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The expectations and duties of the modern-day administrative assistant are higher and more
stressful than ever before. The Administrative Assistant’s and Secretary’s Handbook will help
professionals everywhere come out on top.From managing the phones, coordinating meetings,
and preparing presentations to planning events, crafting clear business communications, and
deciphering legal documents, administrative assistants need to be everything to everyone, all
the time--and all with a smile. They spend all day helping others, but who is going to help them?
For office professionals seeking to improve their performance and enhance their value to
employers, this handbook is the definitive source of help for these true jack-of-all-trades.In The
Administrative Assistant’s and Secretary’s Handbook, you will find information on topics such
as:Creating graphics, charts, and presentations;Microsoft Word, Excel, Outlook, and
Publisher;Web conferencing;Electronic and paper filing systems;Recordkeeping;Meeting
planning and management;Business math and much more!Extensively updated with new
information on Windows 8, Microsoft Office 2013, Apple OS, mobile computing, computer &
software troubleshooting, data security, Google Calendar, Google Drive, Google Docs, and
Microsoft Web Applications, this bestselling guide will help these unsung heroes shine in the
eyes of all their coworkers.

"...comprehensive guidebook to help administrative assistants become indispensable to their
employers...This reference guide is recommended for the offices of administrative assistants
and secretaries everywhere." --ARBAonlineFrom the Back CoverDoes nonstop juggling define
your working life? Travel arranger, meeting planner, tech troubleshooter, business writer,
PowerPoint expert, and more--today's administrative professionals wear multiple hats for many
bosses.Nobody knows how to do it all. Instead, they turn to the acclaimed Administrative
Assistant's and Secretary's Handbook for reliable answers to every question. Quick overviews
and clear directions break down big projects and confusing tasks into manageable steps--and
successful outcomes.Need a refresher on how to manage email lists? Tips for when to use
Word versus Publisher? A pointer on templates or a crash course on punctuation? Or directions
for selecting the right firewall? You'll find them in these 500-plus pages of practical, authoritative
information.PLUS: 4 new and 17 revised chapters keep you up to date on using technology to
maximize your speed and effectiveness. You'll get the latest on Windows 8, Microsoft Office
2013, Apple OS, mobile computing and smartphones, computer networking, data security,
Google Drive, Google Docs, Microsoft web applications, and more.From high-tech tools to
traditional skills, you'll find expert information from a team of multitasking pros on how to: Screen
calls tactfully * Encode business mailers for savings * Book no-headache travel * Schedule
meetings across platforms and time zones * Organize computer files for quick retrieval *



Integrate a tablet into your repertoire * Use Windows shortcuts or Mac keyboard commands *
Send attachments too big for email * Fix plug-ins that fail * Pinpoint information with targeted
searches * Fend off computer viruses * Turn documents into PDF files * Take your Word skills to
power-user levels * Add effects to PowerPoint presentations * Insert clip art, tables, or graphs to
any file * Organize data into spreadsheets * Use styles and templates in Microsoft Publisher *
Share Google documents and calendars * Write professional letters and reports * Tailor legal
forms and contracts * Avoid embarrassing grammar mistakes * Strip clichés from your writing *
Get a handle on commas and hyphens * Learn bookkeeping and accounting basics * And many
more skills that will boost your effectiveness and take your career to the next level.James
Stroman has worked as an executive assistant to an army general, a governor, a university
president, and the owner of the Dallas Cowboys football team.Kevin Wilson is vice president of
Videologies, Inc., a company that specializes in training administrative professionals in Fortune
500 companies.Jennifer Wauson is president of Videologies, Inc., where she has produced
award-winning multimedia training programs for companies such as IBM, Sony, Chevron, and
Verizon.Wilson and Wauson coauthored The AMA Handbook of Business Writing and The AMA
Handbook of Business Documents.About the AuthorJAMES STROMAN has worked as an
executive assistant to an army general, a governor, and the owner of an NFL football team.
KEVIN WILSON is Vice President of Videologies, Inc., a company that specializes in training
administrative professionals in Fortune 500 companies. JENNIFER WAUSON is President of
Videologies, Inc.Excerpt. © Reprinted by permission. All rights reserved.CHAPTER 1Overview
for the New Administrative AssistantWhy Are You Needed?As an administrative assistant, you
are hired to relieve your busy employer of a great deal of work, especially the details of office
procedure and other matters that do not require your employer's personal involvement. You'll act
as a liaison between your boss and the rest of the company. Sometimes you'll act as a buffer.
Depending on the size of the company, you may also be called on to perform tasks normally
outside the secretarial role in sales, banking, billing, payroll, accounting, advertising, public
relations, purchasing, and more. Everything you do for your employer must duplicate as closely
as possible what he or she would do if not absorbed in work that couldn't be delegated.Every
businessperson dreams of having the perfect administrative assis-tant, and every administrative
assistant dreams of having the perfect boss. We hope you and your boss will become so well
adjusted to each other that you'll work as a team, each trusting the other to carry part of the load
in har-mony.What Do Employers Want?It's helpful to know what an employer expects of a
"perfect administrative as-sistant" so that you can present yourself at your best during both the
job in-terview and those critical first weeks on the job. Here are a few of the most important
qualities:Punctuality. An employer wants an administrative assistant who is consistent-ly
punctual and always on hand during office hours. An administrative as-sistant who continually
arrives even a few minutes late or who frequently misses work can cause havoc in a busy office.
The employer knows from experience that such an administrative assistant may not be truly
interested in the work. This person will be passed over or terminated in favor of someone with



greater respect for the job--an administrative assistant who is always punctual and always there
when needed.Dependability. An employer considers the applicant's disposition and per-son-
ality, trying to judge whether he or she is dependable. For example, would the candidate rush
home at precisely five o'clock despite an office crisis, or would he or she take enough
responsibility to volunteer to re-main after hours if an emergency arises?Ability to learn. An
employer wants to know the extent of the applicant's edu-cation--not only formal programs and
degrees but also self-instruction and single courses. This information indicates the applicant's
willingness and capacity for learning. For example, an employer may hope that you know the
specific computer software the company already uses but not be too concerned if you aren't
familiar with it if you show the potential to learn quickly.Willingness to follow instructions. An
employer wants a candidate who follows instructions carefully and willingly. Of course, a good
administrative assistant will soon take initiative and perform certain tasks differently to save time
or improve results. But the administrative assistant who always demands complete control may
ultimately become unwilling to follow in-structions, debating or questioning every one of the
boss's directives. Though intelligent input from an administrative assistant is prized, an employer
usually prefers not to argue points that he or she has already decided. The employer is
concerned with more important matters than explaining all the reasons for pursuing a partic-ular
policy. Therefore, the employer looks for an administrative assistant who will execute a decision
no matter how many alternatives may seem obvious, or no matter what a former boss did in the
same situation. In other words, the employer wants someone whose personality will be an asset
rather than a handicap.Loyalty and confidentiality. Although these qualities are impossible to
discover during an interview alone, every boss wants his or her administrative as-sistant to
possess them. In an office, there is nothing more unwelcome than the "human sieve" who
constantly chatters about every conversation heard, spreads idle rumors like wildfire, and must
constantly be screened from confidential projects and information. No matter how efficient, how
educated, and how experienced that administrative assistant is, his or her employment will be
short-lived.And something else. A keen employer wants more in a prospective administra-tive
assistant than these general qualifications. During an extended inter-view, the employer will be
looking for quick-wittedness, flexibility, com-mitment to work, a certain quality and level of
conversation, and a sense of courtesy. This last attribute is essential in establishing cordial
relations with clients and fellow employees.Interview TipsDuring your interview, it is wise to be
as relaxed as possible despite a natural tendency to be nervous. Arrive on time, of course, and
be well groomed and neatly dressed; otherwise, the appointment may be canceled at the recep-
tionist's desk.If you try too hard to sell yourself, you'll make a poor impression. Allow the
employer to form his or her own first impression. After all, he or she knows what kind of
administrative assistant is needed and, in addition, may prefer to work with a certain type of
person. If you're not what the employer wants, it's better for both of you that another applicant be
chosen.During an interview, the employer may try to see where your attention is focused, asking
such questions as how many sick days you used on your previous jobs and how many outside



activities you engage in. Previous sick days can and will be checked, so don't lie. If you have
many outside inter-ests, mention only those that in some way contribute to your job, such as
night courses or professional associations. You don't want to give the im-pression that you're
"too busy" to work.If you receive a job offer, the salary may be less than what you think you're
worth. There's often a discrepancy between what we'd like to make and what we can make. Job
applicants fresh from school, in particular, may feel this way until they become more familiar with
what the market is actually paying. Before refusing a position on the basis of salary alone, first
be sure you know what the salaries are for comparable secretarial and administrative assistant
positions in your area and for someone with your education and ex-perience. Then find out
whether you'll be eligible for a raise after a short period of probation. Finally, consider whether
the position has opportunities for increased responsibility and advancement. While it may not
seem true to you right now as a job applicant, a big salary is rarely more important than
professional satisfaction.Your ApprenticeshipEven if you are already well experienced, once you
have a new position, you must be prepared to serve an apprenticeship with your new employer.
Your past experience may be useful only in that it has taught you to learn quickly and to evaluate
new situations. At your new office, there may be a different method for almost every daily
procedure, even for distributing and opening the mail. No doubt, there will be a filing system you
haven't used elsewhere. You may be asked to use letter formats, paragraphing, punctuation, and
ab-breviations that were vetoed by a previous employer.You may also discover that your new
boss has an extensive vocabulary with many words you'll need to learn, or just the reverse--a
poor vocabulary that needs your assistance. Will your new boss wish you to type a letter ex-actly
as dictated, or do you have permission to "add to and take from"? Or will the boss furnish only
the essentials of what he or she wishes to convey and request that you put the letter together in
proper form yourself?Your need to be flexible extends to the computer system in the new of-fice.
You may find many differences between the hardware and software you used in school or at a
past job and what you must use now. Even an updated version of the same software package
may have a different user interface and functions. You need to familiarize yourself with the new
computer and software, even if it means staying after work to read the manual and to
experiment.Stimulated by your brand-new environment and your past experience, you may find
yourself coming up with dozens of ideas and suggestions within your first few weeks on the job.
When you have a suggestion to offer, remember that it may very well have been made before
and rejected for excellent reasons. When one of your ideas is refused, don't take it personally.
Soon, after you're more familiar with the company and its operations, you'll be able to make a
better suggestion. At the same time, don't be reluctant to give input freely when the boss asks for
it.A new employee's overeagerness to offer advice, recommend changes, and carry over
methods from old jobs may just disguise a need to be recog-nized for his or her capability. In this
situation, the best way to prove yourself is to do your best, learn quickly, follow instructions
accurately and intelligently, and cooperate with fellow employees. Show consideration for others
beyond the call of duty. A little extra giving will cost you absolutely nothing and will bring huge



dividends in trust and friendship among your coworkers and with your employer.Read more
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Claire, “Great resource!!. Great book! I am taking a NOCTI exam on Administrative Assisting to
receive college credits, and I needed a resource I could use to study. Although I work in a
business setting and frequently do admin work, I wanted to be as prepared as possible. I am
also currently doing an Accounting internship at my work and found that this book was very
helpful. So, not only am I benefiting from this book for my exam but also my job! I highly suggest
this book for new admin, it really does give great and useful information.”

Ana, “There's always time for improvement    . This book is so amazing I'm glad I purchase it. It
has everything I know as a an Administrative Assistants but better. It has detail How, What, &
Why, with easy to read and understand guidelines.The book is big like a college hardcover
textbook ”

Ebook Library Reader, “Product was delivered as expected.. Product was delivered as
expected.”

k cat, “A must have. Very good,it looks like it will help me alot”

Stephany A., “Really Useful. I like it it’s really useful and I understand everything.It’s seem really
big but it’s light.”

Zareen, “Very informative. The info given is very handy especially details about using Ms office
tools and google docs and email. Very practical advice and the book is written in an easy to
understand manner. I would recommend it if you want knowledge of the subject without
attending any course.”

Una, “Usefulness. Useful as a quick reference.”

Tracy Bruce, “) Love. bit bigger than I was expecting but now my new EA Bible :) Love it”

Ebook Library Reader, “Five Stars. Excellent”

The book by Laura's Cute Planners has a rating of 5 out of 4.5. 336 people have provided
feedback.
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