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In an era characterized by speed and technological advancement, the course,
Fundamentals of Digital Technologies and Management for Effective Secretarial Work,
provides a distinguished opportunity for professionals in the secretarial field to enhance
their capabilities and keep pace with digital transformations. This course covers a wide
range of basic topics, from the basics of digital technologies to advanced digital office
management techniques. By focusing on developing skills in using the latest digital tools
and software.

The course aims to enable participants to improve their efficiency in managing secretarial
tasks and enhance their ability to innovate and be creative in a changing work
environment. By presenting techniques to automate routine tasks and strategies to
improve administrative processes, the course prioritizes practical application, ensuring
participants are equipped with tools directly applicable to their professional contexts. The
course also encourages critical and analytical thinking, in preparation for future
challenges in the field of secretarial work and seeks to provide a comprehensive
understanding of how to effectively integrate digital technologies into daily work, making
it ideal for secretaries who want to achieve excellence and innovation in their profession.

At the end of the course, participants will be able to:

Learn and master the basics of digital technologies for effective secretarial work
Learn to use basic digital tools and software in secretarial work

Improving time and task management through advanced digital technologies
Learn how to automate daily secretarial tasks to increase productivity
Enhancing data management and electronic archiving skills

Develop the ability to use digital communication tools effectively

Understanding the basics of cybersecurity and information protection
Encouraging innovation and creative thinking in the use of digital technologies
Learn advanced digital secretarial and digital office management strategies

www.ProjacsAcademy.com



http://www.projacsacademy.com/

7~ : Fundamentals of Digital Technologies and Management for Effective Secretarial Work
(¢ ) eg|8 Aadl) A U Sl Aad 1) B 1oy 9 il il il
- 2125 October 2024, Dubai - UAE

It is interactive and practical training course, combining theoretical education with
practical applications to enhance a deep understanding of digital tools and technologies.
The course focuses on learning through practical experiences, workshops, and
simulations of real-life scenarios, giving participants the opportunity to apply what they
learn directly in contexts that resemble their actual work environment. Interaction and
active participation are encouraged, allowing the exchange of experiences and ideas
between participants, and helping to build a professional network that supports
continuous learning. In addition, the methodology includes the use of the latest technical
and digital tools, which provides a practical understanding and advanced knowledge of
the latest developments in the field of digital secretarial and prepares participants to meet
the challenges and exploit opportunities in the evolving digital business environment.
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Day One

Essentials of digital technologies for effective secretarial work:
e Introduction to basic digital secretarial tools
e Understanding information management systems
e Electronic archiving and document management techniques
e Basics of cybersecurity in the secretariat
e Use email and digital calendars effectively

Digital secretarial, modern skills and tools:
e Explore advanced digital communication tools
Digital presentation technologies and virtual meeting tools
Data management and use of databases
Dealing with professional social networks
Automation and artificial intelligence tools in secretarial services

Day Two

Converting traditional secretarial to digital:
e Steps to convert traditional processes to digital
Evaluate and select appropriate digital tools
Change management and team training
Automate routine secretarial tasks
Monitoring performance and evaluating digital competency

Day Three

Excellence in secretarial using digital tools:

Strategies for excellence in the use of digital technologies
Improving customer experience using digital tools
Manage time and priorities using digital tools

Develop analytical capabilities and digital reports

Digital innovations in the secretariat
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Day Four

Advanced digital secretarial strategies:

e Develop plans for digital integration
Innovation strategies in the secretariat work
Managing digital projects and organizing events
Use digital analytics to improve operations
Advanced techniques to maintain digital security

Day Five

Digital office management: technologies and solutions
e The latest technologies in digital office management
Cloud storage and backup solutions
Digital resource management strategies
Internal and external communications in the digital environment
Evaluate and approve continuous digital improvements

Course Fees*

e 3,950 USD
*VAT is Excluded If Applicable
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