
 
Executive Secretaries and  

Directors Personal Assistants  
14 to 18 March 2010/ Malaysia 

 
 
WHO SHOULD ATTEND 
 
• Senior secretaries, executive secretaries and personal assistants to top-level management who wish to 
enhance their skills and knowledge 
• Secretaries aiming for promotion to executive secretarial positions 
 
 
COURSE OBJECTIVES 
 
• To enhance your secretarial capabilities 
• To appreciate the changing role of the secretary 
• To carry out your work more efficiently and effectively 
• To update your knowledge of modern office practice and procedures 
 
 
COURSE PROGRAM 
 
• The changing role of the secretary  
• Office organisation 
• Business writing skills 
• Report writing 
• Managing your work, your subordinates and your boss  
• Working in teams 
• Arranging meetings and taking minutes 
• Event management 
 

• Personal effectiveness, time management 
• Management appreciation 
• Presentations: theory and preparation 
• IT tips and tricks 
• IT: presentations using PowerPoint 
• Personal communication skills 
• Introduction to public relations  
• Introduction to human resource management 
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Note:  To confirm your registration kindly complete the form below and send to us by fax or email. 
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Code:    AS11a 
 

                       I want to register                        I want to receive more details 
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Complete the form and submit by email or fax it to: +97142944372 


