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The Advanced Administrative Skills Training Course

Overview

Administrative roles in modern workplaces require coordination across cross-functional teams, technical
systems, and operational budgets. The Advanced Administrative Skills Training Course provides structured
methods for managing complex administrative workflows, coordinating organisational schedules, and
integrating digital tools into everyday office operations. Participants examine frameworks for project
tracking, stakeholder communication, financial monitoring, and technology adoption to support
administrative responsibilities. This course is delivered by Agile Leaders Training Center.

Who Should Attend

+ Office managers seeking structured frameworks for cross-departmental coordination and digital
administration.

« Administrative assistants managing complex project schedules, travel logistics, and activity budgets.

* Project coordinators responsible for cross-functional meeting management, documentation, and
stakeholder updates.

* Senior administrative personnel preparing to take on broader operational and financial
responsibilities.

* Executive support professionals looking to enhance workflow tracking and workplace technology
integration.

Departments and Industries

This programme serves administrative professionals across private, public, and non-profit sectors.

« Administrative Services and Executive Support Units

* Project Management Offices and Operations Teams

* Human Resources and Internal Communications Departments

* Education, Training, and Academic Support Units

* Healthcare Administration and Public Sector Operational Offices

Learning Objectives

By the end of this course, participants will be able to:
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* Apply project planning techniques to track timelines, resources, and deliverables for complex
administrative assignments.

* Establish clear communication protocols for virtual teleconferences, presentations, and stakeholder
engagements.

* Prepare precise meeting minutes and maintain secure data management practices.

* Manage administrative budgets and monitor resource allocation for operational schedules and
group travel.

* Select digital tools and time-management workflows to boost administrative productivity.

* Apply stress mitigation methods and professional etiquette guidelines in collaborative business
environments.

Course Agenda
Day 1: Communication and Collaboration Skills

* Face-to-face communication dynamics, non-verbal indicators, and active listening methods
* Teleconferencing etiquette and standards for digital collaboration platforms and email

* Structuring presentations with visual clarity, logical progression, and audience alignment

* Techniques for managing stakeholder expectations and facilitating constructive dialogue

Day 2: Project Management and Office Administration

* Project planning fundamentals: defining operational scopes, deliverables, and milestone charts

* Meeting management: preparing structured agendas, moderating discussions, and time tracking
* Minute-taking methodology: capturing key decisions, action logs, and distribution workflows

« Data administration: filing hierarchies, record security protocols, backup, and retrieval systems

Day 3: Financial and Time Management

* Budget planning principles for administrative activities, group events, and travel schedules

* Expense monitoring, variance analysis, and documentation procedures for operational costs
* Time-allocation frameworks: prioritisation matrices and scheduling boundary controls

* Software applications for task tracking, calendar management, and workload balance

Day 4: Interpersonal and Planning Skills

* Interpersonal communication strategies: empathetic listening, assertiveness, and constructive
feedback

* Cross-departmental collaboration techniques for multi-stakeholder administrative projects

* Professional etiquette standards, workplace ethics, and inclusive conduct protocols

+ Conflict prevention through proactive administrative alignment and expectations setting
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Day 5: Technology Integration and Work-Life Balance

* Digital tools and workflow automation for coordinating complex schedules and activity trips

* Stress identification mechanisms and communication techniques under high workload demands

* The 7 Habits model: proactive planning, prioritisation, and personal effectiveness principles

* Work-life balance strategies through task boundaries and sustainable productivity habits

* Course review, skill synthesis, and implementation planning for advanced administrative
performance

Practical Exercises
Participants engage in practical simulations to reinforce core administrative capabilities.
* Suggested activity: Construct an operational project schedule with milestones for an administrative
initiative.
* Suggested activity: Draft an accurate meeting minute summary and action item tracker from a mock
meeting recording.
* Suggested activity: Formulate an itemised budget tracking sheet for a departmental activity

schedule.
* Suggested activity: Map a digital workflow to coordinate team schedules using productivity tools.

FAQs
How does this course address financial administration?

The training covers practical budgeting methods, resource allocation, and expense tracking specifically
designed for administrative programmes, group schedules, and operational travel logistics.

What digital skills and technology tools are examined?

Participants explore collaboration platforms, digital scheduling applications, task-tracking software, and
cloud-based file management tools to streamline administrative operations.

Does the agenda cover interpersonal effectiveness and stress management?

Yes, the course includes dedicated modules on professional etiquette, active listening, stress management
strategies, and the 7 Habits framework to maintain personal balance and professional effectiveness.

Conclusion

Participants return to their organisations ready to handle advanced administrative duties with project
precision and technological confidence. By mastering structured planning, fiscal tracking, clear

documentation, and collaborative communication, administrative professionals elevate workplace
productivity and provide vital support across operational functions.
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Training Course Categories

Agile PM and Project Management Training Courses Agribusiness & Food Security Training Courses

Aviation Management and Operations Training Courses Certified Courses By International Bodies

Crisis Management and Business Continuity Training

Communication and Public Relations Training Courses
Courses

Data Analytics Training and Data Science Courses Digital Government & Public Service Training Courses

Education and Learning Development Training 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

Heritage Conservation and Museum Management

. Hospitality and Tourism Training Courses
Training Courses P y 9

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

NGO, Humanitarian and Development Management
Training Courses

Occupational Health, Safety and Security Training
Courses

Oil & Gas Training and Other Technical Courses Personal & Self-Development Training Courses


https://agile4training.com/programs/project-management-courses
https://agile4training.com/programs/agribusiness-food-security-training
https://agile4training.com/programs/aviation-management-operations-training-courses
https://agile4training.com/programs/certified-courses-by-continuing-professional-development-cpd
https://agile4training.com/programs/political-public-relations-courses
https://agile4training.com/programs/crisis-management-business-continuity-training-courses
https://agile4training.com/programs/data-analytics-training-and-data-science-courses
https://agile4training.com/programs/digital-government-public-service-training-courses
https://agile4training.com/programs/education-learning-development-training-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/heritage-conservation-museum-management-training
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/ngo-humanitarian-development-management-training
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
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Training Course Categories

I Quality and Operations Management Training Courses I Secretarial and Administration Training Courses

I Shipping, Maritime and Ports Training 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

2
'f @ AGILE LEADERS

Training Center

NG

Abu Dhabi

UAE

Amman

Jordan

Baku

Azerbaijan

Barcelona

Spain

Cape town

South Africa

Doha

Qatar

Geneva

Switzerland

Johannesburg

South Africa

Lagos

Nigeria

London

UK

Marbella

Spain

Munich

Germany

Training Cities

Accra

Ghana

Amsterdam

Netherlands

Bali

Indonesia

Berlin

Germany

Casablanca

Morocco

Dubai

UAE

Istanbul

Turkey

Kuala Lumpur

Malaysia

Langkawi

Malaysia

Madrid

Spain

Milan

Italy

Muscat

Oman

Addis Ababa

Ethiopia

Athens

Greece

Bangkok

Thailand

Cairo

Egypt

Chicago

USA

Frankfurt

Germany

Jakarta

Indonesia

Kuwait

Kuwait

Lisbon

Portugal

Manama

Bahrain

Montreux

Switzerland

Nairobi

Kenya



https://agile4training.com/c/training-courses-in-abu-dhabi
https://agile4training.com/c/training-courses-in-accra
https://agile4training.com/c/training-courses-addis-ababa
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-lagos
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
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Training Cities

New York Nice Paris
USA France France
Phuket Port Louis Porto
Thailand Mauritius Portugal
Prague Rome San Diego
Czech Republic 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-new-york
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-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

