TRINOVATRAINING
AND CONSULTING

Introduction:

The role of office management has evolved into a highly professional discipline that demands advanced
capabilities, strategic thinking, and adaptability. The growing need for speed, precision, technological
fluency, and effective leadership in increasingly diverse work environments brings both challenges and
opportunities for professional growth.

This comprehensive and practical training program is designed for individuals who wish to deepen their
knowledge and advance their skills in office management and administrative excellence. It equips
participants with the expertise needed to handle high-level responsibilities confidently, creatively, and
effectively.

Whether you're an experienced professional aiming to refine your abilities or an aspiring leader in office
operations, this course will help you master advanced techniques, build professional confidence, and obtain
a valuable certification in advanced office management and administration.

About the Training Program:

This advanced course goes beyond foundational office management practices. It emphasizes practical
solutions, modern tools, and techniques that align with the demands of today's fast-paced, dynamic
business environments. The curriculum integrates practical exercises, case studies, and discussions to
develop a well-rounded, solution-oriented skill set.

Participants will receive focused training in areas such as decision-making, workflow optimization,
communication strategy, meeting coordination, electronic records management, and project-based task
execution. Upon successful completion, participants will earn a certificate recognizing their achievement in
advanced office management and administrative competencies.

Who Should Attend:

e Office Managers

e Team Leaders

¢ Administrative Professionals
e Supervisors

* Secretaries

e Support Staff

Training Objectives:
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By the end of this certified training course, participants will be able to:

Effectively manage their time and prioritize tasks for optimal productivity
Design and maintain a well-organized and efficient office environment
Communicate with professionalism and assertiveness at all organizational levels
Plan, coordinate, and conduct business meetings successfully

Manage electronic documents and reports using modern systems

Apply project management principles to complete office tasks

Use current methods for organizing, filing, and indexing records

¢ Solve problems creatively, make informed decisions, and think strategically

Key Competencies Developed:
Participants will enhance their ability to:

e Organize, plan, and solve problems systematically
Prioritize tasks and manage time effectively

Handle task execution and follow-through

Conduct and manage meetings productively

Manage data, documents, and electronic records efficiently
e Communicate clearly, confidently, and professionally

Course Modules

Module 1: Office Planning and Organization

Opening session and orientation

Understanding the definition and purpose of an office

Key office functions and operations

Principles of office planning and optimal layout

Organizational responsibilities and role distribution

Essential attributes and duties of the office manager and their team
¢ Group discussion and question session

¢ Practical assighment

Module 2: Filing Systems and Indexing Methods
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Recap of previous session

Review and discussion of homework
Introduction to session objectives

Identifying and managing information sources
Techniques for filing and effective indexing

e Types of filing equipment and their uses

e Group discussion and knowledge sharing

¢ Practical assighment

Module 3: Managing Electronic Records

e Recap of previous session

* Review and discussion of homework

¢ Introduction to session objectives

e Drivers and benefits of implementing electronic records management (ERM)
e Understanding data capture, metadata usage, and classification systems
 Principles of information governance and regulatory compliance

e Qverview of ERM technologies and software solutions

e Familiarity with ERM standards and best practices

e Group discussion and Q&A session

¢ Practical assighment

Module 4: Communication and Time Management

Recap of previous session

Review and discussion of homework

Introduction to session objectives

Elements and process of effective communication

Identifying and overcoming communication barriers

The seven principles of effective communication (clarity, completeness, correctness, conciseness,
courtesy, consideration, and concreteness)

e The role of nonverbal cues and body language in communication
e Time management tools and techniques for increasing efficiency
¢ Open discussion and participant engagement

¢ Practical assighment

Module 5: Enhancing Administrative Skills
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Recap of previous session

Review and discussion of homework

Introduction to session objectives

Strategic planning in office administration

e Task management through visual tools like mind mapping and Gantt charts
e Creative and logical approaches to problem-solving

e Best practices for planning and managing meetings

¢ Techniques for supporting multiple managers effectively

e Group discussion and feedback exchange

e Course summary and general review

 (Closing session with certificate distribution and participant recognition

Conclusion:

This training program delivers a structured and engaging learning experience that helps administrative
professionals develop high-level competencies. The certification awarded at the end of the course reflects
the participant’'s commitment to excellence in office management and administration. Whether in a
supervisory role or preparing for greater responsibilities, participants will leave equipped with practical
tools, advanced techniques, and the confidence to drive professional success in their workplaces.
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