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3l ) Aa, i) 85 s
Do you know, my son, who an

administrative assistant is?

An administrative assistant is someone
who helps organize work within an
office or company, and is considered
the "right-hand man" of the manager

or employees.

For example, there's a large school with
a principal, teachers, and a lot of
paperwork, appointments, and

communications. This is where the

~# administrative assistant comes in,

16
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helping everyone so that work runs

smoothly and efficiently.

An administrative assistant performs
important tasks within the office, such

as:

Organizing files

Typing documents and letters
Answering the phone
Organizing appointments

Assisting employees

Ensuring everything is tidy and

organized
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They don't manage the company alone,
but they help make the work easier and

faster.

For example, there's a football team

captain at the school.

The captain needs someone to help

with:
Writing down the players' names
Knowing the training times

Store the balls and uniforms

Informing the players of the schedule
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This person is similar to an
administrative assistant.
Administrative assistants work in many

places, such as:
Schools
Hospitals
Companies
Banks

Hotels

Government offices

Universities
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Any place that needs organization and
order can need an administrative

assistant.

Daily duties of an administrative

assistant:
1- Organizing papers and files

Arranging important documents so

they don't get lost.
For example:
Employee files

Invoices

Letters
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Documents
2- Answering the phone

When someone calls the company, the
administrative assistant might answer

and say, "Hello, how can | help you*?

Then they transfer the call to the

appropriate person.
3- Scheduling appointments
They help the manager know:

Meeting times

Customer appointments

- Travel or visit times
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So they don't forget anything

important.

4. Writing Letters

May write:

Formal letters

Emails

Simple reports

Internal announcements
5-Using Computers

Uses computers extensively for:

Filing

Saving information
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Sending messages
Organizing data

An administrative assistant is important
because any company without

organization can become chaotic.
An administrative assistant helps to:
Organize work

Saving time

Assisting employees

Keeping the office calm and organized

They are like a “team organizer”.
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Qualities an administrative assistant

should possess:

1-Organized

Likes order and tidiness.
2-Polite

Speaks politely to people.
3-Intelligent and quick to notice
Understands things quickly.

4- Trustworthy

Keeps important information

‘_ confidential.
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5- Patient

Because the workload can sometimes
be heavy. The tools he uses: Computer,
Phone, Printer, Files, Notebooks, Email.
His work requires focus and
responsibility. Sometimes it's easy, and
sometimes it's tiring when there's a lot
of work, but it's a very important job.
The administrative assistant helps the
principal, organizes tasks and
appointments, and manages daily

affairs. In one school, my dear, the

principal often forgot his appointments, &)

25
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and papers sometimes got lost. An
administrative assistant named Sarah
came along and did the following:
Organize the files, write down
appointments, organize meetings, and
answer calls. After a while, the school
became more organized, and everyone
worked comfortably. So the principal
thanked her and said, "You make work
easier for everyone!" An
administrative assistant learns:
computer skills, typing skills, time

management, communication skills,

26
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and office management. Children can
learn some of these skills, such as:
organizing their school supplies,
creating a homework schedule,
managing playtime and study time, and
helping the teacher organize the
classroom. These are all skills similar to
the work of an administrative assistant.
An administrative assistant is someone
who helps organize the office and daily
operations. They organize files,
schedule appointments, answer calls,

and assist staff. Without them, work

27
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can become chaotic, making them a
very important person in any

organization
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