THE 21ST ANNUAL ADMINISTRATIVE PROFESSIONAL CONFERENCE REPORT
Date: June 8, 2020
From:

To:

Sub: Reg: The visits to the 21st annual conference meet.
Dear Ms. Boswell,
I hope you’re doing well. Following your instruction, I attended the 21st annual administrative professionals’ conference. Based on my experience and knowledge gained from the conference, I am submitting my report hereunder.

The conference topic was all about how an organization could increase its productivity and effectiveness by providing sufficient management skill training and up gradation in the work. At the conference, they have also discussed good leadership management and how we could be inspirational to others to achieve the organization's goal. The main point in the conference was about the focus on increasing the ability to collaborate with the ups and downs of the organization and to focus on the organizational goals.
The symposium was a 60 minutes long session, the whole session discussed activities and tools required to set an actionable plan and to achieve the goal for the organizational growth. This session gave clarity regarding how to be more successful, how you can set a goal to can identify and achieve your goals. The workshop was a half a day session; the main motive of the session was to motivate your strength that can be more beneficial for your role, and how you show a positive change with these benefits so you could be more effective during a conflict.
I have no hesitation in recommending our employees to the next year's conference meet, it was refreshing and motivating and gave a clear view regarding techniques and strategies that should be practiced by an admin to achieve optimal productivity in the organization.
I hope this report recommendation will be useful for the betterment of our organization.

Yours faithfully

Xxx

