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Excellence in the Secretarial Work of Modern and Sophisticated

2020/06/11  2020/06/07
/06/ /06/ Management Offices L

2020/06/18  2020/06/14 Innovation and Distinction in Secretary and Office Manager Work 2

2020/06/25 2020/06/21 Modern Techniques in Office and Document Management 3

2020/07/02 2020/06/28 Office Management Skills of Office Managers and Executive Secretaries 4

2020/07/09  2020/07/05 ComPe.tence Development Masterclass for Secretaries and 5
Administrators

2020/07/16  2020/07/12 The Formulation of a Mind Map to Generate Creative Ideas for Office 6
Management

2020/07/23  2020/07/19 Modern Methods of CoTnputer-Based Document Cycles and Postal 7
Correspondence for Office Managers

2020/07/30  2020/07/26 Glpgiall ¢anl Gag asall wilkall &)lalg aigyisill ayliKwll 8

2020/08/13  2020/08/09 The Formulation of a Mind Map to Generate Creative Ideas for Office 9
Management

2020/08/13  2020/08/09 Business Management and Office Administration (with certification and 10
career services)

2020/08/27  2020/08/23 Advanc'ed Systems.and Trends of Modern Office Management and 1
Executive Secretarial

2020/08/27  2020/08/23 Prod.uc'tivity and effectiveness: gateways to the 21st century 12
administrator

ayjlijSwllg wilsall gjlal (na dlabull & aaadiall @ialoall
2020/09/03  2020/08/30 SRS AL SREeles - 13
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Office Management & Secretarial Skills
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2020/09/03 2020/08/30

/09/ /08/ L, 14
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2020/09/10  2020/09/06 :

/09/ /09 B e

2020/09/10  2020/09/06 Carfeer Development of the Executive Secretary and Administrative 16
Assistant

2020/09/17  2020/09/13 Documents and Records Management Compliance 17

2020/09/24  2020/09/20 Office Manager Protocol for Planning VIP Visits and Ethics of a 18
Successful Secretary

2020/10/01  2020/09/27  GlLidill ¢l @ladiwl wilfall cljaag aylipSwll clal na jIKillg jaill 19

2020/10/08  2020/10/04 Creative Strategie.s of the Executive Secretary and Managing Top 20
Management Offices

2020/10/15  2020/10/11 Excellence in the Work of Modern Secretariat and Advanced Office 9
Management

Jlacyl GlelpVl huig Jasll @hi pghil @adiall wnylalll aagill
2020/10/22  2020/10/18 i T i
/10/ /10/ cljaall UilSag Lylipswll 22

2020/11/05  2020/11/01 Administr:fntion and Office Management: Best Practices and 23
Technologies

2020/11/12  2020/11/08 Advanced Concept on the Total Quality Management of Office 24
Management

2020/11/12  2020/11/08  Effective Secretarial and Office Management Skills 25

2020/11/19 2020/11/15 Strategic skills, organization and planning in the administration of 26

modern office
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Competence Development Masterclass for Secretaries and

2020/11/26  2020/M/22 L 27

2020/12/03  2020/11/29  Report Writing Skills and Business Proposal Skills for Secretaries 28

2020/12/10  2020/12/06 Integrated Communication Skills for Secretariat and Office Managers 29

2020/12/10  2020/12/06 wilSall (néuiag dyjlipSull AloMnll gaigaig dlclaiaVlg Gégll &lal - 30
C Devel t of the E ti t Administrati

2020/12/17  2020/12/13 arfaer evelopment of the Executive Secretary and Administrative 31
Assistant

2020/12/17  2020/12/13  wilSall @yhiig &jla] na JLnidl GlSubg Glagleall Laglgisi @lxaiwl 32

2020/12/24  2020/12/20 Certified Administration and Office Management Professional 33

2020/12/24  2020/12/20 Modern Secretariat and Electronic Archive 34

2020/12/31  2020/12/27 Skills of Etiquette and the Art of Dealing with the Public for Office 35
Managers

2021/01/07  2021/01/03 The Formulation of A Mind Map to Generate Creative Ideas for Office 36
Management

2021/01/14  2021/01/10  Computer-Based Office Administration and Organization 37

2021/01/21 2021/01/17 EIectrf)nic Secretary and Office Management (Time, Task, Work 38
Planning)

2021/01/28  2021/01/24  Masterclass for Administrative Professionals, Secretaries & PAs 39

2021/01/28  2021/01/24 Administr?tion and Office Management: Best Practices and 40
Technologies

2021/02/04  2021/01/31 The Essential Office Professional - Professional Skills for Administrators, a1

Secretaries & Support Staff




Office Management & Secretarial Skills
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2021/02/04  2021/01/31 wilsall (nd Glunasill 42
200/ 20mj0z/07 Y19 elmall @uhilg dyliyul clal a0 nd dyigyisii U%JI 43
2021/02/M 2021/02/07  Office Management - Roles and Skills Workshop 44
2021/02/18  2021/02/14  Masterclass for Administrative Professionals, Secretaries & PAs 45
2021/02/18  2021/02/14 i;;a::sic;ﬁlls and the Organization and Planning in Modern Office 46
2021/03/04  2021/02/28 Lulell wilsall &)la] ggiag abanll ayliswll Jalsiall paiall 47
2021/03/04  2021/02/28 qhaill clhall gna ayagoiill Lylijullg wilsall &jlal ga 48
2021/03/18  2021/03/14  Finance & Accounting For Office Administrators & Secretaries 49
2021/03/18  2021/03/14  &3uaiill dyjliuwll Jlacl pghil dyigjisiVl Lnglgisillg qrilygll aaiall 50
2021/03/25  2021/03/21  Electronic Secretariat and Future Office Management 51
2021/03/25  2021/03/zn1 Wl duisall gl cna bybaillg egbilllg il ablaall g,
dainall
2021/03/25  2021/03/21  Certified Administration and Office Management Professional 53
2021/04/01  2021/03/28 Creative Skills and Electronic Executive Secretariat 54
2021/04/01  2021/03/28 wilfall (raa alacd digaall aagiliwdl 55
2021/04/01  2021/03/28 a)sIAll huniig JIEAVI dsypull aclisll aljlaag aynell alisudl 56
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