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Section 1: Office Admin: What’s Required?

e Understanding the basics of administration.

e Effective time management for administrative tasks.

e Organising and prioritising workload.

¢ Developing efficient filing and documentation systems.

e Communication skills for administrative professionals.

¢ Using technology and software for task management.

¢ Handling email correspondence and communication etiquette.
e Streamlining meetings and appointments.

e Delegation and teamwork: Covey Matrix.

¢ Stress management and coping strategies for administrators.

e Staying organised in a fast-paced administrative environment.

¢ Handling confidential information and data security.

Section 2: How to Effectively Manage Tasks

e Principles of effective task prioritisation.

e Time management techniques for improved productivity.

e Goal setting and task alignment strategies.

¢ Project management methodologies and their application.

e Agile and flexible task management approaches.

e Using technology for efficient task tracking.

e Collaboration tools and their role in task management.

¢ Adapting task management strategies to diverse work environments.
e Stress-free task execution and time-sensitive decision-making.

e Continuous improvement and feedback in task management systems.



e Integrating task management into personal and professional life.

Section 3: Conflict Management & Professionalism

* |dentifying and addressing conflict triggers.

e Strategies for de-escalation and maintaining professionalism.

» Negotiation techniques for resolving conflicts.

 Fostering a positive and collaborative work environment.

e Conflict management in diverse and multicultural teams.

e Handling difficult conversations with professionalism.

e Assertiveness and active listening in conflict resolution.

e Ethical considerations in conflict management.

 Building strong interpersonal relationships to prevent conflicts.

* Role-playing and simulation exercises for practical conflict resolution.

e Addressing power imbalances and promoting fairness.

Section 4: Stakeholder Communication & Relationship Building

e Tailoring messages to diverse stakeholder groups.

e Building and maintaining positive stakeholder relationships.
* Using technology in stakeholder communication.

e Managing expectations through transparent communication.
e Conflict resolution and problem-solving with stakeholders.

e Incorporating feedback in stakeholder interactions.

e Cultural sensitivity in cross-cultural stakeholder relationships.
e Crisis communication and reputation management.

» Stakeholder engagement in decision-making processes.

Section 5: Technological Considerations of a Changing Environment

* Cloud-based solutions for administrative tasks.

¢ Cybersecurity awareness and best practices.

e Integrating automation for increased efficiency.

e Leveraging artificial intelligence in administrative processes.
e Data management and privacy considerations.

e Mobile technology and remote administrative work.

e Optimising workflow with project management tools.

e Digital communication platforms and collaboration tools.

e Electronic document management and e-signatures.

¢ Training on new software and technology adoption.



e Addressing challenges and risks in the evolving tech landscape.

e Staying updated on technological advancements in administration.
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YouTube Video

https://www.youtube.com/embed/IAZdDndLB_Y?si=nPOLLoCKGD65Ih1N
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