
Introduction:
This course on information management and office administration has been carefully developed to provide
participants with vital skills and knowledge across various facets of office administration and managing
information. The training covers key areas such as retrieving and sharing information, improving processes,
managing records, preparing documents, handling office administrative tasks, managing organizational
knowledge, and reviewing content and publications.

Offered by Mercury Training Center, this course combines theoretical understanding with practical
exercises, enabling participants to master information management, optimize office workflows, maintain
accurate records, prepare documents efficiently, administer office tasks competently, organize knowledge
resources effectively, and perform thorough reviews of content and publications.

Participants come from diverse professional backgrounds and share a common aim to strengthen their
expertise in competencies essential to success in modern workplaces. Whether experienced professionals
seeking to sharpen their skills or newcomers aiming to build a solid foundation, this training empowers
individuals to succeed and make meaningful contributions in the dynamic fields of information
management and office administration.

Intended Audience:
This course primarily serves professionals from various sectors who wish to improve their abilities in
information management and office administration. It is particularly beneficial for:

Individuals engaged in retrieving and distributing information to enhance process efficiency and
organizational performance.
Personnel responsible for records management who need practical techniques for accurate
organization and maintenance of records.
Those involved in preparing documents such as reports, presentations, and other business materials
looking to refine their document creation skills.
Office administrators and support staff aiming to optimize office workflow, manage daily tasks
effectively, and improve overall office functioning.
Professionals working in knowledge management who seek methods to capture, organize, and share
knowledge assets to support their organization’s goals.
Participants involved in reviewing internal or external documents and publications who want to
improve the accuracy and quality of their reviews.



Course Objectives:
By the end of this training, participants will be able to:

Acquire comprehensive knowledge and skills in both information management and office
administration to enhance their professional effectiveness.
Develop expertise in techniques for efficiently retrieving and disseminating relevant information
within their organizations.
Learn strategies for improving processes that help streamline workflows and boost operational
productivity.
Master records management practices that enable precise organization, maintenance, and retrieval of
records in compliance with standards.
Enhance document preparation abilities to create high-quality business documents efficiently and
professionally.
Apply office administration principles to effectively manage tasks, resources, and communication
within office environments.
Build capabilities in knowledge management to successfully capture, organize, and share valuable
knowledge assets within the organization.
Improve skills in reviewing content and publications to ensure documents are accurate, clear, and of
high quality.

Targeted Competencies:
Upon completing this course, participants will demonstrate competency in:

Information retrieval and dissemination
Process improvement methodologies
Records management
Document preparation techniques
Office administration skills
Knowledge management practices
Content and publication review

Course Content:



Unit 1: Fundamental Concepts in Information Management and Office Administration

Introduction to the core principles and theories underlying information management and office
administration.
The significance of efficient information retrieval and sharing for organizational success.
Best practices for process improvement aimed at optimizing workflows and increasing productivity.

Unit 2: Records Management Strategies and Techniques

Overview of records management principles, including classification, retention, and disposal.
Practical training on implementing effective records management systems to ensure compliance and
ease of access.
Exercises focused on developing skills for accurately organizing, maintaining, and retrieving records.

Unit 3: Developing Document Preparation Skills

Comprehensive instruction in document preparation covering formatting, editing, and proofreading.
Hands-on workshops on producing various types of business documents such as reports, memos, and
presentations.
Guidance on utilizing document preparation software and tools to enhance efficiency and
professionalism.

Unit 4: Office Administration Practices and Procedures

Exploration of essential office administration tasks, including scheduling, communication, and
managing resources.
Techniques for streamlining office workflows and improving administrative effectiveness.
Case studies and simulations to reinforce best practices in office administration.

Unit 5: Implementing Knowledge Management

Understanding the role of knowledge management in achieving organizational success.
Training in methods for capturing, organizing, and sharing knowledge to promote collaboration and
innovation.
Practical advice on implementing knowledge management systems and processes within
organizational contexts.

 


