
 

Certified Administrative Professional 
 

Day 1 

 Understand the role and responsibilities of an administrative professional. 

 Demonstrate basic office skills, such as filing, typing, and using office 
equipment. 

 Learn how to manage time effectively and prioritize tasks. 

 Develop strong communication and interpersonal skills. 

Day 2 

 Learn about the different types of office software applications, such as 
word processing, spreadsheet, and presentation software. 

 Create and manage electronic documents. 

 Use email and other communication tools effectively. 

 Develop problem-solving and decision-making skills. 

Day 3 

 Learn about customer service principles and practices. 

 Provide excellent customer service to internal and external customers. 

 Handle difficult customer interactions. 

 Compose and deliver effective presentations. 

Day 4 

 Learn about the different types of office management, such as project 
management, inventory management, and budget management. 

 Develop and implement office procedures and policies. 

 Manage office supplies and equipment. 

 Compose and manage meeting agendas. 

Day 5 

 Review the essential skills and knowledge for a career in administrative 
professional. 

 Practice applying these skills and knowledge in real-world scenarios. 

 Receive feedback on your performance. 



 
 Prepare for the workforce by networking with other professionals and 

learning about industry trends. 

 


