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Course Overview

This customised Magna Skills programme equips administrative assistants and corporate support personnel with

practical skills to coordinate efficient administrative services within telecommunications organisations.

The programme combines office administration, records management, procurement support, asset control, customer
communication and telecommunications industry awareness. Participants will explore how administrative teams support
technical departments, service centres, field operations and corporate offices through accurate documentation, timely

coordination and effective resource management.

Through practical exercises and telecommunications workplace scenarios, participants will develop useful

administrative tools, improve service delivery and prepare an action plan for strengthening their daily work.

Course Outcomes

Explain the telecommunications operating environment and the contribution of administrative support to service

delivery.

2.
Coordinate office activities, meetings, correspondence and operational support requests effectively.
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Maintain accurate records and support procurement, inventory and asset management processes.
4,

Communicate professionally with customers, suppliers, technical teams and internal departments.

Use digital tools to improve administrative reporting, task tracking and workplace efficiency.

Course Outline / Curriculum

1. The Telecommunications Sector and the Administrative Role

Understanding telecommunications services, including mobile, fixed-line, internet and data services.

Identifying how administration supports technical operations, customer service, finance and other departments.

2. Effective Office Administration and Workflow Coordination

Managing schedules, correspondence, competing priorities and routine administrative requests.

Developing checklists, task registers and follow-up systems to improve turnaround times.

3. Telecommunications Terminology and Operational Awareness

Understanding commonly used terms relating to networks, connectivity, service availability and maintenance.

Interpreting routine service requests and routing technical matters to the appropriate personnel.

4. Records, Correspondence and Document Management

Organising electronic and physical records, contracts, supplier documents and departmental correspondence.

Applying document naming, version control, access permissions and approved retention procedures.

5. Procurement and Supplier Administration

Preparing requisitions, requesting quotations and tracking approvals, purchase orders and deliveries.

Maintaining supplier records and following up on invoices, service commitments and outstanding orders.

6. Asset, Inventory and Facilities Support



Maintaining registers for office equipment, communication devices, consumables and allocated assets.
Coordinating maintenance requests, equipment movements, stock checks and facilities support.
7. Administrative Support for Technical and Field Teams
Coordinating travel, transport, meeting arrangements and documentation for field activities.
Tracking work requests, site access arrangements and outstanding actions with responsible teams.
8. Customer Service and Stakeholder Communication
Handling enquiries, complaints and internal requests with professionalism and clear communication.
Recording service issues, escalating unresolved matters and providing timely progress updates.
9. Digital Tools, Reporting and Information Security
Using spreadsheets, shared calendars and collaboration tools to manage tasks, costs and administrative reports.
Protecting confidential information, recognising suspicious messages and using Al responsibly for routine drafting.
10. Administrative Performance and Practical Improvement Project
Measuring service quality through record accuracy, response times, task completion and stakeholder feedback.

Developing a practical improvement plan supported by templates for request tracking, asset control and monthly

reporting.

Target Audience

® Practising diplomats, civil servants, and others working in international relations who want to refresh or expand their

knowledge under the guidance of experienced practitioners and academics.

® Postgraduate students of diplomacy or international relations wishing to study topics not offered through their
university programmes or diplomatic academies and to gain deeper insight through interaction with practising

diplomats.

® Postgraduate students or practitioners in other fields seeking an entry point into the world of diplomacy.

Journalists, staff of international and non-governmental organisations, translators, business people and others who

interact with diplomats and wish to improve their understanding of diplomacy-related topics.



Key Course Benefits

Work-Ready Skills

Delegates leave with

practical tools, templates

and methods they can
apply immediately at

work.

Better Institutional

Results

The programme supports
stronger planning,
reporting, compliance,
accountability and

service delivery.

Sponsor-Friendly

This document is
designed to help
supervisors, HR units and
sponsors approve
delegate participation

quickly.

Professional

Recognition

Delegates receive
training documentation
and a certificate of
completion after

successful participation.

Our Training Centres & Delivery Options

Magna Skills offers flexible delivery through face-to-face training centres across Africa and beyond, plus Online / E-Learning for delegates who

prefer remote participation.

Southern Africa

Practical training destinations with
strong travel access and delegate

support.

Pretoria, South Africa Vic Falls, Zimbabwe

Livingstone, Zambia

International Executive Venue

Premium destination training for
senior teams and international

delegates.

Dubai, United Arab Emirates

East Africa

Popular regional centres for
government, NGO and donor-funded
project teams.

Kigali, Rwanda Kampala, Uganda

Zanzibar, Tanzania

Online / E-Learning

Attend from anywhere through live
online, blended or self-paced
learning options.

Online, E-Learning Remote Teams

Ready to Nominate Delegates?

Nairob

Flexik

West Africa & Islands

Strategic locations for regional
networking and executive capacity
building.

Accra, Ghana Port Louis, Mauritius

Organisation-Based Training

Magna Skills can also arrange
dedicated in-house training for
ministries, NGOs and companies.

Onsite || Custom Dates | Group Training

Use the links below to register, review the live course page or contact Magna Skills for organisation-based training

support.

Register / Apply Online

View Full Course Page
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About Magna Skills

Magna Skills Development Institute provides practical capacity building programmes for government departments,
NGOs, public institutions, donor-funded projects and private sector professionals across Africa. Our training approach
combines expert facilitation, real workplace case studies, practical tools, post-training support and professional

documentation that helps organisations strengthen staff performance and service delivery.

Government Training NGO Capacity Building Corporate Workshops Online Learning Face-to-Face Training Certifica

/

Approval & Authorisation Form

This section may be completed by the organisation, department, HR office, finance office or sponsor approving delegate

participation. It can be attached to an internal memo, procurement request or training approval submission.

Organisation / Department

Delegate Name(s)

Approved Course Administration and Corporate Support Services for the Telecommunications Sector

Preferred Delivery Mode 0 Online [ Face-to-Face [ Organisation-Based Training

Preferred Training Venue /

Date

Estimated Number of

Delegates

Budget / Vote Number

Contact Person

Email / Mobile

Authorised Name Signature / Stamp Date
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