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Executive Secretary & Office Administration Skills

In today's fast-paced business world, the role of the executive secretary has evolved into a strategic support
function.

This course is tailored for executive secretaries, personal assistants, and office administrators who seek to
enhance their competencies in managing modern office environments.

Through interactive modules, participants will learn how to become indispensable partners to senior management
by mastering professional communication, time management, and office coordination.

By the end of this course, participants will be able to:

e Perform high-level administrative tasks with precision and professionalism.
 Effectively manage executivesl schedules, meetings, and travel arrangements.

e Communicate confidently and clearly with internal and external stakeholders.

e Handle records, reports, and digital correspondence efficiently.

e Develop organizational systems to boost team productivity and office performance.

¢ Evolution of secretarial roles in the digital age.

¢ Key responsibilities and professional ethics.

e Managing expectations and working with senior leadership.
e Setting priorities in a fast-paced environment.

e Structuring administrative systems for efficiency.

e Scheduling meetings, managing calendars, and travel plans.

¢ Filing systems digital and physical, version control,and archiving.
e Managing office supplies, resources, and service providers.

e Verbal and written communication essentials.

¢ Handling calls, messages, and official correspondence.

e Email etiquette, business writing, and tone of voice.

¢ Dealing with internal/external clients and conflict resolution.

¢ Time-blocking and priority-setting methods.
¢ Delegation and support within teams. UK Traininig

e Managing multiple executives and balancing tasks. p TN E
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e Using digital tools for scheduling, reminders, and collaboration.
Day 5: Problem-Solving, Initiative & Career Growth

¢ Decision-making in administrative situations.

e Managing stress and staying composed under pressure.

¢ Developing a personal development plan.

¢ Creating an executive support strategy and career roadmap.

Why Attend This Course? Wins & Losses!

¢ Youlll gain practical tools to organize your work and boost executive productivity.

¢ Youlll be empowered to serve as a strategic partner to leadership, not just a support role.

e The course prepares you to confidently handle a wide range of administrative challenges in any
professional setting.

¢ Youlll enhance your career prospects by mastering the latest office administration best practices.

Conclusion

Strong secretarial and administrative skills are essential to the success of any organization.
This course will transform how you manage your work, support your team, and interact with management.

Whether you're new to the role or seeking to refine your skills, the Executive Secretary & Office Administration
Skills course provides the essential knowledge and confidence to excel.
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Blackbird Training Cities

Europe

Edinburgh (UK) Oslo (Norway)

Lyon (France) Moscow (Russia)

Batumi (Georgla) Amsterdam

Disseldorf (Germany) Paris (France)
(Switzerland)

Barcelona (Spain)

Brussels Madrid (Spain) Berlin (Germany)

Vienna (Austria)

Lisbon (Portugal) Zurich Manchester (UK) Milan (ltaly)
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USA & Canada

ONLINE
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Los Angeles (USA) Orlando, Florida (USA) Online Phoenix, Arizona (USA) Houston, Texas (USA)

New York City (USA) Seattle, Washington (USA)  Washington DC (USA) In House

Jersey,New Jersey (USA) Toronto (Canada)

Baku (Azerbaijan) Maldives (Maldives) Doha (Qatar) Manila (Philippines)
(Thailand)

Jeddah (KSA)

Melbourne (Australia) i i i Kuwait City (Kuwait) Seoul (South
Korea)

Pulau Ujong (Singapore) Irbid (Jordan) Jakarta (Indonesia) Amman (Jordan) Beirut
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Blackbird Training Categories

Management & Admin
Entertainment & Leisure
Professional Skills

Finance, Accounting, Budgeting
Media & Public Relations
Project Management

Human Resources

Audit & Quality Assurance
Marketing, Sales, Customer Service
Secretary & Admin

Supply Chain & Logistics
Management & Leadership
Agile and Elevation

Technical Courses

Artificial Intelligence (Al)
Hospital Management
Public Sector

Special Workshops

Oil & Gas Engineering
Telecom Engineering

IT & IT Engineering
Health & Safety

Law and Contract Management
Customs & Safety
Aviation

C-Suite Training
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