
    Workshop Fee:       

AED 3,500 per person 

*Inclusive of training modules 

            & materials, 3 coffee

               breaks, lunch  and 

                   
   refreshment.

COURSE OUTLINE:

3 Easy Ways to Register :       
Tel : +971-4-3901829      Fax : +971-4-3604562 

Email : info@altitudetrain.com

Register before Sept. 15, 2008 and get 10% discount.
10% less for Groups of 3 to 4, and 15% for 5 or more.

HILTON HOTEL, JUMEIRAH Dubai, UAE 

Schedule 1:  October 10 & 11, 2008

                        (Friday and Saturday)

                        9:00am – 4:00pm

Schedule 2:  October 15 & 16, 2008

                       (Wednesday and Thursday)

                       9:00am – 4:00pm

Top Level Managers rely heavily on their Personal Assistants to help them 
achieve corporate success.  It is understood that secretaries have 
excellent word processing, typing and shorthand knowledge.  However, 
there is far more to the role than just administration.  This Program offers the 
PA training in the areas beyond technical expertise which will improve their 
personal effectiveness.

•  The Role of Executive Secretary / PA
•  Time Management
•  Assertiveness Training - How to Say “No”
        Dealing with Con�ict
       Negotiating Solutions
•  Communication Skills
       Body Language
       Positive �inking
       Listening Skills
       Dealing with Di�cult People & Di�cult Situations
•  Organizational Ability
•  Working for More than One Person
•  Confidentiality
•  Effective Telephone Behavior
•  Diary Management
•  How to Project an Image of Self-Confidence and Professionalism
•  Self Development for the Future
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