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CourseIntroduction / Overview:

Effective administrative leadership in both the government and private sectors requires a strong
understanding of legal principles. This comprehensive training course from BIG BEN Training Center is
designed for leaders who need to navigate a complex legal and regulatory landscape. We'll explore key
topics such as contracts, labor law, and risk management from an administrative perspective. Drawing on the
work of legal and management experts like Daniel A. Farber, an author on public law, and influential books
such as"Administrative Law: The American Public Law System," this program goes beyond basic legal
training. Participants will learn how to make informed legal decisions, manage regulatory compliance, and
handle legal risks proactively. The curriculum is designed to give you the skills needed to draft and review
legal documents, understand your liabilities, and implement effective governance strategies. Our goal isto
equip you with the knowledge and confidence to lead your organization while ensuring full legal compliance
and ethical conduct. Thisisamust-have course for any leader who wants to navigate the legal complexities
of their role.

Target Audience/ Thistraining courseissuitablefor:
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e Administrative leaders and managers.

e Department heads and directors.

e Project managers.

e Human resources managers.

e Compliance officers.

¢ Procurement and contracting specialists.
e Public administrators.

¢ Business owners and executives.

e Anyonein aleadership position with administrative responsibilities.

Target Sectorsand Industries:

e Government and public administration.

e Corporate and private sectors.

e Non-governmental organizations (NGOs).
¢ Financial services.

¢ Healthcare and education.

e Manufacturing and energy.

e Consulting and professional services.

e Government agencies and equivalents.

Target Organizations Departments:
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Administrative and executive offices.

Human resources and training.
Legal and compliance departments.
Contracts and procurement.

Risk management departments.
Finance and audit.

Public affairs and communication.

Operations management.

Cour se Offerings:

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

Master the legal foundations of administrative decision-making.
Understand and apply key principles of contracts and agreements.
Navigate labor and employment law from a managerial perspective.
Develop a proactive approach to legal risk management.

Ensure regulatory compliance within your organization.

Handle legal issuesrelated to data protection and privacy.
Understand the legal framework for corporate governance.

Draft and review administrative and legal documents.

Implement effective internal control and audit procedures.

Course Methodology:
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Our training methodology is designed to be highly interactive and practical, with afocus on administrative

scenarios. We use a variety of techniques to give participants hands-on experience and a deeper
understanding of the material. A central part of our approach is the use of detailed case studies that are based
on real-world administrative and legal challenges. Participants will get the chance to work through complex
scenarios, like a contract dispute or aregulatory audit. We also use engaging role-playing exercises that help
you practice key skills, such as negotiating a contract or handling an employee grievance. We believe that
this hands-on learning is essential for mastering the nuances of legal skills. The course also includes group
discussions, where participants can share insights and learn from one another's professional experiences. By
combining theory with practical application, this program helps leaders not only understand legal principles
but also apply them to their roles with confidence.

Course Agenda (Cour se Units):

Unit One: Legal Foundations of Administrative L eader ship

e Introduction to administrative and regulatory law.

Legal responsibilities of a manager.

Contract law basics for non-lawyers.

Legal implications of decision-making.

Liability and accountability in leadership.

Unit Two: Contracts and Procurement
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Drafting and reviewing contracts.

Negotiating agreements.

Legal risksin procurement.

Intellectua property and licensing.

Contract management and enforcement.

Unit Three: Labor and Employment Law

e Lega framework for hiring and firing.

Employee rights and workplace regulations.

Discrimination and harassment laws.

Managing employee grievances.

The legal aspects of disciplinary action.

Unit Four: Compliance and Risk M anagement

¢ Regulatory compliance and corporate governance.

Data protection and privacy laws (GDPR, CCPA).

Identifying and mitigating legal risks.

Internal investigations and audits.

Implementing a compliance program.

Unit Five: Modern Administrative Legal Challenges

o Legal aspects of digital transformation.

Therole of Al in administrative decisions.

Ethical challenges for administrators.

Managing cross-border legal issues.

Future trends in administrative law.

FAQ:

Qualificationsrequired for registering to this cour se?
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There are no requirements.

How long is each daily session, and what isthetotal number of training hoursfor the
cour se?

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 administrative leaders effectively use data-driven insights and technology to enhance decision-
making while ensuring full compliance with complex legal and ethical privacy regulations?

What unique qualities does this cour se offer compared to other
cour ses?

Thistraining course is unique because it is specifically designed for administrative leaders, not just lawyers.
While other legal courses are very technical, our program gives you a practical understanding of legal
concepts that are directly relevant to your daily administrative and managerial duties. We use a case-based
approach, which is far more engaging than atypical lecture, to help you understand how legal principles are
applied in the real world. We will focus on key areas like contracts, labor law, and risk management, giving
you the tools to make smart decisions and protect your organization from legal challenges. By combining
legal theory with practical, hands-on administrative training, our course helps you become a more confident
and effective leader, ensuring that your organization operates with a strong foundation of legal compliance
and ethical conduct.
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