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Introduction:

Office administrators and secretaries play a vital role in maintaining the efficiency and productivity of any
organization. A solid understanding of finance and accounting principles not only enhances their effectiveness but
also empowers them to contribute strategically to business operations. British Training Center recognizes the
importance of equipping administrative professionals with essential financial knowledge, ensuring they can
confidently manage budgets, track expenses, and support financial decision-making processes. This training
course provides participants with practical skills and insights tailored to their roles, enabling them to excel in their
professional duties.

Training Objectives and Impact:
By the end of this program, participants will be able to:

Understand fundamental accounting principles and financial terminology.
Interpret financial statements and reports accurately.

Manage budgets and track expenses effectively.

Support financial decision-making with relevant data and analysis.
Communicate financial information clearly to non-financial stakeholders.
Ensure compliance with financial policies and procedures.

Enhance organizational efficiency through effective financial management.

Targeted Competencies and Skills:

e Financial literacy and analytical thinking.
e Budget management and expense tracking.

e Accuracy in financial reporting and documentation.
e Effective communication of financial data.

¢ Decision support through financial analysis.

e Compliance and adherence to financial policies.

Target Audience:
This program is tailored for:

Office administrators seeking to enhance their financial knowledge.
Secretaries involved in budget management and financial reporting.
Executive assistants supporting financial decision-making processes.
Administrative professionals responsible for expense tracking.

Team coordinators handling financial documentation and compliance.
Any administrative staff looking to expand their financial acumen.



Course Content:

Unit One - Introduction to Finance and Accounting

Overview of financial and accounting principles.

Understanding financial terminology and concepts.

Role of finance and accounting in business operations.
Importance of financial literacy for administrative professionals.
Introduction to financial statements and reports.

Basics of accounting cycles and processes.

Ethical considerations in finance and accounting.

Unit Two - Financial Statements and Reporting:

Detailed analysis of balance sheets and income statements.
Understanding cash flow statements and financial ratios.
How to interpret financial data for decision-making.
Practical exercises on financial report generation.
Importance of accuracy in financial reporting.
Communicating financial information to stakeholders.
Compliance with financial reporting standards.

Unit Three - Budgeting and Expense Management:

Principles of budget preparation and planning.

Techniques for effective budget management.

Expense tracking and cost control strategies.

Using spreadsheets for budgeting and expense reporting.
Identifying and analyzing budget variances.

Best practices for financial documentation.

Supporting organizational goals through budget management.

Unit Four - Financial Decision Support:

Role of administrative professionals in financial decision-making.
Gathering and analyzing financial data for decisions.

Tools and techniques for financial analysis.

Communicating financial implications to management.
Supporting strategic financial planning.

Ensuring data accuracy and reliability.

Ethical considerations in financial decision support.



Unit Five - Compliance and Financial Integrity:

Understanding financial policies and compliance requirements.
Ensuring adherence to internal and external financial regulations.
Importance of financial integrity and accountability.

Managing financial records and documentation efficiently.
Identifying and preventing financial discrepancies.

Supporting audits and financial reviews.

Promoting ethical financial practices in the workplace.



