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- 7/1/2018 Indexing and advanced digital archiving and electronic document management
Dammam Dubai Days5
system (EDMS)
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Bahrain Sharm El-Shaikh Days5 Distinctive and innovation in work of secretaries and office managers
LS 3 5 Lis Sl £lyaag Ayl Loy Jaamtl o das
S5 ) pb 21/1/2018 - #lysag &y 5ySudd ¢ Lol pdas
Turkey Dubai Days5 Storage and retrieval systems for secretaries and office managers
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Washington Jordan Days10 Electronical management of office and senior secretariat
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ool < F 28/1/2018 . syl 2kl
Riyadh Dubai Days5 Managerial and behavioral skills for office managers
plpa
Oles il (219 ‘aLﬂ 5 P s 4,5, Sl o Lask Jeadl pudsg 8y10Y Auazd) ewalall
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Oman Dubai 5Days Modern concepts to manage and facilitate the executive secretary work
) Adaid) 4,5,S0udly ol 851s) & Aalid) 8o gzl daudsl! eralall
- N 11/2/2018 Advanced concepts of total quality in executive secretariat and office
Madrid Alexandria 10Days
management
Lol 0 Li5 o) 5,5l Jlos A Ll oL Ll
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Dammam Dubai 5Days Professional skills for a special secretary work
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18/2/2018 Electronic documentation and archiving skills and integrated documents
Malaysia Jordan 5Days
automating and archiving
Ui aydeainl! a5, udly ol ¢yl JlosHl oudaisg 3yl] 3 asasill o)LLl
B =L |5 - 3
- ) 25/2/2018 Specialized skills in work management and organization for Office managers and
Jeddah Dubai 5Days ) i
executive secretaries
uylo
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Malaysia Dubai 5Days Advanced executive secretariat and modern office management
A A S| ‘ab_i'lo /3 A g ASTY 0,5, SCud g oS 8y1s) (§ Al SlalziY g pdaid!
- 4/3/2018 : -
Berlin Alexandria 10Days Recent systems and trends of electronic secretariat and office management
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11/3/2018
Modern secretariat and Re-engineering of contemporary offices
Byolall i cawdl 4,5, udl o
18/3/2018 e 7 e
Skills of contemporary executive secretariat
Ol e lyiag Aduaind! 4, 5,Sud!l Jles | oot ilkay all il
25/3/2018 T ? et gl gt
British approach to develop the work of executive secretaries and office managers
Jupl
5918 agedas Adaiall 4,5, SCudl & Aais
1/4/2018 SR 3¢ "’ e
Improving the executive secretariat skills by Kaison approach
Leladl clyfodt dgueaiall sy Sl g cals efye fylea yaglas
8/4/2018 Developing skills of office managers and executive secretariat of senior
departments
&, g o8I 3y0a) & dnut! Slales¥lg dauail | oladdl
15/4/2018 DliSadly &L 212l 8 ’ o
Advanced systems and recent trends in secretariat and office management
pudaiidly Jadaszelly ol 5yls!
22/4/2018 ? ? 7
Offices management, planning and organizing
Cgulodd| alisminl i, 5,5l oL elyie iyl yagloid JolSLl s L
29/4/2018 Integrated approach for developing computerized skills of office managers and
executive secretariat
lo
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6/5/2018 459 A8 531 9 A 3)5Sdl 9 ) \Ey
Modern offices management, executive secretariat and electronic archiving
A duaid! 4,5, Sl gy 1a¥1 a8l
13/5/2018 = - Sbbe
Administrative integrated skills of executive secretariat
uigy
Aouatd | Adeaiadl syl oWl a5y Sud!
17/6/2018 : 2T
Advanced executive administrative secretariat
Al a9 ASIY dad g syl oWl a5, Sl
24/6/2018 ’ v
Administrative secretariat and modern electronic archiving
91y
Jeall eudaisg Al &L, S|
1/7/2018 7 7

Modern secretariat and work organization
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Meetings and time management & devolution of powers to secretaries and office
coordinators
gl g yall (il yapLinlly Jsl 4,08
Writing letters and reports in Arabic and English
Auduainl] 4,L5,SCudl g Llad! 3,51 a0, 05,800 2 g ASTHI 5,15
Electronic management of senior management secretary and executive secretary
@351‘ Jeadl p-__s‘é.iij Silel ¥l s
Simplifying procedures and organizing office work

guhwel
plasinly Lelacdasy 284 319 cISL 8,15) 4,55,Sudl &yl MS Outlook
Skills of secretary, offices management, archiving and its applications using MS

Outlook
G eudaisg 8yls| § JLas¥l @iy Slaglall Lo 9J9iSS a s

Information technology and communication networks usage in managing and
organizing offices
é).‘a.\.njﬁ)s_w.l.‘ ?Ln.lb al.l,.b‘zn 8yla!
Managing priorities and duties of modern secretary
Lelad! 8,00%1 18 ¢yl @SWYUQS.&JJB s i ol Ay
Supervisory strategies and strategic thinking for senior department managers
EPRPESEI W COMI ST B W-ES PRI | JUPUN JCN J Y
Skills of improving performance and achieving distinction in executive secretariat
ol
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Management arts of leaders offices and senior executives
g deail] a,5,Sudly calsll 8yls) ‘_g aloLad! aually dla¥! o S glud! oLl

Behavioral, managerial and technical skills for executive secretariat and offices

management
Lelad! 8y1a¥ a6 (g pne ilybin dais
Improving the skills of Senior department managers
Gl slye sl pglazt dauanll ol LA
Advanced skills to improve performance of office managers
Leladl 8,581 68 gl bogiall ae Jaladd| 99 <ol 8yl
Time management and art of dealing with the pressure of senior department

managers

Marketing coordinator, Heba Gamal

Email: h.gamal@traininggulf.com
Mobile: +971588072415 || +966547946392

R B
3 Cambridge
(4 Training College Britain

Address: Sheikh zayed-millemmium-floor8,Emirates
Site: www.traininggulf.com


mailto:heba@gulfstd.com

Oles dialu
Oman
LS)s
Turkey
eyl
Riyadh
Munich

e\.a..\.”

Dammam

o2l
Riyadh

Turkey

alo!

Dammam

b

Paris

slacd! Il

Casablanca

alod!

Dammam

Craye=d|
Bahrain
el
Riyadh
Loy

Rome

Y Training GULF

"7  wnill o gl

@
Dubai

e

Sharm El-Shaikh

@0
Dubai
QJ)E"

Jordan

N
Dubai

L)

Dubai

aidl
Sharm El-Shaikh
@
Dubai

QJ)S”

Jordan

@
Dubai

@
Dubai
&y S|
Alexandria
@
Dubai
Q.:}!l

Jordan

4 N Training GULF

7

7/10/2018

14/10/2018

21/10/2018

28/10/2018

28/10/2018

4/11/2018

4/11/2018
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23/12/2018
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Modern applied systems for documents and archives managing and files digital
archiving
8oglaill oLl Byl)g Al A, ls,Sud! Jleei & el
Distinction in modern secretarial work and advanced offices management
Joadl § cabolgall Byls) g Sbigo¥l cuiyis iall ae Jaladd!
How to deal with pressure ,arrange priorities and manage emotions at work
AL 5 lyag Apdueail ! Lyl Sudl S g Ludly auyla¥ Ll
Managerial and behavioral skills for office managers and executive secretaries
SIS eykag y5,Sudl 1] Balsy @ 4 gAY Cilaedatll 90
Role of electronic applications in increasing the performance of secretaries and
office managers
H0agj
Leladl 8,151 cal&s olyd 0 92| &lyudl) juglas
Developing the core abilities for managers of senior management offices
ydpainl] &,55,Sud! g a8l 5y18Y 9 ASTYI (£l S5l
Creative electronic approach of offices management and executive secretary
Lo 9 ASY| cilaglal cnalig Ladomg 2o Sy Byl Lz 9SS
Technology of electronic indexing, archiving, saving and securing of information
O8I Byl Lo g 9iS5g A 9 ASTYN dadi g A ]|
Electronic indexing and archiving and office management technology
JLai¥ 893 95152l (8 § eilly Ananl | dyieawad! &5 ySCudl
Advanced executive secretariat and distinction in art of dialogue and power of

communication
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Modern secretary and skills of speed-reading and memory activation
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E- archiving and office information systems management
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Skills for secretaries, office management and reports preparation and submission
Lyl Sy oSl 5515 ‘3 aolad! aually dyla¥ aly LA

Managerial and technical skills of secretariat and office management
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30/12/2018 British curriculum and electronic technology for developing the executive

Turkey Dubai Days5
secretarial works
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