
Typical Work Tasks for Today’s 
Administrative Professional

 Preparing charts, slides, and handouts for a
management presentation

 Developing a production report using 
spreadsheet software

 Corresponding via phone, fax, or e-mail with
clients all over the world

 Researching a topic on the Internet
 Coordinating a videoconference

 Supervising or training a coworker
 Effectively representing management at a

meeting


