
Success Skills for Secretaries & Administrators

SPS12 Days

Further Development:
Professional Development for PAs & Executive Secretaries (T2) 
Minutes Taking Made Simple (NMT) 
Time Management for Office Professionals (PPW) 

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

EXTRA NOTES

TOPICS COVERED
What Makes a Successful PA?

Understanding Your Manager’s Role 

team members

Practical Time and Self-management

deadlines

planning techniques that get you in control 

work habits

Communicating Effectively through Assertiveness

Handling Difficult Behaviours, People & Situations 

Personal Development

OVERVIEW

management skills. 

course is the most suitable for your participants.

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

contribution.

confidently. 

basis of priorities. 

DESIGNED FOR


