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So what is the World Administrators Alliance?
The WA-Alliance is a non-profit trade association. We represent Administrative Associations, Networks, Professionals and Industry Partners across the globe. G7

The aims of the WA-Alliance are to guide, develop, influence and elevate the administrative profession. Working together with and on behalf of Administrative Associations and Networks around the world, the WA-Alliance aims build a global community to enable Administrative Professionals the world over to speak with one voice.

Some of you may have heard about, and been involved in the WA-Summit, it is now managed by the WAA, is a working meeting held every two years, bringing together leaders from Administrative Associations and Networks and Industry experts from around the globe to discuss issues that are important to those in the profession. All our research and reports are based on the data that we collect from those working in the profession, such as yourselves, around the world.
As well as the Global Skills Matrix, the Summit has discussed and produced reports and papers on topics like Workplace Bullying, Diversity & Inclusion and the Image and Awareness of the Profession




The WA-Alliance Council

Chair: Helen Monument (NL)

Secretary: Leanne Fisher (Australia)
Finance Officer: Ursula Wartha (Germany)
Communications Officer: Barrett Shaw (USA)
Partnership Officer: Christine Stewart (Australia)
Dep. Partnership Officer: Shirwyn Weber (UK)

Technology Officer: Juanita Mort (USA)
Membership Officer: Debra Chafe (Canada)
Regional Liaison Officer, Caribbean: Charon Maxime (T&T)
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This is who we are – a very diverse, international team of volunteers.
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We have thee membership categories, Associations & Networks / Business members / Individuals in countries where there is no association.
The work that the WA-Alliance does through the WA-Summit is based on country-wide representation. Because our profession is very different in each country - Jamaica to Japan, -   and we want to be sure that the voices of each country can be heard so that we can be true global advocates for the profession.


2024 Strategic Plan — The Way Forward

«»Establish the WA-Alliance as a recognized voice for the profession
¢ Promote the outcomes from the WA-Summit GUIDE

s+ Grow Membership

+»Increase Partnerships through showcase events

+¢Introduction sessions for small groups of prospective Association Members

s»*Members Forum Events INFLUENCE @
+»Stakeholder Round Table Events

»Expand the Ambassador Network ELEVATE w
¢Increase regional liaison activities to new regions not yet represented (eg: Far East, Asia)

*»Promote the Global Skills Matrix V2.0 .
+»Redesign and promote the updated Administra document (ézy
++Liaise with educators on improving the perception of the role to the younger generations Vg;}[’ ’K“/"{'Nl'i;;‘; ??



WA-Summit Papers & Reports P
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» Administra — The World Action Plan SUMMIT
» International Position Titles Report (2018)
» International Credentialing Report (2018) AD M | N |STRA
» International Networking Report (2018)

» ldentity and Image of Administrative Professionals (2021)
» Harassment in the Workplace (2021) WORLD ACTION PLAN FOR

ADMINISTRATIVE/OFFICE PROFESSIONALS’
» Skills Set Matrix Report (2021) ASSOCIATIONS AND INDIVIDUALS

OVED MAY 2021)
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The aims of the WA-Alliance are to guide, develop, influence and elevate the administrative profession. Working together with and on behalf of Administrative Associations and Networks around the world, the WA-Alliance aims build a global community to enable Administrative Professionals the world over to speak with one voice.

Every two years, we hold the WA-Summit, a working meeting at which we bring together leaders from Administrative Associations, Networks and Industry experts from around the globe to discuss issues that are important to those in the profession. All our research and reports are based on the data that we collect from those working in the profession, such as yourselves, around the world.

They address many of the topics that are challenging those in our profession and are written to help you.
The Identity & Image report also gives templates to download: creating a professional portfolio, a self assessment template, a performance appraisal with your manager.
Harassment report gives a template for a code of conduct, a checklist, guidelines on how to create a policy, examples of successful campaigns from other workplaces.
Finally, The Skills Set Matrix report – which became the Global Skills Matrix...



International & European
Association Awards 2022

Best Education or Professional Development Offering
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We are delighted that the Global Skills Matrix has won this award.
Thank you to the Association of Association Executives (AAE) judges for their amazing comments and for choosing the #GlobalSkillsMatrix as the Best Education or Professional Development Offering in their 2022 Awards.�"A project perfectly aligned with the mission and vision of the WA-Alliance. Clear strategy, thoroughly planned and executed. Delivered brilliantly and measured well...."
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Global Skills Matrix

The globally recognised, award-winning career framework for administrative professionals

.
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This is the most important work that has been produced by the WA-Alliance. Worked originally started on this Skills Matrix at the World Administrators Summit in 2015.

it’s been some years in the making and we’re delighted that we launched on 16th September 2021, with a special supplement offered by Executive Support Magazine – also free to download from our website. 


° ..
Introductions

ALLIANCE

Vicki Faint
Global Skills Matrix
Task Force Leader

Helen Monument Lucy Brazier OBE
Chair CEO Marcham Publishing
World Administrators Alliance Publishers of Executive Support Magazine
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First, some introductions:
Helen Monument: World Administrators Alliance, Chair
Vicki Faint: World Administrators Alliance Secretary, AdmiNZ Immediate Past National President and the Executive Assistant to the Vice-Chancellor, Te Herenga Waka-Victoria University of Wellington, New Zealand. Also the Sponsor and leader of the WA-Summit team that produced the Skills Matrix report.
Lucy Brazier: CEO of Marcham Publishing – publishers of Executive Support Magazine. Lucy has been working with the WA-Summit for many years . We would not have reached this point with the Global Skills Matrix if it hadn’t been for Lucy. 
She was there at its creation and has worked tirelessly at the Summit and with the Alliance to get the finished product out into the world. It aligns with her passion for our profession and she’s a world influencer within our industry.
Her organization Executive Support Media is also member of the WA-Alliance.
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Since the launch in Sept 2021 – we have come this far. 


A globally recognised

framework for administrators
and HR teams that, irrespective of

country, makes it possible to
identify levels of work for

d given role and career

progression opportunities to realise
the potential to an organisation of an
effective administrator.
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Why do we need the Global Skills Matrix
Now more than ever? 2018 v 2023
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>160 130 58% 64%

different job titles of administrators felt
underutilised

13% 75% 69% 66%

felt their organisation didn’t felt there was little or no
understand the role or opportunity for career
potential impact of using progression within their
them properly organisation
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There has never been a more important time for organisations to utilise their administrators to their full potential. Covid-19 has increased the need for management to be more agile and operating at maximum capacity.

To achieve this, you need a career assistant with clear goals and objectives, combined with opportunities for their personal development and career progression.
The research for the GSM comes from the WA-Summit survey of over 3000 Administrative Professionals.  
The first thing we discovered there are over 160 different job titles out there.
Even in the same country we found job titles that mean one thing in one business and something completely different in another business or industry.
Also, businesses are creating completely different titles because they may not want to pay what the market is asking for a particular title, or they even join titles together.  No wonder there's confusion!
What it actually showed us was that there was no way we were going to be able to agree on job titles for our framework. Of course, each country wanted their job title to be the defining one.
What did the survey results tell us?

60% of administrative professionals feel that there is little or no opportunity for career progression within their organisations. 
It’s a real eye opener that in 2018, 58% felt under-utilised and probably under appreciated.  That’s over half of administrative professionals worldwide, at all levels
For example, in our research, there was a PA who worked in Reception but who was also looking after a CEO. Then there are EAs and PAs which mean different things depending on the country you’re in.
What really stood out was that 73% felt that their organisation didn’t understand the role. 
So we decided what was needed was a simple framework for career progression globally. It’s taken us six years to get to this point.  And it was an enormous piece of work.
We have taken that huge amount of data, with thousands of skills and tasks, and distilled in into a manageable form. Then we produced a Matrix that made sense and that everybody could understand. 
The main report is actually saying “Take our Matrix – Take the five levels we have come up with and map what you have currently to it".
We undertook a repeat of the survey in 2023 – this shows some of the early results. When compared to 2018, things have, sadly, not improved.




2023 Survey - GSM Specific Questions

| have heard about the Global Skills Matrix

| feel the Global Skills Matrix reflects my current role

WORLD ADMINISTRATORS
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We were delighted that our second survey showed how much reach and exposure we have had since the launch of the Global Skills Matrix.


Next Steps

* Analysis & comparison of skills and
tasks — what has changed?

* Create GSM Report V2.0
e Update Skills and Tasks Matrix
e Update resources & role profiles

* Create communication plan for
launch of V2.0

e Recruit extra Task Force Members

& ‘—}i
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This is what the GSM Task Force will be doing in 2024.



The Opportunity
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So what is the opportunity? Well, to us the opportunity is absolutely huge. When we say that this is a document that we think will change your world we are not understating the case. 
This is what the profession needs for many different reasons. 

Almost every other career that you can think of has got some form of skills matrix. 

And the aim, of course, is to have the whole world look at this and, regardless of the country you are in, you will be able to find yourself on this Matrix. 
The fact that we have been able to distil it to five levels has been quite an achievement. 

But, everyone will understand it. You, your peers, HR and your executives will understand what it means when you say, for example: I am a Level 3 Assistant. 

That is what is truly ground-breaking because even though you may have one of those 160 different job titles, which means something different to everyone, with the five levels there are no longer any grey areas.




Purpose

Champion the role as a

Drive discussion on

Structure skills training for

by identifying skills
needed at each level

& certification within the training community
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So this is what it will do:
It is a Career – it is not just a job. This is something that we hear all the time, whether it’s at the WA-Summit or within Associations, Networks or organizations, we’ve all heard it many, many times in many different discussions about recognition for what we do.
The WAA is currently working on a new Campaign to create Awareness of the role as a Profession and not just as a job, so look out for that. 

Career Pathways – many companies just don’t have them. Often, once you are in the job level as an assistant, that’s where you stay, that’s where you are ranked and your performance is based on the level that you have and not necessarily on what you are actually doing. 

Structured Skills for training - The matrix can identify your gaps. You can see what tasks you need to do at a particular level and recognize the skills you need. Its OK to say - "this is a skill I need, and I’m not there yet", so you know what to add to your training programme. Or, "this is the training I need to ask for".  This way, your professional development is mapped out as you are moving through your career. 

If you don’t want to move up and are quite happy to stay at the level that you are in, you can still look at the skills you need to be the best that you can be at that level. The Matrix is all about EXCELLENCE.
You can explain to your company the value that you bring to them, and to their bottom line, by having these skills.
Knowing that you have these competencies gives you the confidence to have that conversation with your Executive and your HR manager, you can tell them "Look, this is what I need to learn – if you want to get the best out of me, then you need to invest in me so that I can perfect these skills".

As far as recruitment and role profiling goes – well – who writes your job description? We know that often, job descriptions and adverts for jobs don’t always get written by the people who are doing the work, they are done by HR or by Managers, Recruiters or Agencies.
The GSM clearly shows the skills that are required – so recruiting can be directly targeted at the level required.

And a final word about qualifications and certification.  This was originally part of this project and we were planning to look at the credentials that are needed at each level, but we took some expert advice on this and on the research that we had done to date, and it was so far reaching and so different in every country that we decided to put that phase of work on hold for the time being. We wanted to focus on launching  the Skills Matrix first. 
But we will be coming back to that in the future – looking at the internationally recognised certifications, qualifications and training in your country because for that, we need more data. We will need your input on this, so we have as much information as possible to be able to define those qualifications and certifications for each level.



The benefits of the Global Skills Matrix

» Professionalises & increases role value
" Viable & structured career choice
" Framework to change job, locally or globally
" Paves the way for specific & internationally recognised credentialing
= Useful for HR, principals, & administrators for:
o career pathways
o performance & salary expectations
o growth & development opportunities
= Clarify requirements when:
o hiring administrators
o administrators advancing through levels
" Scope to maximize the performance and utilization of administrative professionals
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Professionalises and increases the value of the role, as organisations begin to understand the potential of an effective administrator – and what we are hoping for is when we put this Matrix in front of them and they go – oh my goodness is this how other businesses are using their Assistants? Because if it is we are really missing a trick. The most important aspect of this is that they can see your potential.

It becomes a viable and structured career choice because if you come into the profession at a level 1, you can clearly see that there is a Level 2 and a Level 3 and what the building blocks are to build your career. 

It provides a framework for those wanting to change jobs locally, nationally or globally - you can clearly see and understand where you are at – much like an accountant or engineer would.

It paves the way for the development of more internationally recognised credentialing, qualifications and certification specifically for administrators – if you have that, there is far more room for growth and development opportunities within companies. So hopefully you are going to be able to use it to build your own career pathways and performance expectations and your businesses will be adding what the salary expectations are at each level. 

Administrators, HR departments and principals will be able to use this framework to determine career pathways, performance expectations and salary expectations.
Our survey showed that many principals and HR departments do not know what they need when hiring an administrator.
Provides clarity on what training is needed to take an administrator from one level to the next, as well as putting the onus on the training community to show what level their training is aimed at.
They will be able to go to the matrix and go “oh what I need is a Level 3" or "what I need is a Level 4“. It provides total clarity on what training is needed at each level and then most importantly for your organisations it means they are able to maximise your performance and their utilisation of business support functions because they are going to be able to see where they need to train you in order to make you most effective
Delivers scope for organisations to maximize your performance. At the end of the day the more effective they make you the more effective they make their executive. 










A word about Role Profiles

ALLIANCE

" Poor job descriptions a big factor in
role ambiguity & confusion

= Fail to fully grasp the complexities Undervaluing the
and numerous ways the role administrator in

supports the executive . .
the organisation
= Generally completely out-of-date

" |naccuracies > lack of understanding
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It was obvious that there was no point in us creating standard job descriptions to back up the GSM because everybody has different roles, even if they work in the same organisation. The full GSM report has suggested role profiles for each level so that you can put together a job description for yourself. 
The GSM does not specify job titles or job descriptions.  Many organisations already have their own internal frameworks and sector specific duties for their administrators.
It also does not include recommendations for salaries, because again, this will vary according to your geography and industry.

Too often, we do not review our own job descriptions and they become outdated. They were often not written by you and have no relevance or bearing on what you are actually doing today.
It is one of the things we as Assistants ignore the most because - let’s be honest - the only time we ever pull out our RD is perhaps at Performance Review time or when there is a vacancy or an internal role we want to move to. 

This is where you have the power to effect change in your organisation by talking about your job description and ensuring it correctly states what it is that you do every day.
Otherwise, how will your executives accurately measure what you are doing unless you have a current job description that reflects your tasks and responsibilities?
This means that any opportunities you might get to fill a skills gap, or to step up for a different role are being diluted because your job descriptions are not up to date and therefore no one really understands what it is you are doing. 

We think you should take as much care with your job description as you do with your CV. Make sure it’s accurate, up to date and relevant to the work you are doing at this moment. 

Alongside the Skills Matrix and alongside there is also a Tasks Matrix. The Task Matrix talks about the kind of things you can be expected to do at each level, it’s obviously not an exhaustive list, but we took the most common tasks from the survey to reflect the kind of things that you do. 
We want you to use it as a barometer to help you to get an accurate job description.
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+ Strategic

Reactive first role Reactive Reactive -> Proactive  Fully Proactive Leader
or returner
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So then, what does it look like? Here are the headlines. The Global Skills Matrix and the Task Matrix both have these headings
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Reactive first role
or returner

Reactive

Reactive -> Proactive

Transactional
+ Strategic

4»

Fully Proactive

o P

Leader

Communication skills -
written, on the phone,
& face to face

Technology - knowl-
edge of office software
e.g. Microsoft Office
or Google equivalent

Basic social media

Organisational
& planning skills

Attention to detail &
accuracy

Information
collection & manage-
ment

Customer service
orientation

Adaptability & flexi-
bility
Teamwork

Discretion,
confidentiality &
integrity

Emotional
intelligence

Problem solving

Self-motivated

Knowledge of
administrative proce-
dures and processes

Strong communication

skills

Knowledge of
principles &
practices of basic
office management

Time management,
prioritising
Decision making
Ethical awareness

Cultural awareness

Diplomacy &
negotiation

Higher level communi-
cation skills

Foresight,
anticipation, & initia-
tive

People management

Digital fluency across
a wide range of plat-
forms

Design skills
Data analysis

Project / event
management

Mentor / Coach

Understanding of the
organisation’s & exec-
utive(s)'s objectives,
goals, & KPIs

Resilience & stress
tolerance

Delegation

Office co-ordination/
management e.g.
budgeting, parking,
vehicles & mainte-
nance

Usually board level /
C-Suite

Strategic
planning

Critical thinking

Complex
problem solving

Complex analysis &
evaluation

Leadership
Leading projects

Ability to work autono-
mously

Understanding of all
key business areas
ie: risk management,
business finance,
marketing, HR, cus-
tomer management,
governance

Sector specific spe-
cialism or technical
knowledge

Proactively
supporting & driving
the organisation’s &
the executive(s)’s ob-
jectives, goals, & KPIs

Broad understanding
of all areas of the
business

Internal facing role
maximising the effi-
ciency & operations
of the organisation &
CEO

Works with the CEO
representing as re-
quired

Advanced

research, analysis &
briefing

Strategic thinking,
understanding, &
knowledge

Leadership & man-
agement expertise
with organisational &
strategic dexterity

Sensitivity of cultural
diversity & inclusion

High level communi-
cation & interpersonal
skills (esp. listening,
tact, diplomacy,
negotiation, problem
solving, emotional
intelligence, judge-
ment, decision making)
across all levels of the
organisation

High performing team
building & relationship
skills

Large/complex project
management skills

( g:}
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We have the skills you can expect at each level – this is the overview.

Level 1 – Entry – this is for anyone starting out in the profession, or you could be returning to the role if you’ve been out of the role for some time. It’s a Reactive Role – it’s a fairly basic start to being an Assistant.

Level 2 – is Transactional – the traditional ‘secretarial’ role, it’s reactive - we will look at Tasks in a moment. You are being transactional at level 2 which means others are giving you work to do.

Level 3 – you are beginning to move from Reactive to Proactive so you are more autonomous, you will have more freedom and more flexibility about the work that you do and the way that you do it. You are learning about the business. You are starting to challenge things.
Obviously, you take all the skills and most of the tasks from your previous levels with you. So, when you see in a moment, what falls under level 3, it also includes the things you have learned at Level 1 and Level 2. You are moving towards being a proactive assistant at this stage and more business savvy;

Level 4  - is when you get to be strategic and fully proactive – so your skills are growing, your responsibility is growing, you’re very much the strategic business partner to your executive. 

If you are aiming to grow to a higher level, then this is where you want to aim. A lot of assistants we speak to are in Level 4 and they are working next to their executives and fully supporting them by taking business out of their hands so they can focus on the strategic business of the organisation.

Level 5  - Chief of Staff – we included this because it’s a relatively new title, it is probably the pinnacle of the career – not everybody wants to get to this level and that’s fine.
As Chief of Staff, you are working behind the scenes of your CEO, you are his / her shadow, and you are working directly with the CEO as a Confidant and Advisor.
You’re managing a lot of the day-to-day matters for that executive. You are spearheading projects, maximising their time and focus. 

In summary, level 1 and 2 are reactive – you are being told what to do.

Level 3 – is moving into the strategic – e.g.; when setting a meeting, you're starting to think more about what the meeting is for and how much time will actually be required.

Level 4 – you're autonomous and 

Level 5 – Pinnacle of the career – very much an American term but we're starting to see this in other parts of the world. More about that in a moment.
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1»

Reactive first role

20

3»

Transactional

+ Strategic

4»

o»

or returner Reactive Reactive -> Proactive Fully Proactive Leader
= Answering the phone, = Calendar = Organise events / = Oversees & supervis- = Manage office of CEO
taking messages, & management meetings / confer- es all administrative incl. direct reports

redirecting calls to ap-
propriate colleagues

Filing
Data entry

Creating
spreadsheets

Creating / updating
presentations

Producing text
documents

Covering reception

Processing & directing
mail & incoming pack-
ages or deliveries

Prepare outgoing mail

Monitoring stocks of
office supplies (toner,
stationary etc) & re-
porting shortages

Assisting with copying,
collecting & distribut-
ing office paperwork

Booking meeting
rooms & managing
small events

Travel arranging

Email triage

Organises meetings

Expenses
Minute taking

Preparing documents
for meetings & busi-
ness trips

Sets up conference
calls / virtual meetings

Schedules own
priorities

Works with realistic
time estimates

Can juggle multiple
tasks

Project assistance

Operational
assistance

May support teams
or office functions i.e.
HR, finance, sales

ences

Finds ways to improve
personal administra-
tive processes

= Assists project teams
in timely completion

Answers basic emails
on behalf of principal

Manages & maintains
basic budgets

Manages a small team
of transactional admin-
istrators

Mentors / coaches
more junior adminis-
trators

Maintains & updates
administrative & HR
databases, records,
correspondence

Supports HR func-
tions

Manages multiple
managers effectively

Presents at meetings

Implements or
maintains a disaster
recovery plan

Prepares systems
to track workflow &
responsibilities

Responsible for meet-
ing administration incl.
preparation of agenda,
papers & minutes

Confidently partici-
pates in online meet-
ings/video calls

Researches & recom-
mends suppliers

Formatting & proof
reading

= Awareness of staff
morale

functions incl. training
recommendations,
identifying frustra-
tions, & implementing
improvements in
processes

Attends leadership
meetings as part of
the leadership team to
support principal

Prepares & maintains
company documents
& reports

= Answers complex
emails on behalf of
principal

Reviews & approves
expense reports

Leads projects

Takes the lead in
preparation of project
documents, reports,
brochures & budgets

Manages & coordi-
nates processes for
employee recruitment,
performance evalua-
tion & termination

Prepares & maintains
office procedures

Manages & maintains
budgets

Responsible for gov-
ernance meeting ad-
ministration including
preparation of agenda,
papers & minutes

Researches & com-
piles basic briefing
documents

Confidently analyses
data

Takes meetings &
represents on behalf

of CEO

Acts as communication
arm for CEO with staff
& stakeholders

Takes over projects the
CEO is too busy to do
Works with CEO’s
direct reports to ensure
projects are delivered
on time

Able to challenge ideas,
offer a different per-
spective & skills, & asks
the right questions
Prioritises for the

CEQ, to ensure they're
working on the most
important items

Helps complete prior-
ity items for the CEO,
senior management, &
across the team

Keeps the CEO ac-
countable for commit-
ments

Keeps the CEO acces-
sible & open to new
ideas, proposals, &
practises

Leadership of strategic
initiatives

Researches new reve-
nue streams / projects
Researches & creates
complex briefing doc-
uments e.g. strategic
direction & advanced
planning, speeches,
events, & meetings
Manages rhythm /
integration of the busi-
ness e.g. reoccurring
leadership meetings
Monitor employee
satisfaction & explore
frustrations

Recruit & hires for
high level positions &
to ensure succession
planning

Z>
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And then you have the tasks alongside

We appreciate this is only two slides but we wanted you to be able to give this to your executives or HR Departments so they could immediately see what it is without having to read an enormous amount of detail.
We know what they are like – be quick, be fast, be done, and get out – so if they can’t see immediately what it is - we have a problem. 
But the full report and executive summary are there if they need all the details.  




Skills

Communication skills - written, on the
phone, & face to face

Technology - knowledge of office software
e.g. Microsoft Office or Google equivalent

Basic social media

Organisational & planning skills
Attention to detail & accuracy
Information collection & management
Customer service orientation
Adaptability & flexibility

Teamwork

Discretion, confidentiality & integrity
Emotional intelligence

Problem solving

Self-motivated

Languages

© World Administrators Alliance
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Tasks

Answering the phone, taking messages, &
redirecting calls to appropriate colleagues

Filing

Data entry

Creating spreadsheets

Creating / updating presentations
Producing text documents
Covering reception

Processing & directing mail & incoming packages
or deliveries

Prepare outgoing mail

Monitoring stocks of office supplies (toner,
stationary etc.) & reporting shortages

Assisting with copying, collecting & distributing
office paperwork

Booking meeting rooms & managing small events
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Level 1 – New to the role. You may come straight from college, or from a different career. You may have had a break in your career for some reason and need to ‘reboot’ your skills by starting from the beginning.
Do you remember your first day at the office?
You were discovering everything, how things work, who does what how does it all fit together?

It's obvious that at level 1, you need to start developing things that you will need during your career, like emotional intelligence and discretion. It’s no good finding yourself at level 3 and not understanding how important emotional intelligence is to an administrative profession, so you need to be working on those skills right from the start. 
These are not all the tasks from our data – there were just too many to include. Here's where you make the matrix work for you, adjusting it to your role.
 





Skills

= Knowledge of administrative procedures
& processes

= Strong communication skills

= Knowledge of principles & practices of
basic office management

=" Time management, prioritising
= Decision making

= Ethical awareness

= Cultural awareness

© World Administrators Alliance

Tasks

Calendar management
Travel arranging

Email triage

Organises meetings
Expenses

Minute taking

Preparing documents for meetings &
business trips

Sets up conference calls / virtual meetings
Schedules own priorities

Works with realistic time estimates

Can juggle multiple tasks

Project assistance

Operational assistance

May support teams or office functions
i.e. HR, finance, sales

WORLD ADMINISTRATORS
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Presenter Notes
Presentation Notes
Level 2 – Transactional / Task Based – you know your way around the office – tasks mostly transactional. Organisational skills required.

Again, things like decision making, ethical awareness and cultural awareness are skills that you need to have in your portfolio at the beginning of your career.
Here’s where you start to work on them.



Transactional

+ Strategic S ki I I S

®= Diplomacy & negotiation

= Higher level communication skills
= Foresight, anticipation, & initiative
= People management

= Digital fluency across a wide range of
platforms

= Design skills

= Data analysis

* Project / event management
= Mentor / Coach

= Understanding of the organisation’s &
executive(s)’s objectives, goals, & KPIs

= Resilience & stress tolerance
= Delegation

» Office co-ordination/management e.g.
budgeting, parking, vehicles & maintenance

© World Administrators Alliance
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Tasks

Organise events / meetings / conferences

Finds ways to improve personal administrative processes
Assists project teams in timely completion

Answers basic emails on behalf of principal

Manages & maintains basic budgets

Manages small team of transactional administrators
Mentors / coaches more junior administrators
Maintains & updates administrative & HR databases,
records, correspondence

Supports HR functions

Manages multiple managers effectively

Presents at meetings

Implements or maintains a disaster recovery plan
Prepares systems to track workflow & responsibilities
Responsible for meeting administration incl. preparation
of agenda, papers & minutes

Confidently participates in online meetings/video calls
Researches & recommends suppliers

Formatting & proof reading

Awareness of staff morale


Presenter Notes
Presentation Notes
Level 3 – Is where you are reactive – moving into proactive. Taking the learnings from Level 1 and Level 2 with you.

Here you see the skills that you would be expected to have at his level. They are getting more varied and starting to become more focused.
You may discover at this level you have an aptitude or a passion for a particular area,  ie; data analysis or mentorship. You don’t have to have all these skills at level 3, but some may speak to you more than others.
They are certainly things you should be aware of and be able to manage. 

Diplomacy and negotiation for example, you are starting to become that strategic business partner to work effectively together with your executive. You need to be learning negotiation - not just for office contracts or supplier negotiation but negotiation for yourself: how do you get more responsibility for example – how to talk to your manager about that.  

You are taking the initiative – in all areas. It’s not just you deciding to move a meeting from A to B because someone asks you to do it - you’re challenging the decision, challenging the requests – how urgent is this? Why do you need an hour? Have you spoken to X, they’re working on this topic too, is there any pre-read for the executive?  

You could be looking at developing your leadership skills, so starting with Mentoring and Coaching at this level is a very useful way to kick-off those skills that you will come to need for Level 4 or Level 5 when you may be looking at leading a team.  Resilience and stress tolerance is again something you build up as you go through your career and is not to be underestimated as you cope with stressful situations or adversity from personal or professional disappointments. 

At this level, you are understanding what the organisation does, you know your executives KPIs, you know and understand what keeps them awake at night and you know their priorities and you can adjust your goals to meet their goals. 

As you can see, the tasks are starting to increase. You’re looking after other people and they’re noticing that you are taking the initiative with everything you do, rather than being told what to do by others.
This is where the autonomy starts.
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Skills Tasks

= Usually board level / C-Suite = QOversees & supervises all administrative functions incl.
= Strategic planning fcraining reqommendations, idgntifying frustrations, &
implementing improvements in processes

" Critical thinking = Attends leadership meetings as part of the leadership

* Complex problem solving team to support principal
= Complex analysis & evaluation " Prepares & maintains company documents & reports
= |eadership = Answers complex emails on behalf of principal

= Reviews & approves expense reports
= |Leads projects
= Takes the lead in preparation of project documents,

= Leading projects
= Ability to work autonomously

= Understanding of all key business areas i.e.: reports, brochures & budgets
risk management, business finance, » Manages & coordinates processes for employee
marketing, HR, customer management, recruitment, performance evaluation & termination
governance * Prepares & maintains office procedures

= Sector specific specialism or technical » Manages & maintains budgets
knowledge = Responsible for governance meeting administration

= Proactively supporting & driving the including preparation of agenda, papers & minutes
org_ani_sation’s & the executive(s)’s = Researches & compiles basic briefing documents
objectives, goals, & KPIs = Confidently analyses data

© World Administrators Alliance
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Presentation Notes
Level 4 – is quite a big jump from Level 3 and it’s where most Assistants spend most of their career.
It’s quite easy for an exceptional assistant to start as a junior, work their way up to be fully functioning in Level 3, but maybe not quite be ready for Level 4 yet. 

It is a leap but it’s not unachievable. 

So, by the time you get to Level 4, you are almost totally autonomous and really working as a strategic business partner. 
You might have different skills from your executive, but you are working side by side at that level. 

A lot of executives don’t understand what it is to be a strategic business partner or to have an assistant to a strategic business partner. 
There is a lot of work to be done on educating them on how much value you can bring to the organisation. Remember – you are not employed by your executive, you are employed by your organisation.
What you’re doing is supporting the business as well as making sure you executive is giving the company the biggest ‘bang for its buck’ – they pay top dollar for their executives so they should be getting the best out of them and a good executive will understand that an excellent assistant can help him/her be a better executive. 

Look at the different tasks you can do at this level – and this is where HR Departments and Recruitment agencies have the ‘aha!’  moments. They say to us “Do you mean they can do all of that?”  Yes, they can!
You are part of the leadership team at this level, you are very much at the table with your voice (not just taking minutes). You are taking work away from your executive, who certainly shouldn’t be spending an hour / two hours a day on emails – you are doing that for them. You are speaking on their behalf and talking work off their desk so they can focus on the strategic business.

You are looking after other people too, maybe doing recruiting and performance reviews, governance administration and research. 

You are becoming the trusted adviser to your executive.



Skills

= Broad understanding of all areas of the business

" |nternal facing role maximising the efficiency & operations of the organisation & CEO
= Works with the CEO representing as required

= Advanced research, analysis & briefing

= Strategic thinking, understanding, & knowledge

= Leadership & management expertise with organisational & strategic dexterity

= Sensitivity of cultural diversity & inclusion

= High level communication & interpersonal skills (esp. listening, tact, diplomacy, negotiation,
problem solving, emotional intelligence, judgement, decision making) across all levels of the
organisation

= High performing team building & relationship skills

» large/complex project management skills

© World Administrators Alliance
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Presenter Notes
Presentation Notes
Chief of Staff – whilst some assistants do reach this role, we need to make very clear that it is NOT an EA role. It certainly requires more education.  

It’s the equivalent of a senior vice president within a business. The CEO is typically looking outwards and is visiting external stakeholders while their EA is looking after the day-to-day work, ensuring that things get done that the CEO needs in order to operate.

A Chief of Staff, however, typically looks inward at the business. They are looking at processes and procedures and seeing whether people are happy within their roles and ensuring everything is running efficiently.  This is a role that needs a higher level of education, such as a Masters of Business Administration and certainly leadership qualifications.

We included this level in the Matrix because we see that it’s already being ‘mis-used’ as a job title. Often it will be given to an EA who needs promoting and their organisation doesn’t know what to do with them, so they say ‘Let’s make them Chief of Staff’ without really understanding what the role actually entails.

We hope that by defining the skills and tasks here, businesses will understand that the Chief of Staff is a legitimate, high-level role, with its own responsibilities and skill set – not to be taken lightly!






Tasks

Manage office of CEO incl. direct reports

Takes meetings & represents on behalf of CEO

Acts as communication arm for CEO with staff
& stakeholders

Takes over projects the CEO is too busy to do

Works with CEO’s direct reports to ensure
projects are delivered on time

Able to challenge ideas, offer a different
perspective & skills, & asks the right questions

Prioritises for the CEO, to ensure they’re
working on the most important items

Helps complete priority items for the CEO,
senior management, & across the team

Keeps the CEO accountable for commitments

© World Administrators Alliance
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Keeps the CEO accessible & open to new
ideas, proposals, & practices

Leadership of strategic initiatives
Researches new revenue streams / projects

Researches & creates complex briefing
documents e.g. strategic direction & advanced
planning, speeches, events, & meetings

Manages rhythm / integration of the business
e.g. reoccurring leadership meetings

Monitor employee satisfaction & explore
frustrations

Recruit & hires for high level positions & to
ensure succession planning


Presenter Notes
Presentation Notes
These are just some of the tasks of the Chief of Staff. Read them at your leisure.

Even if you’re not aiming for this role, it’s important to be aware of what the CoS role entails.
This is a job title that sometimes get abused, simply because businesses don’t understand what it is, and the value it can give.



Sarah Richson

‘It ties into performance — KPIs and
goals for assistants. We want to
encourage excellence at each level.

Every assistant will have their own
journey and should feel they can attain
excellence at their level.

This ties into creating a world-class
administrative function which
underpins what the stakeholder goals
and KPls are for each business.’

Sarah Richson

© World Administrators Alliance
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Presentation Notes
I hope you can see how you can get from one level to another and how it is a useful tool. 

We were very lucky to have Sarah Richson as part of our last World Administrators Summit. She is one of the eight top HR people in the world, and she creates people policies for many major companies in Africa.
We love her quote because it really pulls together what the Global Skills Matrix is all about.  This was her reaction to having read the report and she got very excited about it:

It ties into performance – KPIs and goals for assistants. We want to encourage excellence at each level. 
Every assistant will have their own journey and should feel they can attain excellence at their level. 
This ties into creating a world-class administrative function which underpins what the stakeholder goals and KPIs are for each business.

Isn’t it wonderful?  – it’s a great vision.






THE EXCEPTIONAL

I STRAT IVE

Each session is tailored to the delegates’ requirements and groups are
always small to ensure enough personal attention. We ensure attendees
go back to work with techniques that will really enhance their working

practice and working relationships

ING

This course is ideal for new or experienced Assistants; Global Skills

atrix levels 1-4.

BAKER THOMPSON
ASSOCIATES

i Global Skills Matrix Endorsements

[11) Robert Half’

Talent Solutions

‘%"r?;-- :

~ LOOKING TO
{OUR ADMINI

The Global Skills Matrix© from
World Administrators Alliance and
supplement from Executive Support

Magazine are free resources to help identify

administrative work levels and career paths.

Need to hire an Administrative Assistant?
Robert Half can help!

BASF Disabik Viterany, All marks |‘.||5[||L'I:fl‘-:‘.| ard Tha @ eclusion
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Presentation Notes
Don’t take our word for it.

We are encouraging trainers to include the GSM in their offerings – and they are starting to listen.
Robert Half – the biggest recruiter in the USA – has already endorsed the matrix.


Fe e d b a C k | shared the GSM with my (&

Executive; she had no idea of the WORLD ADMINISTRATORS
depth & breadth of my role — | got a ALLTANCE
raise!

The Matrix showed me the
importance of being able to explain
the value of my role.

| am currently updating our
administrative function family so
that it aligns with the Global Skills
Matrix and the support that we
currently need.

| shared the GSM in a job
interview, they’d never heard of
it, but were so impressed, | got
hired on the spot.

The Matrix has shown that if our Assistants can save
just one hour a day of our junior managers’ time — it
will save the company $88,600 per week.


Presenter Notes
Presentation Notes
This is just some of the feedback we are receiving.
It’s amazing, especially the last one (click to reveal). This is from a case study we hope to produce from a company in the US. We can’t talk about it yet, but this is something that really makes organisations sit up and take notice.



Top 10 skills of 2023
1. Analytical thinking
2. Creative thinking

3. @ Resilience, flexibility and agility
4. e Motivation and self-awareness
B 9 Curiosity and lifelong learning

Type of skill
B Cognitiva skils [l Seif-efficacy I Management skilis

Sournce

World Economic Forum, Fulure of Jobs Reporl 2023

6. E Technological literacy

7. @ Dependability and attention to detail
8. 0 Empathy and active listening

Q. @ Leadership and social influence

10. |@ Quality control

W Technology skits [ Working with others

MNote

WORLD
ECONOMIC
FORUM

e

The skils judged 1o be of greatest importance 10 workers at the time of the surey


Presenter Notes
Presentation Notes
You may have seen the Future of Jobs Report 2023 from the World Economic Forum.
In the report, they claim that the role of the Executive Assistant will disappear. They have been saying that for many years and of course we don’t agree with them.
Yes, the role will change, and we need to change with it. If you are doing simply repetitive tasks, then yes, an app will be developed eventually that will take it over.

These are the skills they say that are needed, right now.
But look at the next slide….


Top 10 skills of 2023 Compared with The Global Skills Matrix ECONOMIC

FQRUM
Analytical thinking | | evels 4 & 5 . @ Technological literacy

2, H Creative thinking | Levels 4 & 5 7. @ Dependability and attention to detail

3. @ Resilience, flexibility and agility B. @ Empathy and active listening

4, e Motivation and self-awareness 9. @ Leadership and social influence | Levels 4 & 5
a. Curiosity and lifelong learning > 10. !@ Quality control

Type of skill
B Cognitive skils [ Seif-efficacy B Management skills B Technology skits [l Worlang with others

Sournce MNote

World Economic Forum, Futune of Jobs Report 2023 The skils judged 1o be of greatest importance 10 workers at the time of the surey


Presenter Notes
Presentation Notes
All those skills can be found on our Matrix and we started to create it five years ago, so we are way ahead of them.

You can question whether curiosity & Lifelong learning are skills – I feel they are an attititude. a way of life – and one that is firmly embedded in the DNA of Assistants at all levels.


We need your buy in

#OneProfessionOneVoice

© World Administrators Alliance 2021
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Presentation Notes
This has never been done before. Paradigm shifts like this usually come from the top.
This is coming from the grass roots. Created from input from administrative professionals across the globe.

So now we really need your buy-in.





They will fall into three categories

ALLIANCE

Content = History Ex
° | o p
The Believers creaﬁve ‘\Q P / Ay Per, *lonce

i
—- Ma;'kehng

The Haters

The Sceptics
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Presentation Notes
Our audience falls into these three categories.
Those who really believe in it and who are going to be pushing it like mad.
Those who don’t like it at all and want nothing to do with it. (We haven’t heard from them yet!)
Those who will say OK……. Tell me more – convince me of the value of this.

Each of you represents your own business or organisation. Each of you has a part to play. 
This is a global project, and we really want to be  “the One Profession with One Voice” 
We’ve developed a communication plan based on story telling.

The first thing we ask you to do is to share and comment what we communicate about the GSM on our social media channels.
We want to hear your stories too – how will you tell the world about the GSM? What level are you and how did you find yourself on the GSM?
Please help us to spread the word.



Clear core messages and guidelines

If the core messages
aren’t consistent,

we lose the power
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Presentation Notes
This is really important – we have a dedicated web page www.globalskillsmatrix.com with a store of amazing, free, resources that you can use – aimed at your peers, your associations and networks, your executives, HR managers, schools and colleges.

Everything is branded and looks amazing. 
The core messages must be consistent, because if they are not, we lose the power. We’ve got to make sure that we are saying that this is a Global framework produced by the World Administrators Alliance, so that it isn’t copied by other people or organisations who try to take it and make it their own, because they don’t think it works the way they want it to.  It’s intellectual property of the WAA, so that should always be made very clear. 

Yes of course, there will be cultural differences, but the core messages must remain the same if we are going to have a global framework that works, just as it does with other professions. 
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Next Steps — Download Our Free Resources

Full Report

The Global
Skills Matrix

Key Findings LN L
Executive <
Summary y ‘
Global

Skills

Global Skills Matrix

ULL REPOAT

Matrix

The globally recognised career framewo rk
for administrative professionals

Download %
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Presentation Notes
Next Steps – you will see this is the cover of the full report.  These are all free resources – all branded and copyrighted by the WAA

Go to www.globalskillsmatrix.com where you can find:
The full report
An Executive Summary



Request A
Free 45-
minute
Webinar to
hear what
the Global
Skills
Matrix can
do for your
company

Graphics
for use on
Social

Media

How to use
the matrix

Letter for
HR
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Press
Release

Letter for
Recruiters

www.globalskillsmatrix.com

PowerPoint Branding

with script
guidance
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Webinar -
and Global
Intellectual Skills
Property Matrix; a
Guidelines document
that will
change
your world

Supplement Other
from Languages
Executive

Support

Magazine


Presenter Notes
Presentation Notes
You will also find these documents.
Press Releases
Infographics
Instructions for you on how to use it
A Letter to HR Managers and to Recruiters
This Slide deck with a script so that you can present it confidently.
Our template and brand guidelines because again – we must stress that this is owned by the WAA and it has our copyright so we don’t want people to pick our idea and then change it into something else. 






Call to Action

= Talk about it
= Share it
" Workshop it

" Own it

#GlobalSkillsMatrix

© World Administrators Alliance

Global ¢

Skills
Matrix

The globally recognised career framework
for administrative professionals
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Presenter Notes
Presentation Notes
Each of you represents your own business or organisation. Each of you has a part to play. 
This is a global project and we really want to be  “the One Profession with One Voice” 
We’ve developed a communication plan based on story telling.

The first thing we ask you to do is to share and comment when we communicate about the GSM on our social media channels.
We want to hear your stories too – how will you tell the world about the GSM? What level are you and how did you find yourself on the GSM?
Please help us to spread the word.



Subscribe to the WA-Alliance monthly newsletter at

WORLD ADMINISTRATORS https://wa-summit.com/#subscribe-form
ALLIANCE

Follow our LinkedIn company page for weekly
updates: www.linkedin.com/company/wa-alliance

Ta ke ACtI on ' Download all the documents on the Global Skills

Matrix at www.globalskillsmatrix.com

Contact secretary@wa-alliance.com with any
questions

#globalskillsmatrix
www.wa-alllance.com



Presenter Notes
Presentation Notes
So you’ll find everything in one place to download and use to present and all the documentation you will need.
Obviously, we need your feedback – not just on today’s presentation but as we move forward, remember this will be a living document. It is something that will evolve, change and be adapted as time goes by and as we learn more and as we achieve more recognition and awareness of the profession. 


mailto:chair@wa-alliance.com
https://wa-summit.com/#subscribe-form
http://www.linkedin.com/company/wa-alliance
http://www.globalskillsmatrix.com/
mailto:secretary@wa-alliance.com

Full Report

The Global
Skills Matrix

wa-alliance.com

Global Skills

Matrix

Key Findings
Executive
Summary
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'y
Global
Skills

The globally recognised career framework
for administrative professionals

#globalskillsmatrix

chair@wa-alliance.com



Presenter Notes
Presentation Notes
Thank you for listening, please feel free to get in touch and let us know your thoughts, ideas and actions for the Global Skills Matrix.

mailto:chair@wa-alliance.com
http://www.wa-alliance.com/
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