
Secretary/PA & Manager Programme
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An equivalent course is available in Arabic. Please call us for details.

EXTRA NOTES

TOPICS COVERED
The Changing Role of the Secretary/The Changing Role of the 
Manager

Expectations

Building Relationships 

Understanding Each Other’s Role

secretary

Working More Effectively with your Manager/Secretary

OVERVIEW

to explore their current working relationship and find ways to work 

The programme is designed to help both managers and secretaries 

stronger relationships and manage expectations.

LEARNING OUTCOMES

By the end of this course they will be able to:

areas of responsibility. 

face within their role.

By the end of this course they will be able to:

team.

DESIGNED FOR

pressures and responsibilities in order for them to work more 


