Changes to the OM&A module for BRA
The following changes and additions have come out of feedback and ideas from the ToT conducted at BRA from 22-25 April 2019 on the Office Management & Administration Training Modules. 
Participant Book
Getting Started Session
- Revised Introduction information
- Added Icebreaker question – to get participants thinking about the connection between good office management & administration practices and good service delivery to communities. 
Module 1: Written Communication 
- Added in social media (inc what’s app groups) as another form of written communication.
- Added in group work exercise on practising writing a letter/memo/email.
Module 2: Effective Meetings 
- Added in information on good facilitation, including responses, inclusiveness, good listening, staying on track.
- Added in more detail on the role of chair and participants during a meeting, including the decision-making process and how to handle conflict. 
Module 3: Office Organisation 
- Added in steps on how to set up a filing system.
- Modified Exercise 3.1 to reduce in size and make more focused.
- Visitor management, emphasise the role of the LG office as a meeting place for citizens and LG officials, importance of making visitors feel welcome and for things to flow smoothly.  
Module 4: Office Asset Management, Vehicles and Travel
- No changes or additions
Trainer Guide 
- Updating to reflect changes to the module content in the Participant Book and PowerPoint Slides. 
PowerPoint Slides 
- Updating to reflect changes to the module content in the Participant Book. 
Assessment & Evaluation 
[bookmark: _GoBack]- Booklet prepared containing pre- and post- test assessment tasks, evaluation questionnaires and tools to follow up in the workplace to evaluate implementation of learning. 
