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Introduction

Essential Management Skills for Admin Officers develops the practical capabilities that
make administrative roles effective at the centre of an organisation. Admin officers
coordinate schedules, information, budgets, suppliers, records, and people, often without
formal authority over any of them. This Essential Management Skills for Admin Officers
Training Course builds the skills that make that coordination reliable. Participants examine
time and priority management, business writing, meeting administration, records and
document control, procurement support, and stakeholder communication. Furthermore, the
course covers office systems, compliance obligations, and handling confidential information
properly. It also addresses service mindset and managing competing demands from
multiple managers. As a result, participants leave with practical techniques that reduce
errors, delays, and rework.

Essential Management Skills for Admin Officers Course
Objectives

- Manage time and priorities using the Eisenhower matrix and time-blocking methods.

- Plan and control tasks using action lists, checklists, and follow-up systems.

- Write clear business documents including emails, memos, and reports.

- Apply the pyramid principle for structured written communication.

- Organise and administer meetings with agendas, minutes, and action logs.

- Manage records and documents using filing structures, version control, and retention rules.
- Support procurement processes with requisitions, quotations, and purchase orders.

- Apply office systems for travel, diary management, and correspondence tracking.

- Handle confidential information in line with data protection requirements.

- Communicate professionally with internal and external stakeholders under pressure.
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Course Methodology

The course applies interactive, practice-based methods:

- Facilitated workshops on live administrative challenges.

- Role-play of stakeholder requests, escalations, and difficult conversations.
- Writing clinics producing emails, memos, and meeting minutes.

- Hands-on practice with filing structures and tracking systems.

- Case studies of administrative errors and their consequences.

- Action planning that converts each technique into an office routine.

Who Should Take This Course

- Administrative officers and executive assistants.

- Office managers and administrative coordinators.
- Personal assistants and secretaries.

- Records and document control officers.

- Front office and reception supervisors.

- Staff supporting senior managers and committees.

Essential Management Skills for Admin Officers Course
Outlines

Day 1: Foundations of Administrative Management

- Defining the administrative role and its scope.
- Understanding the admin officer's place in the organisation.

- Balancing reactive demands with planned work.
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- Applying the Eisenhower matrix to prioritise tasks.
- Using time-blocking and protected focus periods.
- Setting service standards for administrative support.

- Assessing your current administrative practices and gaps.

Day 2: Business Writing and Correspondence

- Writing clear, concise emails that get action.

- Applying the pyramid principle to memos and reports.

- Structuring correspondence with clear subject lines and purpose.
- Writing polite but firm follow-ups and reminders.

- Drafting notices, circulars, and internal announcements.

- Avoiding ambiguity, jargon, and passive constructions.

- Practising writing in a clinic session with peer review.

Day 3: Meeting Administration and Task Tracking

- Preparing meetings with agendas, papers, and invitations.
- Recording minutes accurately and concisely.

- Building action logs with owners and deadlines.

- Tracking decisions and following up systematically.

- Managing diaries, scheduling, and conflict resolution.

- Coordinating travel and logistics efficiently.

- Designing a meeting administration template set.

Day 4: Records, Documents, and Compliance Basics

- Building filing structures and naming conventions.
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- Applying version control and document tracking.

- Understanding records retention and disposal rules.

- Managing physical and electronic archives consistently.

- Handling confidential information and data protection obligations.
- Supporting audits with accurate documentation.

- Designing a document control system for your office.

Day 5: Procurement Support, Stakeholders, and
Professionalism

- Supporting procurement with requisitions and quotations.

- Understanding purchase orders, invoices, and payment cycles.

- Corresponding professionally with suppliers and contractors.

- Managing competing requests from multiple managers.

- Handling pressure, interruptions, and difficult stakeholders.

- Building a professional service mindset and personal development plan.

- Finalizing a personal administrative excellence action plan.

Conclusion

By successfully completing Essential Management Skills for Admin Officers, participants will
have acquired practical knowledge of time and priority management, business writing,
meeting administration, document control, procurement support, and stakeholder
communication. They will have gained skills in administrative organisation and prioritisation,
business writing and correspondence, meeting and document administration, and
procurement support with stakeholder communication, plus a personal action plan. Gentex
Training Center designed this program to help admin officers work accurately and
confidently.
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FAQs

Q1 What is the "Essential Management Skills for Admin
Officers" course about?

It builds the practical skills administrative roles demand. Participants study time and
priority management, business writing, meeting administration and minutes, records and
document control, procurement support, and professional stakeholder communication.

Q2 What are the key benefits of the "Essential
Management Skills for Admin Officers” course?

Participants gain better control of competing demands, clearer written communication, and
fewer administrative errors. Offices also see faster follow-up on decisions, better-organised
records, and stronger relationships with managers, suppliers, and colleagues.

Q3 What skills will I gain from the "Essential
Management Skills for Admin Officers” course?

You will develop four core skills: administrative organisation and prioritisation, business
writing and correspondence, meeting and document administration, and procurement
support with stakeholder communication.
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Q4 What tools, methods, or standards are covered in
the "Essential Management Skills for Admin Officers”
course?

The course covers the Eisenhower matrix, time-blocking, action lists and checklists, the
pyramid principle, agenda and minutes templates, action logs, filing structures and naming
conventions, version control, records retention and disposal rules, requisitions, quotations
and purchase orders, and data protection and confidentiality practice.

Q5 How is the "Essential Management Skills for Admin
Officers” course applied in real-world practice?

Participants apply the methods to live office tasks, such as planning a working week,
drafting a formal memo, minuting a committee meeting, building an action log, organising a
filing structure, and processing a requisition. Each module ends with an action commitment,
so learning transfers directly into daily administrative work.
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