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Overview...

Join us as we recognise and celebrate the work of all administrative professionals....
Dear Managers...this day is a good time to appreciate and show your support to your
PAs & Secretaries - an event they can not afford to miss!

Topics lined-up...(zeguest for a detailed counse outline)
* Building & Strengthening the EA & Executive Alliance

W Assertiveness skills that help you get the job done

W Staying Organized, Focused and in Control

W Communicating with Confidence and Clarity

W Managing multiple projects and priorities |

Who should Attend?

W Secretaries and Personal Assistants

% Executive Secretaries and Executive Assistants
W Administrative Assistants & Co-coordinators

W Office Managers and Team Leaders

W Business Support Executives

% All Administrative office support staff
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