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"Great leaders know how to delegate, and they trust their secretarial team
to handle the details."
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ABOUT US

Leaders Training Centre stands at the forefront of premium training services, dedicated to
nurturing both individual and organizational growth in Qatar.

Backed by a seasoned team of trainers, we offer a diverse array of courses spanning leadership,

management, marketing, HR, accounting, finance, health and safety, language proficiency, and
more.

Our commitment to practical, hands-on learning ensures tangible results. As the exclusive CFA
Institute prep provider in Qatar, we forge robust partnerships with esteemed organizations like
Qatar Investment Authority (QIA), Baladna, The Commercial Bank, Oryx, Qatar Foundation

Endowment, QAPCO, QDVC, among others, fulfilling their professional development needs with
distinction.
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Enhances Professional
Communication: The course helps
employees master business
communication, ensuring

Improves Office Efficiency:
Admin and secretarial training
equips staff with the skills to
manage time, prioritize tasks, and
streamline office operations,
leading to a more organized and
productive workplace.
0 v E n v I Ew professional and clear
correspondence with internal and
This 18-hour course equips administrative and secretarial professionals external stakeholders, which is
with essential skills to manage time, prioritize tasks, communicate essential for smooth operations.
effectively, and use office technology efficiently. Through six modules,

participants will practice organizing meetings, taking minutes, and
maintaining professionalism.

Supports Effective Team
Coordination: Trained admin

staff can efficiently manage

deal for both q . q f th & ical meetings, schedules, and
Ideal for both new and experienced staff, the course offers practica documents, allowing teams to

strategies to boost office productivity and professionalism. Participants will focus on key tasks and maintain
leave with an action plan for improving office efficiency and templates for workflow, contributing to overall
professional communication. business success.
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Training Outcomes

¢ Perform core administrative and secretarial duties efficiently.

e Demonstrate effective communication and organizational skills in
the workplace.

¢ Manage time, prioritize tasks, and handle multiple responsibilities
simultaneously.

e Utilize modern office tools and technology for increased
productivity.

¢ Maintain a professional demeanor in all business interactions.

¢ Coordinate meetings, take minutes, and manage schedules with
accuracy.

Deliverables

+ Task Management Toolkit — Participants will develop a
personalized system for task prioritization and time
management.

» Professional Email Template Collection — A set of

templates for business communication.

« Action Plan for Office Efficiency — A plan for implementing
efficiency improvements in daily administrative tasks.
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The course is divided into 6 modules, with each module lasting 3 hours. The training combines practical
skills with real-life administrative tasks, ensuring participants can directly apply their learning in the

workplace.

Essential Administrative
and Secretarial Skills

¢ Overview of administrative and
secretarial roles.

« Organizing and managing
office documents and records.

« Managing business
correspondence and
professional communication.

¢ Understanding confidentiality
and data protection.

Managing Meetings and
Taking Minutes

o Coordinating and scheduling
meetings.

o Preparing agendas and distributing
meeting materials.

o Techniques for taking accurate
meeting minutes.

« Following up on action items after
meetings.

Time Management and
Prioritization

Time management principles.

Tools for task prioritization (e.g.,
Eisenhower Matrix).

Managing calendars, deadlines, and
conflicting priorities.

Dealing with interruptions and staying
focused.

Using Otffice Technology and
Tools

Introduction to office software (MS
Office, Google Workspace).
Organizing digital files and data
management.

Scheduling software and task
management apps.

Basic troubleshooting for common
office technology issues.

ective Communication and

Professional Writing

Structuring clear and professional
emails.

Telephone and face-to-face
communication etiquette.

Handling sensitive communication and
conflict.

Listening and responding effectively.

Professionalism and Office

Eti

Maintaining a professional demeanor
in business settings.

Building good working relationships
with colleagues.

Handling confidential information
responsibly.

Managing stress and maintaining
work-life balance.
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Leaders Training Centre: Empowering professionals to reach new
heights by nurturing their career growth.

AT

@ Address

Near Teyseer Petrol Station,
E Ring Rd, Doha

& Telephone
+974 7780 7447

& Website

www.leaders.ga


https://www.google.com/search?q=leaders+training+centre&sca_esv=9c0a2ce53a51d660&sca_upv=1&biw=1372&bih=681&sxsrf=ACQVn09_HgN_NHIKUFY98z-PYpeAoTWrTQ%3A1714415254723&ei=luYvZojdK-nUxc8PlvG6-AE&oq=le&gs_lp=Egxnd3Mtd2l6LXNlcnAiAmxlKgIIADIKECMYgAQYJxiKBTIEECMYJzIKECMYgAQYJxiKBTIQEC4YgAQYxwEYJxiKBRivATILEAAYgAQYkQIYigUyCxAAGIAEGJECGIoFMgoQABiABBhDGIoFMggQLhiABBixAzILEC4YgAQYsQMYgwEyDhAuGIAEGLEDGNEDGMcBSIEVUIgMWLsNcAJ4AZABAJgB-wGgAdgDqgEDMi0yuAEByAEA-AEBmAIEoAKLBKgCEcICBxAjGCcY6gLCAhMQABiABBhDGLQCGIoFGOoC2AEBwgIcEC4YgAQY0QMYQxi0AhjHARjIAxiKBRjqAtgBAsICEBAAGIAEGLEDGEMYgwEYigXCAg4QABiABBixAxiDARiKBZgDFLoGBggBEAEYAboGBggCEAEYCJIHBTIuMC4yoAeWIQ&sclient=gws-wiz-serp#

