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Strategic Administrative Leadership: Supporting C-Suite Executives in a Digital World

COURSE OVERVIEW

This management course depicts how to elevate the role of administrative leaders from operational support to
strategic partnership. The curriculum explores how digital tools, advanced communication platforms, workflow
automation, and data-driven insights can empower administrative professionals to anticipate executive needs,
manage complex priorities, and contribute to organizational strategy. Participants will learn to balance traditional
executive support with modern digital practices, ensuring seamless collaboration, confidentiality, and value creation

in high-level decision-making environments.

WHO SHOULD ATTEND?

This course is designed for executive assistants, office managers, chiefs of staff, administrative leaders, and operations
professionals working closely with C-suite executives. It is equally valuable for HR and organizational development

professionals seeking to transform administrative roles into strategic enablers in digital-first organizations.

COURSE OUTCOMES
Delegates will gain the skills and knowledge to:

Understand the evolving role of administrative leadership in the digital age.

Align administrative support with executive-level strategy.

Develop strategies for managing priorities, stakeholders, and cross-functional tasks.
Acts as liaison between the executive and key stakeholders.

Confidently manage sensitive information and critical tasks.

Drive operational efficiency and digital workflows.

Position administrative functions as strategic enablers for executive leadership.

KEY COURSE HIGHLIGHTS
At the end of the course, you will understand;

The evolving role from traditional to strategic administrative leadership.

Executive communication and stakeholder coordination.

High-performing executive support roles and case studies in global organizations.
Practical tools for digital scheduling, workflow automation, and knowledge management.
Frameworks for supporting executive decision-making and communication.

Strategies for building trusted partnerships with C-suite leaders.

The future of administrative leadership in digital organizations.

All our courses are dual-certificate courses. At the end of the training, the delegates will receive two certificates.
1. A GTC end-of-course certificate.
2. Continuing Professional Development (CPD) Certificate of completion with earned credits awarded.
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