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									Date	Venue	Fees	
	
												22 - 26 Jul 2024												
												Dubai - UAE												
												$5,950												
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												Dubai - UAE												
												$5,950												
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												25 - 29 Nov 2024												
												Online												
												$3,950												
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									INTRODUCTION

									This Finance and Accounting training course for Office Administrators & Secretaries provides an introduction to finance and accounting for those who have no prior knowledge of this business area. It is designed to train the participants to support operational and financial processes. Those attending this Finance and Accounting training course will gain a clear understanding of the essential terminology of finance and accounting. They will also learn the principles and techniques of accounting systems through practical examples and exercises.

The overall aim of this Finance & Accounting for Office Administrators & Secretaries training course is to ensure that those who attend will be able to perform their roles more effectively and efficiently within the workplace.

The highlights of this GLOMACS Finance and Accounting for Office Administrators & Secretaries training course will be:

	The Basic Principles of Accounting clearly explained
	Knowledge and Confidence in Accounting for a range of business transactions will be developed by using straightforward worked examples
	Simple but Effective Tools for Analysing your Business Performance and Position
	Basic Management Accounting Principles that help to ensure your business is efficient and profitable
	How and Why the Use of Budgets can help to achieve overall business targets and objectives

								

														

																						
									

									
											Objectives
										

									At the end of this Finance and Accounting for Office Administrators & Secretaries training course participants will:

	Appreciate the importance of the accounting and finance function
	Understand accounting for routine business transactions
	Be able to prepare simple financial statements
	Be able to analyse company performance using basic ratios
	Be aware of costing and budgeting techniques to maintain efficiency and profitability

								

														
															
									

									
											Training Methodology
										

									This Finance and Accounting training course is highly interactive: in the very first session you will be working with case exercises and solving problems. You will be encouraged to make the link between the training room and your office and organisation.

This Finance and Accounting for Office Administrators & Secretaries training course will utilise a range of learning methodologies, including short presentations with opportunity for question and answer, exercises and mini cases to develop knowledge and skills, and group discussions where you can share your opinions and experiences with your fellow delegates.
								

														
															
									

									
											Organisational Impact
										

									As a result of attending this Finance and Accounting for Office Administrators & Secretaries training course, your employees will:

	Be able to make more effective contributions to workplace meetings and discussions
	Have the knowledge and skills to assist their managers more effectively
	Appreciate the importance of finance and accounting within their organisation
	Be motivated to use their acquired skills and knowledge to add value to their role within the organisation
	Understand and be able to interpret basic financial statements and reports
	Be more willing to take ownership of financial responsibilities in their organisational role

								

														
														
															
									

									
											Personal Impact
										

									What will the employee gain from attending this Finance and Accounting for Office Administrators & Secretaries training course? 

	You will acquire skills and knowledge that will help your personal development within the organisation
	You will improve your working role
	You will become more aware of the major issues facing your business
	It will enable you to further your professional skills.
	It will enable you to liaise effectively with line managers and other departments
	It will improve your status in the organisation as those around you realise and appreciate your knowledge and understanding

								

														
															
									

									
											WHO SHOULD ATTEND?
										

									This Finance & Accounting for Office Administrators & Secretaries training course is suitable for a wide range of non-financial employees within the organization. It is designed for those who contribute to, and use, all types of financial information within the organization. Examples are: 

	Secretaries
	Office Administrators
	Personal Assistants and Executive Assistants
	Administrative Professionals and Support Staff
	Production and Marketing Professionals
	Anyone wishing to increase or update their awareness and understanding of finance and accounting methods and terminology

								

														
						

																			

							
								
 Course Outline
							

							
								
											DAY
													1												

																				
											
												Introduction to Finance and Accounting											
										

										
												The Three Meanings of Finance
	How Finance supports the roles of Office Administrators and Secretaries?
	The Two Types of Accounting – financial (external) and management (internal)
	The Basic Principles of the Double-entry Financial Accounting System
	How to Record Transactions in the Financial Accounting System?
	The Contribution Made by Office Administrators and Secretaries                                                                        

										

										
											DAY
													2												

																				
											
												The Financial Statements											
										

										
												Understanding the Income Statement
	The Four Levels of Profit, and What They Signify
	Understanding the Balance Sheet
	Measuring the Consumption of Non-current Assets by Depreciation, Amortization, and Impairment
	What is inventory, and how is it valued?
	The Cash Flow Statement – Why we need it, and How it is prepared 



										

										
											DAY
													3												

																				
											
												Evaluation of Financial Statements											
										

										
												The Annual Reports of Public Companies – format and content                                      
	Who are the company stakeholders and what are their information needs?                
	Why we need to analyse these reports in order to understand them?          
	How to calculate Accounting Ratios?                                                 
	How to use Ratio Analysis to assess performance?                       



										

										
											DAY
													4												

																				
											
												Introduction to Management Accounting											
										

										
												Collecting and Analysing Costs for the Management Accounting Database                                                                
	Understanding Direct Costs and Indirect Costs                         
	Preparing Cost Structures for our Products and Services               
	Using Cost Structures to Determine our Break-even Point
	Making Cost-effective Decisions using Cost-Volume-Profit Analysis 



										

										
											DAY
													5												

																				
											
												Budgets											
										

										
												Why do we need budgets? – the link between corporate strategy and operations at all levels of the organisation
	The Budget Preparation Process – timetables, documentation and procedures
	Preparing a Departmental Budget 
	Preparing the Cash Budget  
	Comparing Actual Performance with the Budget using Variance Analysis    
	The Essential Role of Office Administrators and Secretaries in Budget Preparation   

										

																	

												
																			
								
 Certificates
							

							
									On successful completion of this training course, GLOMACS Certificate will be awarded to the
											delegates
	Continuing Professional Education credits (CPE) : In accordance with the standards of the
											National Registry of CPE Sponsor, one CPE credit is granted per 50 minutes of attendance
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																															GLOMACS is registered with the National Association of State
														Boards
														of Accountancy (NASBA) as a sponsor of continuing professional education on the
														National
														Registry of CPE Sponsors. State boards of accountancy have final authority on the
														acceptance of individual courses for CPE credit. Complaints regarding registered
														sponsors may be submitted to the National Registry of CPE Sponsors through its
														website:
														www.NASBARegistry.org
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Syrian Arab Republic
Taiwan
Tajikistan
Tanzania
Thailand
Timor-Leste
Togo
Tokelau
Tonga
Trinidad and Tobago
Tunisia
Turkey
Turkey
Turkmenistan
Turks and Caicos Islands
Tuvalu
U.S. Virgin Islands
U.S. Minor Outlying Islands
Uganda
Ukraine
United Arab Emirates
United Kingdom
United States
Uruguay
Uzbekistan
Vanuatu
Venezuela
Vietnam
Wallis and Futuna
Western Sahara
Yemen
Zambia
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Select country
Afghanistan
Albania
Algeria
American Samoa
Andorra
Angola
Anguilla
Antigua and Barbuda
Argentina
Armenia
Armenia
Aruba
Australia
Austria
Azerbaijan
Azerbaijan
Bahamas
Bahrain
Bangladesh
Barbados
Belarus
Belgium
Belize
Benin
Bermuda
Bhutan
Bolivia
Bonaire
Bosnia and Herzegovina
Botswana
Bouvet Island (Bouvetoya)
Brazil
British Indian Ocean Territory (Chagos Archipelago)
British Virgin Islands
Brunei Darussalam
Bulgaria
Burkina Faso
Burundi
Cambodia
Cameroon
Canada
Cape Verde
Cayman Islands
Central African Republic
Chad
Chile
China
Christmas Island
Cocos (Keeling) Islands
Colombia
Comoros
Congo
Congo
Cook Islands
Costa Rica
Cote d'Ivoire
Croatia
Cuba
Curaçao
Cyprus
Cyprus
Czech Republic
Denmark
Djibouti
Dominica
Dominican Republic
Ecuador
Egypt
El Salvador
Equatorial Guinea
Eritrea
Estonia
Ethiopia
Falkland Islands (Malvinas)
Faroe Islands
Fiji
Finland
France
French Guiana
French Polynesia
French Southern Territories
Gabon
Gambia
Georgia
Germany
Ghana
Gibraltar
Greece
Greenland
Grenada
Guadeloupe
Guam
Guatemala
Guernsey
Guinea
Guinea-Bissau
Guyana
Haiti
Heard Island and McDonald Islands
Holy See (Vatican City State)
Honduras
Hong Kong
Hungary
Iceland
India
Indonesia
Iran
Iraq
Ireland
Isle of Man
Israel
Italy
Jamaica
Japan
Jersey
Jordan
Kazakhstan
Kazakhstan
Kenya
Kiribati
Korea
Korea
Kuwait
Kyrgyz Republic
Lao People's Democratic Republic
Latvia
Lebanon
Lesotho
Liberia
Libyan Arab Jamahiriya
Liechtenstein
Lithuania
Luxembourg
Macao
Macedonia
Madagascar
Malawi
Malaysia
Maldives
Mali
Malta
Marshall Islands
Martinique
Mauritania
Mauritius
Mayotte
Micronesia
Moldova
Monaco
Mongolia
Montenegro
Montserrat
Morocco
Mozambique
Myanmar
Namibia
Nauru
Nepal
Netherlands
Netherlands Antilles
New Caledonia
New Zealand
Nicaragua
Niger
Nigeria
Niue
Norfolk Island
Northern Mariana Islands
Mexico
Norway
Oman
Pakistan
Palau
Palestinian Territory
Panama
Papua New Guinea
Paraguay
Peru
Philippines
Pitcairn Islands
Poland
Portugal
Puerto Rico
Qatar
Reunion
Romania
Russian Federation
Rwanda
Saint Barthelemy
Saint Helena
Saint Kitts and Nevis
Saint Lucia
Saint Martin
Saint Pierre and Miquelon
Saint Vincent and the Grenadines
Samoa
San Marino
Sao Tome and Principe
Saudi Arabia
Senegal
Serbia
Seychelles
Sierra Leone
Singapore
Sint Maarten (Netherlands)
Slovakia (Slovak Republic)
Slovenia
Solomon Islands
Somalia
South Africa
South Georgia & S. Sandwich Islands
Spain
Sri Lanka
Sudan
Suriname
Svalbard & Jan Mayen Islands
Swaziland
Sweden
Switzerland
Syrian Arab Republic
Taiwan
Tajikistan
Tanzania
Thailand
Timor-Leste
Togo
Tokelau
Tonga
Trinidad and Tobago
Tunisia
Turkey
Turkey
Turkmenistan
Turks and Caicos Islands
Tuvalu
U.S. Virgin Islands
U.S. Minor Outlying Islands
Uganda
Ukraine
United Arab Emirates
United Kingdom
United States
Uruguay
Uzbekistan
Vanuatu
Venezuela
Vietnam
Wallis and Futuna
Western Sahara
Yemen
Zambia
Zimbabwe
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Denmark
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Fiji
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Georgia
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Greece
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Holy See (Vatican City State)
Honduras
Hong Kong
Hungary
Iceland
India
Indonesia
Iran
Iraq
Ireland
Isle of Man
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Italy
Jamaica
Japan
Jersey
Jordan
Kazakhstan
Kazakhstan
Kenya
Kiribati
Korea
Korea
Kuwait
Kyrgyz Republic
Lao People's Democratic Republic
Latvia
Lebanon
Lesotho
Liberia
Libyan Arab Jamahiriya
Liechtenstein
Lithuania
Luxembourg
Macao
Macedonia
Madagascar
Malawi
Malaysia
Maldives
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Malta
Marshall Islands
Martinique
Mauritania
Mauritius
Mayotte
Micronesia
Moldova
Monaco
Mongolia
Montenegro
Montserrat
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Zimbabwe





	
	




Send message














								

							

						

					

				

			

		

		
				
		
			
				
					
						
							
						
					

					
						
							
								
									Request Info
									Finance and Accounting for Office Administrators & Secretaries
									


 














	




	Select a session
22 - 26 Jul 2024 - Dubai
25 - 29 Nov 2024 - Dubai
25 - 29 Nov 2024 - Online




	Mr.
Ms.
Mrs.
Dr.
Engr.
Prof.





	
	



	
	
Select country
Afghanistan
Albania
Algeria
American Samoa
Andorra
Angola
Anguilla
Antigua and Barbuda
Argentina
Armenia
Armenia
Aruba
Australia
Austria
Azerbaijan
Azerbaijan
Bahamas
Bahrain
Bangladesh
Barbados
Belarus
Belgium
Belize
Benin
Bermuda
Bhutan
Bolivia
Bonaire
Bosnia and Herzegovina
Botswana
Bouvet Island (Bouvetoya)
Brazil
British Indian Ocean Territory (Chagos Archipelago)
British Virgin Islands
Brunei Darussalam
Bulgaria
Burkina Faso
Burundi
Cambodia
Cameroon
Canada
Cape Verde
Cayman Islands
Central African Republic
Chad
Chile
China
Christmas Island
Cocos (Keeling) Islands
Colombia
Comoros
Congo
Congo
Cook Islands
Costa Rica
Cote d'Ivoire
Croatia
Cuba
Curaçao
Cyprus
Cyprus
Czech Republic
Denmark
Djibouti
Dominica
Dominican Republic
Ecuador
Egypt
El Salvador
Equatorial Guinea
Eritrea
Estonia
Ethiopia
Falkland Islands (Malvinas)
Faroe Islands
Fiji
Finland
France
French Guiana
French Polynesia
French Southern Territories
Gabon
Gambia
Georgia
Germany
Ghana
Gibraltar
Greece
Greenland
Grenada
Guadeloupe
Guam
Guatemala
Guernsey
Guinea
Guinea-Bissau
Guyana
Haiti
Heard Island and McDonald Islands
Holy See (Vatican City State)
Honduras
Hong Kong
Hungary
Iceland
India
Indonesia
Iran
Iraq
Ireland
Isle of Man
Israel
Italy
Jamaica
Japan
Jersey
Jordan
Kazakhstan
Kazakhstan
Kenya
Kiribati
Korea
Korea
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Norfolk Island
Northern Mariana Islands
Mexico
Norway
Oman
Pakistan
Palau
Palestinian Territory
Panama
Papua New Guinea
Paraguay
Peru
Philippines
Pitcairn Islands
Poland
Portugal
Puerto Rico
Qatar
Reunion
Romania
Russian Federation
Rwanda
Saint Barthelemy
Saint Helena
Saint Kitts and Nevis
Saint Lucia
Saint Martin
Saint Pierre and Miquelon
Saint Vincent and the Grenadines
Samoa
San Marino
Sao Tome and Principe
Saudi Arabia
Senegal
Serbia
Seychelles
Sierra Leone
Singapore
Sint Maarten (Netherlands)
Slovakia (Slovak Republic)
Slovenia
Solomon Islands
Somalia
South Africa
South Georgia & S. Sandwich Islands
Spain
Sri Lanka
Sudan
Suriname
Svalbard & Jan Mayen Islands
Swaziland
Sweden
Switzerland
Syrian Arab Republic
Taiwan
Tajikistan
Tanzania
Thailand
Timor-Leste
Togo
Tokelau
Tonga
Trinidad and Tobago
Tunisia
Turkey
Turkey
Turkmenistan
Turks and Caicos Islands
Tuvalu
U.S. Virgin Islands
U.S. Minor Outlying Islands
Uganda
Ukraine
United Arab Emirates
United Kingdom
United States
Uruguay
Uzbekistan
Vanuatu
Venezuela
Vietnam
Wallis and Futuna
Western Sahara
Yemen
Zambia
Zimbabwe





	
	





Send message














								

							

						

					

				

			

		

		
				
		
			
				
					
						
							
						
					

					
						
							
								
									Request Online
									Finance and Accounting for Office Administrators & Secretaries
									


 














	Mr.
Ms.
Mrs.
Dr.
Engr.
Prof.





	
	



	
	
Select country
Afghanistan
Albania
Algeria
American Samoa
Andorra
Angola
Anguilla
Antigua and Barbuda
Argentina
Armenia
Armenia
Aruba
Australia
Austria
Azerbaijan
Azerbaijan
Bahamas
Bahrain
Bangladesh
Barbados
Belarus
Belgium
Belize
Benin
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