Role of an Office

Role of an Office Assistant
Key responsibilities, required skills, and typical workflow

Assistant

1. Core Responsibilities

Category Typical Tasks

» Answer and direct phone calls

. _ * Greet visitors and manage
Administrative _
reception area

Support _
» Schedule appointments and
meetings
* Draft, proofread, and format
letters, memos, and reports
* File paper and electronic
Document _
documents according to
Management

company policies
» Maintain records of contracts,
invoices, and receipts

* Distribute internal
communications (emails,
o newsletters, memaos)
Communication
o * Relay messages between
Coordination
departments and external
partners

* Prepare presentation materials

* Order and replenish office
supplies
) o » Manage mail and courier
Office Logistics )
services
» Coordinate maintenance

requests (equipment, facilities)

Why It Matters

Keeps daily operations running smoothly
and creates a professional first
impression.

Ensures information is accurate,
searchable, and compliant with
legal/organizational standards.

Facilitates clear, timely flow of
information across the organization.

Maintains a functional, comfortable work
environment.
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Category

Typical Tasks

* Input data into databases,

spreadsheets, or CRM systems

Data Entry &

Why It Matters

Provides reliable data for decision?

» Generate routine reports (e.g.,

Reporting

making and audit trails.

expense summaries, attendance

logs)

* Arrange travel itineraries,

accommodations, and expense

Event & Travel reports

Support

Reduces administrative burden on

events, trainings, and

conferences

* Assist with planning company managers and ensures smooth logistics.

2. Essential Skills

Skill

Organizational
Ability

Clear written and verbal interaction; active

Communication _ )
listening

Familiarity with MS Office (Word, Excel,
PowerPoint), email clients, and basic office

Technology
Proficiency
CRM)

Estimating task duration, meeting deadlines,

Time Management

Description

Prioritizing tasks, managing calendars,
keeping files orderly

software (e.g., Google Workspace, ERP,

handling interruptions

Customer Service
Orientation

Spotting errors, ensuring consistency in

Attention to Detalil

Professional, courteous, and helpful
demeanor toward visitors and callers

documents and data
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How It's Applied

Juggling multiple requests
without missing deadlines.

Drafting emails, answering
phones, liaising with clients.

Creating documents,
spreadsheets, and managing
digital records.

Scheduling meetings,
processing requests
promptly.

Greeting guests, resolving
simple inquiries.
Proofreading
correspondence, accurate
data entry.
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Role of an Office Assistant

Skill Description How It's Applied

) ) Managing personnel files,
Discretion & ) o _ ) _ ]
_ o Handling sensitive information responsibly  financial records, or
Confidentiality _
proprietary data.

3. Typical Daily Workflow

=

. Start?of?Day Check (15?min)

o Review calendar for scheduled meetings and deadlines.
o Scan inbox and voicemail; prioritize urgent messages.

2. Reception & Communication (30-45?min)

o Answer incoming calls, greet visitors, direct inquiries.
o Distribute any received mail or packages.

3. Document & Data Tasks (1-2?h)

o Draft or edit routine correspondence.
o Enter new data into spreadsheets/CRM; update filing system.

4. Logistics Management (30?min)

o Verify office supply inventory; place orders as needed.
o Confirm any scheduled maintenance or equipment repairs.

5. Meeting Support (as needed)

o Prepare agendas, print materials, set up conference rooms.
o Take minutes or record action items, then circulate them
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