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TRAININGS 

Acute training 

Advanced documents and records management 

Administration training 

Business report writing and minute taking skills

Customer care service training

Financial risk and root cause analysis 

Global Excellence Administration Excellence 



TRAININGS 

8. National Symposium for Executive PA’s 

9. Procurement and Supply chain 

10. Project management 

11. Secretariate training

12. Business reporting 

13. Conflict management 

14. Ethics 



TRAININGS 

15. Minute taking 

16. Contract management 

17. DmBok Data management 

18. Best Practices HR policies 

19. Income differentials and equal pay

20. Introduction to corporate governance for Secretaries and 
Adminstrators 

21. Managing Remote employees 



TRAININGS 

22. Value Added Tax (VAT)

23. IRFS Updates 

24. Corporate governance 

25. Leading and managing organisational change

26. Artificial Intelligence and Digital Transformation for Office Administrators

27. Taxation AI Powered Productivity & Payroll Reconciliation

28. 2024 SECRETARIES DAY STRATEGIC COMPETENCY DEVELOPMENT CONFERENCE

29. Risk Management Training

30. TENDER BOARD COMMITTEE GOVERNANCE AND ETHICS TRAINING

31. STRATEGIC SKILLS IN PARTNERING WITH YOUR MANAGEMENT FOR ADMINISTRATIVE 
PROFESSIONALS TRAINING

32. Copilot Training for Administrators 
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