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Introduction

The effectiveness of any organization begins with a well-organized administrative team and a professional front
desk. Receptionists and administrative professionals are the first point of contact for clients, visitors, and
stakeholders, making their role essential in creating a positive organizational image. This five-day training program
equips participants with the practical knowledge and professional skills required to manage front office operations,

administrative tasks, communication, scheduling, documentation, and customer service efficiently while utilizing
modern office technologies.

Course Objectives
By the end of this course, participants will be able to:
e Develop professional receptionist and front desk management skills.
* Improve communication and customer service excellence.
* Manage office administration functions efficiently.
e Organize documents, records, meetings, and appointments.
¢ Handle office correspondence and business communications professionally.
e Enhance time management, multitasking, and problem-solving abilities.

e Utilize Microsoft Office applications to improve administrative productivity.

Target Audience

This course is designed for:
* Receptionists
¢ Front Desk Officers

e Administrative Assistants

Office Administrators

¢ Executive Secretaries

e Customer Service Officers

¢ Personal Assistants
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* Newly appointed administrative professionals

Course Outline

Day 1

Professional Reception and Customer Service
* The role of the receptionist in organizational success
e Creating a positive first impression
¢ Professional appearance and workplace etiquette

e Effective verbal and non-verbal communication

Telephone handling techniques
¢ Managing visitors and guest registration

e Customer service excellence

Day 2

Front Desk Operations
e Front desk responsibilities and workflow
¢ Appointment scheduling and calendar management
¢ Handling inquiries and complaints professionally
¢ Managing incoming and outgoing correspondence
e Office security and visitor control

¢ Confidentiality and professional ethics

Day 3

Office Administration Fundamentals
* Principles of office administration
e Filing systems and records management
e Document preparation and formatting

* Meeting coordination and minute taking
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 Office supplies and inventory management

e Administrative workflow improvement

Day 4

Administrative Technology and Productivity
¢ Microsoft Outlook for communication and scheduling
e Microsoft Word for professional documents

¢ Microsoft Excel for administrative tracking

Digital filing systems
e Time management and prioritization

e Managing multiple tasks effectively

Day 5
Professional Administrative Excellence
¢ Business writing and email etiquette
¢ Teamwork and workplace collaboration
¢ Conflict resolution and problem solving
¢ Stress management for administrative professionals
* Professional image and career development

e Practical exercises and case studies
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