[bookmark: _si7beawik5t0]22-Week Professional Office Management Program
Program Overview: This comprehensive 22-week program is designed to cultivate highly skilled and strategic office managers capable of running efficient, productive, and positive workplace environments. The curriculum provides an immersive education in the operational, financial, and leadership skills necessary to oversee the administrative infrastructure of modern organizations. Through three distinct phases, participants will progress from foundational administrative principles to advanced management strategies, culminating in a capstone project to redesign and optimize an office's operational plan.
[bookmark: _15uhmohsn1mu]PHASE I: Foundations of Office Operations & Administration (Weeks 1-8)
[bookmark: _h1z9jx1tsz2p]Week 1-2: The Modern Workplace & Professional Communication
· Theme: The Nerve Center of the Organization
· Key Learning Objectives:
· Understand the evolving role of the office manager in various business structures.
· Master professional business communication, including written, verbal, and digital etiquette.
· Develop strategies for effective internal communication and information dissemination.
· Topics Covered: The role of the Office Manager, corporate culture, stakeholder communication, business correspondence, conflict resolution basics, managing communication tools (e.g., Slack, Teams).
· Practical Application: Drafting professional emails for various scenarios, role-playing difficult conversations, developing an internal communications plan for a company announcement.
· Assessment: A portfolio of professional business communications and a presentation on a proposed internal communication strategy.
[bookmark: _hsylk9c5lmzo]Week 3-4: Office Systems & Administrative Procedures
· Theme: Creating Efficient and Repeatable Processes
· Key Learning Objectives:
· Design and implement standard operating procedures (SOPs) for key administrative tasks.
· Manage office logistics, including mail, supplies, and scheduling systems.
· Evaluate and implement office technology and software to improve efficiency.
· Topics Covered: Developing SOPs, inventory management for office supplies, mastering scheduling and calendar management, basics of office software suites (Microsoft 365, Google Workspace), travel coordination.
· Practical Application: Creating an SOP for office supply procurement, designing a new employee onboarding checklist, and managing a complex executive travel itinerary.
· Assessment: Submit a comprehensive Administrative Procedures Manual for a hypothetical small business.
[bookmark: _x4q3p9yidt5d]Week 5-6: Records Management, Data Privacy & Business Writing
· Theme: Managing Information with Integrity
· Key Learning Objectives:
· Develop a compliant and efficient system for physical and digital records management.
· Understand the fundamentals of data privacy and confidentiality.
· Master clear and concise business writing for reports, memos, and policies.
· Topics Covered: Filing systems (digital and physical), records retention policies, data privacy principles, writing effective meeting minutes, creating internal reports and summaries.
· Practical Application: Organizing a disorganized digital file structure, drafting a records retention policy, writing and formatting a formal business report.
· Assessment: A proposal for a new company-wide records management system.
[bookmark: _p51ep5thf2a6]Week 7-8: Facilities Management, Safety & Compliance
· Theme: Ensuring a Safe and Productive Environment
· Key Learning Objectives:
· Understand the basics of facilities management, including space planning and maintenance coordination.
· Develop and implement workplace health and safety programs (OSHA basics).
· Ensure the office environment complies with relevant regulations (e.g., ADA).
· Topics Covered: Workspace ergonomics, preventative maintenance schedules, emergency preparedness and evacuation plans, managing office security, sustainability in the workplace.
· Practical Application: Conducting a workplace safety audit, developing an emergency evacuation plan, creating a proposal for an office layout redesign.
· Assessment: A comprehensive Facility and Safety Manual.
[bookmark: _huge5kkw8e48]PHASE II: Business Acumen & Resource Management (Weeks 9-16)
[bookmark: _pj8u9t963oz7]Week 9-10: Office Financials & Budget Management
· Theme: Managing the Bottom Line
· Key Learning Objectives:
· Read and understand departmental budgets and financial reports.
· Develop, manage, and track an annual office administration budget.
· Process invoices, manage expense reports, and understand basic bookkeeping principles.
· Topics Covered: Budgeting for office expenses, expense tracking and reporting, invoice processing workflows, negotiating with vendors for cost savings, calculating ROI on office improvements.
· Practical Application: Creating an annual office budget from scratch, processing a batch of invoices and expense reports, analyzing departmental spending against budget.
· Assessment: An annual office budget proposal with a detailed justification for all major expense categories.
[bookmark: _8tssd9n3lv9x]Week 11-12: Human Resources Administration & Support
· Theme: Supporting the Company's Most Valuable Asset
· Key Learning Objectives:
· Understand the office manager’s role in supporting the HR function.
· Assist with employee onboarding and offboarding processes.
· Manage payroll data collection and confidential employee records.
· Topics Covered: The employee lifecycle, onboarding logistics, maintaining personnel files, benefits administration support, coordinating staff events and recognition programs.
· Practical Application: Developing a comprehensive new hire orientation schedule, creating an employee offboarding checklist, planning a company-wide employee appreciation event.
· Assessment: An HR Administration Support Plan for a growing company.
[bookmark: _mtlrlye8z007]Week 13-14: Vendor & Contract Management
· Theme: Building Strategic Partnerships
· Key Learning Objectives:
· Develop a strategic process for sourcing, evaluating, and selecting office vendors.
· Understand how to read and manage service contracts.
· Build and maintain positive, long-term relationships with key suppliers.
· Topics Covered: The RFP (Request for Proposal) process, negotiating terms, managing vendor performance, Service Level Agreements (SLAs), sourcing local and diverse suppliers.
· Practical Application: Creating an RFP for a new office cleaning service, developing a vendor performance scorecard, analyzing a sample service contract.
· Assessment: A presentation outlining a recommended vendor selection for a major office service.
[bookmark: _a2u59stlbe8n]Week 15-16: Event & Project Coordination
· Theme: From Planning to Flawless Execution
· Key Learning Objectives:
· Apply project management principles to office-related projects.
· Plan and execute internal and external company events, from small meetings to large parties.
· Manage budgets, timelines, and stakeholders for multiple projects simultaneously.
· Topics Covered: Project planning basics, event budgeting, timeline creation, stakeholder communication, coordinating logistics for meetings and conferences.
· Practical Application: Using project management tools (e.g., Asana, Trello) to plan an office move, creating a complete plan and budget for a company holiday party.
· Assessment: A detailed project plan for a complex internal event.
[bookmark: _ava1mf7zmdgf]PHASE III: Strategic Leadership & Capstone (Weeks 17-22)
[bookmark: _mbeqt4iaftq9]Week 17-18: Team Leadership & Performance Management
· Theme: Leading the Administrative Team
· Key Learning Objectives:
· Develop effective strategies for leading and motivating an administrative team (receptionists, administrative assistants).
· Learn how to delegate tasks effectively.
· Conduct constructive performance reviews and provide ongoing feedback.
· Topics Covered: Situational leadership, delegation techniques, setting clear expectations, providing feedback, coaching for improvement, managing administrative team workloads.
· Practical Application: Role-playing a performance review, creating a team development plan, leading a mock team meeting to delegate tasks for a project.
· Assessment: A leadership plan for managing a small administrative team.
[bookmark: _gserp8t5aoem]Week 19-20: Change Management & Process Improvement
· Theme: Driving Organizational Efficiency
· Key Learning Objectives:
· Identify inefficiencies in administrative processes and propose improvements.
· Lead the adoption of new technologies or procedures within the office.
· Communicate change effectively to minimize resistance and ensure buy-in.
· Topics Covered: Business process mapping, principles of change management, stakeholder analysis, communicating change, measuring the impact of new processes.
· Practical Application: Mapping an existing administrative workflow to identify bottlenecks, developing a communication plan for a new company-wide policy.
· Assessment: A presentation outlining a process improvement initiative.
[bookmark: _4lom57i6gkqq]Week 21-22: Capstone Project: Office Operations Overhaul
· Theme: Designing the High-Performance Workplace
· Key Learning Objectives:
· Integrate all program learning to develop a comprehensive plan to overhaul and modernize a company’s office operations.
· Articulate and defend the financial, operational, and cultural benefits of the proposed changes.
· Professionally present the plan to a panel of senior executives.
· Practical Application: Students work in small groups to analyze a case study of an inefficient office and develop a complete operational overhaul plan.
· Assessment: The final grade is based on the quality and strategic depth of the written operational plan and the professionalism of the final presentation.

