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Course Introduction

Administrative Officers play a vital role in ensuring that daily
business operations run efficiently, resources are effectively
coordinated, and communication flows smoothly across
departments.

Beyond routine administrative responsibilities, today's organizations
expect administrative professionals to demonstrate strong
organizational skills, proactive problem-solving, effective
communication, digital proficiency, and the ability to support
operational excellence while contributing to organizational
productivity.

BOOST Consulting & Training has developed this comprehensive
five-day training program to strengthen the competencies of
Administrative Officers by equipping them with practical techniques
to improve workplace efficiency, manage priorities, coordinate
administrative processes, communicate professionally, and support
business operations effectively.
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Target Audience

v Administrative Officers

v Administrative Coordinators
v Office Administrators

v Administrative Assistants

v Office Support Professionals
v Department Coordinators

v Executive Support Staff

v Professionals responsible for administrative operations
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Learning Objectives

v Apply best practices to manage administrative responsibilities
efficiently and professionally.

v Organize workloads, priorities, and resources to improve
productivity.

v Strengthen communication and coordination across departments
and stakeholders.

v Apply effective problem-solving and decision-support techniques
in administrative operations.

v Utilize digital tools and administrative systems to improve
operational efficiency.

v Contribute to continuous improvement and organizational
effectiveness through proactive administrative support.
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Effective and Productive Administrative Officer

Course Outline

Y DAY 01

Building Administrative Excellence
The Modern Administrative Officer

v Understanding the evolving role of the Administrative Officer in organizational
success.

v Developing professional behaviors that enhance credibility, reliability, and
accountability.

v Creating a service-oriented mindset that supports operational excellence.

Planning and Organizing Administrative Work

v Prioritizing daily responsibilities using structured planning techniques.
v Organizing tasks, documents, and workflows for maximum efficiency.

v Managing competing priorities while maintaining accuracy and quality.
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Effective and Productive Administrative Officer

Course Outline

v DAY 02

Communication and Administrative Coordination
Professional Communication Skills

v Applying effective verbal, written, and interpersonal communication techniques.
v Managing professional correspondence and administrative documentation.

v Building productive working relationships with internal and external
stakeholders.

Coordination and Operational Support

v Coordinating meetings, schedules, and administrative activities efficiently.

v Managing information flow between departments and supporting operational
continuity.

v Applying collaborative approaches to improve administrative effectiveness.
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Effective and Productive Administrative Officer

Course Outline

Y DAY 03

Administrative Productivity and Operational Effectiveness
Problem Solving and Decision Support

v Applying structured problem-solving techniques to address administrative
challenges.

v Supporting operational decisions through accurate information, documentation,
and coordination.

v Managing unexpected situations while maintaining workflow continuity and
service quality.

Productivity and Time Optimization

v Improving personal productivity through effective time and workload
management.

v Utilizing digital productivity tools to streamline administrative processes.

v Eliminating inefficiencies and optimizing daily administrative operations.
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Effective and Productive Administrative Officer

Course Outline

DAY 04

Performance Excellence and Continuous Improvement
Delivering High-Quality Administrative Services

v Applying service excellence principles to enhance internal and external customer
satisfaction.

v Monitoring administrative performance using quality and productivity indicators.

v Managing administrative responsibilities with accuracy, consistency, and
professionalism.

Continuous Improvement in Administrative Operations

v ldentifying opportunities to improve administrative workflows and operational
efficiency.

v Implementing practical process improvements that enhance productivity and
collaboration.

v Promoting innovation and continuous learning within administrative functions.
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Effective and Productive Administrative Officer

Course Outline

Y DAY 05

Administrative Governance and Future Workplace Readiness
Administrative Governance and Professional Accountability

v Applying governance principles, confidentiality, and ethical practices in
administrative operations.

v Managing organizational records, documentation, and compliance
responsibilities effectively.

v Strengthening accountability through standardized administrative procedures
and effective reporting.

Digital Administration and Future Administrative Skills

v Leveraging digital technologies, automation, and Al tools to enhance
administrative performance.

v Adapting to evolving workplace trends and hybrid work environments.

v Developing future-ready administrative competencies that support
organizational agility and business success.
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Effective and Productive Administrative Officer

FROM TO DURATION FEES LOCATION

Aug. 8, 2027 Aug. 12, 2027 5 days 4250.00 $ KSA , Riyadh
Nov. 16, 2026 Nov. 20, 2026 5 days 4250.00 $  UAE, Dubai
Jan. 11, 2027 Jan. 15, 2027 5 days 4950.00 $ Spain , Madrid
April 5, 2027 April 9, 2027 5 days 4250.00 $ UAE , Abu Dhabi
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