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Administration & Management — Masterclass

Upgraded Management through Cutting-edge Strategies

I ntroduction

This intensive training program offers a chance to take a step back from the day-to-day
demands of managing and think about the best ways to adapt to and prosper in a
constantly changing and complicated future. It is called the Administration &
Management — Masterclass. The training course concentrates on issues that many
Management Professionals might find beneficial for their influence on stakeholders and
career advancement, rather than addressing every aspect of management.

Participants in this training program will get a comprehensive understanding of their
larger organizational and strategic environment as well as the skills necessary to
significantly improve the effectiveness of their company.

This Course N Carry training course's highlights are:

How can the internal and external factors operating inside an organization be analysed?
How can one create and present a strong strategic vision?

How should performance be managed and measured?

How might value-added change be included into routine managerial tasks?

How do | stop always having to catch up and start being the one to initiate change?
How can a team achieve high performance?

Objectives
You will be capable of the following after completing this Administration &
Management — Masterclass training course:

Become an agent for value-added change

Motivate people and groups to attain remarkable objectives.

Choose suitable techniques for performance management and measurement.

Recognize the effectiveness of the team and have the ability to boost morale when needed.
Lead teams of people that can solve problems and provide outcomes on schedule and within
budget.



e Encourage workers to assume greater responsibilities
e Learn how to motivate and influence people by utilizing tried-and-true techniques.

Training M ethodology

The training for this Administration & Management — Masterclass will go quickly, be
involved, and be enjoyable! Modern adult learning strategies will be used in the teaching
process to provide participants the opportunity to learn via conversation, listening,
seeing, and hands-on experience in a laid-back and joyful setting.

There will be a sharing of best-in-class management strategies to examine how they
might be implemented in member firms. In addition, there will be opportunities for open
discussions and small group brainstorming among participants. They will participate in
case discussions, practical exercises, and simulations that are tailored to the realities of
their working environment, keeping them occupied all the while.

After the session, participants will have an action plan they may start implementing right
away

Organizational impacts

The following are the advantages the organization will receive by sending delegates to
this training course:

e Clearly comprehend the fundamentals of management

Become more adept at coaching and raise output

Greater awareness of their own advantages and disadvantages

Gain the courage to make audacious judgments.

Possess more expertise in interacting with higher-ups in an organization
Return to team management with fresh vigour and enthusiasm.

Per sonal | mapct
Participants in this training program will be able to:

Consider their own management approach and pinpoint areas that need work.
Discover how to persuade those who are resisting good change.

Understand how to handle challenging coworkers of all colours.

Find out how to motivate your group to perform better.

Develop your ability to lead both inside and outside of your team.

Discover how to inspire and foster a culture of accountability.
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The following is the target audience for this Administration & Management —
Masterclass training course:

¢ Functional specialists want to get ready for careers in general management

¢ Existing Managers, Supervisors, Team Leaders, Management Staff, looking to get a
balanced understanding of optimal management practices

¢ Professionals in middle-to-senior management who want to stay current on the best practices
in a variety of management areas

Course Outline

Day 1

The Strategist in the Manager

The reason behind organizations

Stakeholder Evaluation

Inspiration and the significance of setting

Adapting to a volatile, uncertain, and complex world

More change is on the way, and it will affect you more than you may realize!
Drivers of strategic performance

¢ Leadership's physiology and biology

¢ Values vs. Strategy: Which has the most effect on performance

Day 2

The Manager in the Role of Coach

¢ Comparison of mentoring, coaching, and leadership

¢ |dentification and assessment of individual leadership philosophies

e The value of trust, empowerment, and delegation

e Coaching case study: Recognizing the objectives

¢ Relationships' Effect on Trust

e Raising Expectations to Affect Performance

¢ Meetings for Effective Coaching

¢ Understanding your function as a sounding board, advisor, or facilitator

Day 3
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e Best Practices for Collaboration

¢ Building an Effective Team

e Performance and Empowerment: A Relationship

¢ Collaborative Decision-Making: When and How to Reach an Agreement
e Evaluation of Performance

e The Four Phases of Group Formation

e Techniques for Developing a Team

e Appreciation and Compensation

Day 4

The Manager in the Role of Project Team Leader

Components of prosperous initiatives

Individual dynamics within a project team vs a long-term team
The Worst Time Waster Is Meetings

Cutting Meeting Times by at least 50%

The Facilitator's Function

The Five Forms of Gatherings

Making an Agenda with Process and Content as the Main Focus
Handling Behavioural Issues at Meetings

Promoting Innovation and Creativity

Keeping People Accountable for Value-Added Results

Day 5

The Manager as an Agent of Change

The Difficulty of Individual Transformation

Six Common Responses to Shift

The Qualities of Successful Change Agents

Having an upward influence

Understanding Your Strengths and Using Them

The Value of Other Emotional Intelligence Skills and Humility
How to Be Firm Without Coming Across as Aggressive
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