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Course Overview

Manager Support Service Coordination Training Course is a five-day course for administrative assistants,
personal assistants, secretarial staff, and departmental coordinators who leave with a Manager Support
Service File. Participants define a support agreement, apply calendar decision rules, route correspondence,
triage calls and visitors, prepare meetings and travel, handle confidential information, track delegated tasks,
and retain service evidence. The course creates accountable support handoffs. Manager support service
coordination is taught by Agile Leaders Training Center.

Who Should Attend

« Administrative support functions responsible for manager requests and departmental coordination
* Personal support functions responsible for calendars, correspondence, and travel arrangements

* Secretarial functions responsible for calls, visitors, meetings, and confidential materials

+ Office coordination functions responsible for task handoffs and deadline follow-up

* Management support functions responsible for service records and completion evidence

The course assumes participants support managers or departments and leaves out strategic executive
advising, board governance, and specialist travel procurement.

Departments and Industries

The course supports manager-support coordination across service and operational environments.

+ Corporate administration and shared services
* Professional and financial services

* Healthcare and education administration

* Industrial and utility support functions

* Government and nonprofit operations

Learning Objectives

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

* Analyze manager-support requirements, priorities, channels, and service risks
* Build calendar, correspondence, call, and visitor controls

* Apply meeting, travel, and confidential-information decision methods

* Use delegated-task, handoff, deadline, and escalation records

* Evaluate service completion and evidence quality
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* Build a Manager Support Service File

Course Agenda
Day 1: Manager Support Agreement

* Manager Support Service Charter

* Responsibility and Boundary Matrix
* Request Intake and Priority Log

« Communication Preference Profile
* Support Service Risk Register

Day 2: Calendar and Correspondence Control

* Calendar Decision Rule Set

* Appointment Conflict Resolution Grid
+ Correspondence Routing Matrix

* Response Due-Date Register

* Document Approval Handoff Record

Day 3: Calls, Visitors, and Meetings

* Call Triage Decision Guide

* Visitor Reception Protocol

* Meeting Readiness Checklist

* Agenda and Pack Control Sheet

* Decision and Action Follow-Up Log

Day 4: Travel, Confidentiality, and Delegation

* Travel Requirement Confirmation Form
« Itinerary and Dependency Checklist

+ Confidential Information Decision Guide
* Delegated Task Control Register

* Support Exception Escalation Path

Day 5: Manager Support Practice

+ Calendar and Correspondence Exercise
* Call and Visitor Triage Simulation

* Meeting and Travel Readiness Exercise
* Confidential Task Handoff Exercise

+ Capstone Manager Support Service File
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Practical Exercises

The course uses suggested activities based on corporate, healthcare, education, professional-service, and
industrial support settings.

* Suggested activity: translate manager preferences into support boundaries and decision rules
« Suggested activity: resolve calendar conflicts and route time-sensitive correspondence

* Suggested activity: triage calls and visitors while protecting confidential information

* Suggested activity: coordinate meeting and travel dependencies and close delegated actions

FAQs
Who does the Manager Support Service Coordination Training Course suit?

The course suits assistants and coordinators who support managers or departments and assumes current
responsibility for calendars, communications, meetings, travel, or follow-up.

How does manager-support coordination differ from executive-assistant strategy
training?

Manager-support coordination controls recurring service requests and handoffs, while executive-assistant
strategy training emphasizes business partnership, advisory judgment, and senior-leadership priorities.

What belongs in a manager-support agreement?

A manager-support agreement defines service scope, priorities, decision rights, communication
preferences, calendar rules, confidentiality boundaries, escalation routes, evidence, and review points.

How are calendar conflicts resolved?

Calendar conflicts are resolved using purpose, urgency, stakeholder priority, dependencies, preparation
needs, travel time, delegation options, and agreed manager decision rules.

How are delegated manager tasks tracked?

Delegated manager tasks are tracked through a defined outcome, owner, deadline, dependency, status,
next action, escalation point, and retained completion evidence.

Conclusion

Participants take back a Manager Support Service File linking support agreements, calendars,
correspondence, calls, visitors, meetings, travel, confidentiality, delegated tasks, and evidence. The file
replaces informal assistance with defined decisions and accountable handoffs. It helps support

professionals protect priorities, coordinate dependencies, and show the completion status of manager
requests.
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Training Course Categories

Agile PM and Project Management Training Courses Certified Courses By International Bodies

Communication and Public Relations Training Courses Data Analytics Training and Data Science Courses

Environment & Sustainability Training Courses Facilities and Real Estate Training Courses

Finance and Accounting Training Courses Governance, Risk and Compliance Training Courses

Healthcare Management Training Courses Hospitality and Tourism Training Courses

Human Resources Training and Development Courses IT Security Training & IT Training Courses

Leadership and Management Training Courses Legal Training, Procurement and Contracting Courses

Maintenance Training and Engineering Training Courses Marketing, Customer Relations, and Sales Courses

Occupational Health, Safety and Security Training

Oil & Gas Training and Other Technical Courses
Courses

Personal & Self-Development Training Courses

Quality and Operations Management Training Courses

Secretarial and Administration Training Courses Shipping, Maritime and Ports Training Courses



https://agile4training.com/programs/project-management-courses
https://agile4training.com/programs/certified-courses-by-continuing-professional-development-cpd
https://agile4training.com/programs/political-public-relations-courses
https://agile4training.com/programs/data-analytics-training-and-data-science-courses
https://agile4training.com/programs/environment-and-sustainability-training-courses
https://agile4training.com/programs/facilities-real-estate-training-courses
https://agile4training.com/programs/finance-and-accounting-training-courses
https://agile4training.com/programs/governance-risk-and-compliance-training-courses
https://agile4training.com/programs/healthcare-management-training-courses
https://agile4training.com/programs/hospitality-tourism-training-courses
https://agile4training.com/programs/human-resources-management-courses
https://agile4training.com/programs/it-security-training-it-training-courses
https://agile4training.com/programs/management-leadership-courses
https://agile4training.com/programs/legal-training-procurement-and-contracting-courses
https://agile4training.com/programs/maintenance-training-and-engineering-training-courses
https://agile4training.com/programs/branding-marketing-customer-relations-sales-courses
https://agile4training.com/programs/occupational-health-and-safety-training-courses
https://agile4training.com/programs/oil-gas-training-and-other-technical-courses
https://agile4training.com/programs/self-development-courses
https://agile4training.com/programs/quality-and-operation-management-courses
https://agile4training.com/programs/secretarial-and-administration-training-courses
https://agile4training.com/programs/shipping-maritime-ports-training-courses
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https://agile4training.com/c/training-courses-in-abu-dhabi
https://agile4training.com/c/training-courses-in-accra
https://agile4training.com/c/training-courses-in-al-jubail
https://agile4training.com/c/training-courses-in-amman
https://agile4training.com/c/training-courses-in-amsterdam
https://agile4training.com/c/training-courses-in-athens
https://agile4training.com/c/training-courses-in-baku
https://agile4training.com/c/training-courses-in-bali
https://agile4training.com/c/training-courses-in-bangkok
https://agile4training.com/c/training-courses-in-barcelona
https://agile4training.com/c/training-courses-in-berlin
https://agile4training.com/c/training-courses-in-cairo
https://agile4training.com/c/training-courses-in-cape-town
https://agile4training.com/c/training-courses-in-casablanca
https://agile4training.com/c/training-courses-in-chicago
https://agile4training.com/c/training-courses-in-doha
https://agile4training.com/c/training-courses-in-dubai-uae
https://agile4training.com/c/training-courses-in-frankfurt
https://agile4training.com/c/training-courses-in-geneva
https://agile4training.com/c/training-courses-in-istanbul
https://agile4training.com/c/training-courses-in-jakarta
https://agile4training.com/c/training-courses-in-johannesburg
https://agile4training.com/c/training-courses-in-kuala-lumpur
https://agile4training.com/c/training-courses-in-kuwait
https://agile4training.com/c/training-courses-in-langkawi-m
https://agile4training.com/c/training-courses-in-lisbon
https://agile4training.com/c/training-courses-in-london-uk
https://agile4training.com/c/training-courses-in-madrid
https://agile4training.com/c/training-courses-in-manama
https://agile4training.com/c/training-courses-in-marbella
https://agile4training.com/c/training-courses-in-milan
https://agile4training.com/c/training-courses-in-montreux
https://agile4training.com/c/training-courses-in-munich
https://agile4training.com/c/training-courses-in-muscat
https://agile4training.com/c/training-courses-in-nairobi
https://agile4training.com/c/training-courses-in-new-york

2
'f @ AGILE LEADERS

\‘J Training Center

Training Cities

Nice Paris Phuket
France France Thailand
Port Louis Porto Prague
Mauritius Portugal Czech Republic
Riyadh Rome San Diego
Saudi Arabia Italy USA
Seoul Sharm El-Sheikh Singapore
South Korea Egypt Singapore
Tashkent Thilisi Tokyo
Uzbekistan Georgia Japan
Toronto Trabzon Vienna
Canada Turkey Austria
Zanzibar Zoom Zurich
Tanzania Online Training Switzerland



https://agile4training.com/c/training-courses-in-nice
https://agile4training.com/c/training-courses-in-paris
https://agile4training.com/c/training-courses-in-phuket
https://agile4training.com/c/training-courses-port-louis
https://agile4training.com/c/training-courses-in-porto
https://agile4training.com/c/training-courses-in-prague
https://agile4training.com/c/training-courses-in-riyadh
https://agile4training.com/c/training-courses-in-rome-italy
https://agile4training.com/c/training-courses-in-san-diego
https://agile4training.com/c/training-courses-in-seoul
https://agile4training.com/c/training-courses-in-sharm-el-sheikh
https://agile4training.com/c/training-courses-in-singapore
https://agile4training.com/c/training-courses-in-tashkent
https://agile4training.com/c/training-courses-in-tbilisi
https://agile4training.com/c/training-courses-in-tokyo
https://agile4training.com/c/training-courses-in-toronto
https://agile4training.com/c/training-courses-in-trabzon
https://agile4training.com/c/training-courses-in-vienna
https://agile4training.com/c/training-courses-in-zanzibar
https://agile4training.com/c/online-training-courses
https://agile4training.com/c/training-courses-in-zurich

