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Introduction

This course is designed to equip executive assistants with the essential skills, knowledge, and strategies to excel in
their role. Executive assistants play a crucial part in ensuring the smooth operation of an organization, and this
course will provide insights, tools, and techniques to enhance their effectiveness and career growth.

Course Objectives

¢ Demonstrate a deep understanding of the role and responsibilities of an executive assistant.

e Enhance their communication and interpersonal skills to build strong professional relationships.
e Effectively manage time, tasks, and priorities to support executive leaders.

¢ Develop organizational and problem-solving skills to handle diverse challenges.

e Showcase leadership and adaptability qualities, enabling career advancement.

Course Outlines

Day 1
Understanding the Executive Assistant Role

¢ The Role of an Executive Assistant

¢ Importance of Confidentiality and Discretion

¢ Effective Communication and Professionalism
¢ Building Rapport with Executives

e Self-Assessment and Goal Setting

Day 2
Time Management and Task Prioritization

¢ Time Management Principles

¢ Prioritizing Tasks and Responsibilities
¢ Dealing with Procrastination

¢ Use of Tools and Technology

¢ Creating an Efficient Work Schedule

Day 3
Organizational Skills and Problem Solving

¢ Organizational Strategies
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¢ Managing Information and Data

* Problem Identification and Analysis
* Creative Problem Solving

e Decision-Making Techniques

Day 4
Effective Communication and Interpersonal Skills

e Written and Verbal Communication Skills
¢ Active Listening and Feedback

¢ Conflict Resolution

¢ Handling Difficult Conversations

¢ Networking and Building Relationships
Day 5

Professional Growth and Leadership

e Developing a Career Path

¢ Building a Personal Development Plan

e Demonstrating Leadership and Initiative

e Handling Change and Adversity

¢ Preparing for Future Roles and Challenges
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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
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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
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Management & Leadership
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International House 185 Tower Bridge
Road London SE12UF United Kingdom
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