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Introduction
Administrative professionals manage more than tasks. They manage priorities, information,
relationships, and expectations, often without formal authority to do so. Those are genuine
management skills, and they can be learned deliberately rather than picked up by accident.
This Essential Management Skills for Administrative Professionals Training Course builds
that capability in a structured way. Furthermore, it covers priority management, decision
support, information and document control, communication, stakeholder handling, and
personal effectiveness. Participants also work on real situations from their own roles. As a
result, they leave able to influence outcomes and manage their working environment with
confidence.

Essential Management Skills for Administrative
Professionals Course Objectives
- Manage personal and delegated priorities with the Eisenhower Matrix and time blocking.

- Support decision-making with structured briefings, data, and options.

- Communicate with clarity and confidence at all organizational levels.

- Influence without formal authority using evidence and relationships.

- Manage meetings with agendas, minutes, and action tracking.

- Coordinate stakeholders and handle competing requests professionally.

- Apply document control, filing, and information security practices.

- Manage pressure, interruptions, and change with composure.

- Give and receive feedback with the SBI model.

- Measure administrative contribution with service and accuracy indicators.

Course Methodology
- Interactive workshops built around real administrative management situations.



- Guided practice in briefings, correspondence, and meeting coordination.

- Role-play for influence, negotiation, and difficult requests.

- Decision-support exercises using simple data and options analysis.

- Case studies from corporate, government, and service environments.

- Action planning that links each skill to the participant's own role.

Who Should Take This Course
- Senior administrators and administrative team leads.

- Executive assistants and personal assistants.

- Office coordinators managing multiple responsibilities.

- Team administrators supporting managers and projects.

- Administrative professionals preparing for wider responsibility.

- Support staff who influence outcomes without formal authority.

Essential Management Skills for Administrative
Professionals Course Outlines

Day 1: The Administrative Professional as a Manager
- Defining the management dimensions of the administrative role.

- Understanding authority, influence, and professional credibility.

- Mapping responsibilities, stakeholders, and expectations.

- Identifying common friction points and failure causes.

- Assessing personal strengths and development gaps.

- Setting professional development goals.

- Completing a management skills self-assessment.



Day 2: Priority, Workload, and Time Control
- Tracking how administrative time is actually spent.

- Prioritizing with the Eisenhower Matrix and the ABCDE method.

- Planning with time blocking and realistic buffers.

- Managing interruptions, walk-ins, and urgent requests.

- Negotiating deadlines and setting boundaries politely.

- Delegating and escalating appropriately.

- Building a personal planning and control system.

Day 3: Decision Support and Information Management
- Preparing briefings and summaries that support decisions.

- Structuring options with costs, benefits, and risks.

- Applying document control for versions and approvals.

- Building filing structures, naming conventions, and metadata.

- Managing information flow between managers and departments.

- Applying confidentiality and information security practices.

- Drafting a decision-support briefing.

Day 4: Communication, Influence, and Stakeholders
- Communicating with clarity and confidence at all levels.

- Influencing without authority using evidence and coalitions.

- Managing meetings with agendas, minutes, and action tracking.

- Handling difficult requests, complaints, and escalations.

- Giving and receiving feedback with the SBI model.



- Managing competing stakeholder demands professionally.

- Practicing influence and difficult conversations in role-play.

Day 5: Effectiveness, Change, and Continuous
Improvement
- Managing pressure, energy, and multiple demands.

- Adapting to organizational change and restructuring.

- Improving administrative processes with Lean and PDCA thinking.

- Measuring contribution with service and accuracy indicators.

- Reviewing performance and improving routines.

- Building a personal development and support network.

- Preparing a 90-day management skills action plan.

Conclusion
By successfully completing Essential Management Skills for Administrative Professionals,
participants will gain the knowledge to manage priorities, support decisions, and influence
outcomes without relying on formal authority. They will acquire skills in workload and
priority control, decision support and information management, communication and
stakeholder handling, and personal effectiveness that extend the administrative role into
genuine management. Gentex Training Center builds this course around real administrative
situations, so learners return ready to perform with greater authority and composure.

FAQs



Q1  What is the "Essential Management Skills for
Administrative Professionals" course about?
It develops the management dimensions of the administrative role. The course covers
priority and workload control, decision support and briefing, information and document
management, communication and influence, stakeholder handling, and personal
effectiveness.

Q2  What are the key benefits of the "Essential
Management Skills for Administrative Professionals"
course?
Participants manage competing demands with more control, support decisions with better
briefings, and influence outcomes without formal authority. They also handle difficult
requests calmly, reduce friction with managers and colleagues, and strengthen their
position for wider responsibility.

Q3  What skills will I gain from the "Essential
Management Skills for Administrative Professionals"
course?
You will gain priority and workload management, decision support and information control,
communication and influence without authority, and stakeholder management and personal
effectiveness. These four skills work together to extend administrative capability into real
management.



Q4  What tools, methods, or standards are covered in
the "Essential Management Skills for Administrative
Professionals" course?
The course covers the Eisenhower Matrix, the ABCDE prioritization method, time blocking,
briefing and options analysis formats, cost-benefit-risk structuring, document control for
versioning and approvals, naming conventions and metadata, confidentiality and
information security practices, the SBI feedback model, influence and coalition techniques,
meeting agendas and action registers, Lean thinking and PDCA improvement cycles, and
service and accuracy indicators.

Q5  How is the "Essential Management Skills for
Administrative Professionals" course applied in real-
world practice?
Participants build a personal planning and control system, draft a decision-support briefing
for a real situation, and coordinate a meeting with action tracking. They also practise
influence and difficult-request conversations through role-play and complete a 90-day plan
for developing their management skills.


