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Introduction

Being an administrator of operations and coordinating how, when, and who does what within a team, is a highly
skilled activity filled with many challenges. This Blackbird training course will provide a unique opportunity to
master the skills required for this job, from the macro to the micro. From the leadership and management abilities
to think big and organize, to the technical skills to plan and create procedures, along with the more subtle skills of
communicating clearly and confidently with others.

Course Objectives

¢ Analyze and improve office policies and procedures.

Develop creative solutions to problems and make decisions.

Speak confidently and clearly in any public situation.

Stay calm and communicate assertively with even the most difficult people.
Delegate effectively and lead and motivate a team.

Course Outlines

Day 1
Administrative Operations and Coordinators at Work

e Defining the tasks, skills, and mindsets to be great at the job.
e Managing your roles, relationships, resources, and responsibilities.
¢ Motivating yourself and others to achieve excellence at work.

e Managing your time and tasks effectively.

¢ Thinking like a manager and leader - changing your self-image.
Day 2

Working with Others

¢ Excellent E-communications - from emails to online meetings.

¢ Assertive communication - express yourself with confidence and consideration for others.
Dealing with difficult people and situations.

Personality types at work.

Emotional Intelligence.

Staying calm in a crisis.

Day 3
Getting Organised
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e Streamlining your procedures and policies.

¢ Thinking clearly - using mind mapping to see the big picture and the details.
Basic Project Management Skills.

Taking advantage of technology to manage your workload.

Keeping your manager/s organized.

Diary and travel management.

Day 4
Administrative Tool Kit

¢ Solving problems and thinking creatively.

Making decisions - logically and intuitively.
Delegating to get things done through others.
Giving feedback that motivates others to change.
Listening like you mean it.

Handling conflict situations smoothly.

Day 5
Becoming a Professional

Building your brand and reputation.
Becoming a leader.

Leadership styles.

Empowering others.

Presenting yourself in public.

How to structure a presentation.
Using visuals to help make an impact.
e Continued learning.
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Blackbird Training Cities

Europe

Stockholm (Sweden)
(Netherlands)

Dusseldorf (Germany) Paris (France) Geneva (Switzerland) Prague (Czech)

et

Vienna (Austria) Rome (Italy) Madrid (Spain) Berlin (Germany) Lisbon (Portugal)

Zurich (Switzerland) Manchester (UK) Milan (ltaly)
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Blackbird Training Cities

USA & Canada

ONLINE

TRANNG

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)

Africa

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

Dubai (UAE) Kuala Lumpur (Malaysia) Kuwait City (Kuwait) Pulau Ujong (Singapore) Jakarta (Indonesia) Amman (Jordan)

Beirut (Lebanon)
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Asia

Accra (Ghana)

Nairobi (Kenya)

Zanzibar (Tanzania) Tangier (Morocco) 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
Secretary & Admin

Supply Chain & Logistics
Management & Leadership
Agile and Elevation

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
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International House 185 Tower Bridge
Road London SE12UF United Kingdom

+44 74011773 35
+44 7480 775526
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