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Introduction:
This training program is tailored for line managers and supervisors seeking to enhance their proficiency in critical
decision-making, effective communication, data-driven insights, and office management techniques. It equips

participants with the tools and knowledge needed to excel in leadership roles, fostering productivity, efficiency, and
effectiveness in organizational management.

Program Objectives:
At the end of this program, participants will be able to:
¢ Demonstrate proficient technical reasoning skills for effective decision-making in managerial roles.

Produce clear and concise reports tailored to various stakeholders to facilitate communication and
understanding.

e Employ robust data collection and analysis techniques to inform strategic decision-making processes.

¢ Implement advanced office management strategies, including time and project management techniques, to
enhance productivity and organizational effectiveness.

Target Audience:

¢ Line managers and supervisors seeking to enhance their technical reasoning and decision-making skills.

Professionals aiming to improve their report writing abilities to effectively communicate with stakeholders.

¢ Individuals looking to develop data collection and analysis skills to inform strategic decision-making
processes.

e Employees interested in advancing their office management competencies, including time and project
management techniques, for improved productivity and organizational effectiveness.

Program Audiance:
Unit 1:
Technical Reasoning:
¢ Understanding the importance of technical reasoning in managerial decision-making.

¢ Exploring different types of technical reasoning approaches.
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¢ Enhancing critical thinking skills for effective problem-solving.
¢ Implementing risk assessment techniques in decision-making processes.

¢ Applying creativity to develop innovative solutions to complex challenges.

Unit 2:
Report Writing:
¢ Recognizing the significance of report writing in effective communication.
e Identifying various types of reports and their purposes.
e Structuring and formatting reports for clarity and readability.
¢ Utilizing visual aids and data presentation techniques to enhance report effectiveness.

¢ Reviewing and editing reports to ensure accuracy and coherence.

Unit 3:
Data Collection and Analysis:
¢ Understanding the role of data in informing strategic decisions.
¢ |dentifying different types and sources of data relevant to managerial roles.
¢ Learning various data collection methods and best practices.
¢ Analyzing data using statistical techniques and software tools.

¢ Interpreting data insights to derive actionable conclusions and recommendations.

Unit 4:
Advanced Office Management Skills:
e Time management strategies for maximizing productivity and minimizing inefficiencies.
* Project management principles and methodologies for successful project execution.
e Effective communication techniques for fostering collaboration and team cohesion.
¢ | eadership skills development to inspire and motivate teams towards achieving goals.

* Conflict resolution strategies and stress management techniques for maintaining a positive work
environment.
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Unit 5:
Integration and Application:

¢ Integrating technical reasoning, report writing, data analysis, and office management skills in real-world
scenarios.

* Applying learned concepts and techniques to address practical managerial challenges.

Collaborative group projects and case studies to reinforce learning and problem-solving skills.
¢ Evaluating the effectiveness of implemented strategies and identifying areas for improvement.

¢ Developing personalized action plans for continued professional growth and development.
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