
10 Ways to Excel in
Your Job as an
Administrative

Assistant, Office Clerk,
or Secretary 




1)  Work on your people skills!

2)  Keep your promises - call people
back when you say you are going to
call them.
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to Get a Promotion

3)  Learn to use the newest technology
and teach others.

4)  Prioritize tasks effectively.

5)  ensure your outward appearance is
addressed.

6)  Become as efficient as possible in
your job.

9)  Organize your workspaces and
declutter!

10)  Be punctual and do not take days
off of work unnecessarily.  

7)  Never say, "it's not my job," and take
on responsibilities as needed.

8)  continue your education.


