task execution and time-sensitive decision-making.

e Continuous improvement and feedback in task management systems.

e Integrating task management into personal and professional life.

Section 3: Conflict Management & Professionalism

e Identifying and addressing conflict triggers.

e Strategies for de-escalation and maintaining professionalism.

» Negotiation techniques for resolving conflicts.

e Fostering a positive and collaborative work environment.

e Conflict management in diverse and multicultural teams.

e Handling difficult conversations with professionalism.

e Assertiveness and active listening in conflict resolution.

¢ Ethical considerations in conflict management.

e Building strong interpersonal relationships to prevent conflicts.

* Role-playing and simulation exercises for practical conflict resolution.

e Addressing power imbalances and promoting fairness.

Section 4: Stakeholder Communication & Relationship Building

* Tailoring messages to diverse stakeholder groups.

e Building and maintaining positive stakeholder relationships.

e Using technology in stakeholder communication.

e Managing expectations through transparent communication.
¢ Conflict resolution and problem-solving with stakeholders.

e Incorporating feedback in stakeholder interactions.

e Cultural sensitivity in cross-cultural stakeholder relationships.
e Crisis communication and reputation management.

e Stakeholder engagement in decision-making processes.

Section 5: Technological Considerations of a Changing Environment

¢ Cloud-based solutions for administrative tasks.
e Cybersecurity awareness and best practices.

e Integrating automation for increased efficiency.



e Leveraging artificial intelligence in administrative processes.

e Data management and privacy considerations.

e Mobile technology and remote administrative work.

e Optimising workflow with project management tools.

e Digital communication platforms and collaboration tools.

e Electronic document management and e-signatures.

e Training on new software and technology adoption.

e Addressing challenges and risks in the evolving tech landscape.

e Staying updated on technological advancements in administration.
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YouTube Video

https://www.youtube.com/embed/IAZdDndLB_Y?si=nPOLLoCKGD65Ih1N
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