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Introduction to Office Administration

Key concepts, core responsibilities, essential skills, and best practices

1. What Is Office Administration?

Aspect Description

The set of activities that keep a business’s daily operations running smoothly:

Definition . . .
managing information, people, resources, and facilities.

Supports productivity, ensures compliance with policies, and creates a professional

Purpose ,
work environment.

Ranges from routine clerical tasks to strategic support (e.g., budgeting, project

Scope o
coordination).

2. Core Functions & Typical Duties

Function Typical Tasks

* Answer phones, route calls
* Draft and proofread emails,

Tools & Resources

Communication Phone system, Outlook/Gmail, Slack,

memos

Management Mailroom software

» Manage inbound/outbound
mail

* File creation, filing (physical
& digital)

SharePoint, Google Drive, Document

Document Control * \Version control

Management Systems (DMS)

* Record retention
compliance

» Book meetings, conference
rooms

Scheduling & Calendar Outlook Calendar, Google Calendar,

» Coordinate travel itineraries

Management Doodle, Concur

* Maintain executive
calendars
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Function Typical Tasks Tools & Resources

* Process invoices, expense

reports
. . . . P i QuickBooks, Xero, Excel, ERP
Financial Administration ¢ Reconcile petty?cash

) ) _ modules
* Assist with budgeting &
forecasting
» On?boarding paperwork
Human?Resources o _ HRIS (BambooHR, Workday), ADP,
» Maintain employee files .
Support Timesheet software

* Track leave & attendance

* Order office supplies

* Manage vendor -
o _ _ ) Procurement platforms, SAP, Facility
Facilities & Supplies relationships
i ] Management software
» Oversee office maintenance

& safety

* Plan internal events,
Project & Event trainings Asana/Trello, Microsoft Teams,
Coordination * Track project milestones Eventbrite

* Prepare status reports

» Ensure data?privacy
) ) policies are followed Compliance checklists, Power BI,
Compliance & Reporting i
* Produce regular operational Tableau

reports

3. Essential Skills & Competencies

Skill Category Specific Abilities Why It Matters

* Prioritization . _
L _ _ Keeps workflow efficient and deadlines
Organizational » Time?blocking .
met.
» Multi?tasking

* Clear written & verbal expression N )
o o _ Facilitates smooth internal/external
Communication * Active listening ) )
) _ interactions.
* Professional etiquette
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Skill Category Specific Abilities Why It Matters

* Proficiency with office suites
(Word, Excel, PowerPoint)

) ) Enables rapid document creation, data
Technical * Basic database & CRM usage

o _ analysis, and remote work.
» Familiarity with cloud

collaboration tools

« Data entry accuracy . _
_ ) _ ) Supports decision?making and error
Analytical » Simple budgeting & cost tracking

« Problem?solving reduction.
* Empathy
Customer Service < Conflict resolution Improves stakeholder satisfaction.
* Service?oriented mindset
» Understanding of privacy laws
Confidentiality & (GDPR, HIPAA) Protects the organization from legal
Ethics * Discretion with sensitive and reputational risk.

information

4. Typical Office Administration Workflow

1. Morning Start?up
o Review calendar & prioritize tasks.
o Scan/collect overnight emails and physical mail.
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