iy pall Bl & (g 10y eeill gudai

iy yall Gl i g, lo¥) aail! Gediad

Duration: 5 Days
Language: ar

Course Code: MG1-118

Objective

:ulc ralE oS Ll o s 8y gall 83 ‘al.dl.\.i.c

o tiuall Jlae¥l 2y 3 55h) webuaS rlaill wlud! ol lally oS Liall ay g5
o tiloalslly din sl iSilly dpagliiill ool yudll 3y 5.

o maslball 85uls cdlSall Ja s gatill uSaull ol Lo s shai.
o £iliwd! Jaall olidals ddliadls Sl e 55a8ll 54 5.

Audience

tll g 50 85000 oda

o ke 3u5ail o sy Galll cud Wl G 10YT e Lusall.
o LY Tsod1 1 oy shiity cpuill cyud sinall
¢ Leliall wlalaidl dende & el o ganday cpdll uddnill cpae bually uil<all (5 a0,



http://holistiquetraining.com/ar/course/mastering-administrative-excellence-in-2024-ar

Training Methodology

AN ol e laall wlilially dulaall Joall b g5 dule il wlyunlaadl o gije e 8,5l lia saiay
15l 853001 cponti LaS L apadl g o la gy sl s Gulae Tl JUA ya TraiiSall ol Lgall Barkais 5, Lbiall o st
Bolall Jlad Barkais Jolb g Lol edba3ll o anl, pdiig AN il

Summary

ooe sl ol 55k g s o sall 2Salisall Jlae¥1 gy & 3paill dpanlas¥l opar oY) cpsdsinall ol s 55500 53 3300
5,hals chalstll 3 saatlls gl siSall oYl s cpapliinl] 8oUSI e Bana Gy 555000 sda i cmlyl

oolubate 2pulil glagy Lon 58 Gige 1sumnn s ccodtitall Ja ool cgsuill (unll o o€, Ll gy s, Likall

- slaall Badeally e lial) (Laall J0a oo Zakiie 5T 3 Uysne Vanie raatl 5,5all sda dasi 2iganl] Jaall oSLof

Course Content & Outline

Section 1: The Role of the Modern Administrative Assistant

e Evolution of the administrative role

e Key responsibilities and expectations

Section 2: Organisational Mastery

e Prioritising tasks and time management

e Developing efficient workflows

Section 3: Technological Proficiency

¢ Essential office software and tools

¢ Leveraging digital tools for task automation and efficiency



Section 4: Professionalism and Composure

e Stress management techniques

e Enhancing emotional intelligence in the workplace

Section 5: Communication Excellence

e Mastering written and verbal communication

» Effective negotiation and conflict resolution

Section 6: Project Management Skills

e Fundamentals of project management
e Applying project management techniques to administrative tasks

Section 7: Analytical Thinking and Problem Solving

e Developing critical thinking skills
e Applying analytical methods to solve workplace challenges

Section 8: Continuous Learning and Development

e Staying updated with industry trends

e Creating a personal development plan
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Excelling In The Modern Workplace: Key Strategies For Administrative Assistants
In 2025

In this blog post, we delve into the evolving role of administrative assistants in 2024.
Discover the importance of their contribution, explore where they work, and learn why a
career in administration is worth pursuing. Gain valuable insights and practical tips to excel

in your role, enhance your skills, and
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