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													An Intensive 5-day Training Course

													Organising and Behavioural Skills for Administrative Professionals / Executive Secretaries / PAs

											

									

				
					
							Format: Classroom, Live/Online
	Duration: 5 days
	Language: English
	Accredited: CPE, KHDA Certified training courses
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					CLASSROOM DATES

					
					
						
							
								
									Date
									Venue
									Fee
									CPE Credit
								

								

							

						

											
							
							
								
								
									
										Date: 26-30 Aug 2024

										Venue: Dubai

										Fee: US $5,950

										CPE Credit: 30

									

									Enroll Now
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					INTRODUCTION

				

				
					
The roles of Secretaries, PAs and Administrative Professionals in business are continually evolving. Therefore, this engaging, practical and interactive Organising and Behavioural Skills training course is designed to provide an opportunity to review and develop vital organising and behavioural skills to maximise personal effectiveness.

This EuroMaTech training course is also designed to:

	Build and enhance personal and role reputation across any organisation
	Strengthen personal and role credibility
	Enable a more productive and effective way of working


These vital roles within any organisation provide essential support to many and therefore the programme primarily focuses on the development of role ‘capability’ and the development towards role ‘commitment’.
				

			

		

	

		
		
		
			
								
					
						TRAINING OBJECTIVES

					

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

	Enhance and develop skills of a 21st century Secretary, PA or Administrative Professional
	Strengthen the appreciation, value and importance of the role of a Secretary, PA or Administrative Professional
	Understand organisations and their purpose to aid in working effectively and therefore becoming aligned with the organisational needs

					

				

								
					

				

								
					
						WHO SHOULD ATTEND?

					

					
						
This Organising and Behavioural Skills training course is specifically aimed at Secretaries, Personal Assistants and Administrative Professionals who want to develop and enhance their role within their organisation, who may have had training in the past but need to understand what a 21st century role looks, sounds and feels like. It is also for people new to a role, to set them on a path of continued success.
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					TRAINING METHODOLOGY

				

				
					
This Organising and Behavioural Skills training course is designed to encourage discussion and will enable personal examples to be shared. It also provides a variety of opportunities to reflect back and consider outputs to date and consider how to become more of a 21st century Secretary, PA or Administrative Professional. Practical exercises and simple, easy to use models will form the basis of the programme enabling participants to gain a sense of achievement and leave adopting a ‘can do’ attitude.
				

			

		

	

		
		
		
			
								
					
						TRAINING SUMMARY

					

					
						
Developing confidence and capability in any role is vital to success in the role as well as personal success. The Organising and Behavioural Skills training course specifically aims to help participants at whatever level they identify their strengths and developmental areas are and leave with the desire to apply what they have learned and with the energy and excitement to put into practice their newly acquired skills and knowledge.
					

				

							

		

	

		
		
		
			
				
					TRAINING OUTLINE

				

				
												
								Day 1: Understanding Roles and the Organisation

							

							
								What is your role?  It’s to S.M.I.L.E.
	Key skills of a 21st century Secretary, PA or Admin Professional
	Understand the role of your Manager and how your support is vital to their success
	Understand your business – it’s about Organisational and Situational Knowledge
	Chronistic Intelligence, continuous Self Development and having self-belief

							

														
								Day 2: Organisation Skills

							

							
								Benefits to effective Time Management to you, your Manager and the organisation
	Understand how to create a well-defined plan and set attainable goals to give you the best chance of success and to help you become as organised as you can
	C.R.A.F.T your role for ultimate success – it’s in your hands!
	Understand the importance of prioritising and determine where your tasks come from and how you can be more effective at achieving them
	The ‘Art of Delegation’ and learn how to say ‘no’ when you cannot say ‘yes’
	Learn how to be more assertive and deal with any potential conflict more effectively

							

														
								Day 3: Organisation Skills Continued / Behavioural Skills – The Essentials

							

							
								Manage your Manager to be more organised – determine expectations and stick to them!
	Learn how to give feedback when expectations are not met.
	Creating a professional image – what’s your intention? How do you want to be seen?
	Uncover the world of effective communication, the process of effective communication and the vital components of ‘Sender / Receiver’
	Barriers to effective communication and how to overcome them and the benefits of doing so

							

														
								Day 4: Behavioural Skills – The Essentials Continued

							

							
								Communication alternatives – Over the telephone and written communications
	Establish ‘Telephony Etiquette’ and the 6F’s to telephony success
	Establish ‘Email Etiquette’ and how to construct and demonstrate the right use of emails
	Editing and Proof-Reading – what’s the difference?
	PowerPoint Presentations – aid others in developing and delivering more professional presentations

							

														
								Day 5: Understanding Others / Continuous Personal Development

							

							
								Learn how to behave and communicate with just about anyone
	Understand people’s work personalities and how this will aid you in supporting others effectively
	Discover people’s learning styles to understand how best to approach them when you need something done
	Uncover the WIN / LEARN / CHANGE model and how this will help you become the best you can be
	Programme review and action planning
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					Do you have any questions about this course?

					ENQUIRE

					SEND VIA EMAIL

				

				
					Do you wish for us to conduct this course at your premises?

					Discover In-House Solutions

					Request for In-house

				

			

		

	

		
	
		
		
			
				
					
						ACCREDITATION
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										EuroMaTech is registered with the National Association of State Boards of Accountancy (NASBA) as a sponsor of continuing professional education on the National Registry of CPE Sponsors. State boards of accountancy have final authority on the acceptance of individual courses for CPE credit.
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										Euromatech is a Knowledge & Human Development Authority (KHDA) approved training institute in Dubai, licensed and approved to deliver training courses in the UAE.

The KHDA is the regulatory authority in the UAE, that oversees administering, approving, supervising, and controlling the activities of various education providers in the UAE.  We are proud of our commitment to ensuring quality training courses and status as a KHDA-approved training provider.

Taught by our team of highly qualified trainers, our KHDA approved training courses will provide you with an enriching learning experience and practical knowledge that will help you future-proof your career and support professional development within your organisation.
									

								

							

												

				

			

		

	

		
					
		
		
			
				
					OTHER POPULAR COURSES

							
			
						
			
				
					
						SharePoint Site Collections & Permission Management

					

					
							Duration: 5 days
	Format: Live/Online


					

					VIEW DETAILS 

				

			
			

						
			
				
					
						Pensions Management

					

					
							Duration: 5 days
	Format: Classroom, Live/Online


					

					VIEW DETAILS 

				

			
			

						
			
				
					
						Documents and Records Management Compliance

					

					
							Duration: 5 days
	Format: Classroom


					

					VIEW DETAILS 

				

			
			

						
			
				
					
						Document Control Specialist

					

					
							Duration: 5 days
	Format: Classroom, Live/Online


					

					VIEW DETAILS 

				

			
			

						
			
				
					
						The Office Professional and Records Management Masterclass

					

					
							Duration: 10 days
	Format: Classroom, Live/Online


					

					VIEW DETAILS 

				

			
			

						
			
				
					
						Office Management and Effective Administration Skills

					

					
							Duration: 5 days
	Format: Classroom, Live/Online


					

					VIEW DETAILS 

				

			
			

						
			
				
					
						Office Management Professional

					

					
							Duration: 5 days
	Format: Classroom, Live/Online
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						E-Library Management Techniques

					

					
							Duration: 5 days
	Format: Classroom


					

					VIEW DETAILS 

				

			
			

						
			
				
					
						Communication and Planning Skills for Administrative Professionals

					

					
							Duration: 5 days
	Format: Classroom


					

					VIEW DETAILS 

				

			
			

						
			
				
					
						Advanced Budgeting & Forecasting

					

					
							Duration: 5 days
	Format: Classroom


					

					VIEW DETAILS 
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Training & Management Consultancy

يوروماتيك للتدريب والإستشارات الإدارية

Business Central Towers

Media City – Dubai, U.A.E

Phone Dubai: +971 4 457 1800

Email: info@euromatech.com

Tax Registration Number:

100221936600003
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	Select a session
15-19 Apr 2024 - Live/Online
26-30 Aug 2024 - Dubai
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Dominican Republic
Ecuador
Egypt
El Salvador
Equatorial Guinea
Eritrea
Estonia
Ethiopia
Falkland Islands (Malvinas)
Faroe Islands
Fiji
Finland
France
French Guiana
French Polynesia
French Southern Territories
Gabon
Gambia
Georgia
Germany
Ghana
Gibraltar
Greece
Greenland
Grenada
Guadeloupe
Guam
Guatemala
Guernsey
Guinea
Guinea-Bissau
Guyana
Haiti
Heard Island and McDonald Islands
Holy See (Vatican City State)
Honduras
Hong Kong
Hungary
Iceland
India
Indonesia
Iran
Iraq
Ireland
Isle of Man
Israel
Italy
Jamaica
Japan
Jersey
Jordan
Kazakhstan
Kazakhstan
Kenya
Kiribati
Korea
Korea
Kuwait
Kyrgyz Republic
Lao People's Democratic Republic
Latvia
Lebanon
Lesotho
Liberia
Libyan Arab Jamahiriya
Liechtenstein
Lithuania
Luxembourg
Macao
Macedonia
Madagascar
Malawi
Malaysia
Maldives
Mali
Malta
Marshall Islands
Martinique
Mauritania
Mauritius
Mayotte
Micronesia
Moldova
Monaco
Mongolia
Montenegro
Montserrat
Morocco
Mozambique
Myanmar
Namibia
Nauru
Nepal
Netherlands
Netherlands Antilles
New Caledonia
New Zealand
Nicaragua
Niger
Nigeria
Niue
Norfolk Island
Northern Mariana Islands
Mexico
Norway
Oman
Pakistan
Palau
Palestinian Territory
Panama
Papua New Guinea
Paraguay
Peru
Philippines
Pitcairn Islands
Poland
Portugal
Puerto Rico
Qatar
Reunion
Romania
Russian Federation
Rwanda
Saint Barthelemy
Saint Helena
Saint Kitts and Nevis
Saint Lucia
Saint Martin
Saint Pierre and Miquelon
Saint Vincent and the Grenadines
Samoa
San Marino
Sao Tome and Principe
Saudi Arabia
Senegal
Serbia
Seychelles
Sierra Leone
Singapore
Sint Maarten (Netherlands)
Slovakia (Slovak Republic)
Slovenia
Solomon Islands
Somalia
South Africa
South Georgia & S. Sandwich Islands
Spain
Sri Lanka
Sudan
Suriname
Svalbard & Jan Mayen Islands
Swaziland
Sweden
Switzerland
Syrian Arab Republic
Taiwan
Tajikistan
Tanzania
Thailand
Timor-Leste
Togo
Tokelau
Tonga
Trinidad and Tobago
Tunisia
Turkey
Turkey
Turkmenistan
Turks and Caicos Islands
Tuvalu
U.S. Virgin Islands
U.S. Minor Outlying Islands
Uganda
Ukraine
United Arab Emirates
United Kingdom
United States
Uruguay
Uzbekistan
Vanuatu
Venezuela
Vietnam
Wallis and Futuna
Western Sahara
Yemen
Zambia
Zimbabwe
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Country*
Afghanistan
Albania
Algeria
American Samoa
Andorra
Angola
Anguilla
Antigua and Barbuda
Argentina
Armenia
Armenia
Aruba
Australia
Austria
Azerbaijan
Azerbaijan
Bahamas
Bahrain
Bangladesh
Barbados
Belarus
Belgium
Belize
Benin
Bermuda
Bhutan
Bolivia
Bonaire
Bosnia and Herzegovina
Botswana
Bouvet Island (Bouvetoya)
Brazil
British Indian Ocean Territory (Chagos Archipelago)
British Virgin Islands
Brunei Darussalam
Bulgaria
Burkina Faso
Burundi
Cambodia
Cameroon
Canada
Cape Verde
Cayman Islands
Central African Republic
Chad
Chile
China
Christmas Island
Cocos (Keeling) Islands
Colombia
Comoros
Congo
Congo
Cook Islands
Costa Rica
Cote d'Ivoire
Croatia
Cuba
Curaçao
Cyprus
Cyprus
Czech Republic
Denmark
Djibouti
Dominica
Dominican Republic
Ecuador
Egypt
El Salvador
Equatorial Guinea
Eritrea
Estonia
Ethiopia
Falkland Islands (Malvinas)
Faroe Islands
Fiji
Finland
France
French Guiana
French Polynesia
French Southern Territories
Gabon
Gambia
Georgia
Germany
Ghana
Gibraltar
Greece
Greenland
Grenada
Guadeloupe
Guam
Guatemala
Guernsey
Guinea
Guinea-Bissau
Guyana
Haiti
Heard Island and McDonald Islands
Holy See (Vatican City State)
Honduras
Hong Kong
Hungary
Iceland
India
Indonesia
Iran
Iraq
Ireland
Isle of Man
Israel
Italy
Jamaica
Japan
Jersey
Jordan
Kazakhstan
Kazakhstan
Kenya
Kiribati
Korea
Korea
Kuwait
Kyrgyz Republic
Lao People's Democratic Republic
Latvia
Lebanon
Lesotho
Liberia
Libyan Arab Jamahiriya
Liechtenstein
Lithuania
Luxembourg
Macao
Macedonia
Madagascar
Malawi
Malaysia
Maldives
Mali
Malta
Marshall Islands
Martinique
Mauritania
Mauritius
Mayotte
Micronesia
Moldova
Monaco
Mongolia
Montenegro
Montserrat
Morocco
Mozambique
Myanmar
Namibia
Nauru
Nepal
Netherlands
Netherlands Antilles
New Caledonia
New Zealand
Nicaragua
Niger
Nigeria
Niue
Norfolk Island
Northern Mariana Islands
Mexico
Norway
Oman
Pakistan
Palau
Palestinian Territory
Panama
Papua New Guinea
Paraguay
Peru
Philippines
Pitcairn Islands
Poland
Portugal
Puerto Rico
Qatar
Reunion
Romania
Russian Federation
Rwanda
Saint Barthelemy
Saint Helena
Saint Kitts and Nevis
Saint Lucia
Saint Martin
Saint Pierre and Miquelon
Saint Vincent and the Grenadines
Samoa
San Marino
Sao Tome and Principe
Saudi Arabia
Senegal
Serbia
Seychelles
Sierra Leone
Singapore
Sint Maarten (Netherlands)
Slovakia (Slovak Republic)
Slovenia
Solomon Islands
Somalia
South Africa
South Georgia & S. Sandwich Islands
Spain
Sri Lanka
Sudan
Suriname
Svalbard & Jan Mayen Islands
Swaziland
Sweden
Switzerland
Syrian Arab Republic
Taiwan
Tajikistan
Tanzania
Thailand
Timor-Leste
Togo
Tokelau
Tonga
Trinidad and Tobago
Tunisia
Turkey
Turkey
Turkmenistan
Turks and Caicos Islands
Tuvalu
U.S. Virgin Islands
U.S. Minor Outlying Islands
Uganda
Ukraine
United Arab Emirates
United Kingdom
United States
Uruguay
Uzbekistan
Vanuatu
Venezuela
Vietnam
Wallis and Futuna
Western Sahara
Yemen
Zambia
Zimbabwe
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Country*
Afghanistan
Albania
Algeria
American Samoa
Andorra
Angola
Anguilla
Antigua and Barbuda
Argentina
Armenia
Armenia
Aruba
Australia
Austria
Azerbaijan
Azerbaijan
Bahamas
Bahrain
Bangladesh
Barbados
Belarus
Belgium
Belize
Benin
Bermuda
Bhutan
Bolivia
Bonaire
Bosnia and Herzegovina
Botswana
Bouvet Island (Bouvetoya)
Brazil
British Indian Ocean Territory (Chagos Archipelago)
British Virgin Islands
Brunei Darussalam
Bulgaria
Burkina Faso
Burundi
Cambodia
Cameroon
Canada
Cape Verde
Cayman Islands
Central African Republic
Chad
Chile
China
Christmas Island
Cocos (Keeling) Islands
Colombia
Comoros
Congo
Congo
Cook Islands
Costa Rica
Cote d'Ivoire
Croatia
Cuba
Curaçao
Cyprus
Cyprus
Czech Republic
Denmark
Djibouti
Dominica
Dominican Republic
Ecuador
Egypt
El Salvador
Equatorial Guinea
Eritrea
Estonia
Ethiopia
Falkland Islands (Malvinas)
Faroe Islands
Fiji
Finland
France
French Guiana
French Polynesia
French Southern Territories
Gabon
Gambia
Georgia
Germany
Ghana
Gibraltar
Greece
Greenland
Grenada
Guadeloupe
Guam
Guatemala
Guernsey
Guinea
Guinea-Bissau
Guyana
Haiti
Heard Island and McDonald Islands
Holy See (Vatican City State)
Honduras
Hong Kong
Hungary
Iceland
India
Indonesia
Iran
Iraq
Ireland
Isle of Man
Israel
Italy
Jamaica
Japan
Jersey
Jordan
Kazakhstan
Kazakhstan
Kenya
Kiribati
Korea
Korea
Kuwait
Kyrgyz Republic
Lao People's Democratic Republic
Latvia
Lebanon
Lesotho
Liberia
Libyan Arab Jamahiriya
Liechtenstein
Lithuania
Luxembourg
Macao
Macedonia
Madagascar
Malawi
Malaysia
Maldives
Mali
Malta
Marshall Islands
Martinique
Mauritania
Mauritius
Mayotte
Micronesia
Moldova
Monaco
Mongolia
Montenegro
Montserrat
Morocco
Mozambique
Myanmar
Namibia
Nauru
Nepal
Netherlands
Netherlands Antilles
New Caledonia
New Zealand
Nicaragua
Niger
Nigeria
Niue
Norfolk Island
Northern Mariana Islands
Mexico
Norway
Oman
Pakistan
Palau
Palestinian Territory
Panama
Papua New Guinea
Paraguay
Peru
Philippines
Pitcairn Islands
Poland
Portugal
Puerto Rico
Qatar
Reunion
Romania
Russian Federation
Rwanda
Saint Barthelemy
Saint Helena
Saint Kitts and Nevis
Saint Lucia
Saint Martin
Saint Pierre and Miquelon
Saint Vincent and the Grenadines
Samoa
San Marino
Sao Tome and Principe
Saudi Arabia
Senegal
Serbia
Seychelles
Sierra Leone
Singapore
Sint Maarten (Netherlands)
Slovakia (Slovak Republic)
Slovenia
Solomon Islands
Somalia
South Africa
South Georgia & S. Sandwich Islands
Spain
Sri Lanka
Sudan
Suriname
Svalbard & Jan Mayen Islands
Swaziland
Sweden
Switzerland
Syrian Arab Republic
Taiwan
Tajikistan
Tanzania
Thailand
Timor-Leste
Togo
Tokelau
Tonga
Trinidad and Tobago
Tunisia
Turkey
Turkey
Turkmenistan
Turks and Caicos Islands
Tuvalu
U.S. Virgin Islands
U.S. Minor Outlying Islands
Uganda
Ukraine
United Arab Emirates
United Kingdom
United States
Uruguay
Uzbekistan
Vanuatu
Venezuela
Vietnam
Wallis and Futuna
Western Sahara
Yemen
Zambia
Zimbabwe
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