As Australian businesses navigate hybrid work, Al advancements, and evolving skill demands,
administrative professionals remain at the heart of operational success. | want to share with you the
insights to theses trends an how they are reshaping admin roles from the rise of automation to the
growing need for tech-savvy, adaptable talent.

ADMINISTRATIVE ROLES STILL IN DEMAND
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Despite increased automation, skilled administrative professionals remain essential across Australian
businesses. Roles such as executive assistants, virtual PAs, compliance coordinators, and office
managers are experiencing steady demand especially as more companies adopt hybrid working models
and prioritise streamlined back-end support.

Need some advice or help, Send us a message: Click Here
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Al CHANGING THE FACE
OF ADMIN

Artificial Intelligence is revolutionising
administrative roles in Australia by automating
routine tasks like data entry, calendar scheduling,
and basic customer service. Tools like Clockwise,
Microsoft Copilot, and Otter.ai are freeing staff to
focus on strategic, high-value work while boosting
productivity, reducing errors, and enhancing
customer service; however, this shift demands
tech confidence and adaptability, as workers must
master tools like ChatGPT, Lindy, and FreshBooks
and embrace evolving responsibilities to stay
relevant and seize career opportunities in a rapidly
changing workplace.

PUBLIC SECTOR DRIVING ADMIN JOB GROWTH

The Australian public sector continues to offer strong opportunities for admin
professionals.

As of early 2025, over 4,800 administration and clerical roles were being
advertised nationally, particularly in health, education, and local government
departments.

/\ NEW SKILLS, NEW STANDARDS
‘\ « The admin space is evolving quickly. Employers are now seeking candidates
‘ \ \
ot W with experience in cloud-based platforms (e.g., Xero, MYOB, Salesforce),
\ ‘:\3‘“5 confidence with Al tools, and strong compliance awareness. There’s also a

\ growing emphasis on soft skills, practical judgement, emotional intelligence,
and communication especially when working alongside both tech and people.

Al AND THE RECEPTION DESK

In a high-profile example, a Sydney medical practice recently replaced its
entire front desk team with Al phone and email systems. While controversial,
it highlights a growing trend: automation in client-facing admin roles. The
message is clear: administration is changing, but human insight and
relationship management remain vital.

Need some advice or help, Send us a message: Click Here
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A FINAL WORD FROM STREAMLINE ADMIN

As Al reshapes administration across Australia, automating tasks like data entry, scheduling, and
customer service with tools like Clockwise, Microsoft Copilot, and FreshBooks, businesses can work
smarter and grow stronger.

Over 4,800 admin roles were advertised in Australia’s public sector in early 2025, showing demand for
professionals skilled in cloud platforms like Xero or Salesforce and Al tools like Otter.ai or Lindy. But the
real key to unlocking Al's potential is your people.

While these systems streamline work, your staff executive assistants, compliance coordinators, or office
managers—bring the human insight that technology can’t replace.

Check in with them. Are they coping with the pace of change? Are they supported to learn new tools
while balancing their lives? As you adopt Al, ensure compliance with the Privacy Act 1988, a federal law
overseen by the Attorney-General’'s Department and the Department of the Treasury, which protects
personal data by setting strict rules for how businesses handle customer or staff information.

Al can boost efficiency, but it's up to you to decide what drives your business. Is it profit for yourself or
growth that benefits others? People or money? Take a moment to look beyond pride and invest in your
team they’re the heart of your success. Let's use technology to lift each other up, not just our bottom

line.

Until next time,

Helping Australian businesses run better every day.

Need some advice or help, Send us a message: Click Here
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