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Course Content & Outline

Section 1: The CAO Role in Modern Enterprises

.Overview of the CAO position: strategic scope and responsibilities e
.Differentiating the CAO from COO, CFO, and CHRO roles e

.The CAO as a driver of administrative alignment and risk control e



.Key leadership competencies for administrative executives

.Strategic influence of the CAO on corporate outcomes

Section 2: Internal Operations & Organisational Structure

.Evaluating and optimising internal operations
.Policy development and procedural standardisation
.Designing efficient organisational workflows

.KPIs and metrics for operational excellence

.Leading digitalisation of internal administrative processes

Section 3: Risk Management, Compliance, and Governance

.Enterprise risk identification and mitigation

.Overseeing legal and compliance operations

Internal controls and audits

.Ensuring governance frameworks align with company strategy

.Ethical leadership and regulatory compliance

Section 4: Cross-Departmental Leadership & Change Management

.Facilitating interdepartmental collaboration

.Overseeing HR, facilities, procurement, and admin services
.Leading enterprise-wide change initiatives

.Building internal communication frameworks

.Managing executive-level stakeholder engagement

Section 5: Strategic Planning, Budgeting & CAO Leadership

.Linking operational efficiency to strategic goals
.Resource planning and cost control

.Creating annual operational and risk mitigation plans
.Communicating administrative vision across departments

.Building and mentoring high-performing admin teams
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