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Course outline

Module 1: Introduction to Management

Module 1: Introduction to Management for Certified Administration Manager (CAM) course provides an
overview of the fundamentals of management, including the roles and responsibilities of managers, the
importance of effective communication, and the basics of organizational structure. It also covers topics
such as decision-making, problem-solving, and team building. This module is designed to give CAM
students a comprehensive introduction to the field of management and equip them with the skills and
knowledge necessary to become successful managers.

Lessons

- Overview of Management Principles

- Understanding Organizational Structures

- Developing Effective Communication Strategies

- Establishing Goals and Objectives

« Planning and Decision Making

- Managing Resources and Budgets

- Leading and Motivating Teams

+ Implementing Change

- Managing Conflict

« Understanding the Legal Environment of Management

After completing this module, students will be able to:

- Understand the fundamentals of management and its role in the organization.

- Develop an understanding of the different management styles and their impact on organizational
performance.

- Learn how to effectively plan, organize, lead, and control resources within an organization.

- Develop the skills to effectively communicate and collaborate with other members of the

organization.

Module 2: Organizational Behavior

Module 2 of the Certified Administration Manager (CAM) course focuses on the fundamentals of
organizational behavior. It covers topics such as organizational culture, motivation, communication,
decision-making, leadership, and team dynamics. This module provides an overview of the key concepts
and theories of organizational behavior, and provides practical tools and techniques to help managers



effectively manage their teams.

Lessons

- Understanding Organizational Culture

- Leadership Styles and Their Impact on Organizational Performance
- Motivation and Employee Engagement

- Conflict Resolution and Negotiation Strategies

- Organizational Change Management

- Effective Communication in the Workplace

- Team Building and Collaboration

- Performance Management and Appraisal

- Managing Diversity in the Workplace

- Strategic Human Resource Management

After completing this module, students will be able to:

- Understand the fundamentals of organizational behavior and its impact on organizational
performance.

- Develop an understanding of the different types of organizational behavior and how they affect the
workplace.

- Identify and analyze the various factors that influence organizational behavior.

- Develop strategies to effectively manage and motivate employees in order to maximize

organizational performance.

Module 3: Human Resource Management

Module 3 of the Certified Administration Manager (CAM) course focuses on Human Resource
Management. It covers topics such as recruitment, selection, training, performance management,
compensation and benefits, labor relations, and employee relations. The module provides an overview of
the fundamentals of HRM and provides practical tools and techniques to help managers effectively
manage their human resources.

Lessons

- Understanding the Role of the Human Resource Manager
- Recruiting and Retaining Talent

- Developing and Implementing Human Resource Policies
- Performance Management and Appraisal

- Employee Relations and Conflict Resolution

- Training and Development

- Compensation and Benefits

- Employment Law and Compliance

. Strategic Human Resource Planning

- Managing Change in the Workplace

After completing this module, students will be able to:



+ Understand the fundamentals of Human Resource Management, including recruitment, selection,
training, and development.

- Develop strategies to effectively manage employee performance and engagement.

- Implement best practices for employee compensation and benefits.

- Utilize data-driven decision making to ensure compliance with labor laws and regulations.

Module 4: Financial Management

Module 4 of the Certified Administration Manager (CAM) course focuses on financial management. It
covers topics such as budgeting, financial planning, cash flow management, and financial analysis. It also
provides an overview of financial reporting and accounting principles. The module provides students with
the knowledge and skills necessary to effectively manage the financial resources of an organization.

Lessons

- Understanding Financial Statements
- Budgeting and Forecasting

+ Cash Flow Management

- Risk Management

+ Investment Strategies

« Financial Planning

« Tax Planning

+ Financial Analysis

« Working Capital Management

- Mergers and Acquisitions

After completing this module, students will be able to:

« Understand the principles of financial management and how to apply them to the CAM role.
- Develop the ability to analyze financial statements and interpret financial data.

- Develop the ability to create and manage budgets and financial plans.

- Develop the ability to identify and manage financial risks.

Module 5: Strategic Management

Module 5 of the Certified Administration Manager (CAM) course focuses on strategic management. It
covers topics such as strategic planning, competitive analysis, and the development of a strategic plan. It
also covers the implementation of the plan and the evaluation of its success. The module provides
students with the skills and knowledge necessary to develop and implement effective strategies for their
organizations.

Lessons

- Understanding the Strategic Management Process
- Analyzing the External Environment

- Analyzing the Internal Environment

- Developing Strategic Alternatives



- Evaluating Strategic Alternatives

- Implementing and Executing Strategies
+ Monitoring and Controlling Strategies

- Strategic Leadership

- Strategic Change Management

- Strategic Decision Making

After completing this module, students will be able to:

- Develop and implement a strategic plan for an organization.

- Analyze the external environment to identify opportunities and threats.
- Evaluate the organization’s internal strengths and weaknesses.

- Develop strategies to capitalize on strengths and address weaknesses.

Module 6: Project Management

Module 6 of the Certified Administration Manager (CAM) course focuses on project management. It
covers topics such as project planning, budgeting, scheduling, risk management, and communication.
Students will learn how to effectively manage projects from start to finish, as well as how to identify and
address potential risks. The module also provides guidance on how to develop and maintain successful
relationships with stakeholders.

Lessons

- Understanding the Project Management Process
- Establishing Project Goals and Objectives

- Developing a Project Plan

« Managing Project Resources

- Managing Project Risk

« Monitoring and Controlling Project Progress

- Closing a Project

- Project Management Software Tools

- Project Management Best Practices

- Project Management Communication Strategies

After completing this module, students will be able to:

- Develop and implement project plans, including timelines, budgets, and resources.

« Monitor and report on project progress, including identifying and resolving issues.

- Manage project risks and develop contingency plans.

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

Module 7: Quality Management

Module 7 of the Certified Administration Manager (CAM) course focuses on quality management. It
covers topics such as quality assurance, quality control, and quality improvement. Students will learn how



to develop and implement quality management systems, as well as how to measure and monitor quality
performance. The module also covers the principles of Total Quality Management (TQM) and how to use
it to improve organizational performance.

Lessons

- Quality Management Principles

+ Quality Assurance and Control

+ Quality Improvement Strategies

+ Quality Auditing

+ Quality Management Tools and Techniques

+ Quality Management System Design and Implementation

- Quality Management System Documentation

+ Quality Management System Maintenance

+ Quality Management System Certification

+ Quality Management System Performance Measurement and Analysis

After completing this module, students will be able to:

- Understand the importance of quality management and its impact on organizational performance.

- Develop and implement quality management systems and processes.

- Utilize quality management tools and techniques to identify and address quality issues.

- Monitor and evaluate quality management systems to ensure compliance with standards and
regulations.

Module 8: Risk Management

Module 8 of the Certified Administration Manager (CAM) course focuses on risk management. It covers
topics such as identifying and assessing risks, developing risk management plans, and implementing risk
management strategies. The module also covers the importance of communication and collaboration in
risk management, as well as the legal and ethical considerations associated with risk management.

Lessons

- Understanding Risk Management Principles

- Identifying and Assessing Risk

- Developing Risk Management Strategies

« Implementing Risk Management Plans

« Monitoring and Evaluating Risk Management Performance
- Risk Management and Business Continuity Planning
 Risk Management and Insurance

- Risk Management and Compliance

- Risk Management and Crisis Management

- Risk Management and Project Management

After completing this module, students will be able to:



- Identify and assess potential risks in a business environment.

- Develop strategies to mitigate and manage risks.

- Implement risk management processes and procedures.

- Monitor and review risk management plans to ensure effectiveness.

Module 9: Business Law

Module 9 of the Certified Administration Manager (CAM) course covers the fundamentals of business
law. It provides an overview of the legal environment in which businesses operate, including topics such
as contracts, torts, intellectual property, and employment law. The module also covers the legal aspects
of business operations, including the formation of a business, the sale of goods and services, and the
dissolution of a business.

Lessons

- Introduction to Business Law
- Contract Law

+ Negligence and Tort Law

« Intellectual Property Law

- Employment Law

+ Corporate Governance

- Regulatory Compliance

- International Business Law

- Mergers and Acquisitions

- Bankruptcy Law

After completing this module, students will be able to:

- Understand the legal implications of contracts, including the formation, performance, and
termination of contracts.

- Identify and explain the various types of business organizations and the legal implications of each.

- Analyze the legal implications of intellectual property, including copyrights, trademarks, and patents.

- Explain the legal requirements for the formation and operation of a business, including the filing of

documents with the appropriate government agencies.

Module 10: Business Ethics

Module 10 of the Certified Administration Manager (CAM) course focuses on business ethics. It covers
topics such as ethical decision-making, corporate social responsibility, and the legal and regulatory
environment. The module also provides an overview of ethical theories and their application to business.
It provides students with the knowledge and skills to identify and address ethical issues in the workplace.

Lessons

- Understanding the Role of Ethics in Business
- Developing an Ethical Corporate Culture
- Identifying and Resolving Ethical Dilemmas



- Understanding the Impact of Social Responsibility

- Implementing Ethical Decision-Making Processes

- Understanding the Legal Implications of Unethical Practices

- Analyzing the Impact of Corporate Governance on Business Ethics

- Understanding the Role of Leadership in Promoting Ethical Practices
- Examining the Role of Technology in Business Ethics

 Exploring the Role of International Business Ethics

After completing this module, students will be able to:

- Understand the importance of ethical decision-making in the workplace.

- Develop an understanding of the legal and ethical implications of business decisions.
- Identify and analyze ethical dilemmas in the workplace.

- Develop strategies to promote ethical behavior in the workplace.

Module 11: Leadership and Team Building

Module 11 of the Certified Administration Manager (CAM) course focuses on leadership and team
building. It covers topics such as developing a leadership style, understanding team dynamics, and
creating an effective team environment. It also provides strategies for motivating and inspiring team
members, as well as techniques for resolving conflicts and managing change. This module is designed to
equip CAMs with the skills and knowledge necessary to lead and manage teams effectively.

Lessons

- Understanding the Role of a Leader
- Developing Leadership Skills

- Building Effective Teams

- Motivating and Inspiring Teams

- Conflict Resolution Strategies

- Delegation and Decision Making

- Effective Communication Strategies
« Building Trust and Collaboration

- Developing a Positive Work Environment
+ Understanding Group Dynamics

- Developing a Strategic Vision

- Creating a Culture of Accountability
- Developing a Coaching Mindset

- Leveraging Diversity and Inclusion
« Managing Change and Transition

After completing this module, students will be able to:

- Develop effective strategies for leading and managing teams.

- Understand the importance of communication and collaboration in team building.

- Utilize problem-solving techniques to resolve conflicts and improve team performance.
- Implement best practices for motivating and inspiring team members.



Module 12: Communication and Negotiation

Module 12 of the Certified Administration Manager (CAM) course focuses on communication and
negotiation skills. It covers topics such as effective communication, active listening, and conflict
resolution. It also provides strategies for successful negotiations, including how to prepare for
negotiations, how to identify and address potential obstacles, and how to reach mutually beneficial
agreements.

Lessons

- Understanding the Basics of Communication and Negotiation

- Developing Effective Communication Strategies

« Building Rapport and Establishing Trust

- Conflict Resolution and Problem Solving

- Negotiation Tactics and Techniques

- Understanding Cultural Differences in Communication and Negotiation
- Developing Negotiation Strategies

- Analyzing Negotiation Outcomes

« Managing Difficult Negotiations

- Developing Negotiation Skills for the Workplace

After completing this module, students will be able to:

- Develop effective communication strategies to build relationships with stakeholders.

- Utilize effective negotiation techniques to reach mutually beneficial agreements.

- Demonstrate the ability to resolve conflicts and disputes through effective communication.

- Understand the importance of communication and negotiation in the workplace and how to apply it

to achieve organizational goals.

Module 13: Change Management

Module 13 of the Certified Administration Manager (CAM) course focuses on change management. It
covers topics such as understanding the change process, developing a change management plan, and
implementing and monitoring change. It also covers the importance of communication and stakeholder
engagement in successful change management. The module provides practical tools and techniques to
help managers effectively manage change in their organizations.

Lessons

- Understanding Change Management Principles
- Developing a Change Management Plan

- Implementing Change Management Strategies
- Assessing Change Management Outcomes

- Managing Resistance to Change

- Communicating Change Effectively

- Leading Change in the Organization



+ Building a Change-Ready Culture
- Leveraging Technology for Change Management
- Developing Change Management Skills

After completing this module, students will be able to:

- Understand the importance of change management and its impact on organizational success.
- Develop strategies to effectively manage change initiatives.

- Identify and assess the risks associated with change initiatives.

- Implement change management processes and tools to ensure successful implementation of

change initiatives.

Module 14: Performance Management

Module 14 of the Certified Administration Manager (CAM) course focuses on performance management.
It covers topics such as setting performance goals, developing performance plans, evaluating
performance, and providing feedback. It also covers techniques for motivating employees and dealing
with difficult performance issues. The module provides an overview of the performance management
process and provides practical tools and strategies for successful performance management.

Lessons

- Understanding Performance Management Processes
- Establishing Performance Goals and Objectives

- Developing Performance Appraisal Systems

- Implementing Performance Improvement Plans

- Utilizing Performance Measurement Tools

- Analyzing Performance Data

- Managing Performance Reviews

- Coaching and Developing Employees

« Addressing Poor Performance

- Leveraging Technology for Performance Management

After completing this module, students will be able to:

- Understand the importance of performance management and its role in organizational success.
- Develop and implement effective performance management systems.

- Identify and address performance issues in the workplace.

- Utilize performance management tools and techniques to measure and improve employee

performance.

Module 15: Information Technology Management

Module 15 of the Certified Administration Manager (CAM) course focuses on Information Technology
Management. It covers topics such as IT infrastructure, IT security, IT governance, IT project
management, and IT service management. It also provides an overview of the various tools and
techniques used to manage IT systems and services. The module provides an understanding of the



principles and practices of IT management, and how to apply them in a business environment.

Lessons

- Understanding the Basics of IT Management

- Developing an IT Management Strategy

- Implementing IT Management Policies and Procedures
- Managing IT Resources and Infrastructure

- Managing IT Security and Compliance

- Managing IT Projects and Change

- Managing IT Budgets and Costs

- Managing IT Performance and Quality

« Managing IT Risk and Disaster Recovery

- Managing IT Service Delivery and Support

After completing this module, students will be able to:

- Understand the fundamentals of information technology management and its role in the
organization.

- Develop strategies for managing IT resources and personnel.

- Implement IT policies and procedures to ensure the security and integrity of data.

- Monitor and evaluate IT performance to ensure the organization is meeting its goals.

Module 16: Business Process Reengineering

Module 16 of the Certified Administration Manager (CAM) course focuses on Business Process
Reengineering (BPR). It provides an overview of the principles and techniques of BPR, and how to apply
them to improve organizational performance. It covers topics such as process mapping, process analysis,
process redesign, and implementation. The module also provides guidance on how to identify and
prioritize opportunities for improvement, and how to develop and implement a BPR plan.

Lessons

- Understanding the Principles of Business Process Reengineering
- Analyzing and ldentifying Process Improvement Opportunities

- Developing a Business Process Reengineering Strategy

- Implementing Business Process Reengineering

- Measuring the Impact of Business Process Reengineering

« Managing Change in the Organization

- Leveraging Technology for Business Process Reengineering

- Best Practices in Business Process Reengineering

- Risk Management in Business Process Reengineering

- Case Studies in Business Process Reengineering

After completing this module, students will be able to:

- Understand the concept of business process reengineering and its importance in improving



organizational performance.
- Identify and analyze existing business processes to identify areas of improvement.
- Develop and implement strategies to improve existing business processes.
- Monitor and evaluate the effectiveness of reengineered processes.

Module 17: Business Analytics

Module 17 of the Certified Administration Manager (CAM) course focuses on business analytics. It
provides an overview of the fundamentals of business analytics, including data collection, analysis, and
reporting. It also covers the use of analytics to make informed decisions and improve organizational
performance. The module also covers the use of analytics to identify trends and opportunities, as well as
the use of analytics to measure and monitor performance.

Lessons

« Introduction to Business Analytics

- Data Collection and Analysis

- Data Visualization Techniques

- Predictive Analytics

- Descriptive Analytics

- Prescriptive Analytics

« Business Intelligence Tools

« Machine Learning Algorithms

- Text Mining and Natural Language Processing
- Big Data Analytics

- Data Warehousing and Data Mining

- Statistical Modeling and Forecasting

- Optimization Techniques

+ Risk Analysis and Management

- Business Process Automation

- Business Process Reengineering

+ Business Performance Measurement and Management

After completing this module, students will be able to:

- Understand the fundamentals of data analysis and business analytics.

- Develop the ability to interpret data and draw meaningful insights from it.

- Utilize data-driven decision making to improve business performance.

- Create and implement effective strategies for data collection, analysis, and reporting.

Module 18: Business Intelligence

Module 18 of the Certified Administration Manager (CAM) course focuses on Business Intelligence. It
covers topics such as data warehousing, data mining, analytics, and reporting. Students will learn how to
use these tools to gain insights into their organization's performance and make informed decisions. They
will also learn how to develop and implement strategies to improve their organization's performance.



Lessons

- Introduction to Business Intelligence

- Data Warehousing and Data Mining

- Business Intelligence Tools and Technologies

- Data Visualization and Dashboard Design

- Predictive Analytics and Machine Learning

- Business Intelligence Reporting and Analysis

- Business Intelligence Security and Governance
+ Business Intelligence Project Management

« Business Intelligence Best Practices

- Business Intelligence Trends and Challenges

After completing this module, students will be able to:

- Understand the fundamentals of Business Intelligence (BI) and its components.
- Develop an understanding of the various Bl tools and technologies available.

- Utilize BI tools to analyze data and generate meaningful insights.

- Create reports and dashboards to present data in a visually appealing manner.

Module 19: Business Continuity Planning

Module 19 of the Certified Administration Manager (CAM) course focuses on Business Continuity
Planning. This module covers the fundamentals of business continuity planning, including risk
assessment, developing a business continuity plan, and testing and maintaining the plan. It also provides
guidance on how to develop a comprehensive business continuity strategy and how to ensure that the
plan is effective and up-to-date.

Lessons

- Understanding Business Continuity Planning

- Developing a Business Continuity Plan

- Risk Assessment and Mitigation Strategies

. Testing and Maintenance of Business Continuity Plans
- Implementing Business Continuity Plans

+ Business Impact Analysis

- Disaster Recovery Planning

- Crisis Management and Communication

« Business Continuity Plan Documentation

+ Business Continuity Plan Auditing

After completing this module, students will be able to:

- Develop a comprehensive business continuity plan to ensure the continuity of operations in the
event of a disruption.

- Identify potential risks and develop strategies to mitigate them.

- Implement a system to monitor and review the business continuity plan on a regular basis.



- Develop a communication plan to ensure stakeholders are informed of any changes or updates to

the business continuity plan.

Module 20: Business Process Automation

Module 20 of the Certified Administration Manager (CAM) course focuses on business process
automation. It covers topics such as the benefits of automation, how to identify and prioritize processes
for automation, and how to design and implement automated processes. The module also provides an
overview of the tools and technologies available for automation, as well as best practices for successful
automation projects.

Lessons

- Introduction to Business Process Automation

- Benefits of Business Process Automation

- Automating Business Processes with Technology

- Automating Business Processes with Workflows

- Automating Business Processes with Artificial Intelligence

- Automating Business Processes with Robotic Process Automation
- Automating Business Processes with Cloud Computing

- Automating Business Processes with Machine Learning

- Automating Business Processes with Natural Language Processing
- Automating Business Processes with Blockchain

- Automating Business Processes with Internet of Things

- Automating Business Processes with Big Data

- Automating Business Processes with Automation Tools

- Automating Business Processes with Automation Platforms

- Automating Business Processes with Automation Frameworks

- Automating Business Processes with Automation Scripts

- Automating Business Processes with Automation Testing

- Automating Business Processes with Automation Best Practices

- Automating Business Processes with Automation Security

- Automating Business Processes with Automation Governance

After completing this module, students will be able to:

- Understand the fundamentals of business process automation and its importance in streamlining
operations.

- Identify and analyze existing business processes to identify areas for automation.

- Design and implement automated processes to improve efficiency and reduce costs.

- Monitor and maintain automated processes to ensure they are running smoothly and efficiently.
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