SKILLS SHEET
Key Qualities of a Good 
Administrative Assistant

1. Adaptability: A great administrative assistant can adjust to changing situations and handle unexpected challenges efficiently. This flexibility is vital in a dynamic work environment 

2. Attention to Detail: Precision is crucial in administrative tasks. A good assistant pays close attention to details, ensuring that all communications and documents are accurate and error-free 

3.  Strong Communication Skills: Effective verbal and written communication is essential for conveying information clearly and fostering collaboration among team members  

4. Multitasking Ability: Administrative assistants often juggle multiple tasks simultaneously. The ability to prioritize and manage time effectively is key to ensuring all responsibilities are handled efficiently 

5. Problem-Solving Skills: A proactive approach to identifying and resolving issues without escalating them to management is a valuable trait. This quality helps maintain workflow and reduces stress on supervisors.

6. Professionalism: Representing the organization positively is crucial. A good administrative assistant maintains a professional demeanor in all interactions, whether with colleagues or clients 

7. Organizational Skills: Keeping files, schedules, and communications organized is fundamental to the role. Strong organizational skills help streamline operations and improve efficiency 

8. Interpersonal Skills: Building positive relationships with colleagues and clients is essential. Good interpersonal skills foster a collaborative work environment.

Proactive Attitude: Taking initiative and anticipating the needs of the team or management can significantly enhance an assistant's effectiveness and value to the organization 

Day- in-the-life of a good
WELL ….IT’S JST AS THE JOB DESCRIPTION SAYS…….
1. Managing the team diary, lots of emailing, lots of appointment scheduling
2. Making reference and social media checks, entering into ZOHO CRM
3. Responding to queries coming in on the main line 
4. Editing and updating training manuals

