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The Course will cover the following areas:.


Your Secretarial & Administrative Role


Developing A Professional Image


Stress


Communication


How To Improve Written Business Communication 


Telephone Skills


Saying 'No' Constructively 


Planning & Prioritising 


Meetings


Effective Filing Systems


Equipment That Improves Office Efficiency 


Basic Finance


Stock Control & Stationery�











Management Skills For 


Secretary  & Office Assistant











Aims of the Course:


To understand the importance of effective administration skills within an organization 


To enhance your communication and interpersonal skills 


To manage your time efficiently and be able to think proactively 


How to be assertive and build a good rapport with your boss 


To develop the skills needed to be a professional secretary 


To learn how to set up and manage effective filing systems 


To understand office equipment and the supportive role it plays in modern office environments 








Who Should Attend:


Secretary


Office assistant


Executive











For Enquiry & Registration,


Please contact:





BUSCAT Sdn Bhd. (761020—X)


312—B Level 2 Diamond Complex,


Bangi Business Park,


43650 Bandar Baru Bangi, Selangor.


Tel : 03 20969361


Fax : 03 20969397


www.buscat.com.my


buscat@ymail.com
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2 Day Course





Venue : Residence Hotel   


              UNITEN


Date    : 10 – 11 November


Time   : 9.00 a.m – 5 p.m


Fee      : RM 990/person





Group Discount is available
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