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Course Overview

Administrative Communication and Work Planning Training Course is a five-day course for administrative
professionals, coordinators, secretaries, and office support staff who leave with an Administrative
Communication and Planning Toolkit. Participants connect audience analysis, message design, listening,
stakeholder coordination, workload planning, priority control, follow-up, and administrative reporting
through workplace scenarios. The course reduces unclear requests, missed handoffs, and reactive
scheduling by linking communication choices to visible work plans. Administrative communication and work
planning are taught by Agile Leaders Training Center.

Who Should Attend

• Administrative support functions responsible for messages, schedules, tasks, and follow-up
• Office coordination functions responsible for information flow across teams and managers
• Secretarial functions responsible for correspondence, meetings, priorities, and action tracking
• Team support functions responsible for stakeholder requests and progress reporting
• Service coordination functions responsible for handoffs, deadlines, and administrative records

The course assumes participants already handle workplace communication and task coordination and
leaves out executive-assistant protocol and project-management certification preparation.

Departments and Industries

The course supports administrative communication and planning across commercial, professional,
industrial, and public-facing organizations.

• Administration, secretarial, and corporate support
• Healthcare, education, and public-service organizations
• Banking, insurance, and professional services
• Manufacturing, logistics, and engineering support
• Retail, hospitality, and customer-service operations

Learning Objectives

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



• Analyze audiences, purpose, context, and communication risks
• Build clear written and spoken administrative messages
• Apply listening, questioning, and confirmation techniques
• Use workload, priority, and scheduling tools
• Evaluate handoffs, follow-up, and reporting evidence
• Build an Administrative Communication and Planning Toolkit

Course Agenda

Day 1: Administrative Communication Foundations

• Audience-Purpose-Context Analysis Grid
• Administrative Communication Channel Matrix
• Message Clarity and Action Test
• Listening and Questioning Checklist
• Communication Risk and Misunderstanding Log

Day 2: Workplace Messages and Coordination

• Professional Email Structure Template
• Briefing and Update Message Canvas
• Stakeholder Communication Preference Map
• Request and Confirmation Protocol
• Difficult Message Response Planner

Day 3: Work Planning and Priority Control

• Administrative Work Breakdown Sheet
• Urgency-Importance Priority Matrix
• Weekly Workload Planning Board
• Dependency and Handoff Map
• Schedule Conflict Resolution Grid

Day 4: Follow-Up and Administrative Reporting

• Action Owner and Deadline Register
• Follow-Up Communication Sequence
• Progress and Exception Report Template
• Meeting Decision and Action Tracker
• Administrative Performance Evidence Pack



Day 5: Communication and Planning Practice

• Audience and Message Design Exercise
• Request and Difficult Response Simulation
• Workload and Priority Planning Exercise
• Follow-Up and Reporting Review Exercise
• Capstone Administrative Communication and Planning Toolkit

Practical Exercises

The course uses suggested activities based on administrative requests, deadlines, and cross-team
coordination.

• Suggested activity: rewrite an unclear request into an actionable administrative message
• Suggested activity: resolve competing priorities in a weekly support schedule
• Suggested activity: coordinate a delayed handoff across finance and operations teams
• Suggested activity: prepare a progress and exception briefing for a manager

FAQs

Who does the Administrative Communication and Work Planning Training Course
suit?

The course suits administrative professionals who already manage messages, schedules, requests,
follow-up, or reporting and need a connected method for communicating and planning work.

How does administrative communication and work planning differ from general
administrative skills?

Administrative communication and work planning concentrates on audience choices, actionable messages,
workload visibility, priorities, handoffs, follow-up, and reporting, while general administrative skills cover a
broader range of office duties.

What belongs in an Administrative Communication and Planning Toolkit?

An Administrative Communication and Planning Toolkit contains audience analysis, message structures,
request protocols, work plans, priority tools, handoff maps, action registers, follow-up sequences, and
reporting templates.

How can administrative professionals reduce missed handoffs?

Administrative professionals can reduce missed handoffs by defining the owner, required output,
acceptance evidence, deadline, dependency, confirmation method, and escalation point for each transfer of
work.



How should administrative progress be reported?

Administrative progress should be reported using completed actions, upcoming commitments, exceptions,
dependencies, decisions required, owners, and evidence, with detail matched to the manager or
stakeholder.

Conclusion

Participants take back an Administrative Communication and Planning Toolkit linking messages, work plans,
priorities, handoffs, follow-up, and reports. The toolkit creates a visible connection between what people
request and how administrative work is scheduled and confirmed. It helps teams reduce ambiguity,
coordinate dependencies, and communicate progress using consistent evidence.


