This Is More
Than Just

A Training
Program.

Star Achievement Series®
is a way of thinking,
being and performing . ..

It’s a way of life.

Star Achievement Series®

Transformative Certification Program for Administrative Professionals

‘ ‘ We have seen a true cultural shift as a result of the
curriculum and training from the Star Achievement
Series® — managers are encouraging assistants to
pursue this training and it has become part of the

DNA of our culture. ’ ’
—Debbie Gross

Chief Executive Administrator, Cisco Systems

gtar
Achievement

Attitude - Skill - Teamwork - 'Strategy®

OfficeDynamics.com




gtar
AchieVement

Attitude - Skill - Teamwork ' Strategy™

o [ YN | — Y | —

BE A STAR ACHIEVER™ (ATTITUDE)

e Fighting Office Dragons

e Overcoming Intimidation

e Leveraging Criticism

e Transcending Challenging Personality Styles
* Maintaining A Star Attitude

STAR-ACHIEVING TECHNIQUES™ (SKILL)

e  Star Achievement: A Mindset For Stellar Performance
e Foundation Skills: Platform To Success

e  Strengthening Communication Skills

*  Be Results-Driven

*  Perpetual Skill Enhancement

BUILDING A STAR PARTNERSHIP™ (TEAMWORK)
e Creating A Star Partnership

e Communicating With Your Leader

» Enabling Your Leader’s Success

» Interpersonal Skills Give You The Edge

e Resolving Team Problems

REACHING STARDOM™ (STRATEGY)

e Actualizing Your Professional Goals

e Cultivating Business Relationships

e Showcasing Your Talents

» Perceptions And Power: Your Professional Presence

What Is The Star
Achievement Series®?

Far more than just another training program, the Star Achievement
Series® is an intense, transformative certification program for
administrative professionals. This rigorous curriculum-based
series is presented in three progressively more challenging levels

BE A SHINING STAR™ (ATTITUDE)

e Learning Self-Management

e Letting Off Steam Without Burning Others
e Creating Positive Self-Esteem

* Ingredients Of A Healthy Work Spirit

e The 5 Pillars: Lead Boldly, Live BIG

GIVE A STELLAR PERFORMANCE™ (SKILL)
» Developing Personal Presentation Skills

e Communicate Assertively

e The Power Of Persuasion

e Be Solution-Driven

e Creativity: A Catalyst To Success

STELLAR COLLABORATOR™ (TEAMWORK)
e Beyond A Team Of Two

e Value Diversity

e Motivating Non-Team Members

*  The Power Of Collaboration

e Disagreeing With Tact And Diplomacy

FUTURE-FOCUSED STAR PERFORMER™ (STRATEGY)
e Driving Forces Shaping Tomorrow

e Harness The Power Of Change

» Keeping Yourself On The Road To Success

e Living Through Leadership

Learning Format
& Resources

Star Achievement Series® is presented in three progressively
advancing levels containing four modules each. Each module
is a full day of enriched, interactive training.

Level I: 2.4 CEUs | Level ll: 2.4 CEUs | Level lll: 2.4 CEUs
Training goes beyond traditional lecture format to include high-
energy collaboration exercises, group discussion, timed activities,

presentations, individual workbook assignments and more.

Every participant receives an activity-rich, interactive workbook for
every module, for a total of 12 high-quality, up-to-date volumes.












