




., COURSE FRAMEWORK
Below are some specific skills you will develop at this advanced course: 

INFLUENCE: GETIING RESULTS WHEN 

YOU ARE NOT IN CHARGE 

At this segment, you will focus on the key elements of 

influencing others and improving workplace relationships. 
• Learn to work through conflict situations & turn resistance into

agreement 

• Understand how to communicate your ideas effectively to your boss

• Establish trust and rapport to build effective relationships

• Be able to read situations, individuals and groups accurately

• Influence your colleagues to support your proposals

• Learn how to evaluate your audience and frame your message

• Discover the seven influence strategies and learn which is most

appropriate for each communication event 

MANAGING SELF 
Success and satisfaction in your role is dependent on 

self-management skills, improving strategic execution, 

deflecting stress and managing projects, priorities and 

deadlines. This segment will explore: 

• How to handle the three types of events that erode your

effectiveness - the unimportant task, the unanticipated task, and 

other people's priorities 

• Discovering your individual BEHAVIORAL STYLE, in the workplace

and your personal life 

• Developing self-awareness; your style, strengths, and weaknesses

• Better cope with different, sometimes difficult people

• Deal with interpersonal problems that threaten team cohesiveness

• Learning how to control yourself, your time and your reactions to

events outside of your control 

MBA MANAGEMENT SKILLS FOR 

ADMINISTRATIVE PROFESSIONALS 

To experience success, you must continuously improve and 

renew your capabilities. In this section you will discover: 

• Building your management skills and core competencies

• Learning how to conduct effective interviews

• Developing your leadership style and the leader within you

• Engage, collaborate and lead members of your team

• Establishing communication channels that build trust

• Learn how to minimize and handle interpersonal conflict

• How to get others engaged to achieve the results you need

• Develop robust communication strategies that will enhance the

quality of your interaction with others

• Understand how to add significant value to your manager

leverage your unique management skills 

PARTNERING WITH YOUR BOSS 

Becoming a proactive partner with your boss is 

essential to your success. This session will help you: 

• Communicate confidently and assertively; developing and using 

your personal power and influence.

• Understand different management styles for more effective

collaboration 

• Be seen by your boss and by others as a valuable professional

resource 

• Improve your ability to anticipate your boss' needs 

• Get what you need from others in order to do your 

job and achieve your boss' goals 

• Identify the essential characteristics of effective partnering 

• Represent your boss with greater confidence

PROJECT MANAGEMENT FOR 
SENIOR ADMINISTRATIVE 

PROFESSIONALS 
Projects contribute to the success of any 

organization, and your role is essential to this 

function. This segment explores: 

• Learning how to apply your interpersonal skills to better help

your team meet or exceed the goals of your projects 

• Understand the fundamentals of project management and

how every project is unique 

• Plan, organize and control projects of any size

• Learn state of the art project management skills that every

administrative or executive assistant must possess

• Solving project issues quickly and come in on time, every time

• Understand critical project success factors and failures

• Determine project risks and develop contingencies

You will find a detailed 

itinerary of this course at: 

www.worldclassap.com 
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