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2024 NIPS PROGRAMMES

THE NIGERIAN INSTITUTE OF PROFESSIONAL SECRETARIES
2024 INTENSIVE AND MANDATORY CONTINUING PROFESSIONAL DEVELOPMENT (MCPD) PROGRAMMES
The Nigerian Institute of Professional Secretaries (NIPS) cordially invites your organization to nominate eligible staff to participate and benefit from the 2024 Intensive and mandatory continuing Professional Development (MDPC) Programmes.

It is compulsory for every member of the Institute to attend, at least once a year. There is no exemption. The sessions mentioned below are meant for members in every zone as stated above.
	TOPICS
	VENUE
	DATES
	MEMBERS
	NON-MEMBERS

	Empathy and Emotional Intelligence for Workplace Success and Productivity
	Lagos

Minna
Nekede
	Feb. 5 - 8, 2024

Feb. 19 - 22, 2024
Feb. 19 - 22, 2024  
	120,000.00
	130,000.00

	Advanced Secretarial Skills for Confidential Secretaries
	Lagos

Minna

Ogbomoso
Nekede
	Mar.  4 - 7, 2024

Mar. 11 - 14, 2024

Mar. 18 - 21, 2024
Mar. 18 - 21, 2024
	120,000.00
	130,000.00

	Professional Writing Skills for Secretaries and Personal Assistants and Executive Assistant Training
	Lagos

Minna

Ogbomoso Nekede
	Apr.  1 - 4, 2024

Apr. 8 -11, 2024

Apr. 22 - 25, 2024
Apr. 22 - 25, 2024
	120,000.00
	130,000.00

	Confidentiality and Data Security


	Lagos

Nekede
Minna
	May 6 - 9, 2024

May 6 - 9, 2024
May 13 - 16,2024
	120,000.00
	130,000.00

	Managing your Boss in the Workplace


	Lagos

Minna

Ogbomoso
	Jun 3 - 6, 2024

Jun 3 - 6,  2024

Jun 24 - 27, 2024
	120,000.00
	130,000.00

	Masterclass for Secretaries and Personal Assistants


	Lagos

Minna

Ogbomoso Nekede
	July 8 - 11, 2024

July  15 - 18, 2024

July 22 - 25, 2024
July 22 - 25, 2024
	120,000.00
	130,000.00

	Office Management and Effective Administrative Skills
	Lagos

Minna

Ogbomoso 
Nekede
	Aug. 12 - 15, 2024

Aug.19 - 22, 2024

Aug.26 - 29, 2024
Aug.26 - 29, 2024
	120,000.00
	130,000.00

	The Law and Procedures of Meetings Verbatim Minutes Taking, Motions and Resolutions for Secretaries and Personal/Executive Assistants
	Lagos

Minna

Ogbomoso 
	Sept  2 - 5, 2024

Sept 9 - 12, 2024

Sept 23 - 26, 2024
	120,000.00
	130,000.00

	Best practice and Capacity Building for Secretaries, Personal Assistants and Administrative Officers
	Lagos

Minna

Nekede
	Oct 1 - 4, 2024

Oct 7 - 10, 2024

Oct 7 - 10, 2024

	120,000.00
	130,000.00

	Effective Record Keeping, Documentation and Information Management Course
	Lagos

Minna

Ogbomoso Nekede
	Nov.11- 14, 2024

Nov. 18-21, 2024

Nov. 25-28, 2024

Nov. 25-28, 2024
	120,000.00
	130,000.00

	Partnering with your Boss: Strategic Skills for Secretaries and Personal Assistants


	Lagos

Minna

Ogbomoso
	Dec.  2– 5, 2024

Dec. 9 –12, 2024

Dec. 16 - 19, 2024
	120,000.00
	130,000.00


TRAINING/SEMINAR FEES: To cover Tea/Coffee, Lunch and Course Materials
MEMBERS – N120,050.00 Per Participant

NON-MEMBERS – N130,050 Per Participant
FEES FOR  RUNNING IN-HOUSE SEMINORS/WORKSHOPS
 Course fees for running in-house training programmes are negotiable. 
TRAINING CENTRES:

LAGOS     


MINNA    


OGBOMOSO
NEKEDE

COURSE REGISTRATION; Please note that registration would commence from 10.00 a.m. on the first day of the course at the same venue.

IMPORTANT NOTICE TO MEMBERS:

Please note that it is the prerogative of your management to release/sponsor you to any of our programmes and members should therefore, co-operate/liaise with their management in this regard.

METHOD OF PAYMENT

Payment is by Bank Deposit/Transfer. Participants who wish to make payments in advance can pay into the Institutes Bank Accounts as follows:

METHOD OF PAYTMENT TO THE TRAINING CENTRE:

Through the Bank:

               Account Name: NIPS Secretarial Training and Development Limited


 Account No.: 0091487468


 Bank Name: Sterling Bank Plc               

ACCOMMODATION:

Participants will be responsible for their accommodation during the programmes.  However, there are suitable Hotels and Guest Houses with suitable facilities at affordable prices around the Venues.  Arrangements for accommodation can be made on request.

RESERVATION/BOOKING:

Please call or write to the Director, Training and Development, NIPS (see address below) not later than five days before the commencement of the course you/nominee is attending to enable us make the necessary arrangements.
CERRTIFICATES: Certificate will be given to participants who successfully completed in the training programme.

FOR FURTHER INFORMATION, PLEASE CONTACT

The Director, Training and Development,

NIPS Secretarial Training and Development Centre,

Tel: 08034945802, 08122079232
Email: nipsecretaries@yahoo.com

Website: www.nipsecretaries.info
