
Time Management for Office Professionals

PPW2 Days

Further Development: 
Providing Administrative Support for Projects (PAP) 

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

EXTRA NOTES

When there aren’t Enough Hours in the Day

Planning, Prioritising and Effective Time Management

Practical Tools for Organising and Coordinating

Effective Communication under Pressure

workload

Personal Development

OVERVIEW

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

their own performance. 

interruptions.

of their manager or team.

DESIGNED FOR
Suitable for secretaries, personal assistants, administrators and 

and organisational skills in order to manage their own workload 

TOPICS COVERED
Time Management Within your Role


