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7  Great Reasons to Attend 

1. Ensure that you are perceived as a key influencer 

2. Utilize the principles of project management to successfully manage your workload 

3. Develop your leadership strengths 

4. Gain confidence in making decisions on behalf of your manager 

5. Understand what motivates people and how this can assist you in working with your team 

6. Optimize your documents and records management skills 

7. Be a champion of information, risk and confidentiality management 

Who should attend 
 
• Administration Manager  
• Personal Assistant (PA)  
• Administration Support  
• Executive Assistant (EA) 
• Secretary  
• Receptionist  
• Marketing Co-coordinator  
• Marketing Secretary 
• Office Manager  
• Executive PA  
• Management Team Assistant  
• Accounts Secretary 
• Administration Team Leader  
• Marketing Administrator  
• Administrator  
• Corporate Co-coordinator 
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SAQA US ID UNIT STANDARD TITLE                                    CREDITS                               NQF Level 

110023  Present information in report format                          6                                         04 

SAQA US ID UNIT STANDARD TITLE                                    CREDITS                               NQF Level 

119472  Accommodate audience and context needs in 
oral/signed communication                                       5                                         03 

SAQA US ID UNIT STANDARD TITLE                                    CREDITS                               NQF Level 

7785  Function in a business environment                           4                                          03 

Former PA, Leading actress, philanthropist and renowned businesswoman 

FREE  

Laptops to all 

delegates 

Unit Stan-

EssentialEssentialEssential InformationInformationInformation Leadership & Management Skills Leadership & Management Skills Leadership & Management Skills    
For For For    

Executive Secretaries, Senior PAõs & Administration ProfessionalsExecutive Secretaries, Senior PAõs & Administration ProfessionalsExecutive Secretaries, Senior PAõs & Administration Professionals   
Gold Reef City Casino Hotel, JohannesburgGold Reef City Casino Hotel, JohannesburgGold Reef City Casino Hotel, Johannesburgñññ            28 28 28 ñññ   30 March 201230 March 201230 March 2012   

Protea Hotel Sea Point, Cape TownProtea Hotel Sea Point, Cape TownProtea Hotel Sea Point, Cape Townñññ      11 11 11 ñññ   13 April 201213 April 201213 April 2012   

Protea Hotel Beach Front, Durban Protea Hotel Beach Front, Durban Protea Hotel Beach Front, Durban ñññ            24 24 24 ñññ   26  April 201226  April 201226  April 2012   

   

                  NQF: LEVEL 4/CREDITS 15NQF: LEVEL 4/CREDITS 15NQF: LEVEL 4/CREDITS 15   

                                                                  All Registered Delegates Receive a  FREE Laptop or BlackberryAll Registered Delegates Receive a  FREE Laptop or BlackberryAll Registered Delegates Receive a  FREE Laptop or Blackberry   

Learners will be required to complete a portfolio of evidence as part of the as-

sessment process. If found competent they will receive a certificate of compe-

tence. 

R 8499 R 8499 R 8499    
Excl. VATExcl. VATExcl. VAT   
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Day One 
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    International trends and recognition of the Ex-
ecutive Assistant profession 

In this presentation, the presenter will give feedback 

from the recent global trends in the profession. The 
speaker will develop the discussion around introducing a 

ñGlobal Administration Professional Qualification Pass-
portò, as a method of offering recognition and credibility 

to Administrative Professionals internationally. The pre-

senter will report on: Key trends for the Executive Assis-
tant profession overseas  

¶ The changing role of Administration Professionals 

¶ Furthering your career through international job 

opportunities for EA/Pas 

¶ The value of international networking 

Managing Documents/spreadsheet reliability and 
integrity 

¶ Setting up spreadsheets 

¶ Legal weight of document /records and Apply se-

curity protocols.  
¶ Data filtering and input management 

¶ Check formulas and totals.  

¶ Spreadsheets Audi trials.  

¶ Validating and sorting data  in Documents/ 

spreadsheet.  

Identifying the Critical Skills for Effective Manage-
ment 

¶ Defining the necessary skills for effective manage-

ment 

¶ What are the main causes of management failure? 

¶ Understanding where you should be applying 

management skills in your role 

¶ Applying management skills to improve your over-

all performance 

Developing Effective Communication Skills  

¶ Examining the barriers to effective communication 

¶ Active listening to improve your comprehension 

¶ Using body language to communicate 

¶ Saying what you mean 

¶ Using paraphrasing to reinforce your message and 

your understanding of messages 

¶ Speaking so others will listen and respect your 

opinion and knowledge  

Developing the Essential Assertiveness Necessary 
for Todayôs Business Climate 

¶ What is assertiveness and why is it crucial to suc-

cess and growth in your role? 

¶ Applying assertiveness techniques that will help 

you achieve your objectives 

¶ Understanding the link between confidence and 

assertiveness and developing both 

¶ Assertive communication and behaviour without 

becoming inflexible or aggressive 

Effective Time Management in a Reactive Support 
Role 

¶ Overcoming the time management challenges of 

a role dependent on the priorities of others 

¶ Identifying and eliminating procrastination by un-

derstanding when and why you procrastinate 

¶ Allowing time for people interaction and meetings 

while ensuring everything else gets done 

¶ Working towards creating a more proactive envi-

ronment to better juggle your routine and reac-
tive duties 

¶ Techniques for coping with a large and growing 

workload 

¶ Ensuring your efforts are directed towards the 

most critical areas of your job 

¶ Applying techniques which will help you prioritize 

effectively and focus on activities that add most 
value to the organization 

¶ Switching gears between managing and doing 

Best practice in Report writing 

¶ Relating the purpose, content, form, frequency 

and recipients of a range of reports within your 

organisation. 

¶ Managing information sources & organisational 

procedures for obtaining & distributing information 

¶ Compiling reports related to your bosses function. 

¶ Liaising with relevant parties and verifying that 

reported information is in accordance with require-

ments. 

¶ Technical report writing concept design and inter-

pretation 

The Fundamentals of Project Management 

¶ What should you consider a óprojectô requiring pro-

ject management? 

¶ How is project management different from key 

day-to-day management principles? 

¶ Applying proven project management techniques 

to better manage and complete non-routine duties 

¶ Setting project objectives 

¶ Building a project plan which focuses on the ob-

jectives 

¶ Setting a clearly defined and achievable schedule 

with deadlines and sufficient detail  



3  

Tel: 011 024 6538                  Fax: 086 573 4430               Email: info@renaissancecorg.com                 Website: www.renaissancecorg.com  

     Communicating your way to Success and 
Delivery. 

¶ Interact successfully with audience and ice breaking. 

¶ Participating in formal meetings and adhering with pro-

cedures and contributing to the achievement of meet-
ing objectives.  

¶ Strategies for capturing and retaining the interest of 

your audience.  

¶ Non verbal communication and Confidence building  

¶ Identifying and responding to manipulative use of lan-

guage. 

¶ Building your relationship with your boss on great com-

munication skills 

Dealing With Difficult People, Difficult Behav-
iors and Workplace Conflict 

¶ Avoiding clashes by dealing with situations immediately 

and effectively 

¶ Diffusing difficult situations before they become critical 

¶ Overcoming a natural fear of confrontation and conflict 

¶ Developing a win/win approach for dealing with difficult 

people 

¶ Objectively identifying the real issues in a conflict 

¶ Managing emotions and personality conflicts 

¶ Attacking the problem (not the person) with a workable 

solution 

¶ Committing yourself to reaching a resolution with com-

promise 

Dealing Effectively With Stress  

¶ Examining the causes of stress and your vulnerability to 

decreased effectiveness 

¶ Reducing the negative effects of stress and accentuat-

ing the positive 

¶ Spotting the signs of stress in yourself and others 

¶ Tips for better stress management 

Spotting Opportunities for Growth in Your Role 

¶ Knowing your time and skill limits 

¶ Dealing with failure and success and accepting respon-

sibility either way 

¶  Removing the barriers: identifying the factors 

that hinder your progress and setting plans to 

eliminate or circumvent them 

¶ Becoming proactive in your role for continuous 

growth and challenge 

¶ Setting growth objectives for yourself and your 

role  

 

¶  

How to develop and benefit from exceptional 
interpersonal skills  

This presentation will show you how to put your net-
working and interpersonal skills to best use in daily work 

situations. By applying specific relationship building tech-
niques, you will learn how to use relationships to assist 

with problem solving, diffuse conflict situations, assist 

your manager in building professional relationships, and 
become a key influencer across your organization.  

¶ Adding value to your organization by applying 

proactive relationship building and networking skills  

¶ Building professional relationships with both internal 

and external partners 

¶ How to use networks of peers to keep informed and 

further your career 

Achieve your goals! Strategies for professional 
development  

¶ Evaluate your goals, values, interests, skills and 

strengths  

¶ Keys to keeping your career on track 

¶ Identifying opportunities to further your career 

¶ Practical tips and useful advice on how to widen your 

scope of influence and responsibilities 

¶ Understand your managerôs role in your career develop-

ment 

Minutes Taking  

¶ Saving time and produce professional, clear, well-

structured & accurate minutes with confidence 

¶ Work effectively with the chair & colleagues in the 

preparation of agendas, meeting papers & minutes 

¶ Identify & overcome obstacles to effective listening & 

enhance your concentration, listening & note taking 

¶ Build upon the relationship between the minute taker 

and chair 

¶ Utilise essential note taking techniques adopted by ex-

perienced minutes takers 

¶ Identify the relevant & key points from a meeting & 

know what information does not need to be included. 

¶ Demonstrate an improved understanding of the impor-

tance of accurate & informative minutes to the success 
of meetings 
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Day Two 



4  

Tel: 011 024 6538                  Fax: 086 573 4430               Email: info@renaissancecorg.com                 Website: www.renaissancecorg.com  

 

Moving into management - leadership opportu-
nities for Executive Assistants 

Self-management and the ability to manage others are 
vital skills when taking the step from an EA/PA role into 

management. This session looks at ways to become a 
valuable member of the management team and builds 

on examples of Executive Assistants that have made the 

transition into management positions.  

¶ Practical examples of steps to take to demon-

strate your ability 

¶ Be comfortable operating at management level 

¶ Seeking opportunities to move into management 

positions 

¶ Keys to successful people management 

¶ Identifying and overcoming barriers to personal 

advancement 

Best practice for managing your manager 

¶ Taking responsibility and thriving on variety 

¶  Reviewing your professional relationship with 

your manager 

¶ Identifying opportunities to support your man-

agerôs goals 

¶  Learn how to be a key support to your manager 

and actively increase his/her effectiveness 

¶ Gain confidence to make decisions and act on 

behalf of your manager 

¶ Effective decision making using your knowledge 

of the priorities of your manager and the com-
pany overall 

¶ Contributing effectively to your managerôs success 

Case study 

Practical tips and key challenges in supporting 
my manager and management team 

 

¶ Mutual benefits of a good working relationship 

between manager and EA 

¶ How to contribute to your managerôs success 

¶ Developing creative problem solving skills 

 

¶ The balancing act of working with multiple man-

agers and supporting management teams 

¶ Practical advice for other EA/Pas 

 

 

 

Personal branding and assertive communication 

¶ Become aware of the image you portray and the 

effect you have on other people 

¶ Build and maintain a strong personal brand to 

assist your professional development 

¶ Visibility and networking - the subtle art of self-

promotion 

¶ Understand how your communication style affects 

your personal brand 

¶ Building your personal credibility to improve your 

professional relationships 

 

Mini Workshop 

 

Interactive Learning: Meet your peers and 
achieve confidence with practical networking 
tips 

We give you the tools to become a confident networker 
in this short, fun, and interactive session! You will learn 

how to get more out of functions, meetings, and other 
social and professional events. Creating a network of 

peers and learning how to introduce yourself to the right 

people is of vital importance in your current role support-
ing your manager and for your future career ambitions. 

Get up from your chair and out of your comfort zone! 

 

Being Your Boss's Right Arm  

¶ Recognize the benefits in being essential to the 

boss.  

¶ Identify three strategies that allow an administra-

tive assistant to anticipate a boss's needs.  

¶ Identify examples of the principles for making a 

boss look good.  

¶ Identify the principles for communicating informa-

tion to a boss. 

¶ Identify the strategies for maximizing your effec-

tiveness within your organization. 
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Day Three 
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Registration FormRegistration FormRegistration Form   

Your Details 
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Fax Completed & Signed Registration 

Select Preferred Venue 

   JHB 28ñ30 March 2012                CPT 11ñ13 April 2012 DBN 24ñ26                                       

                                                            

1 L B 

2 L B 

3 L B 

4 L B 

5 L B 

Choose your preferred corporate gift. Mark (X) on (L) Laptop 

or (B) Blackberry. 

Book 5 or more delegates 

& get a 10% discount 

 

1. Ms./Mrs/Mrééééééééééééééééééééééééééééé.. 

             Email:éééééééééééééééééééééééééééééééé. 

             Tel:éééééééééééééééCell:éééééééééééééééé. 

2. Ms./Mrs/Mréééééééééééééééééééééééééééé... 

            Email:éééééééééééééééééééééééééééééééé.. 

            Tel:ééééééééééééééé Cell:éééééééééééééééé. 

3.         Ms./Mrs/Mrééééééééééééééééééééééééééééé.. 

            Email:éééééééééééééééééééééééééééééééé.. 

            Tel:ééééééééééééééé Cell:éééééééééééééééé. 

4.         Ms./Mrs/Mrééééééééééééééééééééééééééééé.. 

            Email:éééééééééééééééééééééééééééééééé.. 

            Tel:ééééééééééééééé Cell:éééééééééééééééé. 

5.         Ms./Mrs/Mrééééééééééééééééééééééééééééé.. 

            Email:éééééééééééééééééééééééééééééééé.. 

            Tel:ééééééééééééééé Cell:éééééééééééééééé. 

Cancellation Policy 

 

Please note that all speakers and topics were 
confirmed at the time of going to press. However, 
circumstances beyond the control of Renaissance 

may necessitate substitutions, alterations or can-
cellations of the speakers and or topics and /or 

event. The organiser reserves the right to alter, 
add or subtract from the content and to change 
the speakers or topics if required. Any substitu-

tions or alterations will be updated on our website 
in real time and on the final brochure in the con-

ference file. Delegate substitution is welcome. 
However, Renaissance must be advised of the 
substitution forty-eight (48) hours prior to the 

event. 
 

Cancellations made within seven (7) days of 
Renaissance receiving the signed registration 

form, will be subject to a 25% administration fee. 
Thereafter the delegate/booking organisation 

accepts full liability for the total registration 
amount due. Cancellations received in writing no 
later than seven (7) working days prior to the 

conference will entitle delegates to receive a full 
credit to be used at another Renaissance event 

valid for up to 12 calendar months from the date 
of issuance, should payment have been made for 
the event. Failure to cancel in writing and on time 

will result in a forfeiture of the full amount paid. 
In the event that Renaissance cancels an event, 

delegate payments at the date of cancellation will 
be credited to a future alternative or similar event 

to the same Rand value (client to select). This 
credit will be valid for up to 12 calendar months 
from the date of issuance. In the event that Ren-

aissance postpones an event, delegate payments 
at the postponement date will be credited towards 

the rescheduled date. If the delegate is unable to 
attend the rescheduled event, the delegate will 
receive a full credit towards a future Renaissance 

event. This credit will be valid for 12 months from 
the date of issuance. No refunds will be available 

for cancellations or postponements. 
 

Renaissance is not responsible for any loss or 
damage as a result of a substitution, alteration, 
cancellation, or postponement of an event. Ren-

aissance shall assume no liability whatsoever if 
this event is altered, rescheduled, postponed or 

cancelled due to a unexpected event, unforeseen 
occurrence or any other event that renders pres-

entation of the event imprudent, illegal or unfeasi-
ble. Examples of unforeseen occurrences shall 
include, but shall not be limited to: an act of God, 

Institutional regulation, ban, suspension or re-
striction, war or apparent act of war, terrorism or 

apparent act of terrorism, disaster, civil disorder, 
disturbance or riots leading to or resulting in the 
disruption or curtailment of basic services such as 

transportation and or any other emergency. Ren-
aissance does not have to prove that it used its 

best endeavours to avoid rescheduling, cancelling 
or altering an event for the client to hold Renais-
sance harmless from all costs, damages and 

expenses which are incurred by the client. 

 

R 8,499 R 8,499 R 8,499 exl. VATexl. VATexl. VAT   

Nominated Delegates (Print name in BOLD letters) 

Your Details 
 

Organisation............................................................................................................................................................................... 
 

Physical Address......................................................................................................................................................................... 
 

CityééééééééééééééééééPost code............................VAT N□ééééééé.. 
 

Tel......................................................................................é...Fax........................................................................................... 
 

Email........................................................................................................................................................................................... 
 

Authorising manager.................................................................................................................................................................. 
 

Authorising manager signature 

                              éééééééééééééééééééééé. 

By signing & returning this form you are accepting our cancellation Policy 

Invoice Details 

Attention Invoice to (NAMES)ééééééééééééééééééééééé. 

Email:éééééééééééééééééééééééééééééééééé 

Tel:éééééééééééééééé.Fax:éééééééééééééééé.. 

Fees include refreshment, lunch & com-

prehensive documentation only. Fees 

do not include  accommodation & trans-

port. For accommodation contact the 

venue directly 


