
The Effective & Confident Administrator

ECA2 Days

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

EXTRA NOTES

TOPICS COVERED
Your Role

Impressive Organisational Skills - Making the Most of your 
Technology

Effective Communication Skills

Enhanced Interpersonal and Team Working Skills 

Personal Development

OVERVIEW
This two day course has been designed to enable administrators to 

stronger relationships and broaden their contribution to the team.

relationships with the team, colleagues and customers. They must 

to help with their business writing.

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

their success. 

DESIGNED FOR

administration and who are looking to increase their skills and 
contribution.


