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

EXTRA NOTES

TOPICS COVERED
Supporting Your Manager/Department/Team 

Communicating Confidently and Positively

Organisation and Time Management

Writing Clearly and Concisely

Personal Development

OVERVIEW

professional to maximise their contribution to the manager, team 
and organisation.

The programme shows participants how to plan and organise 

recommended further reading.

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

colleagues and other departments. 

one person. 

DESIGNED FOR
Suitable for newly appointed administrators and secretaries. 


