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Administrative Support

AEROSKY | SERVICES & TRAINING
BELGIUM / ALBANIA / GERMANY

TAILORED SERVICE

Keep your administrative work organised and your team focused on its priorities.

Service scope
Document organisation and classification
Preparation and formatting of business documents
Administrative follow-up of projects and requests
Organisation of information and internal reporting

Support with training files, schedules and records

Possible outputs
Document register or filing structure
Templates and tracking tools

Task handover notes and agreed follow-up

View the online listing and request current arrangements

Let’s discuss your project

behar.sinani@aerosky.be | +32 489 82 45 12

aerosky.eu - Belgium / Albania / Germany

Who is it for?

Businesses, institutions, associations and teams in aviation
and other sectors.

Our approach
1. Initial discussion and priority setting.

2. Proposal: scope, deliverables and timetable.

3. Delivery, review and handover of outputs.

Scope and arrangements

We can help structure a document register, prepare tracking tools
and organise the handover of recurring administrative tasks. The
scope and access arrangements are agreed before work begins.
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