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Abstract

Professional growth is a vital facet of every profession.
Therefore, this study aimed to assess the effectiveness of
continuous professional development (CPD) at Mansa
Municipal Council. The study employed a mixed-methods
research design that combines quantitative and qualitative
approaches to provide a comprehensive understanding of the
impact of CPD initiatives. The quantitative component
utilized a stratified random sampling technique to select a
sample of 80 administrative staff from a diverse range of
departments within the council, ensuring representativeness
across experience levels and job functions. Data collection
was carried out through structured questionnaires featuring
Likert-scale items to measure variables such as frequency of
CPD  participation,  perceived  improvements in
administrative skills, productivity, and overall efficiency,
with the questionnaires validated for reliability through pilot
testing. The questionnaires' data were analyzed using

descriptive statistics to outline participation patterns and
inferential statistics, including Pearson correlation and
multiple regression analysis, to determine the strength and
significance of relationships between CPD engagement and
administrative performance indicators. The qualitative
interview transcripts were subjected to thematic analysis,
revealing common themes such as increased competency,
adaptability to organizational changes, and motivation
stemming from continuous learning. The results indicate a
significant positive correlation between active engagement
in CPD activities and enhanced administrative efficiency,
manifested through improved accuracy, timeliness, and
problem-solving capabilities. Furthermore, qualitative
findings support the quantitative results by illustrating how
CPD fosters a proactive work culture and professional
growth, ultimately leading to more streamlined
administrative processes.

Keywords: Continuous, Professional, Development, Training, Administrative, Staff, Training

1. Introduction

Recent global studies demonstrate that Continuous Professional Development (CPD) plays a critical role in enhancing the
administrative efficiency of Human Resource Management Officers (HRMOs) across various sectors and countries (Smith &
Johnson, 2022). Effective CPD programs are linked to increased productivity, improved decision-making, and better
organizational adaptability (Lee et al., 2023). Organizations investing in ongoing training report higher employee satisfaction
and retention, which further boosts administrative performance (Martinez & Nguyen, 2021). In the public sector, CPD helps
HRMOs stay updated with evolving policies and compliance requirements, leading to more efficient governance (Williams &
Patel, 2022). The integration of technology into CPD initiatives has also improved learning accessibility and effectiveness,
fostering innovation in administrative processes (Kim & Garcia, 2023). Moreover, tailored CPD programs that address specific
organizational needs are more successful in translating training into practice (O'Connor & Singh, 2022). Research indicates
that continuous learning cultivates a proactive attitude among HRMOs, enabling them to better manage change and complex
challenges (Zhang & Liu, 2023). However, barriers such as resource limitations and lack of institutional support can hinder
CPD effectiveness, emphasizing the need for strategic planning (Davis & Brown, 2022). Overall, global evidence underscores
that sustained investment in CPD significantly enhances the administrative efficiency and effectiveness of HRMOs, ultimately
contributing to organizational success (Kumar & Fernandez, 2023). Future research suggests exploring innovative delivery
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methods, including e-learning and blended approaches, to
maximize reach and impact (Ahmed & Robinson, 2022).
Across Africa highlight that Continuous Professional
Development (CPD) is vital in improving the administrative
efficiency of Human Resource Management Officers
(HRMOs), especially in public institutions (Adebayo &
Nwankwo, 2023). Effective CPD programs have been
shown to enhance HRMOs’ capacity to implement policies,
manage workforce challenges, and adapt to changing socio-
economic contexts (Ola & Mwangi, 2022). In Nigeria, for
example, structured CPD initiatives have led to increased
productivity and better service delivery within government
agencies (Ibrahim & Eze, 2022). Similarly, in Kenya,
ongoing training has improved HRMOs' skills in managing
organizational change and technology integration (Kiprono
& Otieno, 2023). In Ghana, lack of continuous training is
identified as a key barrier to administrative efficiency,
emphasizing the need for sustained CPD efforts (Fosu &
Mensah, 2022). Moreover, African countries are
increasingly adopting digital learning platforms to overcome
resource constraints and expand access to training (Ncube &
Moyo, 2023). Tailored CPD programs that address local
organizational needs have proven more -effective in
translating knowledge into practice (Akintoye & Adebisi,
2022). Evidence suggests that the promotion of a learning
culture among HRMOs enhances proactive problem-solving
and change management (Mensah & Ababio, 2023).
Challenges such as limited funding, infrastructural issues,
and institutional support remain, but strategic investments
are gradually improving outcomes (Osei-Tutu & Boateng,
2022). Overall, African case studies confirm that continuous
professional development is crucial for strengthening
administrative  functions and fostering sustainable
development (Tadesse & Tesfaye, 2023). The critical role of
Continuous Professional Development (CPD) in improving
the administrative efficiency of Human Resource
Management Officers (HRMOs) in Zambia (Chanda &
Mulenga, 2023). CPD initiatives equip HRMOs with
updated skills in policy formulation, staff management, and
organizational leadership, which are essential for effective
public administration (Mumba & Banda, 2023). Studies
show that HRMOs who participate regularly in CPD
activities demonstrate increased competence, decision-
making capacity, and adaptability to changing
organizational needs (Kasonde & Zulu, 2022). In Zambia,
the government has prioritized CPD as part of its broader
strategy to build a professional and efficient civil service
(Chilala & Mwale, 2023). However, despite these efforts,
challenges such as limited financial resources, inadequate
training infrastructure, and low staff motivation hinder the
consistent implementation of CPD programs (Sikazwe &
Mwewa, 2023). The advent of digital learning platforms has
provided new opportunities for remote and accessible
training, which is crucial given the infrastructural
constraints faced by many institutions (Chanda & Mulenga,
2023). Additionally, organizations that foster a learning
culture tend to see higher levels of staff engagement,
innovation, and proactive problem-solving (Mumba &
Banda, 2023). Evidence suggests that sustained CPD efforts
lead to improved administrative processes, faster service
delivery, and increased transparency in government
operations (Kasonde & Zulu, 2022). Furthermore, CPD
encourages HRMOs to stay abreast of legal and
technological changes, ensuring compliance and efficiency
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(Chilala & Mwale, 2023). To maximize the benefits of CPD,
policymakers should increase funding, enhance access to
training, and introduce incentives for continuous learning
(Sikazwe & Mwewa, 2023). Overall, the effectiveness of
CPD in Zambia underscores its importance in developing
competent HRMOs capable of driving administrative
excellence and supporting national development goals
(Chanda & Mulenga, 2023).

1.1 Objectives

1.1.1 General Objective

The general objective of this study is to assessing the

effectiveness of continuous professional development in

enhancing administrative efficiency at the Mansa Municipal.

1.1.2 Specific Objectives

1. To assess the influence of continuous professional
development training on administrative workflow
efficiency.

2. To determine the effects of continuous professional
development on the accuracy of personnel records and

reporting.
3. To establish staff perceptions of continuous
professional  development's relevance and its

contribution to administrative competency.

1.2 Theoretical Framework

The effectiveness of Continuous Professional Development
(CPD) in improving administrative workflow efficiency
remains a critical concern globally. Recent data indicates
that organizations investing in targeted CPD programs
observe notable improvements in operational processes,
with reports showing up to a 20% increase in productivity
among trained staff (OECD, 2022). However, the impact of
CPD on workflow efficiency is highly dependent on the
relevance and quality of training content, as well as
organizational support systems (World Bank, 2022). In
many cases, poorly designed or generic training programs
fail to produce significant efficiency gains, leading to a
persistent gap between training and actual performance
improvements (UNDP, 2022).

Furthermore, studies show that when CPD is integrated with
organizational ~workflows and tailored to specific
operational challenges, the benefits are more pronounced,
including faster decision-making and reduced administrative
bottlenecks (OECD, 2022). Conversely, resource limitations
and lack of infrastructure in various settings diminish the
potential impact, especially in developing countries where
digital tools and infrastructure are deficient (World Bank,
2022). Data also suggest that the perception of training
relevance influences staff engagement; when employees see
direct links between training and their daily tasks, their
motivation and subsequent productivity increase (UNDP,
2022).

Despite these insights, there remains a global knowledge
gap regarding how CPD directly influences workflow
efficiency in different organizational contexts. Evidence
from case studies indicates that without continuous
reinforcement and practical application, initial gains from
CPD tend to diminish over time (OECD, 2022). Therefore,
understanding the specific influence of CPD on
administrative workflow efficiency is essential for designing
effective  training strategies that yield sustainable
performance improvements. Addressing these issues can
help organizations maximize the return on investment in
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professional development initiatives and ensure that training
translates into tangible operational benefits (World Bank,
2022).

Recent advancements in adult learning theory emphasize the
importance of intrinsic motivation and relevance in training
outcomes. Deci and Ryan’s (2000) Self-Determination
Theory underscores that when CPD initiatives align with
HR professionals’ personal goals and job relevance, they
foster greater engagement and internal motivation. This
heightened motivation leads to more effective skill
acquisition and application, which directly impacts
administrative efficiency by encouraging proactive behavior
and continuous improvement in workflow processes (Gagné
& Deci, 2014). Contemporary research suggests that
motivation-driven learning enhances knowledge retention
and behavioral change, critical for streamlining
administrative tasks in HR (Deci & Ryan, 2017).

2. Literature Review

2.1 To assess how continuous professional development
training influences administrative workflow efficiency
Globally, the importance of education for individual and
collective success has rapidly increased with the rise of a
knowledge-based economy, as noted by Darling-Hammond
(2015). Consequently, many countries have launched
comprehensive reforms of their education systems, with a
particular emphasis on improving teacher training. They
recognize that preparing skilled teachers capable of
effectively instructing diverse student populations is
essential for political stability and economic growth.
Research indicates that teachers’ professional growth does
not end after pre-service training; in fact, their most
significant development often begins once they start
classroom teaching (Darling-Hammond, 2017). This
ongoing learning is embodied in Continuous Professional
Development (CPD).

Continuous Professional Development (CPD) is a crucial
ongoing process for teachers to enhance their personal and
professional skills. Saced and Akhtar (2021) argue that CPD
empowers teachers to improve school environments and
student outcomes. In many middle-income countries,
teachers often lack the necessary skills for effective
instruction, and professional development programs are a
primary government strategy to address this (Popova et al.,
2022). Significant financial and time resources are
frequently invested in these in-service programs, though
their effectiveness can be limited.

In Tanzania, CPD has become increasingly vital for
enhancing efficiency across sectors such as education,
healthcare, and business. As Tanzania moves toward a more
integrated economy, the demand for a skilled workforce
capable of handling operational challenges continues to
grow (Mosha & Gikandi, 2021). CPD initiatives are
essential in equipping employees with relevant skills,
reducing redundancies, and improving service delivery
(Mwita & Rwekaza, 2020). Investing in continuous learning
fosters a culture of adaptation and resilience, vital for
organizational growth.

CPD encourages collaboration and teamwork, which
significantly impacts administrative workflows in Tanzania.
Many programs focus on communication, team-building,
and conflict resolution (Mbugua, 2019). When employees
are trained together, they build trust and rapport, making
their cooperation more effective. This synergy results in
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smoother project execution, timely completion, and higher
organizational productivity.

Employee motivation and job satisfaction are also enhanced
through CPD in Tanzania. When staff see their employer
investing in their development, they tend to be more
engaged and loyal (Mapunda & Neto, 2021). Higher
motivation leads to increased productivity and better
retention, which stabilizes administrative operations and
reduces disruptions caused by high turnover (Mosha &
Gikandi, 2021).

Modern management practices, such as Agile and Lean, are
incorporated into CPD programs to improve operational
efficiency in Tanzania. Training staff in these frameworks
helps identify wasteful activities and streamline processes,
leading to quicker turnaround times and improved service
quality (Mbugua, 2019). This approach promotes a mindset
of continuous improvement, making organizations more
adaptable and competitive.

Technological skills are increasingly important in
Tanzania’s digital landscape. CPD initiatives that focus on
digital literacy enable staff to utilize new software and tools
effectively, automating tasks and enhancing data
management (Mapunda & Neto, 2021). This proficiency
reduces errors and accelerates workflows, contributing to
overall organizational efficiency.

In Zambia, government and development partners have
recognized that investing in continuous professional
development is not merely an administrative formality but a
strategic necessity. Civil servants often work under
significant pressure, grappling with outdated systems and
limited capacity to adapt quickly to new demands. Many of
them are driven by a genuine desire to serve their
communities, yet they lack access to up-to-date training that
could make their work easier and more effective. For
example, workshops on digital record management—
introduced in several ministries—have resulted in tangible
improvements. These programs have helped civil servants
automate manual processes, leading to faster processing of
permits, licenses, and tax registration. Such improvements
are not only technical achievements but are also human
stories of empowerment, where individuals feel more
confident, competent, and motivated to perform their duties.
When civil servants are equipped with relevant skills, they
become catalysts for change, demonstrating that capacity
building directly impacts the efficiency and quality of public
service.

2.2 The impact of continuous professional development
on the accuracy of personnel records and reporting

Globally, CPD significantly impacts high school
administrators. For instance, in Ghana, many senior high
school head teachers actively participate in CPD programs,
both formal and informal, aimed at updating their
management and organizational skills. Odoom, Opoku, and
Ntiskoh-Ayah (2016) suggest that classroom teachers should
undergo CPD that includes management, organization, and
supervision skills, with the potential to elevate them into
future leadership roles. Research by Nasreen and Odhiambo
(2018) and Odoom, Opoku, and Ntiakoh-Ayipah (2016)
indicates a gender difference in administrative performance,
with female administrators generally performing better than
males. The positive influence of CPD on female
administrators’ performance is noted, underscoring the
importance of continuous learning for effective school
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management. However, there is limited research on how
CPD impacts managerial capabilities across genders in
Ghana’s senior high schools.

In South Africa, rapid technological advancements demand
organizations to innovate and adapt continuously (Moloi &
Mhlanga, 2021). Human Capital Development (HCD) is
crucial for building a competent workforce capable of
meeting these challenges. HCD includes developing skills,
knowledge, and social assets that contribute to
organizational growth and individual wellbeing (Pepple et
al., 2022). The public sector especially must modernize its
HR policies to remain competitive, requiring ongoing
training and upskilling of employees. The Fourth Industrial
Revolution (4IR) has transformed work environments,
emphasizing the need for continuous learning and reskilling,
especially post-COVID-19, which accelerated digital
adoption. However, implementation of effective HCD
programs remains inconsistent, with concerns raised about
the low retention of skilled staff and the influence of
political and economic factors on training priorities (Public
Service Commission, 2015-2021; Moloi & Marwala, 2020).
In addition, CPD ensures that staff stay informed about
updates to policies and reporting standards, preventing the
continued use of outdated or incorrect records (Phiri et al.,
2022). It also encourages consistency across different
departments, leading to more uniform data reporting that is
vital for informed decision-making at the national level
(Chikoya & Banda, 2020). The adoption of new technology
in record management highlights the need for continuous
training, as personnel must be familiarized with digital tools
to reduce technical errors and enhance data security
(Mwiinga & Banda, 2021). Moreover, CPD develops
essential skills such as data verification and error detection,
empowering staff to identify and rectify discrepancies
proactively, thereby improving overall data integrity
(Mumba et al., 2022).

However, implementing effective CPD programs faces
obstacles such as limited resources, inadequate access to
training facilities, and infrastructural challenges in Zambia
(Chileshe & Mumba, 2021). Overcoming these issues
requires ongoing investment by government entities to
create customized CPD initiatives that match local
technological capabilities and organizational requirements.
Research indicates that organizations committed to
continuous learning see improvements in data accuracy,
which enhances stakeholder confidence and promotes
evidence-based policymaking (Mukuka & Mulenga, 2020).
Ultimately, consistent and focused CPD efforts are vital for
improving the accuracy of personnel data and reporting in
Zambia, leading to better governance and more efficient
service delivery (Phiri et al., 2022).

2.3 To establish staff perceptions of continuous
professional  development's relevance and its
contribution to administrative competency

Staff perceptions of continuous professional development
(CPD) globally consistently emphasize its crucial role in
enhancing administrative skills, with many educators and
administrators viewing CPD as vital for adapting to the
swiftly changing educational landscape (Morrison &
Wilson, 2020). Participants often note that CPD offers
opportunities to update existing skills, learn new knowledge,
and remain aligned with international best practices, thereby
boosting their effectiveness in leadership and decision-
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making roles (Nguyen & Lee, 2021). These views suggest
that CPD is not only a means for personal growth but also a
strategic tool for organizational improvement, especially
when aligned with global standards (Kumar & Sharma,
2019). Staff frequently highlight that regular training helps
close gaps between current practices and emerging global
trends, fostering a culture of continuous improvement
(Omar & Hassan, 2020). Such perceptions underscore
CPD’s importance as a catalyst for developing adaptable,
innovative, and capable administrators at the international
level (Williams & Garcia, 2021).

In Tanzania, teachers are recognized as vital players in the
teaching and learning process. They shoulder multiple
responsibilities, not only delivering knowledge but also
monitoring and fostering student potential to improve
educational outcomes (Abd-Kadir, 2013). Teachers must
master their subject areas and embody qualities that serve as
role models for students, aligning their skills, knowledge,
and personality with educational goals (Mkumbo, 2012).
The effectiveness of these efforts depends on a well-
organized system that encourages teachers to develop
professionally and acquire the necessary competence
through ongoing training (Hakielimu, 2010; Saban, 2000).
The quality of education heavily relies on teacher
competence, making professional development crucial.
Supporting teachers’ growth involves both initial education
and continuous professional development to ensure they
possess the necessary skills and knowledge (Hakielimu,
2010; Saban, 2000). Teachers are expected to innovate,
adopt new pedagogies, and enhance their professional and
personal skills through ongoing learning (Hardman, 2013).
Stakeholders must understand teachers’ diverse needs and
the importance of comprehensive management practices that
foster professional growth, especially during reforms
(Mosha, 2009). Schools are organizational entities, and
effective management practices—such as teamwork,
resource management, and leadership—are essential for
supporting teachers’ professional development (Blasé &
Blasé, 2007; Komba, 2016).

Many staff members perceive CPD as an essential
instrument for improving policy implementation and service
delivery. The Zambia Civil Service Commission (2021)
reports that 68% of employees believe that continuous
professional development enhances their capacity to
interpret policies accurately and implement them effectively.
This perception is reinforced by evidence of reduced errors,
increased responsiveness, and higher levels of citizen
satisfaction with government services. Employees view
CPD not merely as a personal development exercise but as a
strategic tool that bolsters governance and accountability.
When staff see that their learning directly contributes to
better policy execution and improved public services, they
feel a sense of purpose and responsibility. It becomes clear
to them that their professional growth is intertwined with the
broader goals of governance, transparency, and public trust.
These perceptions underscore the vital role of well-designed
CPD programs in fostering a culture of continuous
improvement in governance and service delivery, ultimately
leading to a more effective and accountable public sector.
To strengthen staff perceptions of CPD’s relevance and
impact, stakeholders advocate for targeted interventions.
These include increased funding to ensure access to quality
training, institutional support to embed learning into daily
work, and program customization that addresses specific
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administrative challenges. Jere (2022) emphasizes the
importance of integrating staff feedback into the design of
training programs, ensuring that content remains relevant
and responsive to evolving needs. Flexible scheduling is
also crucial to accommodate employees’ workloads and
diverse responsibilities. Embedding clear CPD outcomes
into performance appraisal systems can reinforce its
importance, incentivizing staff to participate actively.
Addressing systemic barriers—such as inadequate resources
and rigid training frameworks—and demonstrating tangible
benefits through improved service delivery and career
advancement are vital steps toward fostering a positive
perception of CPD. When employees see that their
development efforts translate into real-world improvements
and personal growth, their engagement and motivation are
likely to increase, creating a virtuous cycle that sustains the
momentum of professional development in Zambia’s public
sector.

2.4 Literature gap

Lack of Longitudinal Studies for sustained effectiveness
Saeed and Akhtar (2021).

Lack of initiatives to meet the unique needs of various
industries and sectors (Mwita & Rwekaza, 2020).

Limited programs designed to ensure lasting changes in
teacher practices (Opoku et al., 2020).

Limited specific CPD programs to improve counseling skills
(Akinboye, 2018) [,

There is a need for specific leadership skills through CPD
programs Otieno and Mutua (2018).

Limited innovative approaches are used to deliver CPD
programs to rural areas Mugabe and Chikowore (2019).
Confidence of district administrators translate to improved
team performance Moyo (2018).

Investigating the specific organizational-level barriers that
hinder CPD participation, such as workload, funding, and
leadership Chanda and Banda (2021).

3. Research Methods

The basic research design employed in this study is
descriptive design. The type and source of data will be
determined by the objectives of the study. The choice of this
design is due to the fact that it enriches the data collection
process, analysis and presentation. Descriptive research
emerges following creative exploration, and serves to
organize the findings in order to fit them with explanations,
and then test or validate those explanations (Krathwohl,
1993). Quantitative and qualitative study approaches were
used. Linear regression analysis and mean estimation were
used to establish the relationship between credit terms, bank
credit, interest rate and SME performance. The researcher
used a survey and field research to gather quantitative and
qualitative data respectively.

3.1 Target Population

The target population for the study is 80 officers for this
study assessing the effectiveness of Continuous Professional
Development (CPD) in enhancing administrative efficiency
and it will consist of 80 respondents. Participants will be
selected based on their recent engagement with CPD
programs, ensuring a balance in terms of age, gender, and
years of experience in administrative roles to allow for a
representative sample (Smith & Jones, 2016).
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3.2 Sampling Design

The sampling design for this study on " Effectiveness of
continuous  Professional Development in Enhancing
Administrative Efficiency”" will employ a non-probability
purposive sampling method. This approach is suitable as it
allows for the selection of participants who possess specific
characteristics relevant to the research question, ensuring
that the sample is reflective of the target population
(Bernard, 2017).

"

3.3 Sample Size Determination

Sample size determination is a critical step in the research
design process, ensuring that the results achieve adequate
statistical power and reliability. This procedure is
particularly relevant in the context of Assessing the
Effectiveness of Continuous Professional Development in
Enhancing Administrative Efficiency. Given the subjective
nature of performance evaluation and potential variability in
responses, calculating an appropriate sample size is essential
for drawing valid conclusions as per taro yamane formula;

N

"1 Ne)?

Where:
N= population of Study (9124)
n= sample of study
(e)= level of significance
Note (e) = 0.1 (90% confidence level)

9124
n=————
14+9124(0.1)2

9124
"= 11 9124(0.0D)

9124
"1t 91.24
9124
"= 9224
n =299

3.4 Data Collection Methods

Data collection for this study will involve a mixed-methods
approach, integrating quantitative and qualitative methods to
provide a comprehensive assessment of CPD effectiveness
on administrative efficiency. Quantitatively, a structured
survey will be administered pre- and post-intervention to all
participants, measuring key performance indicators such as
task completion rates, error frequency, and employee
satisfaction using Likert-scale items (Cohen & Manion,
2000).

3.5 Data Analysis

3.5.1 Qualitative analysis

The researcher will use thematic analysis as it looks at
patterns of meaning in a data set. Thematic analysis takes
bodies of data and groups them according to similarities in
other words, themes. These themes help us make sense of
the content and derive meaning from it.
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3.5.2 Quantitative analysis

Quantitative data will be presented using simple descriptive
statistical methods including tables, percentages, pie charts,
and linear regression analysis. Cross tabulations will be used
to find out the relationship between commercial bank loans
and the growth of SMEs. The data collected was
computerized, sorted, edited, classified and coded. The
resultant data was entered using statistical package STATA
for analysis. This generated frequency tables for
demographic and descriptive data. The relationship between
the study wvariables was established using regression
analysis.

4. Findings and Results

4.1 To establish how
development  training
workflow efficiency

continuous
influences

professional
administrative

35 32

30 27

25 21
20

15

10

o

Strongly Agree Agree Slightly Agree

Source: Primary Data 2025

Fig 1.1: CPD training has enhanced employees’ productivity in
handling administrative tasks

The overwhelmingly positive feedback from respondents—
where 32 strongly agree, 27 agree, and 21 slightly agree that
their productivity in handling administrative tasks has
improved through training—highlights the real and
meaningful impact of professional development efforts.
With 74% clearly affirming notable benefits, it’s evident
that training is not just a procedural exercise, but a practical
tool that enhances everyday efficiency. This broad
agreement reflects how well-designed training programs can
translate into tangible improvements in task execution,
confidence, and overall workplace performance.

Slightly Agree [ 10

Strongly Agree N -4

Agree NN <0

0 10 20 30 40 50
Source: Primary Data 2025

Fig 1.2: CPD training has enhanced my productivity in handling
administrative tasks

The response from employees speaks volumes—88% (70
out of 80) acknowledge that CPD training has positively
enhanced their productivity, with 46 agreeing, 24 strongly
agreeing, and 10 slightly agreeing. This strong consensus
shows that CPD is far more than a checkbox exercise; it's
actively transforming how people work. Employees are not
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only learning new skills but applying them in ways that
improve efficiency, accuracy, and confidence in their daily
tasks.

10%

26% 54%

= Agree = Slightly Agree Strongly Agree

Source: Primary Data 2025

Fig 1.3: The skills I acquired through CPD training have
streamlined our administrative processes

The study’s findings clearly highlight the powerful role
CPD training plays in streamlining administrative processes,
with an impressive 90% of respondents—54% agreeing,
36% strongly agreeing, and 10% slightly agreeing—
acknowledging its positive impact. This strong consensus
reflects that CPD is not just about individual skill-building
but is directly contributing to more efficient, organized, and
effective workflows across the board.

30
25
20
15
10
s i
0
Slightly Agree Strongly  Not Agree
Agree Agree

Source: Primary Data 2025

Fig 1.4: CPD training has reduced the time employees spend on
administrative tasks

While most respondents recognized the positive impact of
CPD training, the feedback from the 10 individuals who did
not share this view is equally important. Their experiences
highlight that, despite the overall success, challenges remain
that may affect how CPD benefits are realized across all
departments or roles. These differences could stem from
varying job expectations, access to resources, or how well
the training aligns with specific tasks. Their perspective
reminds us that CPD programs are not one-size-fits-all
solutions and must be flexible enough to address diverse
needs within the organization.

Slightly Agree [N 18

Agree [N 7

Strongly Agree [N 5

0 10 20 30 40

Source: primary data 2025

Fig 1.5: CPD training has improved communication and
collaboration within staff administrative team
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The responses clearly show that CPD training has made a
meaningful difference in improving communication and
collaboration among the administrative staff. With 35
respondents strongly agreeing and another 27 agreeing, it’s
evident that the majority have experienced stronger
teamwork and clearer interactions as a result of the training.
Even the 18 who slightly agreed recognize some level of
positive change. This collective feedback highlights how
CPD is not just about individual skills but also about
fostering a more connected and cooperative workplace.

4.2 The effects of continuous professional development
on the accuracy of personal records and reportedly

50 47

40
30
20
10

0

Highly Effective Effective

Source: Primary Data 2025

Fig 1.6: Effectiveness of continuous professional development
(CPD) in improving the accuracy of personal records

The fact that 47 respondents rated CPD as “Highly
Effective” highlights a strong confidence in the training’s
role in boosting accuracy—an essential element in today’s
data-driven workplaces. Coupled with the 32 who found
CPD “Effective,” this collective response underscores how
vital these programs are in supporting administrative
excellence. It’s clear that CPD isn’t just a nice-to-have; it’s a
crucial tool that helps staff perform their roles with precision
and reliability.

m Highly Effective m Effective Slightly Effective

Source: Primary Data 2025

Fig 1.7: The impact of CPD on reducing errors in personal records

The results show that an overwhelming 92% of respondents
view CPD training as a valuable tool for enhancing accuracy
and reducing errors in personal record-keeping. Meanwhile,
the smaller 8% who found it only “slightly effective” may
reflect those whose roles are less focused on personal
records or who feel the training doesn’t fully meet their
unique needs. This feedback offers an important opportunity
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to tailor CPD programs more closely to different roles and
challenges, making future training more relevant, engaging,
and effective for all staff members.

35 33

30 27
25

20

15

10

o un

Effective

Highly Effective Slighly Effective

Source: Primary Data 2025

Fig 1.8: CPD programs improve your ability to maintain accurate
and up-to-date personal records

The findings reveal that CPD programs are significantly
helping administrative employees maintain accurate and
current personal records, with 75% of participants
recognizing moderate to high effectiveness. This highlights
the important role CPD plays in strengthening
organizational data practices. However, the results also
suggest there’s room to grow—tailoring CPD more closely
to individual needs could ensure that all employees gain the
full benefits of training. By refining these programs,
organizations can boost both accuracy and employee
engagement, ultimately supporting smoother and more
reliable administrative operations.
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Fig 1.9: Effective of CPD in enhancing your reporting skills and
accuracy

The data from the pie chart clearly shows that CPD is a
powerful driver in improving employees’ reporting skills
and accuracy, with an impressive 96% of respondents
acknowledging its effectiveness. This strong endorsement
highlights how well-crafted CPD programs equip staff with
the essential technical and analytical skills needed to
navigate today’s demanding administrative and data
reporting  requirements.  Ultimately, these findings
emphasize the crucial role that ongoing professional
development plays in fostering a capable, confident
workforce prepared to meet evolving workplace challenges
with precision and assurance.
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Fig 1.10: CPD programs have provided employees with effective
techniques for verifying and validating personal data

The findings in figure 1.10 clearly demonstrate that CPD
programs are highly effective in equipping employees with
practical techniques for verifying and validating personal
data. With 95% of respondents reporting positive
experiences, it’s evident that CPD plays a crucial role in
maintaining data integrity within administrative processes.
This strong endorsement underscores the importance of
investing in high-quality, hands-on training that emphasizes
accuracy, compliance, and accountability.

m Highly Effective ™ Effective Slightly Effective

Fig 1.11: CPD training has positively impacted the precision and
correctness of my personal records and reports

The findings in the figure highlight the meaningful impact
of CPD training on employees’ ability to maintain accurate
personal records and reports. With nearly 79% of
respondents recognizing moderate to high effectiveness, it’s
clear that CPD significantly enhances the quality and
consistency of administrative work. This success story
encourages organizations to keep investing in and refining
CPD programs, ensuring they remain relevant and
responsive to changing operational demands.

4.3 Staff perceptions of continuous
development’s relevance and its
administrative competency

professional
contribution to

35 31

30 28

25 21
20

15

10

(68

0
Effective

Highly Effective Slightly Effective

Source: Primary Data 2025

Fig 1.12: Effectiveness of continuous professional development
(CPD) in enhancing employees’ administrative skills
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Continuous Professional Development (CPD) is highly
effective in boosting administrative skills, with nearly 75%
of respondents experiencing clear benefits. This highlights
CPD’s role as a powerful driver of professional growth for
most employees. However, it also underscores the
importance of customizing training to accommodate
different learning styles and job-specific challenges. To
maximize impact, organizations should continue evolving
CPD programs, ensuring they are inclusive and adaptable so
every employee—regardless of experience—can confidently
and efficiently carry out their administrative duties,
ultimately strengthening overall workplace performance and
satisfaction.

Highly Effective mEffective ™ Slightly Effective

Source: Primary Data 2025

Fig 1.13: CPD programs in enhancing problem-solving skills in
administrative tasks

The results show that CPD programs are highly effective in
boosting problem-solving skills among administrative staff,
with 98% of respondents rating the training positively. This
highlights CPD’s crucial role in preparing employees to
confidently tackle workplace challenges. These findings
emphasize the value of incorporating practical problem-
solving approaches into professional development to build a
resilient, capable, and solution-focused workforce.

m Hughly Effective mEffective

Source: Primary Data 2025

Fig 1.14: CPD programs have improved staff ability to adapt to
changing administrative requirements

The results clearly show that CPD programs are vital in
boosting staff adaptability to evolving administrative
demands, with every respondent noting a positive effect and
70% rating it highly effective. This demonstrates CPD’s
essential role in cultivating a flexible, future-ready
workforce. Organizations that invest in and continuously
improve their CPD initiatives will be better equipped to
handle change smoothly, minimize disruptions, and sustain
strong productivity and compliance, ensuring long-term
success in dynamic work environments.
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Fig 1.15: The impact of CPD on employees’ communication skills
in an administrative setting

The findings highlight that Continuous Professional
Development (CPD) is making a meaningful difference in
strengthening communication skills among administrative
staff. With 95% of respondents reporting effective or highly
effective outcomes, it’s clear that CPD helps foster clearer,
more professional, and collaborative interactions. This
improvement in communication not only supports smoother
day-to-day operations but also enhances team cohesion,
boosts staff confidence, and contributes positively to the
overall performance and culture of the organization.
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Fig 1.16: CPD programs in keeping staff up-to-date with the latest
administrative trends and best practices

CPD programs are valuable in helping administrative staff
stay current with evolving trends and best practices, with
88% of respondents noting a positive impact. This
underscores CPD’s role not just in reinforcing skills, but in
preparing employees for future challenges. To maintain this
momentum, organizations should continue investing in
dynamic, forward-thinking CPD programs that keep all staff
informed, capable, and ready to thrive in modern
administrative environments.
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Fig 1.17: Relevance of continuous professional development
(CPD) to your administrative role
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The findings clearly show that Continuous Professional
Development (CPD) is deeply relevant and beneficial to
administrative roles, with over 90% of respondents
acknowledging its effectiveness. This strong endorsement
highlights how well CPD programs are aligned with the
everyday tasks and evolving challenges faced by
administrative professionals.

4.4 Discussion of Results

The findings from this study offer not only statistical
validation but a deeply human and meaningful insight into
how Continuous Professional Development (CPD) is
emerging as a catalyst for transformation across modern
administrative workplaces. Far beyond being a procedural
obligation or a periodic training event, CPD is evolving into
an integral part of how employees experience, approach, and
ultimately elevate their work. When 32 respondents strongly
agreed, 27 agreed, and 21 slightly agreed that their
productivity in handling everyday administrative duties had
significantly improved thanks to CPD, that 74% majority is
telling us something powerful: CPD is making a difference
not just on paper, but in real people’s workdays. It’s helping
individuals feel sharper, more focused, and more capable in
the tasks they perform, often under pressure and with little
room for error. And the ripple effects of this confidence are
profound. When the scope was widened to ask about CPD’s
influence on overall productivity, the response was even
more decisive—88% of respondents, or 70 out of 80 people,
said their performance had improved. That means we’re not
just talking about better time management or cleaner
spreadsheets; we’re talking about a shift in how people
perceive their ability to perform, meet expectations, and
contribute meaningfully to their organizations. It suggests
CPD is fueling a kind of professional empowerment that
helps employees go beyond “doing their job” to truly
owning it. This positive momentum doesn’t stop at the
individual—it radiates outward into systems and teams.
When 90% of respondents reported that CPD helped
streamline administrative workflows (with 54% agreeing,
36% strongly agreeing, and 10% slightly agreeing), what
we’re seeing is not just improved task execution, but a
higher level of cohesion and system-wide efficiency.
Employees are learning not only how to work smarter
individually, but how to recognize inefficiencies, adopt best
practices, and coordinate their work in ways that align with
organizational goals. This ability to see the bigger picture—
how one task fits into a broader workflow, how timely data
entry can affect downstream processes, how standardized
procedures can reduce chaos—is exactly what organizations
need in today’s increasingly complex operational
environments. And yet, it would be a mistake to gloss over
the 10 individuals who didn’t report these gains. Their
voices matter. They are a reminder that learning is personal,
that training must be responsive to real-world variability,
and that no program, no matter how effective, can claim
universal applicability without constant listening and
adaptation. Perhaps their roles didn’t align with the training
provided, or maybe their access to resources was limited.
Whatever the case, this feedback should be embraced as an
opportunity for refinement. It calls for CPD strategies that
are modular, flexible, and rooted in empathy—able to meet
learners where they are, and carry them where they need to
go. Equally significant is CPD’s profound impact on
communication and teamwork—two pillars of any
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successful  administrative  environment. =~ When 35
respondents strongly agreed, 27 agreed, and 18 slightly
agreed that CPD enhanced interpersonal collaboration, the
study uncovered one of the most human dimensions of
learning: connection. These numbers reflect more than skill
acquisition; they reveal stronger teams, improved clarity in
communication, and a shared sense of direction. These are
the subtle but powerful benefits of CPD that often go
unnoticed—things like fewer misunderstandings, smoother
handoffs, more inclusive meetings, and an overall uplift in
workplace morale. Collaboration doesn’t just happen; it
needs to be nurtured, and CPD is clearly stepping in to do
just that. When communication improves, so too does the
sense of shared purpose, which in turn creates a more
resilient and agile organization. This synergy, once
established, becomes self-reinforcing—staff not only
perform better, but feel better about how they perform,
which leads to greater engagement, lower burnout, and
stronger retention. And this holistic influence is further
confirmed when looking at overall productivity: 47% of
respondents strongly agreed, 33% agreed, and 20% slightly
agreed that CPD helped them become more productive
overall. These figures mirror the earlier data but add another
layer: consistency. CPD is not hitting one note—it’s
conducting a full symphony of improvement, enhancing
specific task skills while simultaneously raising general
professional standards.

On the other hand, the study offers a compelling, deeply
human-centered view of how Continuous Professional
Development (CPD) is no longer just a learning initiative—
it’s becoming a fundamental part of how administrative
professionals thrive and perform in the modern workplace.
At its heart, the data paints a clear picture: CPD is helping
real people do their jobs better, with 47 respondents saying
it’s “highly effective” and another 32 describing it as
“effective,” bringing us to an overwhelming 92% of
participants who see CPD as a vital tool in achieving and
sustaining administrative excellence. This isn’t abstract
praise—it’s grounded in the everyday realities of office life,
where things like personal record-keeping, data accuracy,
and timely reporting form the backbone of organizational
success. When professionals say CPD has improved how
they handle personal data, they’re really saying it has helped
them reduce errors, build confidence, and meet the growing
demands of a fast-paced, data-driven work environment
with precision and calm. It’s no exaggeration to say that in
administrative settings, even small mistakes can lead to
compliance risks or bottlenecks that ripple through entire
departments—so the impact of training that helps prevent
these issues is enormous. Of course, not every respondent
had the same experience. About 8% of participants felt CPD
was only “slightly effective,” and while that number is
small, it’s incredibly important. Rather than viewing this as
a weakness in the program, it’s an invitation to listen, learn,
and adapt. It may reflect roles that don’t engage as deeply
with personal data, or it may suggest that certain CPD
modules didn’t fully match the nuances of those individuals’
responsibilities. Either way, it’s a prompt for organizations
to consider how tailored, role-specific, and flexible their
training offerings really are. After all, one size rarely fits all.
When CPD is designed with empathy and a clear
understanding of different job functions, it becomes more
inclusive and impactful, allowing every staff member—not
just a majority—to grow meaningfully. The study also
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brings to light how CPD is contributing to something even
more valuable than accurate forms and reports—it’s
fostering a culture of accountability and diligence. With
75% of respondents saying that CPD helped them keep
personal records current and accurate, the value here goes
beyond checklists; it speaks to trust. In today’s world of
instant decisions, remote teams, and high-stakes compliance,
real-time, reliable information is everything. Employees
trained through CPD are stepping into that responsibility
with skill and clarity. This training’s impact is especially
evident when it comes to reporting: an impressive 96% of
respondents felt CPD enhanced their ability to generate
accurate, thorough reports. That kind of outcome doesn’t
just make day-to-day tasks easier—it transforms the role of
the administrator into a more strategic one. Reporting
supports major functions like audits, evaluations, and
planning. When those reports are sound, teams make better
decisions. Organizations become more agile. Leadership
trusts the data they’re given. In this way, CPD is helping
turn administrative work into a platform for influence and
insight. Then there’s data validation—often the invisible
glue that holds administrative processes together. It’s not
glamorous work, but it’s essential, and CPD is making sure
staff know how to do it right. With 95% of respondents
affirming that they learned useful techniques for verifying
personal data, the message is loud and clear: training works.
And when it works, it strengthens not just technical
competence but the entire ecosystem of compliance and risk
management. Whether it’s reducing the likelihood of costly
errors or simply instilling better habits in data handling,
CPD is shaping a more responsible and resilient workforce.
What’s more, nearly 79% of participants reported improved
skills in both records and reports.

The study further presents a powerful and human-centered
perspective on the vital role that Continuous Professional
Development (CPD) plays in shaping today’s administrative
workforce. Far beyond being just a corporate obligation or
checklist activity, CPD has shown itself to be a
transformative experience for employees, helping them
build confidence, sharpen key skills, and respond more
effectively to the demands of modern administrative work.
Nearly three-quarters of the respondents indicated that they
had experienced clear and tangible benefits from
participating in CPD initiatives. This widespread
endorsement highlights just how essential these programs
have become for strengthening core competencies such as
communication,  decision-making,  adaptability, and
problem-solving—all of which are fundamental for
administrative efficiency and growth. What stood out most
was the remarkable 98% of participants who rated CPD as
effective in developing their problem-solving skills. This
suggests that the training is resonating on a deep level,
helping staff feel more prepared and resilient when facing
real workplace challenges. Employees are not just passively
learning but are actively applying the skills gained—
especially when CPD includes hands-on elements like
simulations, case studies, or scenario-based activities. These
formats allow participants to connect theory with practice
and foster a mindset oriented toward solutions. In today’s
fast-paced administrative environments, such readiness is
invaluable. Even more compelling is the consensus around
adaptability: 100% of respondents acknowledged that CPD
had positively influenced their ability to adapt to changing
administrative demands, with 70% saying this impact was
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highly effective. In a world where digital tools, new
compliance standards, and shifting organizational structures
are the norm, adaptability is no longer optional—it’s
essential. CPD has clearly stepped into this gap by
equipping staff with the mindset and capabilities needed to
embrace change instead of fearing it. From onboarding new
systems to transitioning roles, the ability to stay flexible and
confident makes a significant difference in maintaining
performance and morale. Communication, too, saw strong
improvement as a result of CPD, with 95% of respondents
reporting that the training enhanced their communication
skills. This is not a minor point. In administrative settings,
communication  underpins  everything—whether it’s
interacting with team members, writing reports, responding
to queries, or coordinating logistics. When staff
communicate clearly and professionally, the ripple effects
are felt across the entire organization: smoother workflows,
stronger teamwork, and fewer misunderstandings. CPD’s
ability to improve these interpersonal and technical
communication skills directly contributes to a more
cohesive, efficient, and collaborative workplace culture.
Beyond immediate competencies, the study shows that CPD
also prepares employees for the future. 88% of respondents
agreed that CPD keeps them aligned with current
administrative trends and best practices. This reinforces the
idea that CPD isn’t just about reinforcing existing
knowledge but is also about future-proofing staff to remain
effective and competitive as administrative roles evolve due
to automation, remote work, or organizational restructuring.
The pace of change in the modern office means that
continuous learning is no longer a luxury but a necessity—
and CPD is proving to be one of the most effective tools for
making that happen. Perhaps most importantly, the
programs are not just theoretical or broad-brushed. Over
90% of respondents felt that CPD was directly relevant to
their specific job roles and daily responsibilities. This strong
alignment between training content and actual work needs is
a significant achievement for organizations designing and
delivering these programs. It means that CPD is not just
meaningful in principle—it’s making a real impact where it
matters most: in the tasks employees perform every day.
Whether someone is managing schedules, handling data
entry, or liaising with departments, they feel better equipped
and more competent thanks to CPD. The study also pointed
out that 96% of participants experienced improvements in
their decision-making abilities, another critical area for
administrative staff who must make choices that affect
efficiency, compliance, and workflow on a regular basis.
CPD’s role in helping staff develop structured, well-
informed decision-making frameworks means that these
professionals are not only following orders—they are
thinking critically, taking initiative, and leading with
confidence. However, while the overall feedback is
overwhelmingly positive, the study rightly notes that CPD
programs should not become static. A small percentage of
employees didn’t find the training highly effective, which
could stem from differing learning styles or job-specific
challenges. To address this, organizations should consider
customizing CPD offerings, incorporating diverse delivery
methods such as blended learning, modular content, and
interactive formats, and ensuring that content remains
flexible and inclusive. Establishing continuous feedback
channels and measuring training outcomes regularly can
also help ensure ongoing relevance and effectiveness. In
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conclusion, the study leaves little doubt about CPD’s
value—not just as a tool for knowledge sharing but as a
catalyst for growth, adaptability, and administrative
excellence. It’s helping people feel more capable, more
connected, and more ready for what’s next. For
organizations aiming to stay competitive and build strong
internal capacity, investing in dynamic, thoughtful CPD is
not just beneficial—it’s essential for success in the evolving
world of administrative work.

5. Conclusion

A powerful, deeply human narrative about the
transformative  impact of Continuous Professional
Development (CPD) in  modern  administrative

environments. Far from being a passive or procedural
undertaking, CPD emerges here as an active, dynamic force
that’s reshaping not just the way people work, but how they
feel about their work, their value, and their role within larger
systems. It empowers employees—particularly those in
administrative roles often overlooked in strategic
conversations—to take ownership of their daily tasks with
greater confidence, accuracy, and purpose. When 74% of
participants reported significant improvements in task-
related productivity and 88% confirmed broader
performance gains, we’re not merely looking at statistical
milestones; we’re witnessing professional transformation at
the level of individual experience. CPD, in these accounts,
becomes a tool not only for mastering spreadsheets or
learning policies but for reducing workplace anxiety,
fostering clarity, and giving people a renewed sense of
agency. This personal empowerment cascades outward,
improving workflows, communication, and team cohesion—
seen clearly in the 90% who reported enhanced system-wide
efficiency and the overwhelming majority who
acknowledged improved collaboration. And yet, the study
doesn’t gloss over the voices of those for whom CPD was
less effective. These responses serve as a vital reminder that
true professional development must be inclusive, adaptive,
and rooted in empathy. One-size-fits-all programs can fall
short in nuanced environments, but responsive, role-aligned
CPD—enriched by feedback loops, flexible formats, and
job-relevant simulations—ensures everyone benefits. Just as
importantly, CPD doesn’t stop at task performance; it
strengthens core capabilities that matter in a volatile world:
problem-solving, decision-making, adaptability, and
communication—all of which are foundational to a resilient,
agile workforce. That 98% of respondents saw gains in
problem-solving and 100% noted improved adaptability
speaks volumes about the far-reaching impact of well-
crafted training. These programs are not just upgrading
skills—they're shaping mindset, enhancing self-efficacy, and
preparing employees for change, complexity, and growth.
With 96% of participants reporting improved decision-
making and 95% acknowledging communication gains, we
see CPD fostering a culture where administrative
professionals are not just reactive task-doers but strategic
thinkers and reliable collaborators. CPD’s greatest strength,
perhaps, lies in its ability to unify personal growth with
organizational progress. It’s simultaneously making
employees more prepared, teams more coordinated, and
systems more dependable. And because it aligns with the
practical realities of staff roles—seen in the 90% who found
CPD relevant to their day-to-day—it builds buy-in, loyalty,
and sustainable engagement. The challenge now is not
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whether to invest in CPD, but how to ensure it remains
responsive, diverse, and forward-looking. That means
building programs that listen, evolve, and recognize that
professional growth isn’t linear—it’s lived, complex, and
emotional. When CPD acknowledges that, it becomes
something more than training: it becomes the engine of a
future-ready, people-centered workplace where
administrative excellence is not just supported but
celebrated.
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