
Providing Administrative & Secretarial Support for Teams

TSA12 Days

Further Development: 
Providing Administrative Support for Projects (PAP)

An equivalent course is available in Arabic. Please call us for details.

EXTRA NOTES

TOPICS COVERED
Understanding Your Responsibilities 

Effective Team Working

weaknesses of others 

Contributing to Meetings and Team Briefings

Agendas and Minutes

Supporting the Demands of the Team

Personal Development

OVERVIEW

coordinating and planning in order to support different roles and 

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

DESIGNED FOR
Suitable for administrators and support staff who are looking to 


