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Course Overview

Administrative Workflow Productivity Training Course is a five-day course for administrators, office
coordinators, departmental assistants, and administrative supervisors who leave with an Administrative
Productivity Control System. Participants connect work intake, priority decisions, task and time control,
communication, records, service standards, and performance measures through a continuing office case.
The course turns fragmented requests and interruptions into visible workflows, ownership, deadlines, and
service evidence. Administrative workflow productivity is taught by Agile Leaders Training Center.

Who Should Attend

• Administrative functions responsible for receiving, organizing, and completing work requests
• Office coordination functions responsible for deadlines, records, and service continuity
• Department support functions responsible for communication, follow-up, and document flow
• Administrative supervision functions responsible for workload allocation and performance
• Shared-services functions responsible for consistent internal service delivery

The course assumes participants already manage recurring administrative work and leaves out entry-level
office software and personal lifestyle productivity.

Departments and Industries

The course supports administrative workflows across service, commercial, industrial, and public-facing
organizations.

• Administration, shared services, and executive offices
• Human resources, finance, and procurement support
• Healthcare, education, and public-service organizations
• Banking, insurance, and professional services
• Manufacturing, logistics, and hospitality operations

Learning Objectives

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



• Analyze work intake, demand patterns, and constraints
• Prioritize tasks using urgency, impact, and dependency criteria
• Build visible workflows, ownership, and deadline controls
• Apply communication, records, and interruption protocols
• Evaluate service standards and productivity measures
• Build an Administrative Productivity Control System

Course Agenda

Day 1: Work Intake and Priority Decisions

• Administrative Demand and Service Map
• Work Request Intake Form
• Urgency, Impact, and Dependency Matrix
• Backlog Classification and Aging Report
• Priority Decision and Escalation Rules

Day 2: Task, Time, and Workflow Control

• Administrative Workflow Process Map
• Task Ownership and Handoff Matrix
• Deadline and Milestone Control Board
• Capacity and Workload Allocation Grid
• Daily Planning and Closure Routine

Day 3: Communication, Records, and Interruptions

• Administrative Communication Channel Guide
• Request Clarification Question Set
• Records Classification and Filing Register
• Document Version and Approval Log
• Interruption Triage and Recovery Method

Day 4: Service Standards and Performance

• Administrative Service Standard Catalogue
• Response and Completion Measure Sheet
• Exception and Rework Analysis Log
• Stakeholder Feedback Review Grid
• Administrative Productivity Dashboard



Day 5: Productivity Practice and Capstone

• Intake and Priority Decision Exercise
• Workflow and Workload Control Exercise
• Records and Interruption Response Exercise
• Service Performance Review Exercise
• Capstone Administrative Productivity Control System

Practical Exercises

The course uses suggested activities based on recurring office requests and service pressures.

• Suggested activity: classify a mixed backlog and assign priority, owner, and deadline
• Suggested activity: redesign a delayed document workflow with visible handoffs and controls
• Suggested activity: recover a disrupted workday using interruption and capacity rules
• Suggested activity: review administrative service results and select corrective actions

FAQs

Who is the Administrative Workflow Productivity Training Course suited to?

The course suits administrators and coordinators who already handle recurring requests, deadlines,
records, communication, or internal services and need stronger control of workload and results.

How does administrative workflow productivity differ from general time
management training?

Administrative workflow productivity connects individual task decisions with shared requests, handoffs,
records, service standards, ownership, and performance evidence, while general time management centers
on personal scheduling and habits.

What is an Administrative Productivity Control System?

An Administrative Productivity Control System is a connected set of intake forms, priority rules, workflow
maps, ownership controls, deadline boards, records registers, service standards, performance measures,
and review routines.

How should administrators prioritize competing work requests?

Administrators should compare urgency, impact, dependency, service commitments, effort, available
capacity, and escalation needs before assigning sequence, ownership, and deadlines.



How can administrative productivity be measured?

Administrative productivity can be measured through demand volume, backlog age, response time,
completion time, rework, missed deadlines, service-standard attainment, workload balance, and stakeholder
feedback.

Conclusion

Participants take back an Administrative Productivity Control System containing intake forms, priority rules,
workflow maps, workload controls, records registers, service standards, measures, and reviews. The system
makes administrative demand and progress visible. It helps teams assign work, protect deadlines, manage
interruptions, maintain records, and improve service decisions using evidence.


