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Executive Assistants Programme
	Duration:
	4 x ½ days

	Objectives:
	This programme is designed to enhance the skills of executive assistants in the following areas, time management, meetings, business writing, assertiveness skills, career development and project management.

	Content:
	Session One: Time Management

· What is it?

· Personal and professional goals.
· Identifying time wasters.
· Time management principles.
· Tips for becoming more effective and efficient.
· Setting own good practice principles.
Session Two: Meetings

· Why have a meeting?

· Preparing for meetings – agendas .
· Participant’s role during meetings.
· Writing minutes.
Session three: Business writing

· Identifying purpose and audience.
· Writing formulas.
· Report formats.
· Use of language – plain English principles, formal versus informal language, matching language with purpose and audience.
· Investigating and developing the grammatical features of letter and report writing .
Session four: This can be negotiated to be a combination of the following three areas or concentrated on one area

· Career development.
· Assertiveness skills.
· Project Management.



