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Management Skills for Administrative Professionals 

 

Course Summary 
 
 
Description 
 
Management is frequently described as the art of getting work done through others. This requires a set of skills 
and talents that Administrative Professionals can develop to extend their influence, meet their manager’s 
expectations, create a professional image, take initiative, solve problems, resolve conflict, plan current and future 
activities, and have a springboard for career development.  If you are in the role of executive secretary or 
administrative assistant you’ll find this workshop to be essential to your present job and critical to your future. This 
workshop is not a lecture. It is a “hands on” opportunity to identify your existing management skills, develop new 
skills and bring increased opportunity to your organization and to you personally. 
 
Objectives 
At the end of this course, students will be able to: 
 

• Successfully apply the same skills for your administrative responsibilities that all managers use 
• Have the confidence to succeed when your manager delegates work to you  
• Know how your work fits into the larger picture  
• Communicate your answers and questions with confidence  
• Identify and solve problems  
• Use conflict to create innovative solutions  
• Influence others to get their support and commitment 

 
Topics 
 

• The Basics  
• Power, Authority and Influence  
• What’s Important to You and Others  
• Communication Tools That Successful Managers Use  
• Know the Planning Cycle in Your Organization and Your Part  
• Consider Your Future and Where You Want to Place Yourself  

 
Audience 
 
Anyone working in an administrative role who wishes to increase the value they provide to their organization.  
 
Prerequisites 
 
There are no prerequisites required for this course.  
 
Duration 
 
Two days 
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Management Skills for Administrative Professionals 
 

Course Outline 
 

I. The Basics  
A. What managers do and what skills they use  
B. Where the administrative professional fits  
C. Where are you already using these skills?  

 
II. Power, Authority and Influence  

A. The best strategy  
B. Identifying your power base, determining the limits of your authority and extending your influence  
C. How to get others to give you what you need  

 
III. What’s Important to You and Others  

A. How to identify what is important to you and to others  
B. Become an enabler  
C. Know how to add value  

 
IV. Communication Tools That Successful Managers Use  

A. Get comfortable with speaking up and speaking out  
B. Know the value in conflict  
C. Focus on critical issues  

 
V. Know the Planning Cycle in Your Organization and Your Part  

A. Learn the tools of planning  
B. See problems before they arise  

 
VI. Manage risks  

A. Be part of an early warning system  
B. Consider you’re Future and Where You Want to Place Yourself  
C. Look to your future and determine your place  
D. Prepare for your future  
E. Develop a professional image  
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