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Two-Day Conference for &

Executive
Assistants’§ '

and Secretaries

Empowering Excellence:
The Future of Administrative Support

Unlocking Potential, Embracing Innovation,
and Leading with Confidence

Radisson Blu Hotel
Livingstone Zambia
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ntroduction

In today’s fast-paced and ever-evolving business environment, the role of secretaries and
administrative assistants is more crucial than ever. These professionals are the backbone of any
organization, ensuring smooth operations, effective communication, and efficient management
of tasks. Premier Knowledge Centre is proud to present a comprehensive two -day conference
designed to empower and elevate the skills of secretaries and assistants. This event will provide
valuable insights, practical workshops, and networking opportunities to help attendees excel in
their roles and adapt to the future of work. Join us for an enriching experience where you will learn
from industry experts, engage in interactive sessions, and participate in team-building activities.
Discover the latest trends in administrative support, including the impact of Al, and gain the tools
you need to enhance your professional growth.

Wno Should Attend

o Executive Assistants o Administrative Assistants
Professionals who support senior Individuals looking to enhance
executives and need to stay ahead their skills and efficiency in
of industry trends. managing office tasks.

o Office Managers « Personal Assis

Those responsible for overseeing Professionals w
office operations and seeking new sonalized su
strategies for improvement. 1 require ad

o Receptionists

Front-line staff who want to
improve their communicatio
customer service abilities

e Project Coordinators

Professionals managing
and looking for better way
organize and execute
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Registration and Welcome Breakfast

o Attendees check-in and enjoy a light
breakfast.

o Networking opportunity.

Opening Remarks

o Welcome speech by Chairperson

* Overview of the conference agenda

Keynote Address

o Topic: The Evolving Role of Administrative Professionals

o Speaker
Coffee Break

Workshop 1

o Topic: Effective Communication Skills
o Interactive session with practical exercises
Lunch Break

Panel Discussion

o Topic: Leveraging Technology for Efficiency.
o Panelists
Afternoon Tea Break

Workshop 2

¢ Topic: Time Management a
o Hands-on acti d to

Day 1 Wrap
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Networking Breakfast

o Informal networking session
Workshop 3
o Topic: Leadership and Influence

o Strategies for becoming a strategic partner
Coffee Break

Workshop 4

o Topic: Conflict Resolution and Problem-Solving

* Role-playing scenarios and solutions

Lunch Break

Team-Building Activity
o Activity: Escape Room Challenge

o Description: Participants will be divided into teams and given
a series of puzzles and challenges to solve within a set time.
This activity promotes teamwork, problem-solving, and
communication skills

Afternoon Tea Break

Session on Al

¢ Topic: The Future of Office Ass

o Description: This session will
the role of office assistants.
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REGISTRATION FORM *premicr

Executive Assistants and Secretaries

Conference 2025

27th - 28th March,2025, Radisson Blu Hotel,

Livingstone, Zambia.

Knowledge

AND INVESTMENTS LIMITED

@% NGAWA PREMIER CONSULTING
i

Company Name:

VAT Number:

Telephone Number:

Fax Numlber:

Postal Address:

Email Address:

Purchase Order Number:

Delegates Details:

PRICING:

OPTION 1
Name: Name:
. . R 7 999(ZAR) or
Position: Position: $500(USD)
Email: Email: - per person
excl. VAT Excluding Acc.
Name: Name:
Position: Position:
Email: Email:

To Register Contact: 0105410291 / 078 847 4022 / info@premierknowledge.co.za

Terms & conditions:

Delegates cancellations: By completing this registration for form, the
client hereby agrees that Premier Knowledge will not be able to
mitigate its losses for any less than 50% of the total contract value.
Cancellations must be received in writing three weeks prior to the
event. Only cancellation made in writhing and addressed for the
attention of the Chief Financial Officer will be recognised by Premier
Knowledge. Cash alternatives will not be offered through delegate
substitutions are welcome any timed. Thereafter, the full workshop, we
are not responsible for covering air fare, hotel or other costs incurred
by registrants. In the event Premier Knowledge cancel the event,
Premier Knowledge reserve the right to transfer this booking to
another workshop held in the following six months, or to provide a
credit of an equivalent amount to another workshop in the same
sector withing the following six months.

Indemnity: should for any reason on outside the control of Premier
Knowlegde, the value or speakers change, or the event be cancelled
due to act of terrorism , exireme weather conditions, industrial action,
Premier Knowledge shall endeavour to reschedule but the client
hereby indemnities and holds Premier Knowledge harmless from any
costs, damages and expenses including attorney fees, which are
incurred by the client.

Kindly fick on which country bank account off your choice

below;

NelUljaW-\iflele] Zambia

Banking Details:

Bank Name: First National Bank (FNB)
Account Number: 62360259123

Branch Name: Bedford Gardens
Branch Code: 250 455

Swift Code: FIRNZAJJ950

Banking Details:
Account Name: Ngawa Premier Consulting and
Investment Limited
Account Number (ZMW):63125810291
Acount Number (USD): 63125811679
Branch Name: Commercial
Branch Code: 260001
Swift Code: FIRNZMLX

Avuthorisation:

By completing and signing this form the authorised signatory
accepts the Terms & Conditions stated on this registration form

Name & Surname:

Signature:

Designation:
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