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Administrative Decision Intelligence

Course Introduction

In today's fast-moving business environment, administrative

professionals are no longer expected to simply execute instructions

—they are increasingly required to analyze information, anticipate

operational challenges, coordinate multiple stakeholders, and

support critical business decisions. The quality of administrative

decisions directly influences organizational efficiency, service

delivery, resource utilization, and executive productivity. As

organizations become more data-driven and interconnected,

administrative professionals must develop structured decision-

making capabilities that enable them to respond confidently to

complex situations.

BOOST Consulting & Training has developed the Administrative

Decision Intelligence program to equip administrative

professionals with practical frameworks for analytical thinking,

operational judgment, problem-solving, and evidence-based

decision-making. The program focuses on transforming

administrative staff into proactive business contributors who can

evaluate alternatives, manage priorities, minimize operational risks,

and support executives through sound administrative decisions that

improve organizational performance and long-term effectiveness.
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Administrative Decision Intelligence

Target Audience
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Administrative Managers✓

Office Managers✓

Executive Assistants✓

Administration Supervisors✓
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Administrative Decision Intelligence

Learning Objectives
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Apply structured decision-making methodologies.✓

Analyze administrative situations objectively.✓

Evaluate operational risks and available alternatives.✓

Support executive decision-making with reliable information.✓

Improve judgment in complex administrative situations.✓

Enhance problem-solving capabilities.✓

Develop an administrative decision improvement framework.✓
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Administrative Decision Intelligence

Course Outline

Click Here To vist Course

Day 01

Foundations of Administrative Decision Intelligence

Understanding Administrative Decision-Making

Building Decision Readiness

✓

The evolving role of administrators in business decisions. ✓

Characteristics of effective administrative judgment. ✓

Decision-making responsibilities across administrative functions. ✓

Recognizing decision opportunities. ✓

Identifying operational priorities. ✓

Developing objective thinking habits. ✓
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Administrative Decision Intelligence

Course Outline
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Day 02

Designing Effective Decision Processes

Administrative Analysis Techniques

Evaluating Alternatives

✓

Gathering and validating information. ✓

Identifying root operational issues. ✓

Structuring administrative decisions. ✓

Comparing decision options. ✓

Assessing operational impact. ✓

Selecting practical solutions. ✓
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Administrative Decision Intelligence

Course Outline
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Day 03

Decision Implementation in Administrative Operations

Executing Administrative Decisions

Managing Operational Challenges

✓

Coordinating implementation activities. ✓

Managing administrative resources. ✓

Monitoring execution progress. ✓

Responding to unexpected situations. ✓

Adjusting decisions when conditions change. ✓

Maintaining operational continuity. ✓
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Administrative Decision Intelligence

Course Outline
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Day 04

Measuring Decision Effectiveness

Evaluating Administrative Decisions

Continuous Decision Improvement

✓

Measuring decision outcomes. ✓

Identifying performance indicators. ✓

Reviewing operational effectiveness. ✓

Learning from administrative experiences. ✓

Strengthening future decision quality. ✓

Building continuous improvement practices. ✓
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Administrative Decision Intelligence

Course Outline
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Day 05

Strategic Administrative Decision Excellence

Governance of Administrative Decisions

Building a Decision Excellence Roadmap

✓

Accountability in administrative decisions. ✓

Ethical and transparent decision practices. ✓

Risk-aware administrative governance. ✓

Developing long-term decision capabilities. ✓

Integrating decision intelligence into administrative functions. ✓

Creating a sustainable administrative decision culture. ✓
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Administrative Decision Intelligence

Confirmed Sessions

FROM TO DURATION FEES LOCATION

Dec. 21, 2026 Dec. 25, 2026 5 days 4250.00 $ UAE , Abu Dhabi
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