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e« WHAT IS
«R0FFICE |
ADMINISTRATION

Office Administration and Management is the process of planning, organizing,
and supervising office operations to ensure smooth business functioning. It
involves managing office resources, handling communication, maintaining
records, supporting executives, and coordinating between departments to
improve efficiency and productivity.

WHY ALISONS ACADEMY
FOR OFFICE

ADMINISTRATION

& MANAGEMENT ? [siseewididtiohn

Training Curriculum Designed in Student-Focused Mobile
Consultation with Industry Experts Application for Effective Training

Certified Trainers with Real Practical Case Studies & Projects
Corporate Experience for Hands-0n Learning
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Professional Diploma
in Office Administration

& Management

Prepare For A Successful Career In Administration With A Well-rounded Program
Covering Office Management, Communication, Technology, Hr, Finance, And

Career Readiness.

SYLLABUS

1. Office & Business Fundamentals
® Roles & Responsibilities Of An Office
Administrator

* Types Of Office Environment

e Workplace Ethics & Professionalism

e Office Layout, Ergonomics & Supplies
Management

e Time Management & Prioritization

2. Business Communication
e Verbal & Non-verbal Communication

e Professional Correspondence
(Emails, Memos, Letters)
e Report Writing & Documentation
e Customer Service & Telephone Etiquette

3. Finance & Accounting Basics
e Daybook,Cashbook,Expense Tracking,etc...
e Payroll & Invoice Processing

4 . Event & Meeting Management

e Planning & Organizing Meetings

e Agenda Preparation & Minutes Of Meetings
¢ Office Event Coordination

5. Record Keeping & Filing

* Principles & Importance Of Record Keeping

e Filing System & Methods

e Maintenence, Retention & Disposal of
Records

6. Human Resources &
Workplace Policies

® Fundamentals of HR administration
* Employee records & confidentiality
e Workplace health & safety

e Labor laws & compliance

7. Office Procedures & Workflow
Optimization

e Standard Operating Procedures (Sops)

e Task Delegation & Coordination

* Managing Deadlines & Workflows

8. Sales Strategy & Telecounselling

¢ Understanding Customer Needs
and Objection

e Effective Communication and Persuasion
Skills

® Follow-up and Relationship Building
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9.Digital Marketing 12. Customer Relationship
e Social Media Marketing for Business Management (CRM)

i . ¢ Handling Inquiries & Complaints
10. Technology & Office Applications

o Microsoft Office Suite e Crm Software For Administration

(Word, Excel, Powerpoint ) 13. Career Development &
* Google Workspace Job Readiness
(Docs, Sheets, Slides, Gmail) e Spoken English & Personality Development
e Data Entry & Database Management ® Resume Writing & Interview Preparation
e Office Automation Tools * Networking & Personal Branding
(Printers, Copiers, Scanners) e Work Ethics & Customer Satisfaction
Strategies

11. Al Tools & Platforms

e Al Training and Learning Methods

e Al Tools & Technologies (ChatGPT, Gemini etc...)
e Applications of Al in Office Administration
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