STRATEGIC EXECUTIVE
OFFICE MANAGEMENT

T

v -~

€ i .
. 5 e v

TRAINING CENTER




LEARN BOLD. LEAD BEYOND

GENTEX Training Center LLC | Orlando - FL, USA
Info@gentextraining.com

Introduction

The executive office sets the pace for the whole organisation, yet it often runs on habits
rather than design. The Strategic Executive Office Management Training Course prepares
office managers and executive assistants to run that function as a deliberate, high-
performing system. Participants learn to align executive office activity with organisational
strategy, govern information flow, and coordinate decision-making across departments.
Furthermore, the course covers executive communication, board and committee support,
and performance tracking against strategic priorities. In addition, it addresses governance,
confidentiality, and change support. As a result, participants return able to turn a reactive
office into a strategic enabler for senior leadership.

Strategic Executive Office Management Course
Objectives

- Align executive office priorities with organisational strategy and objectives.

- Apply the Balanced Scorecard and strategy maps to executive office work.

- Design governance structures, reporting lines, and decision protocols.

- Manage executive information flow through structured briefing systems.

- Coordinate board, committee, and senior leadership meetings end to end.

- Apply stakeholder mapping and power-interest analysis to executive coordination.
- Build KPI frameworks to track executive office performance.

- Apply risk, confidentiality, and information security controls in the executive office.
- Support organisational change programmes from the executive level.

- Plan and lead executive office improvement initiatives.

Course Methodology

- Instructor-led sessions linking strategy theory to executive office practice.
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- Case studies from corporate, government, and institutional executive offices.
- Practical exercises in briefing notes, agendas, and decision registers.

- Simulation of board and committee meeting cycles.

- Group workshops to build a strategic executive office operating model.

- Continuous knowledge checks and a final applied executive office project.

Who Should Take This Course

- Executive office managers and heads of office.

- Senior executive assistants and personal assistants.
- Board and committee secretaries.

- Strategy and governance coordination officers.

- Chief of staff and executive support team leaders.

- Senior administrators supporting C-suite leadership.

Strategic Executive Office Management Course
Outlines

Day 1: The Executive Office as a Strategic Function

- Role and mandate of the executive office in modern organisations.
- Connecting executive office work to strategy and priorities.

- Governance structures, delegations, and decision authority.

- Operating models for executive support teams.

- Balancing responsiveness with structured process.

- Ethics, discretion, and executive office professional standards.

- Workshop: mapping the executive office value chain.
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Day 2: Strategy Translation and Executive Planning

- Reading strategic plans and extracting executive priorities.

- Applying SWOT and PESTLE to executive planning cycles.

- Strategy maps and the Balanced Scorecard for office objectives.
- Annual planning calendars and executive work programmes.

- Setting executive office objectives and success measures.

- Aligning departmental submissions with strategic themes.

- Workshop: building an executive office strategy map.

Day 3: Information Flow and Decision Support

- Designing structured briefing and submission systems.

- Preparing decision notes, options papers, and executive summaries.

- Managing executive correspondence and approval workflows.

- Decision registers, action trackers, and follow-up discipline.

- Records, document control, and confidentiality in the executive office.

- Using Microsoft Outlook, Teams, and SharePoint for executive coordination.

- Workshop: drafting a decision note and action register.

Day 4: Boards, Committees, and Stakeholder
Coordination

- Board and committee cycles, charters, and terms of reference.
- Preparing agendas, board packs, and pre-reading materials.
- Minute-taking, resolutions, and governance record keeping.

- Stakeholder mapping and power-interest analysis.

GENTEX

TRAINING CENTER



LEARN BOLD. LEAD BEYOND

GENTEX Training Center LLC | Orlando - FL, USA
Info@gentextraining.com

- Coordinating across departments, regulators, and external partners.
- Managing executive events, visits, and high-level delegations.

- Workshop: running a simulated board meeting cycle.

Day 5: Performance, Risk, and Continuous
Improvement

- KPI frameworks for executive office performance.

- Reporting dashboards for leadership decision-making.

- Risk registers and business continuity for executive operations.

- Supporting organisational change and transformation programmes.
- Continuous improvement methods for executive processes.

- Building an executive office development roadmap.

- Workshop: presenting an executive office improvement plan.

Conclusion

By successfully completing the Strategic Executive Office Management Training Course,
participants will have acquired the knowledge to align executive office work with
organisational strategy, design reliable information and decision systems, support boards
and senior leadership meetings, and track performance through clear measures. They will
also gain the ability to manage risk, protect confidentiality, and support change
programmes from the executive level. Furthermore, the course prepares teams to build a
proactive, well-governed executive function. Gentex Training Center delivers this
programme with a strong emphasis on practical, workplace-ready executive practice.

GENTEX

TRAINING CENTER



LEARN BOLD. LEAD BEYOND

GENTEX Training Center LLC | Orlando - FL, USA
Info@gentextraining.com

FAQs

Q1 What is the "Strategic Executive Office
Management” course about?

It is a practical programme on running the executive office as a strategic function. It covers
governance structures, strategy translation, executive planning cycles, information and
decision support systems, board and committee coordination, stakeholder management,
performance measurement, and risk and continuity for executive operations.

Q2 What are the key benefits of the "Strategic
Executive Office Management” course?

Participants gain a disciplined executive office that supports decisions instead of reacting
to them, which shortens approval cycles and reduces missed follow-ups. The course
improves the quality of board packs and briefing notes, strengthens governance records,
and gives leadership clearer performance data. It also raises confidence in handling
sensitive executive matters.

Q3 What skills will I gain from the "Strategic Executive
Office Management” course?

Executive office strategy alignment and planning; information and decision support system
design; board, committee and stakeholder coordination; and executive performance
measurement, risk control and change support.
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Q4 What tools, methods, or standards are covered in
the "Strategic Executive Office Management” course?

The course covers the Balanced Scorecard and strategy maps, SWOT and PESTLE analysis,
decision notes and options paper formats, board charters and terms of reference, decision
registers and action trackers, stakeholder power-interest grids, KPI dashboards, risk
registers, and Microsoft Outlook, Teams, and SharePoint for executive coordination.

Q5 How is the "Strategic Executive Office
Management” course applied in real-world practice?

Graduates apply it by converting strategic priorities into an annual executive work
programme, building briefing and submission systems, and preparing board packs with
accurate minutes and resolutions. They also maintain decision registers, track KPIs for
leadership, coordinate high-level visits and delegations, and drive improvement projects for
the executive office.
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