
Skills for the Administrative Assistant
Workshop at the NETC North Bay Ontario

Campus on February 25 & 26, 2020
Work is not the only thing that matters in life, but most of us want to take pride in what we do. While we don’t have to like the 
people we work with, or report to, at the very least we should be able to interact positively with them. The biggest influence on job 
satisfaction is our relationship with others. Our work should not be a burden to us, and our offices shouldn’t be battlefields. We are 
human beings working with other human beings. This two-day workshop is about working to the best of your abilities and 
encouraging the best in those who work with you, or for you. 

What Will Students Learn?
 Understand the importance of professional presence on the job. 
 How to self-manage to become more effective and efficient.
 Improved communications skills, including listening, questioning, and 

being more assertive.
 Increased effectiveness in recognizing and managing conflict and 

dealing with difficult people.

What Topics are Covered?
 Personal best, professional best 
 Putting others at ease
 Distorted thinking
 The steps to feeling good
 Understanding and improving your assertiveness
 Communication skills (written, verbal, non-verbal)
 Self-management
 Setting goals
 Working as a team and with difficult people
 Learning to say no
 Dealing with stress

What’s Included?
 Instruction by an expert facilitator
 Small, interactive classes

 Specialized manual and course materials
 Personalized certificate of completion

Pre-Registration Information
Yes! I would like to attend Skills for the Administrative Assistant! 
Sign me up for the following session:
   NETC Campus on January 25 &26, 2020
  Online Registration: 
https://nativetc.com/website/education/registration/ 
 All workshops are from 8:30 a.m. until 4:30 p.m. 
 Cost: $485.00 per person, plus applicable taxes.
 Prices and dates are subject to change.

Your Information
Name: ____________________________
Position: __________________________
Organization: ______________________
Telephone: ________________________
E-mail Address: ____________________

Native Education & Training College
147 McIntyre Street West, Suite 101

North Bay ON P1B2Y5
Telephone: 1.800.267.2577 ~ Fax: 705.497.7839

Web Site: www.nativetc.com 
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