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Introduction:
Welcome to the Advanced Associate Corporate Services Officer Training Program! This specialized training is
designed to further enhance the skills and expertise of corporate services professionals with 10 years of

experience. Over the course of five days, participants will explore advanced concepts in corporate services, refine
their skills, and discuss strategies for tackling complex challenges.

Objectives:
By the end of this training program, participants will be able to:
¢ Deepen their understanding of the role and responsibilities of an Associate Corporate Services Officer.
e Master advanced communication and interpersonal skills.
¢ Fine-tune administrative efficiency and time management techniques.
* Apply advanced problem-solving and critical thinking strategies to intricate corporate scenarios.
¢ Navigate complex legal and compliance considerations with confidence.

¢ Lead and mentor junior team members effectively.

Target Audience:
e Senior Corporate Services Officer

e Corporate Services Manager

Corporate Services Director

Senior Administrative Manager

Corporate Operations Lead

¢ Senior Office Manager

e Corporate Compliance Manager
e Corporate Services Team Lead

e Senior Facilities Coordinator
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e Senior Administrative Specialist

Ouitlines:

Day 1:

Strategic Role of Corporate Services
e Strategic alignment of corporate services with organizational goals.
* Analyzing industry trends and their impact on corporate services.
¢ Leadership within the corporate services function.

» Building a vision for the future of corporate services.

Day 2:

Advanced Communication Strategies
¢ Advanced verbal and non-verbal communication techniques.
* Negotiation skills for complex situations.
e Effective presentation skills for senior stakeholders.

e Communicating change within the organization.

Day 3:
Streamlining Administrative Processes
¢ Process optimization and workflow automation.
e Managing large-scale document and data management.
¢ Implementing technology solutions for enhanced efficiency.

e Scalable strategies for administrative tasks.

Day 4:
Advanced Problem-Solving and Decision-Making
e Complex problem-solving frameworks and case studies.

* Critical analysis of intricate corporate challenges.
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e Scenario planning and risk assessment.

¢ Mentorship and guidance in assisting junior team members.

Day 5:

Expertise in Legal and Compliance
¢ In-depth exploration of industry-specific regulations and compliance.
¢ Mitigating legal risks in corporate services operations.
e Ethical considerations in decision-making at an advanced level.

¢ Leading compliance initiatives within the organization.
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Registration form on the Training Course:
Advanced Associate Corporate Services Officer

Training Course code: SC235125 From: 27 September - 1 October 2026 Venue: Cairo (Egypt) - Training
Course Fees: 4100 0 Euro

Complete & Mail or fax to Global Horizon Training Center (GHTC) at the address given below
Delegate Information
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Person Responsible for Training and Development
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Payment Method
|:| Please find enclosed a cheque made payable to Global Horizon

|:| Please invoice me

|:| Please invoice my company

Easy Ways To Register

Telephone: Fax your completed E-mail to us : Complete & return the
+201095004484 to registration info@gh4t.com booking form with cheque
provisionally reserve your form to: +20233379764 or training@gh4t.com to:Global Horizon
place. 3 Oudai street, Aldouki,
Giza, Giza Governorate,
Egypt.
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