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EmploymentCrossing is the largest collection of active jobs in the world. 

We continuously monitor the hiring needs of more than 250,000 employers, including virtually every corporation and organization in 

the United States. We do not charge employers to post their jobs and we aggressively contact and investigate thousands of employers 

each day to learn of new positions. No one works harder than EmploymentCrossing. 

Let EmploymentCrossing go to work for you.

As an administration assistant, you would certainly find variety 
in the workplace. Good administration is the glue that holds 
the entire office together, and as the assistant, that would 
be you. You would work with accounting, communications, 
reception, documentation filing—truly a bit of everything. An 
administrative assistant could be likened to a secretary—only 
their work is more varied, requires more skills, and the 
assistant’s salary is about double the secretary’s.

If you wish to make your administration assistant jobs turn 
into careers you will need good people skills, because you 
will be dealing directly with people. Also, a fair knowledge of 
computer technology is desired; the more you know on that 
front, the more enjoyable your career will ultimately be. It 
would also benefit you greatly if you have an understanding of 
budgeting, as you will more than certainly be dealing with a 
company’s funds. (Though generally not too extensively.)

As in virtually ever career today, a degree is required for this 
position—generally speaking. But specific employers will make 
exceptions due to past experience, or even if you are currently 
attending school. (Many companies will even help with tuition 
fees.) But there are some degrees or courses that—if you have 
one, or are in the process of acquiring one—will brighten your 
employment outlook substantially. A degree or knowledge in 
document management, human recourses, basic accounting, 
compliance, or even relationship building would be ideal.

So who are your potential employers, if you were to choose 
this administrative career? Government agencies—both 

Federal and State—require administrative assistants, as do 
physicians’ offices. There are school administration jobs, 
and insurance companies especially have a growing need for 
competent, friendly administrative assistants. Large publishing 
companies, corporate businesses, warehouses—Administrative 
assistants are needed seemingly everywhere. This is not a 
career that places you in a specified setting, and holds you 
there—you can take these universal administration skills and 
exceed at any of the above mentioned posts. Whether you 
are looking to become an integral part of a large company, 
or looking for a smaller position in a smaller company, your 
employment chances are good, and there is definitely job 
security. Administrative assistants are needed mostly in larger 
cities, but there are positions in smaller towns as well.

An administrative assistant is a supporter of the company—
and a very necessary part. More often than not, your duties 
will vary as one company varies from another. You will need 
to be a fast and competent learner to succeed in this field of 
work. While a degree in something is appreciated, be prepared 
to master new skills regardless of personal experience. Most 
administration jobs are specifically tailored for the specific 
office in which you are hired, and you will be expected to be 
trained while on the job.

Any position in the administrative field would be best filled 
by a motivated, many-talented person. Really, you will be 
expected by your future employer to be a Jack of all trades.

	

The Jack of All Trades Career–Administrative Assistant����    
Are you looking for variety in a career? Or are you looking for a chance to be in charge of your personal work space, but not responsible 

for making company–altering decisions? Would you like to be making around $41,000 yearly? Would you like the flexibility of a 

career that doesn’t pin you down to a certain place or office? And then the biggest question of all–Have you ever closely considered 

administration jobs? Or more specifically, have you ever considered administration assistant jobs?

http://www.admincrossing.com/video/2562/Administrative-Assistant-Jobs-Video
http://www.admincrossing.com/video/2756/School-Administrator-Jobs-Video
http://www.admincrossing.com/video/2655/Business-Administration-Jobs-Video/

