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Course Overview

Administrative Workload Control and Triage Training Course is a five-day course for administrators, office
coordinators, secretaries, and support staff who leave with an Administrative Workload Control System.
Participants connect administrative workload control, request triage, capacity planning, schedule control,
handoffs, and completion evidence. The course replaces hidden queues and personal reminders with
registers, decision rules, status boards, and escalation triggers. Administrative workload control and triage
are taught by Agile Leaders Training Center.

Who Should Attend

• Administrative functions responsible for high-volume service requests
• Office coordination functions responsible for shared schedules and deadlines
• Secretarial functions responsible for routing requests and monitoring responses
• Team-support functions responsible for handoffs and completion tracking
• Shared-service functions responsible for workload visibility and escalation

The course assumes participants manage recurring administrative requests and leaves out executive
advisory work, workforce planning, and specialist project scheduling.

Departments and Industries

The course supports administrative workload control across operational and service settings.

• Corporate administration and shared services
• Healthcare and social-service providers
• Education and research organizations
• Engineering, construction, and project offices
• Professional services and public administration

Learning Objectives

By the end of this course, participants will be able to:

• Analyze request volume, urgency, impact, and dependencies
• Prioritize work through documented triage rules
• Build workload capacity and schedule controls
• Use ownership, handoff, and status registers
• Evaluate delays, escalations, and completion evidence



• Build an Administrative Workload Control System

Course Agenda

Day 1: Workload Control Foundations

• Administrative Service Demand Map
• Request Type and Source Register
• Workload Visibility Diagnostic
• Service Ownership Matrix
• Request-to-Completion Workflow Diagram

Day 2: Request Triage and Priorities

• Urgency-Impact Triage Grid
• Dependency and Deadline Assessment Sheet
• Request Clarification Checklist
• Priority Conflict Decision Log
• Escalation Trigger Matrix

Day 3: Capacity and Schedule Control

• Available Capacity Planning Board
• Daily Workload Allocation Sheet
• Shared Schedule Conflict Register
• Interruption and Replanning Method
• Deadline Risk Indicator Dashboard

Day 4: Handoffs and Completion Evidence

• Task Ownership and Status Register
• Administrative Handoff Control Form
• Waiting and Blocked Work Queue
• Completion Evidence Checklist
• Service Delay Review Log

Day 5: Workload Control Practice

• Request Triage Exercise
• Capacity Allocation Exercise
• Schedule Conflict Simulation
• Handoff and Completion Evidence Exercise
• Capstone Administrative Workload Control System



Practical Exercises

The course uses suggested activities based on administrative cases from healthcare, education, engineering,
and professional services.

• Suggested activity: classify a mixed request queue using urgency, impact, and dependency evidence
• Suggested activity: allocate work against available capacity and competing deadlines
• Suggested activity: resolve a shared-schedule conflict and document the decision
• Suggested activity: diagnose a failed handoff and rebuild the completion evidence trail

FAQs

Who does the Administrative Workload Control and Triage Training Course suit?

The course suits professionals who already receive, prioritize, schedule, route, or track recurring
administrative requests and need a visible control method.

How does administrative workload control differ from time-management training?

Administrative workload control manages shared request queues, capacity, ownership, handoffs, and
completion evidence, while time-management training mainly addresses an individual's use of time.

What information belongs in an administrative request triage record?

A triage record should capture the requester, required output, urgency, impact, dependency, deadline,
owner, status, and escalation condition.

How should administrative workload capacity be planned?

Capacity planning should compare available working time and skills with request volume, estimated effort,
fixed commitments, dependencies, and reserve capacity for urgent work.

What proves an administrative request is complete?

Completion evidence should show the agreed output, delivery or handoff, recipient confirmation when
required, closure status, and any follow-up action.

Conclusion

Participants take back an Administrative Workload Control System linking request intake, triage, capacity,
schedules, ownership, handoffs, and completion evidence. The system replaces hidden queues with visible
decisions and status records. It helps administrative teams manage competing demand, escalate
constraints, and demonstrate completed service.
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