Registration Package Includes : Vision Africa Events T.shirt, a Cap and a Pen

Dates: 21 - 25 September 2026 | Venue: Courtyard Hotel in Rosebank Johannesburg South Africa | Fees: $1500




Course
Introduction

Advanced
Office
Management &
Effective
Administration

Skills

This Advanced Office Participants will learn how to manage
Management & Effective competing priorities, communicate
Administration  Skills training effectively with people at every level of
course has been specifically an organization, improve productivity,
designed to equip  Office strengthen professional relationships,
Managers, Executive Assistants, and confidently handle workplace
Administrative Professionals, and challenges. Through practical exercises

Executive Secretaries with the
practical knowledge, leadership
skills, and professional confidence
needed to excel in today's fast-
paced workplace.

and real-world applications, delegates
will develop the competencies required
to become indispensable members of
their organizations.



Course Will Highlight

Training Objectives

Highlight &
Objectives




Organisational Impact

Organizations whose employees attend this training course
will benefit through:

» Increased productivity and workplace efficiency

» More proactive administrative professionals

« Improved customer service and stakeholder

engagement

» Better communication across departments
| ) . » Enhanced teamwork and collaboration
Tr ai.n_i_ng | | » Reduced workplace stress and absenteeism
Methodology » Greater professionalism within administrative functions
» Improved time management and workflow coordination

Personal Impact

Participants will gain:

» Greater confidence and self-motivation

» Enhanced communication and presentation skills

» Betterunderstanding of management and leadership
styles

e Stronger organizational and planning abilities

» Improved emotional intelligence and self-awareness

» Practical techniques for managing workplace stress

» Increasedeffectiveness in supporting executives and
teams




Who Should
Attend?

This training course is suitable for professionals
involved in office administration and management,
including:

Office Managers

Executive Assistants

Personal Assistants (PAs)

Executive Secretaries

Administrative Officers

Administrators

Supervisors

Team Leaders
Customer Service Coordinators

Support Staff

Course Outline




Day 3

Vital Communication Skills

« Communication Styles and Their
Applications

e Communicatingwith Confidence

« Win-Win Conflict Resolution

» Understanding Body Language

e Gender Differences in Communication

¢ Understanding Personality Types and
Managing Different Behaviours




Contact Details

Vlsmn Africa Events

><] Email: info@ visionafricaevents.com
Q Phone: +260 97 4158153

@ Website: www.visionafricaevents.com

? Office: Lusaka, Zambia

Certificate of
Completion

Delegates who successfully complete this training course
will receive a Vision Africa Events Certificate of Completion
in Advanced Office Management & Effective Administration

Skills.




