
Sixteen-Hour Office Administration Training Program 

Day 1: Fundamentals of Office Administration 

Session 1: Introduction to Office Administration (2 hours) 

 Role and Importance of Office Administration 

 Key Responsibilities of Office Administrators 

 Overview of Office Management Systems 

Session 2: Effective Communication in the Office (2 hours) 

 Verbal and Written Communication Skills 

 Professional Email Etiquette 

 Handling Phone Calls and Messages 

Session 3: Time Management and Organization (2 hours) 

 Prioritizing Tasks and Managing Time Effectively 

 Organizing Workspaces and Filing Systems 

 Implementing Time-Saving Techniques 

Session 4: Record Keeping and Documentation (2 hours) 

 Importance of Record Keeping 

 Document Management Systems 

 Maintaining Confidentiality and Data Protection 

Day 2: Advanced Office Administration Strategies 

Session 5: Meeting and Event Management (2 hours) 

 Planning and Coordinating Meetings and Events 

 Managing Meeting Agendas and Minutes 

 Organizing Business Travel Arrangements 

Session 6: Office Technology and Software Skills (2 hours) 

 Utilizing Office Software Applications (e.g., Microsoft Office Suite) 

 Basic Troubleshooting and IT Support 

 Introduction to Office Automation Tools 

Session 7: Financial Administration Basics (2 hours) 

 Budgeting and Expense Management 

 Processing Invoices and Expense Reports 

 Understanding Financial Reports 



Session 8: Office Safety and Emergency Preparedness (2 hours) 

 Ensuring Workplace Safety Regulations Compliance 

 Emergency Response Procedures 

 Creating and Implementing Safety Policies 

Throughout the training program, interactive discussions, practical exercises, case studies, 

and role-plays will be used to engage participants and reinforce key concepts. Participants 

will leave equipped with the necessary skills and knowledge to effectively manage office 

operations and support organizational objectives. 

 


