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Administrative Professional Certificate
 
 
Course outline 
 
Module 1: Office Management
 
 
Module 1 of the Administrative Professional Certificate course provides an introduction to the
fundamentals of office management. It covers topics such as office organization, communication,
customer service, and time management. It also provides an overview of the roles and responsibilities of
an administrative professional, as well as the tools and techniques needed to be successful in the role.
 
  
Lessons
 

Understanding Office Organization and Structure

Developing Effective Communication Skills

Managing Office Supplies and Equipment

Utilizing Technology for Office Efficiency

Creating and Maintaining Filing Systems

Scheduling and Calendar Management

Understanding Office Policies and Procedures

Developing Professionalism in the Office

Understanding Office Etiquette

Managing Office Meetings and Events

 
 
After completing this module, students will be able to:
 

Understand the fundamentals of office management, including filing systems, record keeping, and

document management.

Develop effective communication and interpersonal skills to interact with colleagues, clients, and

vendors.

Utilize technology to streamline office operations and increase efficiency.

Implement best practices for organizing and managing office supplies, equipment, and resources.

 
 
Module 2: Business Communication
 
 
Module 2 of the Administrative Professional Certificate course focuses on developing effective business
communication skills. It covers topics such as writing effective emails, memos, and reports, as well as
developing effective communication strategies for working with colleagues, customers, and other
stakeholders. It also covers the basics of public speaking and presentation skills.
 
  
Lessons
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Understanding the Basics of Business Communication

Developing Professional Writing Skills

Crafting Effective Emails

Writing Professional Reports

Creating Presentations

Understanding the Principles of Interpersonal Communication

Developing Effective Listening Skills

Understanding the Principles of Nonverbal Communication

Managing Conflict in the Workplace

Understanding the Principles of Cross-Cultural Communication

 
 
After completing this module, students will be able to:
 

Understand the fundamentals of effective business communication, including the importance of

clarity, conciseness, and accuracy.

Develop the ability to write professional emails, memos, and reports.

Learn how to effectively communicate with colleagues, customers, and other stakeholders.

Develop the skills to effectively present information in a variety of formats, including oral

presentations, webinars, and video conferencing.

 
 
Module 3: Records Management
 
 
Module 3: Records Management is a module in the Administrative Professional Certificate course that
focuses on the principles and practices of records management. It covers topics such as records
retention, storage, and destruction, as well as the legal and ethical considerations of records
management. It also provides an overview of the tools and technologies used to manage records.
 
  
Lessons
 

Understanding the Basics of Records Management

Establishing Records Management Policies and Procedures

Implementing Records Management Systems

Managing Electronic Records

Managing Physical Records

Managing Records Retention and Disposal

Understanding Legal Requirements for Records Management

Developing Strategies for Records Management

Understanding the Role of Technology in Records Management

Managing Records Security and Privacy

 
 
After completing this module, students will be able to:
 

Understand the importance of records management and its role in an organization.

Develop and implement a records management system.

Utilize best practices for organizing, storing, and retrieving records.

Identify and apply legal and ethical considerations when managing records.
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Module 4: Business Writing
 
 
Module 4 of the Administrative Professional Certificate course focuses on developing effective business
writing skills. It covers topics such as writing for different audiences, creating effective emails, and using
proper grammar and punctuation. The module also provides guidance on how to write persuasive
documents, such as proposals and reports. Through this module, students will gain the skills necessary
to communicate effectively in the workplace.
 
  
Lessons
 

Understanding the Basics of Business Writing

Crafting Professional Emails

Writing Effective Reports

Creating Professional Presentations

Editing and Proofreading Documents

Developing a Professional Writing Style

Understanding Business Grammar and Punctuation

Writing for Social Media

Writing for the Web

Writing for International Audiences

 
 
After completing this module, students will be able to:
 

Develop effective business writing skills, including the ability to write clear, concise, and persuasive

documents.

Understand the principles of effective communication and how to apply them to business writing.

Utilize the appropriate tone, style, and format for various types of business documents.

Demonstrate the ability to proofread and edit documents for accuracy and clarity.

 
 
Module 5: Project Management
 
 
Module 5: Project Management for Administrative Professionals Certificate course provides an
introduction to the fundamentals of project management. It covers topics such as project planning,
scheduling, budgeting, risk management, and communication. It also provides an overview of the tools
and techniques used to successfully manage projects. This module is designed to help administrative
professionals develop the skills and knowledge necessary to effectively manage projects.
 
  
Lessons
 

Understanding the Basics of Project Management

Developing a Project Plan

Estimating Project Costs and Resources

Managing Project Schedules

Managing Project Teams

Risk Management

Quality Assurance

Project Communication

Project Documentation
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Project Closure and Evaluation

 
 
After completing this module, students will be able to:
 

Develop and implement project plans, including setting goals, timelines, and budgets.

Utilize project management tools and techniques to ensure successful project completion.

Monitor and adjust project plans to ensure successful completion of project objectives.

Effectively communicate project progress and results to stakeholders.

 
 
Module 6: Time Management
 
 
Module 6 of the Administrative Professional Certificate course focuses on time management. It provides
strategies and techniques to help administrative professionals become more efficient and productive in
their work. Topics covered include goal setting, prioritizing tasks, delegating, and managing distractions.
The module also provides tips on how to use technology to help manage time more effectively.
 
  
Lessons
 

Understanding the Value of Time Management

Setting Priorities and Goals

Developing a Time Management Plan

Managing Interruptions and Distractions

Delegating Tasks and Assigning Responsibilities

Managing Stress and Avoiding Burnout

Using Technology to Manage Time

Scheduling and Planning Meetings

Managing Multiple Projects

Improving Productivity and Efficiency

 
 
After completing this module, students will be able to:
 

Develop effective strategies for managing their time and workload.

Prioritize tasks and set realistic goals.

Utilize tools and techniques to maximize productivity.

Create a plan to manage competing demands and deadlines.

 
 
Module 7: Financial Management
 
 
Module 7 of the Administrative Professional Certificate course focuses on financial management. It
covers topics such as budgeting, financial analysis, and financial reporting. It also provides an overview
of the accounting cycle and the principles of financial management. The module provides students with
the skills and knowledge necessary to effectively manage the financial resources of an organization.
 
  
Lessons
 

Understanding Financial Statements
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Budgeting and Forecasting

Cash Flow Management

Financial Planning and Analysis

Risk Management

Investment Strategies

Tax Planning

Financial Reporting

Financial Modeling

Corporate Finance

 
 
After completing this module, students will be able to:
 

Understand the principles of financial management and how to apply them to the workplace.

Develop the skills to create and manage budgets, track expenses, and analyze financial data.

Learn how to use financial software to create and manage budgets, track expenses, and analyze

financial data.

Develop the ability to interpret financial statements and reports, and make informed decisions based

on the data.

 
 
Module 8: Human Resources Management
 
 
Module 8 of the Administrative Professional Certificate course focuses on Human Resources
Management. It covers topics such as recruitment, selection, training, performance management,
compensation and benefits, and labor relations. The module provides an overview of the fundamentals of
human resources management and provides practical tools and techniques to help administrative
professionals effectively manage their organization's human resources.
 
  
Lessons
 

Understanding the Role of Human Resources in an Organization

Recruiting and Hiring Processes

Employee Orientation and Onboarding

Performance Management and Appraisal Systems

Employee Training and Development

Employee Benefits and Compensation

Employee Relations and Conflict Resolution

Employment Law and Compliance

Employee Retention Strategies

Managing a Multigenerational Workforce

 
 
After completing this module, students will be able to:
 

Understand the fundamentals of human resources management, including recruitment, selection,

and onboarding processes.

Develop effective strategies for managing employee performance and providing feedback.

Implement best practices for employee engagement and retention.

Utilize appropriate tools and techniques to ensure compliance with labor laws and regulations.
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Module 9: Technology and Office Automation
 
 
Module 9 of the Administrative Professional Certificate course focuses on the use of technology and
office automation to improve efficiency and productivity. It covers topics such as computer hardware and
software, document management, and communication tools. Students will learn how to use these tools to
streamline processes, increase accuracy, and reduce costs. Additionally, the module will provide an
overview of the latest trends in office automation and how to use them to their advantage.
 
  
Lessons
 

Introduction to Office Automation

Understanding Office Automation Software

Utilizing Office Automation Tools

Automating Office Tasks

Automating Document Production

Automating Spreadsheets

Automating Presentations

Automating Database Management

Automating Email and Calendar Management

Automating Web Applications

Automating Mobile Applications

Automating Cloud Computing

Automating Security and Compliance

Automating Business Processes

Automating Workflows

Automating Project Management

Automating Collaboration

Automating Data Analysis

Automating Business Intelligence

Automating Artificial Intelligence

 
 
After completing this module, students will be able to:
 

Understand the fundamentals of computer hardware and software, including operating systems,

applications, and networks.

Utilize office automation tools such as word processing, spreadsheets, databases, and presentation

software.

Create and manage electronic documents, spreadsheets, and presentations.

Develop and implement strategies for automating office processes and procedures.

 
 
Module 10: Professional Ethics and Legal Issues
 
 
Module 10 of the Administrative Professional Certificate course covers the legal and ethical
considerations of the administrative professional role. It provides an overview of the legal and ethical
responsibilities of the administrative professional, including topics such as confidentiality, data protection,
and copyright law. It also covers the importance of professional conduct and the consequences of
unethical behavior.
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Lessons
 

Understanding Professional Ethics and Legal Responsibilities

Developing Professional Boundaries

Maintaining Confidentiality and Privacy

Understanding Employment Law

Understanding Contract Law

Understanding Intellectual Property Law

Understanding Cyber Security and Data Protection

Understanding Anti-Discrimination Laws

Understanding Corporate Governance

Understanding Risk Management and Compliance

 
 
After completing this module, students will be able to:
 

Understand the legal and ethical implications of their role as an administrative professional.

Recognize the importance of confidentiality and privacy in the workplace.

Develop strategies to ensure compliance with relevant laws and regulations.

Demonstrate the ability to make ethical decisions in the workplace.
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