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Administration and Secretarial Courses
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British curriculum to develop secretarial office managers Executive
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. Organizational and Departmental Communication

Lo gmatl b Sl &ueSIVI daiy Ul b dall Ol
oLl 10 Modern technologies in the electronic archiving of data and
how to follow and protect it
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e Time management, meetings and delegation of authority to the
secretarial and office coordinators
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Development of support services staff skills
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oLl 5 Advanced concepts of TQM in the executive offices and

secretarial management
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Document Control and Records Management
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TRAINING PLAN 2018
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e Libraries and Information Specialist: modern and advanced vision
in the information age
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. Diploma: integrated skills of the modern secretary
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Self-development skills as the basis for high performance
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oLl 5  Excellence and innovation in the performance of secretary and
office managers

Ul 5



!lon!rExI-tfcor C/u—&ﬁl 0/’)!;3_//0;4):_11

Training & Consultation

slasill glSe sl

2018 U

éjU.SJIS CJl- | ll “l. - g& ai.J.-szl Ql....-..ll
Modern technologies in the organization of files and documents
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The development of legal secretarial skills
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Effective communications skill and influence others
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gT oll 5 Organization and management skills of working and dealing
with others

SN wilse <lyae) besall go Joleill 4y drylsVl &l lgall dads

s Li's =]
3) e The development of management skills and the art of dealing
with the pressure of the managers senior leadership offices
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Coordination and provision of library services skills

e Building and team leadership
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Supporting Busy and Absent Managers
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Electronic secretaries - and the future management offices
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Advanced Executive Secretariat and excellence in the art of
dialogue and the power of communication
&, UySaudl JlacV juaiall cls¥lg iilSall dosdiall 5)l5)]
Advanced office management and the excellence performance

of secretarial work
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pb' 5 Modern secretarial skills,speed reading , shorthand and stimulate
memory
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Integrated programme in the preparation and drafting reports
and correspondence and views and rendering
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Integrated Skills in scheduling and planning business
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Integrated Diploma in Personal Skills Development
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TRAINING PLAN 2018
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Communication Skills (telephone and written) on the
enterprise and departmental levels
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Modern Applied Systems for the management of documents and
digital archiving files
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Working with More Than One Boss
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Libraries and Information Technology Management
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8y lall oll 5 Secretarial and office management, reporting and official
correspondence
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The development of work systems and simplify procedures
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oD ol 5 Skills of Preparation and reporting of administrative assistant and
executive secretarial
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