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We Lead to the World's Evolution
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2023/05/18

2023/05/25
2023/06/01
2023/06/08

2023/06/15
2023/06/22

2023/07/13
2023/07/27
2023/08/03

2023/08/10
2023/08/17

2023/08/31
2023/09/07
2023/09/14

2023/09/21

2023/10/05
2023/10/05

2023/10/12

2023/10/12

2023/05/14

2023/05/21
2023/05/28
2023/06/04

2023/06/11
2023/06/18

2023/07/09
2023/07/23
2023/07/30

2023/08/06
2023/08/13

2023/08/27
2023/09/03
2023/09/10

2023/09/17

2023/10/01
2023/10/01

2023/10/08

2023/10/08

Excellence in the Secretarial Work of Modern and
Sophisticated Management Offices
Innovation and Distinction in Secretary and Office Manager
Work
Modern Techniques in Office and Document Management
Office Management Skills of Office Managers and Executive
Secretaries
Competence Development Masterclass for Secretaries and
Administrators
The Formulation of a Mind Map to Generate Creative Ideas
for Office Management
Modern Methods of Computer-Based Document Cycles and
Postal Correspondence for Office Managers
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The Formulation of a Mind Map to Generate Creative Ideas
for Office Management
Business Management and Office Administration (with
certification and career services)
Advanced Systems and Trends of Modern Office
Management and Executive Secretarial
Productivity and effectiveness: gateways to the 21st century
administrator
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Career Development of the Executive Secretary and
Administrative Assistant

Documents and Records Management Compliance
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Creative Strategies of the Executive Secretary and Managing
Top Management Offices
Excellence in the Work of Modern Secretariat and Advanced
Office Management
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2023/10/19
2023/10/19

2023/10/26
2023/10/26
2023/10/26

2023/11/02
2023/11/02
2023/11/09
2023/11/09
2023/11/23

2023/11/23
2023/11/30
2023/12/07

2023/12/07

2023/12/14
2023/12/14
2023/12/21
2023/12/21

2023/12/28

2023/10/15
2023/10/15

2023/10/22
2023/10/22
2023/10/22

2023/10/29
2023/10/29
2023/11/05
2023/11/05
2023/11/19

2023/11/19
2023/11/26
2023/12/03

2023/12/03

2023/12/10
2023/12/10
2023/12/17
2023/12/17

2023/12/24

Office Management & Secretarial Skills
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Administration and Office Management: Best Practices and

Technologies

Advanced Concept on the Total Quality Management of

Office Management

Effective Secretarial and Office Management Skills
Strategic skills, organization and planning in the

administration of modern office

Report Writing Skills and Business Proposal Skills for

Secretaries

Integrated Communication Skills for Secretariat and Office

Managers
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Career Development of the Executive Secretary and

Administrative Assistant
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Certified Administration and Office Management

Professional

Modern Secretariat and Electronic Archive
The Formulation of A Mind Map to Generate Creative Ideas

for Office Management

Computer-Based Office Administration and Organization

Masterclass for Administrative Professionals, Secretaries &

PAs

Administration and Office Management: Best Practices and

Technologies

The Essential Office Professional - Professional Skills for
Administrators, Secretaries & Support Staff
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2023/12/28
2024/01/11

2024/01/11

2024/01/18

2024/01/18

2024/01/25
2024/01/25

2024/02/02
2024/02/02

2024/02/01
2024/02/01

2024/02/15

2024/02/15

2024/02/15
2024/02/22

2024/02/22
2024/03/07

2024/03/07

2023/12/24
2024/01/07

2024/01/07

2024/01/14

2024/01/14

2024/01/21
2024/01/21

2024/01/28
2024/01/28

2024/01/28
2024/01/28

2024/02/11

2024/02/11

2024/02/11
2024/02/18

2024/02/18
2024/03/03

2024/03/03

Office Management - Roles and Skills Workshop

Strategic Skills and the Organization and Planning in Modern
Office Management
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Finance & Accounting For Office Administrators & Secretaries
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Electronic Secretariat and Future Office Management

Electronic Secretary and Office Management (Time, Task,
Work Planning)

Creative Skills and Electronic Executive Secretariat
Sl (5 e dacy Aaall al yiuy)
Sl 51 5 A U Saall < jlea b JalSiall anadidl) gl il
MS Outlook aladinly Leiliukaiy 485 )Y

Innovation and Distinction in Secretary and Office Manager
Work

Competence Development Masterclass for Secretaries and
Administrators

Skills of Etiquette and the Art of Dealing with the Public for
Office Managers

Masterclass for Administrative Professionals, Secretaries &
PAs
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Certified Administration and Office Management
Professional
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