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Course Introduction / Overview:

This comprehensive Lean Office Productivity and Process Optimization Strategies Training
Course, offered by BIG BEN Training Center, is meticulously designed to equip professionals with
the essential knowledge and practical skills required to transform their administrative and service
environments. In today's dynamic business landscape, achieving operational efficiency and
sustainable growth hinges on the ability to streamline workflows, eliminate waste, and continuously
improve processes. This course delves into core lean office principles and advanced process
optimization techniques, moving beyond theoretical concepts to provide actionable strategies for
workplace productivity improvement. Participants will learn how to identify and eliminate
administrative waste, apply value stream mapping office methodologies, and implement Kaizen in
office environments to foster a culture of continuous improvement. Drawing inspiration from
seminal works like "Lean Thinking" by James Womack and Daniel Jones, the course emphasizes
understanding customer value and optimizing end-to-end processes. It covers strategic process
improvement, digital process automation, and workflow optimization solutions, ensuring that
participants can drive significant enhancements in their organizations. By focusing on data-driven
process improvement and fostering lean leadership in administration, BIG BEN Training Center
ensures participants gain a holistic understanding of how to achieve peak performance and
operational excellence in any office setting. This training is crucial for organizations aiming to
enhance quality improvement in services and optimize back-office operations.

Target Audience / This training course is suitable for:
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e Operations Managers.

e Process Improvement Specialists.

e Administrative Professionals.

e Team Leaders and Supervisors.

e Project Managers.

¢ Quality Assurance Personnel.

e Business Analysts.

e Department Heads.

¢ Anyone involved in workflow optimization or efficiency initiatives.

¢ Professionals seeking to implement lean management for professionals.

Target Sectors and Industries:

Financial Services.

e Healthcare.

¢ Information Technology.

e Government Agencies and equivalents.
e Consulting Services.

e Education.

¢ Retail and E-commerce.

e Telecommunications.

e Logistics and Supply Chain.

e Human Resources.

e Marketing and Sales.

e Customer Service.

Target Organizations Departments:
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e Operations.

e Administration.

e Human Resources.

¢ Finance and Accounting.
e Customer Service.

¢ Information Technology.
¢ Project Management Office.
e Quality Assurance.

e Legal.

e Procurement.

e Marketing.

e Sales Support.

Course Offerings:

By the end of this course, the participants will have able to:
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e Apply core lean office principles to identify and eliminate waste in administrative

processes.

¢ Ultilize process optimization techniques to streamline workflows and enhance operational
efficiency.

e Implement value stream mapping office to visualize and improve end-to-end service
delivery.

e Develop and execute Kaizen events for continuous improvement methodologies within
office environments.

e Leverage productivity tools for lean office to boost individual and team performance.

e Design and implement standard operating procedures development for consistent quality
and output.

e Conduct root cause analysis office to address inefficiencies and prevent recurrence.
e Drive strategic process improvement initiatives across various departments.
e Understand and apply lean leadership in administration to foster a culture of excellence.

e Evaluate and integrate digital process automation and office automation strategies for
enhanced productivity.

e Measure and monitor performance metrics for office to ensure sustainable gains.
¢ Facilitate change management for lean transformations within their organizations.
e Optimize back-office operations to reduce lead time and improve service quality.

e Enhance employee engagement productivity through effective lean practices.

e Contribute to the overall business process reengineering efforts of their organization.

Course Methodology:
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This Lean Office Productivity and Process Optimization Strategies Training Course employs a

highly interactive and practical methodology, ensuring participants gain both theoretical knowledge
and hands-on experience. BIG BEN Training Center believes in an immersive learning
environment that goes beyond traditional lectures. The course integrates real-world case studies,
allowing participants to analyze complex scenarios and apply lean office principles and process
optimization techniques to solve practical business challenges. Group discussions and
collaborative teamwork exercises are central to our approach, fostering peer learning and diverse
perspectives on workplace productivity improvement and waste reduction strategies. Participants
will engage in interactive sessions, including simulations and workshops, where they can practice
value stream mapping office, implement 5S for administrative processes, and develop Kaizen in
office environments. Regular feedback sessions are incorporated to reinforce learning and provide
personalized guidance, ensuring each participant can confidently apply continuous improvement
methodologies. The methodology also emphasizes the use of practical productivity tools for lean
office and strategies for digital process automation, preparing participants to drive tangible
improvements in their own organizations. This dynamic approach ensures a deep understanding of
strategic process improvement and equips participants with the skills to optimize back-office
operations effectively.

Course Agenda (Course Units):

Unit One: Foundations of Lean Office and Process Excellence
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Understanding Lean Principles and their Application in Office Environments.

Identifying and Eliminating the Eight Wastes (Muda) in Administrative Processes.

Introduction to Value Stream Mapping Office for Service Processes.

The Role of 5S for Administrative Processes in Workplace Organization.

Establishing a Culture of Continuous Improvement Methodologies.

Setting Performance Metrics for Office and Baseline Measurement.

Introduction to Lean Leadership in Administration.

Unit Two: Process Mapping, Analysis, and Optimization Techniques

e Detailed Process Mapping and Documentation.

Techniques for Process Analysis and Bottleneck Identification.

Applying Root Cause Analysis Office Tools (e.g., Fishbone Diagrams, 5 Whys).

Introduction to Business Process Reengineering and Redesign.

Implementing Workflow Optimization Solutions.

Leveraging Technology for Digital Process Automation.

Case Studies in Successful Process Optimization.

Unit Three: Tools and Methodologies for Productivity Enhancement

e Implementing Kaizen in Office Environments for Rapid Improvements.

Utilizing Kanban for Workflow Management and Visualization.

Introduction to Lean Six Sigma for Services.

Developing Standard Operating Procedures Development.

Effective Time Management and Personal Productivity Tools for Lean Office.

Strategies for Employee Engagement Productivity.

Optimizing Back-Office Operations.

Unit Four: Data-Driven Decision Making and Digital Transformation

www.bigben-training.com




e Collecting and Analyzing Data for Process Improvement.

¢ Statistical Process Control Basics for Administrative Data.

¢ Introduction to Robotic Process Automation (RPA) in the Office.
e Exploring Office Automation Strategies and Tools.

e Data Visualization for Performance Monitoring.

¢ Decision-Making Process Improvement Techniques.

e Future of Work Lean Principles and Remote Work Productivity Optimization.

Unit Five: Sustaining Lean Culture and Strategic Implementation

e Developing a Lean Culture Implementation Strategy.

Change Management for Lean Initiatives.

Building and Leading High-Performance Lean Teams.

Strategic Planning for Efficiency and Long-Term Process Innovation in Business.

Measuring and Sustaining Gains from Process Optimization.

Continuous Monitoring and Adaptation of Lean Practices.

Action Planning for Implementing Lean Office Productivity and Process Optimization
Strategies.

FAQ:

Qualifications required for registering to this course?

There are no prerequisites.

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

This training course extends over five days, with a daily duration ranging from 4 to 5 hours,
including breaks and interactive activities, bringing the total to 2025 training hours.

Something to think about:
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In what ways can the principles of Lean, traditionally applied in manufacturing, fundamentally
reshape the strategic decision-making processes and organizational agility within service-oriented

industries, beyond mere operational efficiency?

What unique qualities does this course offer compared to
other courses?
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This Lean Office Productivity and Process Optimization Strategies Training Course stands out due

to its deeply practical and holistic approach, specifically tailored for administrative and service
environments. Unlike generic courses, it doesn't just present lean office principles; it guides
participants through their direct application to real-world challenges, emphasizing actionable
strategies for workplace productivity improvement. We integrate cutting-edge concepts like digital
process automation and office automation strategies, ensuring the curriculum is current and
relevant to modern business needs. The course goes beyond theoretical understanding by
focusing on the implementation of continuous improvement methodologies, including hands-on
experience with value stream mapping office and Kaizen in office environments. BIG BEN Training
Center's commitment to fostering lean leadership in administration ensures participants develop
not just technical skills but also the leadership qualities necessary to drive and sustain change. We
prioritize insights into strategic process improvement and optimizing back-office operations,
providing a comprehensive toolkit for achieving operational excellence. The academic rigor,
combined with practical examples and a strong emphasis on data-driven process improvement and
change management for lean, equips participants to not only identify waste reduction strategies but
also to cultivate a culture of ongoing innovation and efficiency within their organizations
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