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ADMINISTRATION AND OFFICE MANAGEMENT - BEST PRACTICES AND
TECHNOLOGIES

“Optimize Office Operations, Streamline Processes, and Leverage Modern Technologies for Maximum Efficiency.”

Venue (InHouse) Fees

At Your Organization Premises Ask For The Quotation

Introduction

Efficient administration and office management are critical to ensuring smooth organizational operations, productivity, and effective
coordination among teams. With evolving technologies, modern offices require administrators who are adept at integrating best

practices with advanced tools to streamline workflows and improve overall performance.

This course provides participants with the knowledge and practical skills to implement best practices in administration, leverage office
technologies, and manage resources effectively. Through hands-on exercises, case studies, and real-world applications, participants

will learn how to optimize office operations, enhance communication, and support organizational success.

Objectives

By the end of this course, participants will be able to:
o Understand the core principles of office management and administration.
o Implement best practices for efficient workflow and resource management.
o Utilize modern office technologies and tools for document management, scheduling, and communication.

e Improve communication and coordination across teams and departments.

Apply time management, prioritization, and problem-solving techniques.

Monitor and evaluate administrative processes for continuous improvement.
« Handle challenges and conflicts effectively in office environments.

o Develop strategies to enhance organizational efficiency and productivity.
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Why Attend

Strong administrative capabilities are the backbone of organizational efficiency. This course equips participants with practical tools and
technological knowledge to manage offices effectively, optimize processes, and enhance operational performance. Participants will

gain actionable skills to support leadership and improve workplace productivity.

Target Audience

This course is suitable for:

o Office Administrators and Executive Assistants

Office Managers and Team Coordinators
e HR and Operations Support Professionals
o Administrative Staff seeking professional development

o Professionals responsible for office efficiency and workflow optimization

Individual Benefits

e Gain expertise in modern office management practices and technologies.
e Enhance organizational, communication, and time management skills.

e Learn to streamline processes and manage resources efficiently.

e Improve problem-solving, decision-making, and coordination capabilities.
¢ Increase professional value and career growth potential.

e Develop confidence in managing office operations and supporting leadership effectively.

Organizational Benefits

e Ensure smooth and efficient office operations across departments.

Improve workflow, resource utilization, and productivity.

e Enhance collaboration, communication, and accountability within teams.
e Support strategic organizational goals through effective administration.
o Build internal capabilities for technology-driven office management.

o Foster a professional, organized, and efficient workplace culture.

Instructional Methodology

The training employs a practical, interactive approach through:
o Interactive lectures on administration principles, office management, and best practices
e Hands-on exercises using modern office technologies and tools
o Case studies highlighting successful office management strategies
o Workshops focused on process optimization, scheduling, and documentation
e Group exercises and collaborative tasks to enhance team coordination
e Assignments based on real-world administrative challenges

o Continuous feedback, coaching, and Q&A sessions

+601116373203 www.mawaevents.net info@mawaevents.net



MAWA EVENTS

Address: No. 857, Block A2. Leisure Commerce Square - No 9., 46150 Petaling Jaya, Selangor, Malaysia
Phone: +601116373203 | Email: info@mawaevents.net

MAWRA EVENTS

Trusted in Delivering Excellence

Course Outline

e Module 1: Introduction to Administration and Office Management - Principles and Importance
e Module 2: Best Practices in Workflow, Scheduling, and Resource Management

e Module 3: Document Management, Filing Systems, and Record-Keeping Technologies

e Module 4: Communication and Coordination Across Teams and Departments

e Module 5: Time Management, Prioritization, and Productivity Techniques

e Module 6: Technology in Modern Office Management - Tools and Applications

e Module 7: Problem-Solving, Conflict Resolution, and Decision-Making

e Module 8: Monitoring, Evaluating, and Improving Administrative Processes

e Module 9: Supporting Leadership and Organizational Goals

e Module 10: Capstone Project - Developing a Technology-Enhanced Office Management Plan

Certification

Upon successful completion, participants will receive a Certificate in Administration and Office Management - Best Practices and
Technologies, recognizing their ability to implement efficient office management practices, leverage technology, and support

organizational productivity.

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.
o 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
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