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Introduction

The training course introduces the work of senior office managers according to the best international
methodologies and practices, and aims to develop the skills of senior office managers and provide them with the
technical knowledge necessary to perform work with high productive efficiency and provide them with the expertise
and skills required by the responsibilities and duties of this job. Which introduces them to the competencies, duties
and responsibilities of senior office managers, the scientific concept of administrative communication and its
methods, and the art of dealing with leaders and subordinates. We will also discuss the concepts of time
management and its optimal use. And the art of formal correspondence and its formulations letters / memos /
reports, indexing and preservation practical applications, behavioral skills related to the job, behavioral aspects of
performance, etiquette and modern ceremonies.

Advanced Skills for Senior Office Managers Course Onjectives

Knowledge of general concepts of senior office management.

Apply planning and scheduling skills and follow up on the work of senior management.
Practicing the arts of communication and efficient dealing with others.

Dealing with difficult situations.

Using computers in office management and reducing paperwork.

Course Outlines of Advanced Skills for Senior Office Managers
Day 1
Basic concepts in senior office management

e The importance and dimensions of the office manager job
e The difference between secretarial and office management overall concepts
¢ Office Manager Jobs and Responsibilities

Day 2
Technical skills for senior office managers

Skills of preparing and drafting correspondence and reports

Processing incoming and outgoing malil

Scheduling and organizing appointments and interviews

The art of using the phone

Preservation, documentation, archiving, indexing and information security skills
Organizing meetings and preparing minutes

Day 3
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Administrative and behavioral skills of senior office managers

e Interpersonal skills etiquette and protocol
e Team management skills working in senior management offices
e Types of managers and how to deal with them

Day 4
Communication skills in senior office management

¢ The concept and types of communication

e Davis contact form

e HARRY THE JOHARI WINDOW MODEL

e The vocal skills of an effective office manager

 Effective body language skills for an effective office manager

¢ Types of office managers according to the Hermann HBDI scale

e Perceptual Positions Technology

¢ Skills of dealing with different human patterns

¢ The importance of language skills in the success of an effective office manager
¢ Persuasion and influence skills in the field of office management work

¢ Practical applications of effective communication skills in the field of office management

Day 5
Excellence in the strategies and arts of senior office management

e Stages of preparation and processing systems for organizing files and information

* The strategy used to serve the office and archives management business

e Skills of receiving and exporting correspondence

¢ Indexing and preservation methods for documents and files

e The art of formal correspondence and its formulations correspondences / memos / reports
e The art of the report book

¢ The art of organizing meetings

e The art of writing and managing meeting minutes

¢ Higher Thinking Skills for an Effective Office Manager

* The importance of enabling and activating higher-order thinking skills for an effective office manager
* Problem solving and decision making skills

» Creative and innovative thinking skills

¢ Practical applications on higher-order thinking skills for the office manager

e Conflict management skills and stress relief in the work environment

e Conflict management concept

¢ Stress management skills
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Blackbird Training Cities

Europe

Zurich (Switzerland ) Stockholm (Sweden)

Oslo (Norway) Edinburgh (UK)

Amsterdam (Netherlands) Disseldorf (Germany) Paris (France) Barcelona (Spain)
(Switzerland)

Prague (Czech) Vienna (Austria)

Brussels (Belgium) Madrid (Spain) Berlin (Germany)

Lisbon (Portugal) Manchester (UK) Milan (ltaly)

USA & Canada

N\_\“
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Los Angeles (USA) Florida (USA) Online Boston (USA) Washington (USA) Miami(USA)

New York (USA) Toronto (Canada)
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Blackbird Training Cities

Asia

Baku (Azerbaijan) Beijing (China)

Moscow (Russia ) Singapore (Singapore ) Sydney (Australia) Tokyo (Japan) Dubai (UAE) Kuala Lumpur
(Malaysia)

Jakarta (Indonesia)

Africa

Lagos (Nigeria) Marrakesh (Marocco) Nairobi (Kenya)

Cairo (Egypt) Sharm EI-Sheikh (Egypt) Casablanca (Morocco) Tunis (Tunisia)
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Blackbird Training Categories

Management & Admin
Professional Skills

Finance, Accounting, Budgeting
Media & Public Relations

Project Management

Human Resources

Audit & Quality Assurance
Marketing, Sales, Customer Service

Agile and Refinement

Technical Courses
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

Secretary & Admin

/\CKB RD

Management & Leadership
T R A

International House 185 Tower Bridge
Road London SE12UF United Kingdom

training@blackbird-training.com
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