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““Leveraging Al Tools to Enhance Efficiency and Productivity in Administrative Roles

Date Venue Fees (Face-to-Face)

08 - 10 Jul 2026 Dubai, UAE USD 2495 per delegate

Available delivery methods: Face-to-Face & Online Training

Introduction

The rise of Artificial Intelligence (Al) is transforming the workplace, and administrative professionals and executive assistants are no
exception. This 3-day course is designed to equip administrative and executive professionals with the knowledge and tools to integrate
Al technologies into their daily tasks. From automating repetitive tasks to enhancing communication and data management, this
course will provide participants with the skills needed to increase productivity and improve workflow efficiency.

Through practical demonstrations, hands-on exercises, and case studies, participants will learn how to use Al tools to streamline
administrative functions, manage calendars, optimize communication, and make data-driven decisions. By the end of the course,

participants will be empowered to utilize Al to optimize their roles and bring increased value to their organizations.

Objectives

By the end of this course, participants will be able to:
e Understand the fundamentals of Al and its applications in administrative tasks.
o Utilize Al-powered tools for automating repetitive tasks such as scheduling, email management, and data entry.
e Leverage Al to enhance communication and improve workflow management.
o Apply Al for smart data management, analytics, and reporting.
e Improve productivity and decision-making through Al integration in administrative processes.

¢ Manage and evaluate Al tools for continuous improvement and optimization in administrative tasks.
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Why Attend

o Discover the potential of Al tools in automating administrative and executive assistant tasks.

e Learn how Al can enhance communication, scheduling, and workflow management.

e Gain hands-on experience with popular Al-powered software and applications for administrative roles.

o Improve efficiency by leveraging Al for smarter decision-making and data management.

o Stay ahead of technological advancements by learning how Al can optimize your professional capabilities.

e Enhance your role as an administrative professional by integrating Al to increase organizational value.

Target Audience

This program is designed for:
o Administrative assistants, executive assistants, and office managers
e Personal assistants supporting executives, managers, and directors
o Professionals seeking to leverage Al to improve their administrative functions
e Anyone involved in office administration, scheduling, communication, and data management

¢ Individuals looking to stay ahead in a technology-driven workplace

Individual Benefits

Key competencies that will be developed include:
e Mastery in using Al tools to automate administrative processes.
e Enhanced ability to manage calendars, emails, and communications efficiently with Al assistance.
e Proficiency in Al-driven data management, reporting, and decision-making.

e Increased productivity by minimizing repetitive tasks and optimizing workflow.

Knowledge of how Al can be integrated to improve personal effectiveness and support business goals.

Organizational Benefits

Upon completing the training course, participants will demonstrate:
e Improved operational efficiency through Al automation of routine administrative tasks.
¢ Enhanced communication and collaboration across departments using Al tools.
e Optimized scheduling and task management, leading to better time management and cost savings.
e Increased data accuracy and better decision-making through Al-powered analytics.

e A proactive approach to adopting new technologies, contributing to organizational innovation.

Instructional Methodology

The course follows a blended learning approach combining theory with practice:
o Strategy Briefings - Detailed sessions on the use of Al in administrative functions and tasks.
o Case Studies - Real-world examples of Al applications in administrative roles and their impact on efficiency.
e Workshops - Hands-on exercises using Al-powered tools for scheduling, communication, and data management.
e Peer Exchange - Group discussions and brainstorming to explore Al integration strategies and best practices.

e Tools - Practical tools and templates for applying Al in administrative functions and improving productivity.
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Course Outline

Training Hours: 9:00 AM - 4:30 PM Daily Format: 3-4 Learning Modules | Coffee breaks: 10:30 & 12:00 | Lunch Buffet: 01:00 - 02:00
Day 1: Introduction to Al for Administrative Professionals

e Module 1: Understanding Al and Its Applications in Administration (09:00 - 11:00)

e« What is Al? Key concepts and applications in administrative tasks

e The role of Al in automating administrative processes

e Overview of Al tools and platforms for administrative professionals

e Module 2: Al for Time Management and Scheduling (11:15 - 01:00)

o Al-powered tools for managing schedules and calendars

e Automating appointment scheduling and reminders

e Using Al to optimize time allocation and resource management

e Module 3: Al in Communication and Email Management (02:00 - 04:30)

e How Al can improve email management and prioritization

« Automating responses, filtering, and sorting emails

¢ Using Al to enhance communication with clients, teams, and executives
Day 2: Leveraging Al for Data Management and Analytics

e Module 1: Using Al for Smart Data Entry and Organization (09:00 - 11:00)

e Automating data entry and document management with Al tools

e Organizing and categorizing data efficiently with Al algorithms

o Al-powered document scanning, extraction, and analysis

e Module 2: Al for Reporting and Data Analysis (11:15 - 01:00)

e Using Al to generate reports and presentations automatically

o Al for analyzing data and generating actionable insights

e Tools for creating data visualizations and summarizing key points

e Module 3: Al in Decision-Making and Task Automation (02:00 - 04:30)

e« How Al can assist in decision-making by providing data-driven insights

o Automating decision-making processes through Al algorithms

e Using Al to streamline task assignments and workflow processes
Day 3: Advanced Applications and Future of Al in Administration

e Module 1: Integrating Al into Workflow Management (09:00 - 11:00)

o Al tools for workflow automation and task management

e Using Al to streamline collaborative tasks and projects

e Tools for team coordination, file sharing, and project tracking

e Module 2: Managing and Evaluating Al Tools (11:15 - 01:00)

e How to evaluate and select the right Al tools for your role

e Managing and maintaining Al applications within an organization

e Best practices for implementing Al in administrative teams

e Module 3: The Future of Al in Administrative Roles (02:00 - 04:30)

e« Emerging Al technologies in administration and executive assistance

e Preparing for Al advancements in administrative tasks and operations

o Adapting to the evolving role of Al in the workplace
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Certification

Upon completing the training course, participants will receive a Certificate of Completion in Al for Administrative Professionals and
Executive Assistants, recognizing their ability to integrate Al technologies to streamline administrative processes, enhance

productivity, and improve decision-making within their roles.

Why Choose MAWA Events

+ Global Expertise: More than 17 years of experience in professional training and consulting.
¢ Industry-Leading Faculty: Courses delivered by seasoned professionals with hands-on experience.
¢ Practical Insights: Learn to turn theory into actionable strategies for real-world business impact.

¢ Client-Focused Solutions: Customized programs designed to achieve your organisation’s unique goals.

In-House / Customized Training TEL: EMAIL:

Interested in running this course for your team?

Please contact us: +601116373203 info@mawaevents.net

© Material published by MAWA Events shown here is copyrighted. All rights reserved. Any unauthorized copying, distribution, use, dissemination, downloading, storing (in any medium),

transmission, reproduction or reliance in whole or any part of this course outline is prohibited and will constitute an infringement of copyright.
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