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COURSE INTRODUCTION / OVERVIEW:

In today's digitally transformed workplace, the role of administrative professionals has evolved from task-oriented
support to a strategic function pivotal to organizational success. This shift is powered by data. This course is meticulously
designed to equip administrative professionals with the essential skills for strategic data management, turning everyday
information into a powerful asset for enhancing efficiency and productivity. We will explore the complete data lifecycle
within an administrative context, from creation and processing to secure storage and archival. As the renowned data
quality expert Thomas C. Redman states in his book, "Data Driven: Profiting from Your Most Important Business Asset,"
clean, well-managed data is the bedrock of sound decision-making. This principle is at the heart of our curriculum. BIG
BEN Training Center has developed this program to bridge the gap between traditional administrative duties and the
modern demands of data governance, quality control, and security. Participants will learn not just the 'how' but the 'why'
behind effective data handling, empowering them to proactively contribute to business process improvement and drive

administrative excellence through informed, data-driven strategies.

TARGET AUDIENCE / THIS TRAINING COURSE IS SUITABLE FOR:

e Administrative Managers.

o Office Managers.

e Executive Assistants.

e Personal Assistants.

e Secretaries and Administrative Staff.
e Team Leaders and Supervisors.

e Operations Coordinators.

e Project Administrators.

e Anyone in an administrative support role seeking to enhance their skills.

TARGET SECTORS AND INDUSTRIES:

Corporate and Business Services.

Healthcare and Medical Administration.

Education and Academic Institutions.

Financial Services and Banking.

Technology and Information Services.

e Governmental Agencies and Public Sector Organizations.
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e Executive Support and C-Suite Offices.
e Human Resources.

e Finance and Accounting.

e Operations and Logistics.

e Project Management Office (PMO).

e Customer Service and Support.

e Legal and Compliance.

e Course Offerings

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

Develop a strategic framework for managing administrative data effectively.

Implement data quality control measures to ensure accuracy and reliability.

Apply data governance principles to administrative workflows and processes.

Enhance data security and ensure compliance with privacy regulations.

Utilize data analysis techniques to generate insights for process improvement.

Create compelling data visualizations and reports for management.

Optimize data storage, retrieval, and lifecycle management systems.

Leverage data to automate tasks and improve overall office productivity.

COURSE METHODOLOGY:

The training methodology at BIG BEN Training Center is centered on active, experiential learning to ensure that
participants can immediately apply new skills in their professional roles. This course moves beyond traditional lectures,
employing a dynamic blend of interactive presentations, expert-led discussions, and practical, hands-on activities. We will
utilize real-world case studies that reflect common administrative challenges, allowing participants to analyze problems
and develop robust, data-driven solutions in a controlled environment. A significant portion of the training is dedicated to
collaborative exercises and group workshops, fostering peer-to-peer learning and the exchange of diverse perspectives.
This approach encourages critical thinking and creative problem-solving. Our expert facilitators are dedicated to creating
a supportive and engaging atmosphere, providing personalized feedback and guidance to help each participant master
the concepts. The program is designed to be highly practical, ensuring that attendees leave with not only theoretical
knowledge but also the confidence and tools to implement strategic data management practices that enhance

administrative efficiency and drive organizational value.

COURSE AGENDA (COURSE UNITS):

UNIT ONE: FOUNDATIONS OF DATA MANAGEMENT IN ADMINISTRATION
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e Common challenges in administrative-

e Aligning data management strategies with organizational goals.

UNIT TWO: ENSURING DATA QUALITY AND INTEGRITY

¢ Defining data quality dimensions of accuracy, completeness, and consistency.

Techniques for data cleansing and standardization.

Implementing data validation rules at the point of entry.

Conducting data quality audits and assessments.

The role of master data management in administrative consistency.

Strategies for preventing data decay and maintaining data hygiene.

Building a culture of data quality within the administrative team.

UNIT THREE: DATA GOVERNANCE, SECURITY, AND COMPLIANCE

e Introduction to data governance frameworks for non-technical roles.
e Establishing clear roles and responsibilities for data stewardship.

e Best practices for data security and access control in an office setting.
e Understanding key data privacy regulations like GDPR.

¢ Developing effective data handling policies and procedures.

e Managing sensitive information and confidential records securely.

e Creating a data breach response plan for administrative incidents.

UNIT FOUR: DATA ANALYSIS AND REPORTING FOR ADMINISTRATIVE INSIGHTS

Fundamentals of data analysis for administrative professionals.

Using spreadsheet tools for basic data sorting, filtering, and analysis.

Techniques for identifying trends and patterns in administrative data.

Principles of effective data visualization for clear communication.

Creating dashboards and reports to track key performance indicators.

Translating data insights into actionable recommendations for efficiency.

Presenting data-driven findings to management with confidence.

UNIT FIVE: AUTOMATING AND OPTIMIZING ADMINISTRATIVE WORKFLOWS WITH DATA

e Mapping existing administrative processes to identify data flow.
e |dentifying opportunities for automation in data-intensive tasks.

e Leveraging data to streamline workflows and reduce manual effort.
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QUALIFICATIONS REQUIRED FOR REGISTERING TO THIS COURSE?

There are no requirements.

HoOWw 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:

As administrative processes become increasingly automated through data, how does the core human element of the

administrative role evolve to provide strategic value beyond task execution?

WHAT UNIQUE QUALITIES DOES THIS COURSE OFFER COMPARED TO
OTHER COURSES?

This course is uniquely positioned because it is designed specifically for administrative professionals, not data scientists or
IT specialists. We demystify complex data concepts and translate them into the practical, day-to-day context of an office
environment. Unlike generic data management courses, our curriculum focuses exclusively on the challenges and
opportunities present within administrative functions, from managing executive schedules to optimizing departmental
workflows. The emphasis is on practical application and immediate impact. Participants will not just learn about data
governance theory; they will learn how to draft a data handling policy for their department. They will not just hear about
data analysis; they will use familiar tools to analyze sample administrative data sets to find real-world efficiencies. This
program uniquely blends strategic thinking with tangible skills, empowering attendees to elevate their roles from support
staff to strategic partners who can leverage data to drive productivity, mitigate risks, and contribute directly to their
organization's bottom line. It fosters a new level of data literacy that is essential for the modern administrative

professional.
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