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Professional Executive Assistant
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What Will | Benefit? °

* In this training program, participants will gain a deep
and practical understanding of the modern role of a
Professional Executive Assistant and how it
contributes to organizational success. Throughout the
course, they will learn how to manage executive-level
responsibilities with confidence, efficiency, and
professionalism. Participants will develop strong
communication skills that enable them to interact
effectively with leaders, colleagues, and external
stakeholders, while also learning how to prepare high-
quality business correspondence and executive
documents.

* As they progress through the course, participants will
enhance their ability to manage complex calendars,
coordinate meetings and travel, and organize priorities
in a fast-paced work environment. They will learn how
to maintain  confidentiality, manage sensitive
information, and represent the executive's office with
impeccable professionalism. Additionally, they will
explore modern productivity tools and techniques that
improve workflow efficiency and support decision-
making.

* By the end of the program, participants will be fully
equipped with the skills, mindset, and practical tools
needed to excel as Executive Assistants, provide
exceptional support to senior leaders, and contribute
effectively to the overall performance of their
organization.

Course Objectives ! 3

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

to:

* Understand the professional role and expectations of
an Executive Assistant.

* Communicate confidently and professionally with
executives and stakeholders.

* Manage complex schedules, meetings, calendars, and
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* Use technology tools to improve productivity and
workflow efficiency.

* Support executives in decision-making by gathering,
organizing, and analyzing information.

* Manage stress, conflict, and workplace challenges with
professionalism.

* Represent the executive’s office with strong ethics and
a positive image.

Target Audience

* Executive Assistants

* Administrative Assistants seeking to advance

* Office Managers

* Personal Assistants

* Secretaries supporting senior management

* Anyone responsible for supporting directors, VPs, or C-
level executives
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Course Outline
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» The Role of the Professional Executive Assistant
* Understanding modern expectations of executive
support
* Key competencies and professional behaviour
* The EA as a strategic business partner
» Mastering Executive Communication
* Professional business writing
* Effective verbal communication and etiquette
* Handling difficult conversations
* Managing communication on behalf of the
executive
» Time, Task, and Calendar Management
* Techniques for managing executive calendars
* Prioritization methods (Eisenhower Matrix, ABC
Method)
* Meeting coordination and preparation of agendas
* Travel planning and logistics management
» Office and Workflow Organization
* Filing and information management
* Digital and physical organization systems
* Managing workflow in busy environments
* Supporting multiple priorities
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» Business Correspondence & Executive Documents

* Preparing memos, reports, presentations, and
official letters
* Proofreading and document formatting
* Creating professional executive briefings
» Confidentiality, Ethics & Professional Image
* Handling sensitive information
* Ethical decision-making
* Professional presence and behavior
» Technology Tools for Executive Assistants
* Productivity and scheduling software
* Email management systems
* Collaboration platforms
* Tools for document sharing and version control
» Problem-Solving, Critical Thinking & Decision
Support
* Collecting and organizing information for
executives
* Providing early insights and recommendations
* Supporting informed decision-making
» Professional Stress & Conflict Management
* Managing pressure and high workloads

* Techniques to stay calm and organized
* Handling internal and external conflicts
professionally

Target Competencies

* Executive-level communication
* Professional writing

* Time and task management

* Strategic organization

* Confidentiality and ethics

% Decision support

* Workplace professionalism

* Emotional intelligence

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
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* Stimulating mental activities

* Engaging team competitions

* Suitable training Videos

* Presentations

* Self-assessments

* Learning with Simulations and Games

Course Information

Date ayjLil Location ylaoll
17-21/5/2026 Khobar pall
13-17/9/2026 Riyadh Uyl

29/11-3/12/2026 Khobar pall

Remarks

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