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Certified Administration and Office
Management Specialist

What Will | Benefit?

*

Through this course, participants will gain a strong
understanding of modern administrative practices and
the skills needed to manage office operations efficiently
and professionally. They will learn how to organize
workflows, handle administrative responsibilities with
accuracy, and communicate effectively within a
business environment. The program helps participants
strengthen their ability to manage schedules,
coordinate meetings, maintain documentation, and
support daily office functions with confidence.
Participants will also explore practical tools and
techniques to improve productivity, enhance customer
service, and manage administrative challenges in a
dynamic workplace. They will learn how to apply best
practices in office organization, problem-solving, and
time management, while developing a professional
approach to handling tasks, requests, and internal
communications. By the end of the program,
participants will be well-prepared to contribute to a
smooth, efficient, and  well-structured office
environment.

Course Objectives

At the end of this course, the participants should be able
to:

*

Understand the core responsibilities of modern
administrative and office management roles.

Apply effective communication techniques in written
and verbal formats.

Organize  office  operations,
documentation systems.
Manage schedules, meetings,
activities efficiently.

workflows, and

and administrative

Deliver professional customer service internally and
externally.

Use administrative tools and software to enhance
productivity.

Implement organizational policies and procedures.
Handle challenges, multitasking, and high-pressure
situations professionally.
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Target Audience &

* Administrative assistants

* Office administrators

+ Office coordinators

* Executive secretaries

* Support staff responsible for office operations

* Anyone wishing to enhance their administrative or
office management skills
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» Administrative Roles in Modern Organizations
* Understanding the evolving role of administrative
professionals
* Key competencies and expectations
* Office management as a strategic support function
» Professional Communication Skills
* Business writing essentials
* Office etiquette and professional interaction
* Handling inquiries and difficult conversations
* Internal and external communication practices
» Time Management & Productivity Tools
* Prioritization techniques
* Managing workloads and multitasking
* Tools and software for increasing productivity
* Managing deadlines and preventing bottlenecks
» Office Organization & Documentation
* Filing systems and record management
* Digital and physical organization strategies
* Creating and maintaining administrative procedures
* Information flow and document control
» Scheduling, Meetings & Coordination
* Calendar planning and schedule management
* Preparing meeting agendas, minutes, and follow-up
actions
* Coordinating events and office activities
* Supporting team and executive needs
» Customer Service & Professional Image
* Effective service delivery methods
* Managing visitor interactions
* Building a positive and professional office
environment
* Dealing with complaints and challenges
» Technology for Administration
* Office software and collaboration platforms
* Document and email management tools
* Managing online meetings and virtual coordination
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* Digital organization techniques

» Problem-Solving & Office Challenges

* Handling unexpected issues

* Managing conflicts in the workplace

* Decision-making skills for administrative staff
* Maintaining composure under pressure

» Policies, Procedures & Office Governance

* Understanding organizational policies

*

Standard operating procedures (SOPs)

*

Confidentiality and data protection

*

Compliance and professional ethics

Target Competencies

Administrative organization
Communication and interpersonal skills
Time and workload management

Office documentation and systems
Customer service excellence
Problem-solving and decision support
Professional ethics and workplace behavior

Course Methodology

This training course will be carried out through the use of
best practices and the right combination of engaging and

purposeful tools such as:

*

*

*

Practical, relevant case studies
Group activities and workshops
Related role plays

Experiential learning
Brainstorming

Stimulating mental activities
Engaging team competitions
Suitable training Videos
Presentations
Self-assessments

Learning with Simulations and Games
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Course Information

Date ayjLil Location ylaoll
12-16/4/2026 Khobar prall
26-30/7/2026 Jeddah 6250

4-8/10/2026 Riyadh gyl
27-31/12/2026 Khobar pall

Remarks

* Fees do not include value added tax
* Daily snacks & refreshments + lunch meal

6j92Jl alogloo
Language aolll Fees pguyll
English ¢pjulai] 6900 SR
Arabic fujc 6900 SR
Arabic (e 6900 SR
Arabic ¢uyje 6900 SR
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