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OFFICE EFFICIENCY ~
GOING THAT EXTRA MILE

Venue:

SmartLife Solutions Training Centre
22 Spyrou Kyprianou Avenue,

3070, Limassol

Cyprus

Duration of course:
7 hours

Trainer:
Ms. Despo Kyprianou

Participants:
Maximum 25

Fees:
€295 + VAT (less HRDA Subsidy €91)

*Group discounts available upon request

Bank Name: ALPHA BANK

Beneficiary: SmartLife Solutions Ltd.

Account: 518-101-004544-2

IBAN code: CY06009005180005181010045442

*Please state name of company/participants and course title in payment details

Quialification:
Participation Certificate

Course Objective:

Ideal for administrators, secretaries, receptionists, executive assistants, clerks and those who need to master
basic office management competencies. This short course not only helps you to improve your professional and
interpersonal skills, it also introduces you to the idea of enhancing your performance in the workplace by going
that extra mile.
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COURSE OUTLINE
TIMETABLE

OFFICE EFFICIENCY — GOING THAT EXTRA MILE
TRAINER: DESPO KYPRIANOU
TOTAL TEACHING HOURS: 7 HOURS

09:30

11:00

11:15

12:15

13:30

14:30

11:00

11:15

12:15

13:30

14:30

15:45

COURSE CONTENT
The importance of organisation and efficiency in the workplace is discussed.

Participants are asked to define ‘going that extra mile’.
Business Telephone Manners — The significance of telephone manners is
highlighted and various tips on phone strategy, dos and don’ts and taking

messages are given.

Coffee Break

Time Management- An important tool for ensuring that workload is executed
efficiently and effectively. Punctuality, scheduling and prioritising workload,
time wasting, delegating and offering help are discussed.

Office Organisation — Various areas of organisation in the workplace are
discussed including administration; filing; IT filing; workstation areas; Microsoft
Outlook.

Customer Care — Is the customer always right? Participants are asked to take
part in a role play exercise, giving examples of cases where they feel they have

‘bent over backwards’ to offer an excellent service.

Lunch Break

Customer Care — continued...finalising with Exchange of opinions.

Personal Grooming — Knowing what to do and putting it into practice on a daily
basis. Good grooming starts before you put on your clothes and involves;
hygiene & skin care; hands & nails; make-up; hair; jewellery, tattoos, body
piercing, as well as feeling good about yourself and values and the way we dress
are discussed. Participants are asked to share their own impressions of people
who they feel have in certain cases not paid enough attention to personal

grooming.



15:45  16:00 Coffee Break

16:00 17:30  Summarise key learning points — Key learning points are summarized with
questions, answers and application examples.
Short Written Test — A short test is provided to reinforce and check learning of

participants and answers discussed.
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Apxn Avantugng I'TA YITHPEXIAKH XPHXH
‘ AvBpanivou
Auvapuikou
Kunpou

INOAYEHNIXEIPHEIAKA ITPOTPAMMATA
XYNEXIZOMENHX KATAPTIXHX - XYNHOH

AITHZH EPTOAOTH I'TA XYMMETOXH KAI

— Ap. ®akélov:
EEZOYZIOAOTHXH I'TA KATABOAH XOPHI'HMATOX
A. LTOIXEIA ITPOTPAMMATOX KATAPTIZHX
Tithog [poypdppatog: OFFICE EFFICIENCY — GOING THAT EXTRA MILE Ap. Ilpoypbpporog: 194219
Enropyio: LIMASSOL
Huepounvia évapénc: Huepopnvia Anéng: Xopog epapuoync: SmartLife Solutions
Tdpopa/opyaviopodg katdptiong: SMARTLIFE SOLUTIONS LTD Ap. TMAepdvou: Ap. TNAEONOLOTVTOV:
25 818 522 25 818 523
B. XTOIXEIA EPTOAOTH
Enovopio epyodom: Ap. Mntpdov Epyodotn Kowovikdv Acparicewv:
Eidog Epyodom (onueicdote ue Vo spapudler): Ap. eyypagr ():
[] Hpocwmiky entysipnon (] Zvvigyvia "Etog idpvong:
(pvo1Kd TPHS®MO)

[] Etupsio ’ [0 Zopotsio/ Topopa Ap. gpyodotovpévay ():
[] Zvvetonpiopdg
Zroyela puowov Tpocwmov | Excdvouo: Ovopua: Ap. Tovtotnrog:
(Y10 TPOOWTIKES P -
EMLYEIPNOEILS): Xddpa éxdoone.
AevBovon:  Odog kar ap1Qudg: Tniégavor:
Anuog/kovotnta Toy. kdd.: TnAeopototumo:
T N Atev : H . Aey :

ayvdpo ’uucn 1evbvvon ey Tuy. 166 Aektp. Atevbuvon
(o drapépet)
Aoc/kowéona: Eropyia: Iotooehida:
AevBovtig: Kog/Ka Erdvouo: Ovoua: Tithog ¢ Oéong:
Appodd {
rniqutZgAT;zjgy{caowmvw He Eraovouo: Ovoua.: Tithog s Géong:
Kupotepn dpaotnpiotnta: I'TA YITHPEXIAKH XPHXH

NACE:

I'. ZTOIXEIA ENIXEIPHZHY (copuminp®@vetot amd £pY0d0TEG TOV GLUVICTOVV EMXEIPNOELS - AOKOVV OUKOVOULKY dpacTnploTnto)
Sroyeio yio T pnTpkn etoapeio | Exwvouio: Ap. Myzpoov Epyodotn Kow.
(o vmapyer): Aopalicewv:

Anioore:
(a) To péyedog Tng emyeipnong cog :

(] Mupn emyeipnon [] Meooio emysipnon L] Meyarn emysgipnon
(B) Kotd mocov 1 enyeipnon cog amotelel mpofinpotiky emyeipnon: [] NAI [] ox1
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() Svpminpdvetar o aptBuog eyypapng oto Mntpdo E@opov Etorpeidv, Egpdpov Zopateiov kot Idpopdtov, Epdpov Zuviexvidv kAT, avéioya pe ™y tepintoon.
(®) Avagépetar o aptBuoc epyodoTovpEVEY KoTd Tov TEAEVTAiO pPive oy KataPARBNKay s16popéc 6to Tapgio Kowavikdv Acpolicemy.

Avauocou 2, 2025 Erpofohoc, 1.0, 25431, 1392 Acukwoia, Kinpoc, TnA.: +357 22515000, ®ak; + 357 22428332, HA, Tay.: hrda@hrdauth.org.cy, TorooeAidec: www.hrdauth.org.cy



A. XAPAKTHPAX KINHTPOY

. X

2T.

Avoeépete, on ustd)vovmg\/ GTO OVTIGTOLYO TETPAYMVAKL, KOTA TOGO, AOY® TOL YOPNYNHOTOC TOV duvaTd Vo, Gog KatafAn0el and
v AVAA, 6 GUYKPLOT L€ TNV TEPIMTMON YN EMLYOPIYNONG TNG CLUUETOXNG TOV EPYOSOTOVHEVOV GO GTO TPOYPALLLLO,
EMTVYYAVETOL CNUAVTIKT aOENOT 6€ €va 1| TEPLoTHTEPA Ad TO aKOAoVOaL:

L] Zm dibpketo kotdptiong mov Oo mopacyedei 6TOVG £pYOSOTOVUEVOVE GaG.

Ol Yta Oéparto mov Bo KOAVYEL 1| KATAPTIOT, Y10 VO OTOKTIIGOVY Ol EPYOS0TOVUEVOL GOG T EMBVUNTA EMIMESD YVOGEDV KOt
de&lotTov.

[l  Zto cuvolikd moG6 mov Ha SATAVIGETE Y10, IKOVOTOTIKY KEALYY TOV GVayKOV KOTAPTIONC.

L] Zmv toydmro oAokAMpmong T KATAPTIGNS TV EPYOSOTOVHEVOV GOC.

TOIXEIA EPTOAOTOYMENQN I10Y GA AABOYN MEPOX XTO ITPOI'PAMMA

APIOMOZ ONOMA PYAO Na & (;\)oli(f;[ fail(;/:zéﬁoznov vo,
TAYTOTHTAX EIIONYMO (A/©) M : p "
npocdopilovrar Ta KabnKovta Tov

€PYO30TOVUEVOL)

A/A

YIIEYOYNH AHAQXH

AAdvo vredbuva oTL:

1. "Eyovtog eniyvoon tev cuveneldv tov mepi Pevdohe Anddoemg NOpov, 6Asg ot mAnpogopisc Tov £xovv katoyopiodel 1 emcuvapdei oto
évtomo avtd eivor oxpiPeis kot aAndeic.

2. "Eyo evnuepwlei yio tig mpoévoleg twv mept Avamtuéng AvOpdmivov Avvapikod Nopov, tg vopobesiog yio tov Eieyyo tov Kpotikdv
Evioyboemv, kabadg kot yo tig mpdvoleg tov Odnyov [ToAtikng Kot Aladikacumy Tov SEnovy TN cuvepyacio g AVAA e Tovg £pyodoTeg
v v gpoppoyn Hoiveryeipnoiokmdv [poypoppdtov Zovexildopevng Katdptiong — Zovnbav, Tig omodéyopol Kot OEGUEVONOL Y10, TV
mot tpnon tove. Elafa exiong yvodon yio t dvvatdtto g AVAA yio eTiPoin KUPHOGE®V G TEPINTO®OT Tapaficong TV TPOvoLdY
Tov Odnyol 1/Kou TG oYETIKNG VouoOEGiog.

3. "Exo evnuepwbei omd v AVAA yia Tig Tpdvoteg Tov dpBpov 11 tov nepi Eneéepyaciog Asdopévov Mpocomikod Xapaxtipa (Tpoctacio
tov Atépov) Nopov [Ap. 138(1)/2001], kot cvykatotiBepar, coppwva pe to dpbpo 5(1) tov Nopov avtod, 6mws 1 AVAA copmepthdfet
070, OVOYKOio Y10, TOVG OKOTOVG EQUPUOYNG NG vopobesiog Tng apyeio. T OTOMIKA OV OTOUKEID. TPOCOTIKOL YOPOKTHPO TOL
nephapPavo oto Tapdv EVILTO.

4. EEovoiodotd v AvAA va kataBdiel 6To iSpupa/opyavicud KotdpTiong Tov 0o EQAPUOGEL TO TPOYPULLLA, TO XOPT YU TOL StkatohTat

N emyeipnon/opyavicpdg Hov Evavit Tov AKOOUATOS ZUUUETOXNS/AWAKTPOY Y10 TOVG MO TAVE® £PYOSOTOVHEVOLS, VOOLUEVOD OTL
TANPOVV TIG GYETIKEG TPOVTODEGELS KOt OLOKANPDGOVV e EMTVYIO TO TPOYPOLLLLLAL.

Huepopnvia Ovopoatendvopo Atgvbovni 1 Yroypapn kot Zepayida
E&ovclodompévov Aviimpoc®mov Epyoddt

ENNIXHMANZXEIX

o TIpotod copmAnpwbel n aitnon, o epyodotng Ba Tpémet va peetnoet T Tpovoteg tov Odnyov Molitikng kot Aadikacidv Tov
2yedlov Kol ELOIKOTEPA TOV EVIVTOV «ZHUAVTIKES TANPOPOPIES VIO EPYOOOTEG KO EPYOIOTODUEVODS TOVG TOV GUUUETEYODY OE
Tolverryeipnoiaro [poypouua Xoveyilouevns Kardptions — 2ovnlecy» [Evromo 10 (ITE)].

e H aimon courinpdveran pe 6Aa ta ototyeia kot TapaAiappdveror and v AVAA 10 0pyoTEPO LEGH GE 6 NMUEPOLOYLOKOVG
P vES 0Td TNV TEAELTOIX NUEPO TOV PV péca oTov omoio £AnEE To TPOYpPAPNA.

e Avrtiypaga tov TroAoyiov kot TG omddelEng elompang yio To TANPOTED TOGO TV AWAKTPOV/AKOIMLOTOG ZUULETOYNG, Ba
TPETEL VOL EMGLVAPHOVV LE TNV TAPOVSA OLTNON Yo GKOTOVS EXLYOPTYNONGS.

e H aimon vroBdAretar otnv AVAA pécm tov 13pOHLaTOc/0pyavicHod KaTapTIonS.

e H aiton coumAnpoverat Kot vToypaeeToL TPV até THY nuepopnvia Evapéng Tov TpoypappeTos.




