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Advanced Modern Executive Secretaries And
PAs Including Protocol and Diplomacy

23rd - 27th October 2017 at The Capital Hotel 20west Sandton Johannesburg RSA
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An Office Management And Professional Skills Course For Executive Secretaries,
Administrators, Office Managers And PAs
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Top 3 Learning Objectives:

1. Discover practical tools and techniques that will help you manage your workioad and
relationships more successfully and improve productivity

2. Explore strategies to reduce conflict and lear to deal effectively with difficult situations and
people

3. Provide a high level of administrative support by enhancing your ability to manage change,
plan and coordinate workflow, and build an effective team
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