Federal Executive Board

Administrative Professional Assistants’ Training

STEPS THAT GUARANTEE SUCCESS!!

It’s spring and that means it’s time for Administrative Professional Assistants’ Training!  This year’s workshop will be the most dynamic, fun, interactive, and work intensive program we’ve ever had.  This year our focus is only on you and your success!  

As an Administrative Professional Assistant, you are the organizer, coordinator, the communicator, a person who’s expected to know it all, and to be able to do it all!  But, you must focus your efforts on those skills that can grow your capacity to manage complex projects, while dealing with complex (and sometimes difficult) people.  Steps To Greater Success covers the important areas to help you develop winning habits for consistently higher levels of success!  I’ve provided an outline of our program below:

STEPS THAT GUARANTEE SUCCESS!!

Raise Your Level of Performance

Module I
Going In the Right Direction

· It’s Always A Matter of Choice

· The Power of Expectation

· How Much Better Can You Be?

· Having It Your Way – (What IS Your Way?)

· How Will They Remember You?

Module II
Winning Perceptions and Work Behavior

· What Are Your Intentions?

· What You Should Have Said…

· Overcoming Resistance

· Creating A No-Stress Zone

· Steps That Build (Others’) Trust and Confidence (In You)

Module III
Becoming A “Super” Producer

· Getting It All Done – On Time!

· Service Goals and Priorities

· Eight Steps To Project Management

· Problem Solving Techniques – (Think Like A Scientist!)  

· Promotion or A New Job?

Get your pencils sharpened and come ready to discuss issues that you must address to have greater success.  I promise you’ll walk away with strategies that can help you now!
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