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The Advanced Course on Modern Document Control Specialist is designed to provide participants with an in-depth
understanding of the latest techniques, tools, and best practices in document control. This comprehensive program
aims to equip professionals with the necessary skills to effectively manage and control documents in today's fast-
paced and technology-driven business environment. Throughout the course, participants will explore advanced
concepts, strategies, and emerging trends that are shaping the field of document control.

e Gain a comprehensive understanding of the role and importance of document control in modern
organizations.

¢ | earn advanced techniques for organizing, categorizing, and classifying documents to ensure efficient
retrieval and accessibility.

¢ Explore the latest technologies and software applications used in document control, including electronic
document management systems EDMS and cloud-based platforms.

e Develop strategies for implementing robust version control and change management processes to maintain
document integrity.

e Understand the legal and regulatory requirements associated with document control, including compliance
with relevant standards and guidelines.

e Acquire advanced skills in document review, approval workflows, and collaboration to facilitate seamless
information sharing within and across teams.

e Learn effective strategies for document archiving, retention, and disposition to meet organizational and legal
requirements.

e Enhance communication and coordination with stakeholders involved in document control, such as authors,
reviewers, and approvers.

¢ Develop problem-solving and troubleshooting skills to address common challenges and issues in document
control processes.

e Stay updated on emerging trends and innovations in document control, such as artificial intelligence Al and
machine learning ML applications.

¢ Understanding the role and significance of document control in organizations UK Traininig
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e Key principles and concepts of document control
e Overview of document control processes and workflows

Day 2
Document Organization and Classification
¢ Advanced techniques for organizing and categorizing documents
e Taxonomy development and information architecture
¢ Metadata management and tagging strategies
Day 3
Technology Tools for Document Control
e Introduction to electronic document management systems EDMS
¢ Cloud-based document control platforms and their features
¢ Integrating document control tools with other business systems
Day 4
Version Control and Change Management
* Implementing effective version control processes
¢ Change management strategies for document control
e Managing revisions, updates, and document history
Day 5
Legal and Regulatory Considerations
¢ Understanding legal and regulatory requirements for document control
e Compliance with industry standards and guidelines
¢ Document control audits and quality assurance
Day 6
Document Review and Approval Workflows
¢ Designing efficient document review and approval processes
¢ Collaborative document editing and feedback mechanisms
e Streamlining workflows using automation tools
Day 7
Document Archiving, Retention, and Disposition
¢ Best practices for document archiving and retention

¢ Records management principles and strategies

e Developing a document disposition plan oy,
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Day 8
Stakeholder Management in Document Control
e Effective communication and coordination with stakeholders
¢ Roles and responsibilities of document control professionals
e Engaging authors, reviewers, and approvers in the process
Day 9
Problem-Solving and Troubleshooting
¢ |dentifying and resolving common challenges in document control
¢ Troubleshooting document control issues
¢ Continual improvement in document control processes
Day 10
Emerging Trends in Document Control
e Introduction to Al and ML applications in document control

¢ Automation and digitization trends
¢ Future directions and opportunities in the field
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Europe
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Oslo (Norway)

Amsterdam (Netherlands) Disseldorf (Germany)
(Switzerland)
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Vienna (Austria) Rome (ltaly) Brussels (Belgium) Madrid (Spain) Berlin (Germany)

Manchester (UK) Milan (Italy)

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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Beijing (China)
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Jakarta (Indonesia)

Africa

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

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

UK Traininig

Head Office: +44 7480 775526 | 0 7401 177 335
Email: training@blackbird-training.com
Website: www.blackbird-training.com


https://blackbird-training.com/cities
https://blackbird-training.com/course-baku/1
https://blackbird-training.com/course-baku/1
https://blackbird-training.com/course-maldives/1
https://blackbird-training.com/course-maldives/1
https://blackbird-training.com/course-manila-ph/1
https://blackbird-training.com/course-manila-ph/1
https://blackbird-training.com/course-bali-ind/1
https://blackbird-training.com/course-bali-ind/1
https://blackbird-training.com/course-bangkok-tai/1
https://blackbird-training.com/course-bangkok-tai/1
https://blackbird-training.com/course-beijing-china/1
https://blackbird-training.com/course-beijing-china/1
https://blackbird-training.com/course-moscow-ru/1
https://blackbird-training.com/course-moscow-ru/1
https://blackbird-training.com/course-singapore-sin/1
https://blackbird-training.com/course-singapore-sin/1
https://blackbird-training.com/course-sydney-aus/1
https://blackbird-training.com/course-sydney-aus/1
https://blackbird-training.com/course-tokyo-jap/1
https://blackbird-training.com/course-tokyo-jap/1
https://blackbird-training.com/course-dubai/1
https://blackbird-training.com/course-dubai/1
https://blackbird-training.com/course-malaysia/1
https://blackbird-training.com/course-malaysia/1
https://blackbird-training.com/course-malaysia/1
https://blackbird-training.com/course-jakarta/1
https://blackbird-training.com/course-jakarta/1
https://blackbird-training.com/course-rwanda/1
https://blackbird-training.com/course-rwanda/1
https://blackbird-training.com/course-cape-town/1
https://blackbird-training.com/course-cape-town/1
https://blackbird-training.com/course-accra/1
https://blackbird-training.com/course-accra/1
https://blackbird-training.com/course-lagos-ni-g/1
https://blackbird-training.com/course-lagos-ni-g/1
https://blackbird-training.com/course-marrakesh-marocco/1
https://blackbird-training.com/course-marrakesh-marocco/1
https://blackbird-training.com/course-nairobi-key/1
https://blackbird-training.com/course-nairobi-key/1
https://blackbird-training.com/course-cairo/1
https://blackbird-training.com/course-cairo/1
https://blackbird-training.com/course-sharem/1
https://blackbird-training.com/course-sharem/1
https://blackbird-training.com/course-casablanca/1
https://blackbird-training.com/course-casablanca/1
https://blackbird-training.com/course-tunisia/1
https://blackbird-training.com/course-tunisia/1

(®)

MANNAI

3

SLACKS RED

FOR TRAI

Blackbird Training Clients

GAC |

Booking.com

2

O

el

Capital Markets Authority
i g

CORPORATION UNE FILIALE D’ £GA oxFAM
MANNA| Trading Alurmina Corporation Bookingcom Oxfam GB International
Company WLL, Gui Netherlands Organization,
Qatar uinea Yemen

b3

wialtersmith Petromon Ol Limited

Nigeria

b

Bank of
Malawi,
Malawi

Reserve

e
BPKH

Badan Pengelola
Keuangan Haji

Bonk of Nigeric
quem:l

A
N

BADAN PENGELOLA
KEUANGAN Haiji
Indonesia

Defence Space Admi
Nigeria

‘Nor‘th il

Company

North Oil company,

NATO
Italy

P egers
daibagll aleliall
(il
National industries
Group (Holding),
Kuwait

EZEDC

LTy DrTmToN Comtraa

EKO Electricity

o

Qatar Foundation

Capital Markets
Authority,
Kuwait

< kFAs

._,altJ\rongiJ\wé.&

Kaswait Foundation for the Advancement

Qatar Foundation,
Qatar

Ministry of Interior
Kingdom of Saudi Arabia

Ministry of Interior,

ENI CORPORATE

UNIVERSITY,
Italy

Hamad Medical
Corporation,
Qatar

O

BROADBAND
el glhilla glosl

Oman Broadband

AFRICAN UNION ADVISORY
BOARD ON CORRUPTION,
Tanzania

Mabruk

Mabruk Oil Company
Libya

i

Satan ciiy
GULF BANK

Gulf Bank
Kuwait

USAID
Pakistan

@

UNITED NATIONS
UM,

KFAS

Kuwait

f N £ LS Busgantt AS AN
b Saudi Electricity Company

Saudi Electricity
Company,
KSA

e e WS 50 Al Tyt
‘General Organization for Social Insurance

General OCrganization for
Social Insurance
KSA

TC

agaull Sullaidl

STC Solutions,
KSA

abet - Lyl agkanii dish
AMTHOAITY FOR ELECTRCTY REGULATION, OMAN

Authority for

UK Traininig

Head Office: +44 7480 775526 | 0 7401 177 335
Email: training@blackbird-training.com
Website: www.blackbird-training.com


https://blackbird-training.com

SLACKSIRID

FOR TRAINING

=3

Blackbird Training Categories

Management & Admin Technical Courses
Professional Skills Hospital Management
Finance, Accounting, Budgeting Public Sector

Media & Public Relations Special Workshops
Project Management Oil & Gas Engineering
Human Resources Telecom Engineering
Audit & Quality Assurance IT & IT Engineering
Marketing, Sales, Customer Service Health & Safety
Secretary & Admin Law and Contract Management
Supply Chain & Logistics Customs & Safety
Management & Leadership Aviation

Agile and Refinement C-Suite Training
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International House 185 Tower Bridge
Road London SE12UF United Kingdom
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