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Emotional Intelligence and
Interpersonal Skills for Office

Al Joleill ciljlgog cnabloll 153l

Bl ppaol

Managers

What Will | Benefit?

* Developing emotional intelligence skills for office
managers

* |Improving interpersonal communication skills in the
office work environment

* Enhancing the ability to handle stress and conflicts in
the office

* Building positive and effective working relationships
within the office

Course Objectives

At the end of this course, the participants should be able

to:

* Understand the concept of emotional intelligence and
its importance in the office work environment

* Develop empathy and effective communication skills
for office managers

* Enhance the ability to manage stress and conflicts in
the office

* Build positive and effective working relationships
within the office

Target Audience

* Office managers

* Employees in office administrative positions

* Individuals seeking to improve their interpersonal skills
in the office work environment
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Course Outline

» Introduction to Emotional Intelligence
* The Concept of Emotional Intelligence
* The Importance of Emotional Intelligence in the
Office Work Environment
* Recognizing and Controlling Emotions
* Developing Empathy
* Building Self-Confidence
» Effective Communication Skills
* Basics of Effective Communication in the Office
* Active Listening for Office Managers
* Clearly Expressing Ideas in the Office Work
Environment
* Reading Body Language in the Office
* Handling Criticism in the Office Work Environment

» Stress and Conflict Management
* Understanding Sources of Stress in the Office

* Stress Management Strategies for Office Managers

* Handling Conflicts in the Office Work Environment

* Negotiation and Conflict Resolution in the Office

* Maintaining Work-Life Balance for Office Managers

» Building Positive Relationships

* The Importance of Positive Relationships in the
Office

* Developing Cooperation Skills in the Office

* Building Effective Work Teams in the Office Work
Environment

* Enhancing Team Spirit in the Office

* Dealing with Difficult Personalities in the Office Work
Environment

» Practical Applications and Evaluation

* Practical Applications of Emotional Intelligence in
the Office

* Personal Performance Evaluation for Office
Managers

* Developing Plans to Improve Skills in the Office Work
Environment

* Sharing Experiences and Insights in the Office

Target Competencies

* Emotional Intelligence for Office Managers

* Communication Skills in the Office Work Environment
* Stress Management in the Office

* Building Relationships in the Office Work Environment
* Conflict Resolution in the Office
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Course Methodology 6j9all dragio
This training course will be carried out through the use of Olwylaall Jasl olaaiwl JUs 1o duwjaill 6jga)l 0is 2uaii ol
best practices and the right combination of engaging and Jio aylelaillg adalpll ilgall o cunliall JLisl J15 gog

purposeful tools such as: asuall ol dy g Al sla)l *

ascloo ahuiilg Joollyiyg *
Jwpill aledl *

oAl canall *
61anD o) abuiul *
dulelaj duelos Glasuo *

* Relevant case studies and practical exercises
* Workshops and group activities

* Experiential learning

* Brainstorming

* Stimulating mental activities

* |nteractive group competitions

* Training films and video clips 6900l @blénllg daill ool *
* Demonstrations cnoudg il pell *
* Self-assessment all opai *
* Learning through simulation ol JUH o aloill *
Y
Duration 6)gall 620
5 Days oli s
2-6/2/2025 14-18/9/2025 2025/9/18-14 2025/2/6-2
Jeddah — English Jeddah - Arabic Qe - 820 Crjulail - 620

Fees ogl

7300 SR
Fees do not include value added tax

«rogow Juy 7300
aalnnll anyall aypn Jouid J pguyll

Remarks albollo
Daily snacks & refreshments + lunch meal Loqy) elat ang + ablpiwdl Ui aaias ailing
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