ADHD at Work: Staying Organized as an Executive or Administrative Assistant

The Critical Role of Executive & Administrative Assistants
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Executive & Administrative Assistants are the backbone of workplace productivity. They manage calendars, coordinate meetings,
handle communication, organize files, prepare reports, plan travel, and often serve as the first point of contact for clients or internal

stakeholders.

Their role is essential to keeping teams, departments, and leaders running smoothly. Whether supporting one executive or multiple
teams, these professionals juggle logistics, discretion, problem-solving, and constant communication—often without a roadmap.

Common ADHD Challenges for Executive & Administrative Assistants

EA and AA roles demand high levels of organization, follow-through, and detail orientation, all while handling frequent interruptions
and shifting priorities. Here’s how ADHD symptoms can complicate things:

1. Struggles with Prioritization and Time Blindness

e  When juggling meeting requests, inbox triage,
supply orders, and travel coordination, everything

feels urgent.

e  ADHDers may over-focus on less important tasks

or freeze up when too much hits at once.

2. Forgetting Follow-Ups or Missing Details

e Even small oversights (like not confirming a
meeting room or misplacing a document)
can cause ripple effects.

e ADHD impacts working memory, making it
harder to keep track of mental to-dos
without strong systems.

3. Avoidance of Tedious or Repetitive Tasks

Tips and Tricks for Admins with ADHD to Thrive

e Filing, expense reports, spreadsheet updates, or inbox
cleanup can feel draining or boring—prime targets for
procrastination.

4. Trouble with Interruptions and Task Switching
e Constant requests, emails, and changes of plans
can derail focus.
e ADHD makes it harder to regain focus after
interruptions, leading to half-finished tasks or
missed handoffs.

5. Emotional Sensitivity and Perfectionism
e  Many ADHDers are people-pleasers who hold
themselves to high standards.
e Feedback from a frustrated Exec. or a misstep in

scheduling can trigger shame spirals, over-
apologizing, or burnout.

These roles require a high level of executive functioning—but with the right support, ADHDers can absolutely shine in these positions.

1. Use a Master Dashboard to Externalize Your Brain
e  Whetherin Notion, Click Up, Trello, or a paper

planner, track:
e Top priorities for the day
e Open loops (waiting on replies, follow-
ups)
e Schedule meetings and prep work
e Keeps tasks visible and reduces mental
juggling.

2. Set Calendar Blocks for Admin Tasks
e Don’tjust react to requests all day. Block time
for:
e Email cleanup
e Calendar audits

e Filing or form processing

e Protected time prevents buildup and helps manage
time blindness.

3. Develop Quick-Capture Systems
e Keep a sticky note, inbox folder, or “hot list” where
you quickly dump:
o New requests
e Questions for your manager
e Tasks to return to later
e This supports ADHD working memory and helps
reduce interruptions’ impact.

4. Template Everything
e  Build templates for:


https://www.notion.com/
https://clickup.com/
https://trello.com/

e Meeting agendas e Review tomorrow’s priorities

e Travel itineraries e Send any final reminders
e Calendar invites e Prepare you to start clean and clear the next day.
e Email replies

e Templates save time and reduce decision 6. Use Verbal Anchors to Regain Focus

fatigue—especially when under pressure. e  When distracted or overwhelmed, use a mental
anchor like:
5. Create a “Power-Down” Ritual e “What was | doing before this?”

e Before ending the day, take 5-10 minutes to: e “Is this the best use of my time right now?”

e Close open tabs e This helps bring you back to task without spiraling.

How ADHD Coaching Can Help Administrative Professionals Stay Centered and Consistent

Being an assistant means being the calm in the storm—but for someone with ADHD, that often comes at a personal cost. ADHD
coaching helps executive and administrative assistants build systems, structure, and strategies that work with their brains.

With ADHD coaching, Admins can:

Build personalized tools for task management and prioritization
Improve follow-through, documentation, and time awareness
Navigate interruptions and shifting priorities with confidence
Reduce procrastination on tedious tasks
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Leverage ADHD strengths—like adaptability, intuition, and creative problem-solving

If you’re great at helping others stay organized but struggle to stay on top of your own chaos, ADHD coaching can help you be the
reliable, resourceful support person you already are—without the hidden stress.
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