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Fees as« | | Duration 3all City dlxal) Training Title 2l £ g gal) #
1150 OMR Dubai / a,15Ylg amisoll Jloc V1 pubiig bubasii 9 €1yl
5 Days Creativity in Planning and Organizing Office 1
1250 OMR Kuala Lumpur and Administrative Work
5 Days Certified Secretary and Office 2
1250 OMR Istanbul

Management Specialist
a, 1>Vl awiSiodl Jloc V! (5\9 doisall svilasVI
350 OMR 4 Days Muscat Certified Specialist in Office 3
and Administrative Affairs
a, U Sl \8 Aoissll wilas )i
1500 OMR London / auiSoll JeVl 6,519
1250 OMR ) i Istanbul Certified Specialist in Secretarial and
Office Management
Qg SV @i, Vlg A, sSuudly wilsoll 6,15)
350 OMR 4 Days Muscat Office Management, Secretarial Work, and 5
Electronic Archiving
g StV asuis,Vlg (9iligll &,15]
1500 OMR London / o9, )l basdl Glukig
1250 OMR >Pays Istanbul Document Management, Electronic Archiving,
and Digital Preservation Techniques
PARio Sgiuio - iy V19 33Us)l 6,15]
350 OMR 4 Days Muscat Document and Archive Management 7
Advanced Level
Ol Mall yaugsis wicloix>Vlg gl 6,1>]
Sl iy &b Sl 8

350 OMR 4 Days ViigEs Time and Meeting Management, and Delegating
Authority for Secretaries and Office Coordinators
1150 OMR Dubai / Salall o Sauiss &,1]
5 Days Management and Coordination 9
1250 OMR Kuala Lumpur of Executive Offices
g iUV O Medly (§3UgJl 6,15]9 anSMI asuis, Vi
350 OMR 4 Days Muscat Smart Archiving and Electronic Document 10
and Records Management
1150 OMR Dubai / g iUVl OMaeudlg (5UgJI 61519 auS I asuiv, VI
5 Days Smart Archiving and Electronic Document 11
1250 OMR Kuala Lumpur and Records Management
5 Days Fundamentals of Legal Secretariat and Legal 12
1250 OMR Istanbul

Office Management
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300 OMR 3 Days Muscat The Scientific and Practical Approach to 13
Preparing and Writing Meeting
and Committee Minutes
asyliodly Gamniid| N ©lw,lowll Jasi
059>l jwleol Liog
350 OMR 4 Days sest Best Practices in Coordination and Monitoring 14
According to Quality Standards
au,U,Saudl Jlocl 6592 aasdl aslsVl O liwadail]
350 OMR 4 Days Muscat Modern Administrative Applications for the 15
Quality of Secretarial Work
Wle svasildl aclusll Ol)lpo ek
1150 OMR Dubai / Jlealg @ty
1250 OMR >03%5 Kuala Lumpur Enhancing Productivity and Effectiveness for 16
High-Performance Personal Assistants
Aod )l aais;Vlg aurpall N8 Aodiioll O luiill
350 OMR 4 Days Muscat Advanced Techniques in Digital Indexing 17
and Archiving
6,15Y Ao Jl ploidl o9 Lpsuadaig uuiaSolul Auisi
1150 OMR Dubai / Olasis, Vg sl
5 Days Blockchain Technology and its Application in 18
1250 OMR Kuala Lumpur Digital Systems for Document
and Archive Management
5 Days Skills and Competencies of Secretarial Roles 19
1250 OMR Istanbul in the Digital Age
ULl Jud=ig Sg ol sl
1150 OMR Dubai / il @, U Sl 58
1250 OMR > Days Kuala Lumpur Artificial Intelligence and Data Analysis 20
in Executive Secretariat
Will wuilsall 8,059 auazd] @, sl
1500 OMR London / waasill Sgiauall
1250 OMR > Days Istanbul Modern Secretarial Practices and Senior Office 21
Management - Specialized Level
1500 OMR London / a0l 6,)15Y1 Qngbain Jb (58 anallall &, UsSull
5 Days Global Secretarial Practices in the Era of Digital 22
1250 OMR Istanbul Management Systems
1500 OMR 5 Days London / ilSol) @uad Jl 6,15Y19 aoriioll du,U,Sawl 23
1250 OMR Istanbul Executive Secretary and Digital Management
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350 OMR 4 Days Muscat Techniques for Drafting and Writing 24
Administrative Reports and Correspondence,
Presentation, and Computing
wilsSall 651519 @y Ul 9 adleallg 8slastl
1150 OMR Dubai / Sluazeid] LS go Jolails
1250 OMR > Days Kuala Lumpur Efficiency and Effectiveness in Secretarial Work, 25
Office Management, and Dealing with VIPs
Jolaidlg JlaiVl 9 aslu>Vlg aslli
1150 OMR Dubai / wilSoJl sl 10 26
1250 OMR 3 Days Kuala Lumpur Etiquette and Professionalism in Communication
and Interaction for Office Managers
O] 8)l5l9 iUl Al 0
350 OMR 4 Days Puscat Document Control and Records Management 27
5 Days Advanced Office Management Skills and Effective | 28
1250 OMR Istanbul Administration
a,U,Sully wvasudl Aacluuadlg 8,15V1 LI, Lo
350 OMR 4 Days Muscat Management, Personal Assistant, and 29
Secretarial Skills
Sl psSand) asball Ol,lpoll
1150 OMR Dubai / S5Vl Jgdmalls
1250 OMR > Days Kuala Lumpur Leadership Skills for Executive Secretaries and 30
Administrative Professionals
Uiy Ganaskidd| puacluol doasioll wl,)lpoll
1500 OMR 5 London / o)l Sgimo 31
1250 OMR >0ays Istanbul Advanced Skills for Personal and Executive
Assistants - Excellence Level
] 08, )l aauis,Vl (8 anaiioll a1Vl pdaill
1150 OMR 5 Days Dubai / .,;,L,,:sj-go,n z_,)|_~,! phig o 32
1250 OMR Kuala Lumpur Advanced Administrative Systems in Digital
Archiving and Information Management Systems
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Tel: +968 24693668 / GSM: +968 95050333 - 94373446
Website:www.ebctraining.net/ Email: info@ebctraining.net

€3 I @) @) @EBC_Training_Oman

3|Page

®



http://www.ebctraining.net/

