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Course Introduction / Overview:

This comprehensive training course is designed to elevate the financial acumen of administrative and

executive assistants, transforming them from task-oriented support staff into strategic business partners. In

today's dynamic corporate environment, financial literacy is no longer a skill reserved for the finance

department. Administrative professionals are increasingly involved in managing departmental budgets,

controlling costs, and providing financial data that informs critical decisions. This course, offered by BIG

BEN Training Center, demystifies financial concepts and provides practical tools for effective budget

management, expense tracking, and financial reporting. Drawing on principles from management control

experts like Robert N. Anthony, whose work in "Management Control Systems" highlights the importance of

aligning financial activities with strategic goals, this program focuses on real-world application. Participants

will learn to navigate the complete budgeting cycle, from planning and forecasting to execution and variance

analysis, ensuring they can contribute meaningfully to their organization's financial health and operational

efficiency. This training empowers assistants with the confidence and competence to handle financial

responsibilities with precision and strategic insight.

Target Audience / This training course is suitable for:



Administrative Assistants.

Executive Assistants.

Personal Assistants.

Office Managers.

Team Coordinators and Leaders.

Project Administrators.

Departmental Secretaries.

Support staff with budget management responsibilities.

Target Sectors and Industries:

Corporate and Private Sector.

Public Sector and Government Agencies.

Non-Profit and Charitable Organizations.

Healthcare and Medical Institutions.

Educational Institutions and Academia.

Technology and IT Services.

Banking and Financial Services.

Consulting and Professional Services.

Target Organizations Departments:

Administration Department.

Executive and C-Suite Offices.

Finance and Accounting.

Human Resources.

Operations and Logistics.

Project Management Office.

Marketing and Sales.

Research and Development.



Course Offerings:

By the end of this course, the participants will have able to:

Develop and manage departmental budgets with accuracy and foresight.

Understand and apply fundamental accounting and finance principles.

Implement effective cost-control techniques and identify savings opportunities.

Process invoices, manage petty cash, and oversee procurement procedures.

Analyze financial reports and statements to support managerial decision-making.

Create clear and concise financial summaries for non-financial stakeholders.

Conduct budget variance analysis to monitor performance against targets.

Contribute to financial forecasting and strategic planning processes.

Enhance financial communication with vendors, colleagues, and management.

Uphold ethical standards in all financial handling and reporting tasks.

Course Methodology:



The training methodology at BIG BEN Training Center is designed to be immersive, practical, and highly

interactive, ensuring that participants can immediately apply their new skills in the workplace. We move

beyond traditional lecture-based learning to create a dynamic environment that fosters deep understanding

and confidence. The course heavily relies on real-world case studies and practical simulations, where

participants will work on creating, managing, and analyzing mock departmental budgets. Collaborative

group exercises and workshops encourage peer-to-peer learning and problem-solving, allowing attendees to

discuss challenges and share best practices related to financial management in an administrative role. Our

expert instructors facilitate engaging discussions, provide personalized feedback, and guide participants

through complex topics like financial reporting and cost-benefit analysis. The program integrates hands-on

activities, role-playing scenarios for vendor negotiations, and interactive Q&A sessions to address specific

challenges faced by attendees. This blended approach ensures a comprehensive learning experience that

builds not just knowledge, but true financial competence and strategic capability.

Course Agenda (Course Units):

Unit One: Foundations of Financial Management for Administrative Professionals



The Strategic Role of Admins in Financial Management.

Key Financial Terminology and Concepts Explained.

Understanding the Difference Between Accounting and Finance.

Introduction to Financial Statements: Balance Sheet, Income Statement.

The Importance of Financial Ethics and Compliance in Administration.

Navigating Corporate Financial Policies and Procedures.

Aligning Administrative Tasks with Departmental Financial Goals.

Unit Two: The Budgeting Cycle Part 1 - Planning and Creation

Introduction to Different Types of Budgets (Operational, Capital, Project).

The Annual Budgeting Process and Timeline.

Techniques for Gathering Information and Forecasting Expenses.

Developing a Departmental Budget from Scratch.

Understanding Fixed vs. Variable Costs.

Setting Realistic Budgetary Goals and Key Performance Indicators (KPIs).

Presenting and Justifying a Budget Proposal to Management.

Unit Three: The Budgeting Cycle Part 2 - Execution and Control

Effective Expense Tracking and Monitoring Systems.

Best Practices for Petty Cash Management and Reconciliation.

The Procurement Process: From Requisition to Payment.

Managing Vendor Relationships and Negotiating Contracts.

Invoice Processing and Accounts Payable/Receivable Basics.

Conducting Regular Budget Reviews and Variance Analysis.

Implementing Cost-Control Measures and Promoting a Cost-Conscious Culture.

Unit Four: Financial Reporting and Analysis for Decision Support



How to Read and Interpret Financial Reports.

Creating Clear and Effective Financial Summaries for Managers.

Using Spreadsheets for Financial Tracking and Reporting.

Visualizing Financial Data with Charts and Graphs.

Analyzing Trends to Support Strategic Decision-Making.

Preparing for Financial Audits and Providing Support.

Communicating Financial Information to Non-Financial Audiences.

Unit Five: Advanced Financial Skills and Strategic Contribution

Introduction to Cost-Benefit Analysis for Administrative Projects.

Basic Principles of Cash Flow Management.

Understanding Financial Risk in an Administrative Context.

Leveraging Financial Software and Tools for Efficiency.

The Role of the Assistant in Strategic Financial Planning.

Developing Financial Acumen for Career Advancement.

Final Project: Creating a Comprehensive Budget and Financial Report.

FAQ:

Qualifications required for registering to this course?

There are no requirements.

How long is each daily session, and what is the total number of training hours for the
course?

This training course spans five days, with daily sessions ranging between 4 to 5 hours, including breaks and

interactive activities, bringing the total duration to 20 - 25 training hours.

Something to think about:



How can an administrative professional's proactive financial management shift their role from a support

function to a strategic business partner?

What unique qualities does this course offer compared to other
courses?

This course distinguishes itself by focusing on the strategic transformation of the administrative role through

financial empowerment. Unlike programs that offer a superficial overview of bookkeeping, this training

delves into the "why" behind the numbers, equipping participants with genuine financial acumen. It is

meticulously designed to bridge the gap between administrative tasks and high-level financial strategy,

enabling assistants to become indispensable partners in decision-making. The curriculum emphasizes

practical, real-world application through sophisticated simulations and case studies that mirror the complex

challenges professionals face daily. We cultivate an understanding of how departmental budgets align with

overall corporate objectives, fostering a mindset of ownership and strategic contribution. The course content

moves beyond mere expense tracking to cover nuanced topics such as variance analysis, financial

forecasting, and effective communication of financial data to non-financial stakeholders. By focusing on

developing analytical and critical thinking skills, we empower participants not just to manage budgets, but to

interpret financial information, identify opportunities for efficiency, and proactively support their

organization's financial health, thereby elevating their professional value and career trajectory.


