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Overview:


Running an office efficiently and effectively is a complex job.  Explore and learn proven methods for being more effective in managing a busy environment and utilising PR skills to represent the Company and Executive Officer.  

Aims:

A one day program to equip PAs and office managers with a range of techniques to enhance the administration functions
Timing:
1 day workshop      9.00 – 4.00

Topic 1
Personal Time Management



Symptoms of time management.



Self assessment.



Controlling your time & time wasters.



Prime time and setting priorities.



Benefits of time utilization.



Planning and management techniques

Topic 2
Organising your Work Space



The paper war.



Being organised – blocks & the benefits.



The principles of organization.



Managing your work space.

Topic 3
Public Relations 



Creating a positive environment.



Information, insight and intuition.



Providing effective solutions.



Why is the relationship so important?



The little things that make the difference.

Resources:
Each participant will be supplied with a manual, case studies 

and a 
working knowledge of service in the world of business.
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