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Course Description

This intensive 10-day course equips participants with essential office management skills and
advanced communication techniques. Designed for aspiring and current office managers, the
program covers leadership, organizational efficiency, and effective communication strategies.
Participants will gain practical knowledge to excel in modern office environments.

Learning Objectives

Develop strong leadership and management skills for office settings

Master effective communication techniques for diverse workplace scenarios
Learn to optimize office operations and increase productivity

Enhance problem-solving and decision-making abilities

Acquire skills in conflict resolution and team management

Course Modules
Day 1: Introduction to Office Management

e Role and responsibilities of an office manager

» Key skills for successful office management

e Office management in the digital age

e Setting goals and objectives for office efficiency

Day 2: Leadership in Office Management

e Leadership styles and their application

e Motivating and inspiring office teams

e Delegation and empowerment techniques
e Building a positive office culture

Day 3: Effective Communication Fundamentals
e Principles of effective communication
e Verbal and non-verbal communication skills
e Active listening techniques

e Overcoming communication barriers

Day 4: Advanced Communication Strategies
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Persuasive communication techniques

Giving and receiving feedback

Handling difficult conversations

Cross-cultural communication in the workplace

Day 5: Office Organization and Productivity

¢ Time management and prioritization

e Streamlining office processes

¢ Implementing effective filing and record-keeping systems
e Leveraging technology for increased productivity

Day 6: Problem-Solving and Decision-Making

e Analytical and critical thinking skills
¢ Problem-solving methodologies

e Decision-making frameworks

e Risk assessment and management

Day 7: Conflict Resolution and Negotiation

Understanding workplace conflicts
Conflict resolution strategies
Negotiation skills for office managers
Mediation techniques

Day 8: Team Management and Collaboration

¢ Building and managing high-performing teams
e Fostering collaboration and teamwork

¢ Managing remote and hybrid teams

e Conducting effective meetings

Day 9: Office Finance and Budgeting

¢ Basic financial management for office managers
e Budget creation and management

e Cost-saving strategies

e Financial reporting and analysis

Day 10: Professional Development and Future Trends

e Continuous learning and skill development
e Emerging trends in office management

e Career advancement strategies

e Creating a personal development plan
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Practical Wins for Participants

e Develop a comprehensive office management toolkit

e Create an action plan for implementing communication strategies
e Design an efficiency improvement project for their workplace

e Craft a personal leadership development roadmap
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Blackbird training cities
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Cascais (Portugal) Copenhagen (Denmark)

Disseldorf (Germany)

Head Office: +44 7480 775526 | 0 7401 177 335
Email: training@blackbird-training.com
Website: www.blackbird-training.com

Amsterdam (Netherlands)

Bangkok (Thailand)

Beijing (China)

Bordeax (France)

Cape Town (South Africa)

Doha (Qatar)

UK Traininig

P

Annecy (France)

Bangkok (Thailand)

Beirut (Lebanon)

Boston,Massachusetts (USA)

Casablanca (Morocco)

Dubai (UAE)

TNE


https://blackbird-training.co.uk//city/accra
https://blackbird-training.co.uk//city/amman
https://blackbird-training.co.uk//city/amsterdam
https://blackbird-training.co.uk//city/annecy-fra
https://blackbird-training.co.uk//city/baku
https://blackbird-training.co.uk//city/bali-ind
https://blackbird-training.co.uk//city/tai-land
https://blackbird-training.co.uk//city/bangkok-tai
https://blackbird-training.co.uk//city/barcelona
https://blackbird-training.co.uk//city/batumi-georgia
https://blackbird-training.co.uk//city/beijing-china
https://blackbird-training.co.uk//city/lebanon
https://blackbird-training.co.uk//city/berlin
https://blackbird-training.co.uk//city/birmingham
https://blackbird-training.co.uk//city/bordeax-fra
https://blackbird-training.co.uk//city/boston
https://blackbird-training.co.uk//city/brussels
https://blackbird-training.co.uk//city/cairo
https://blackbird-training.co.uk//city/cape-town
https://blackbird-training.co.uk//city/casablanca
https://blackbird-training.co.uk//city/cascais
https://blackbird-training.co.uk//city/copenhagen-den
https://blackbird-training.co.uk//city/doha
https://blackbird-training.co.uk//city/dubai
https://blackbird-training.co.uk//city/d-sseldorf

BL/\CKBIRD

FOR TRAI

Blackbird Training Category

f{{§@

| O
L

-- | [

Audit & Quality Assurance Finance, Accounting, Budgeting Marketing, Sales, Customer
Service

IT & IT Engineering

Supply Chain & Logistics

Health & Safety

Customs & Safety

Aviation C-Suite Training Agile and Refinement
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