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Introduction
Administrative operations and coordination play a central role in ensuring that
organizations function efficiently and achieve their strategic goals. Professionals working in
administrative roles are no longer limited to routine tasks; they are expected to manage
complex responsibilities, support leadership, coordinate teams, and improve operational
processes. Therefore, developing strong administrative and coordination skills has become
essential for maintaining productivity and organizational success.

This comprehensive 5-day training course, delivered by Gentex Training Center, is designed
to strengthen the capabilities of professionals responsible for administrative operations and
coordination. The course focuses on practical skills, effective communication, structured
organization, and leadership development. It also addresses the real challenges faced in
modern workplaces, including time pressure, multitasking, and managing relationships
across teams.

Throughout the program, participants will explore proven methods to enhance efficiency,
improve communication, and develop a proactive mindset. In addition, they will gain tools
to manage workflows, support decision-making, and handle complex situations with
confidence. As a result, participants will be better equipped to contribute to organizational
success and drive continuous improvement within their roles.

Administrative Operations and Coordination Course
Objectives:
- Analyze and improve office policies and procedures

- Develop creative solutions to problems and make decisions

- Speak confidently and clearly in any public situations

- Stay calm and communicate assertively with even the most difficult people

- Delegate effectively and lead and motivate a team



Course Methodology:
- Instructor-led sessions

- Real-life case studies

- Group discussions and exercises

- Role plays and simulations

- Practical tools and templates

Who Should Take This Course:
This course is suitable for professionals who are involved in administrative and coordination
roles, including:

- Administrative officers and assistants

- Office managers and coordinators

- Executive assistants

- Operations support staff

- Team leaders and supervisors

- Professionals seeking to enhance organizational and coordination skills

Administrative Operations and Coordination Course
Outlines:

Day 1: Administrative Operations and Coordinators at
Work
- Defining the tasks, skills, and mindsets to be great at the job

- Managing your roles, relationships, resources and responsibilities



- Motivating yourself and others to achieve excellence at work

- Managing your time and tasks effectively

- Thinking like a manager and leader  Changing your self-image

Day 2: Working with Others
- Excellent E-communications  From emails to online meetings

- Assertive communication  Express yourself with confidence and consideration for others

- Dealing with difficult people and situations

- Personality types at work

- Emotional intelligence

- Staying calm in a crisis

Day 3: Getting Organised
- Streamlining your procedures and policies

- Thinking clearly  using mind mapping to see the big picture and the details

- Basic project management skills

- Taking advantage of technology to manage your workload

- Keeping your manager/s organized

- Diary and travel management

Day 4: Administrative Tool Kit
- Solving problems and thinking creatively

- Making decisions  Logical and intuitive approaches

- Delegating to get things done through others

- Giving feedback that motivates others to change



- Listening effectively and actively

- Handling conflict situations smoothly

Day 5: Becoming a Professional
- Building your brand and reputation

- Becoming a leader

- Leadership styles

- Empowering others

- Presenting yourself in public

- How to structure a presentation

- Using visuals to create impact

- Continued learning and professional development

Conclusion
By successfully completing this training course with Gentex Training Center, participants will
gain practical knowledge, enhanced confidence, and essential skills in administrative
operations and coordination. They will be able to manage responsibilities more effectively,
improve communication, support leadership, and contribute to organizational success. This
course equips professionals with the tools needed to perform at a higher level and adapt to
the evolving demands of modern workplaces.


