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Introduction

hree years ago, in an effort to clarify the role of office professionals and to identify educational and career development opportunities in this
field, the West Valley College Office Administration Advisory Board established a task force. In January 1999, the board elected to seek
project funding to begin Developing Performance Standards and Measures for Office Professionals. In 1999, funding through a West Valley

College VTEA grant was awarded for Phase One of this project, Defining the Administrative Assistant Position.

It is important to note that during the course of the study, the term “Administrative Assistant” evolved into a cluster of Administrative Management
Jobs that included interchangeable titles of Administrative Assistant, Executive Assistant, Office Manager and Administrative Manager. In the end, all

four job titles were combined and included in Phase One of this project. Complete results of the study can be found at www.officeprofessionals.org.

THE PROFILE is a tool that was developed to share and implement some of the processes and results used in the study.

THIS PROFILE IS A BLUEPRINT FOR YOUR JOB THAT INCLUDES
Changing how your job is perceived
Defining how you contribute toward organizational objectives
Evaluating the expertise you're utilizing
Updating your compensatory guidelines

Developing new performance management strategies

BARBARA LEA and | were honored to be selected by the board to manage this complex project. Barbara has been teaching business and computer
application courses at West Valley College since 1964 and can take credit for developing many of the college’s more innovative office training
programs. | have been designing and implementing performance improvement processes since 1980 and began my own firm, Productivity Plus
Processes, in 1990. Over the years, | have worked with thousands of office professionals and their managers, helping them redefine their changing

roles.

Special Acknowledgements

to the West Valley College Office Administration Advisory Board for their guidance; to the Subject Matter Experts and their managers for their
fortitude and suggestions; to Pam Luster at West Valley College for her generosity; to Sydney Whaley for rescuing our database; to JK
Hudson for her artistry; to my husband, Carl Gadener, for his technical assistance; and to my daughter, Blossom Lefcourt, for her editing
support. However, this project would never have become a reality without the initial seeds planted long ago by Nancy Freeze, a former
professional secretary and founding member of the Office Administration Advisory Board.

Melanie Gadener
Project Coordinator
Fremont, California

September, 2000
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Defining Administrative Management Jobs
Part of the problem is defining what office professionals are.

ach company defines the typical titles in different ways. In one office, an administrative assistant may do entry-level work; while in another
company, he or she may be the one managing the office. In fact, the office professional field has come to represent a wide range of

occupations centered in clusters of general office jobs, specialized office jobs, and administrative management jobs.

GENERAL OFFICE JOBS: Data Entry Operator, Word Processor, Office Assistant, Receptionist, and Secretary

SPECIALIZED OFFICE JOBS: Accounting Assistant, Customer Service Representative, Desktop Publisher, Human Resources Specialist,
Marketing Assistant, Meetings and Event Planner

ADMINISTRATIVE MANAGEMENT JOBS: Administrative Assistant, Executive Assistant, Office Manager, and Administrative Manager.

The Subject Matter Experts

who participated in the case studies were executive-level administrators with a range of 10-28 years experience. They reported to senior
managers and supervised their own support staff. Two held Certified Professional Secretary (CPS) degrees. They all had different job titles

and job descriptions: Administrative Support Assistant; Executive Assistant; and Office Manager. They did similar work, had comparable

levels of responsibility, and made equal contributions to their organizations.

A New Definition

During the course of the study, the term “Administrative Assistant” evolved into a cluster of Administrative Management Jobs. The cluster includes
interchangeable titles of Administrative Assistant, Executive Assistant, Office Manager and Administrative Manager. In the end, all four job titles were
combined and included in Phase One. As a result, the West Valley College Office Administration Advisory Board elected to adopt a standard

description that would define this cluster of interchangeable job titles.

The adopted description was developed as part of a 1999 Santa Clara County labor market information study. Research for the study was
sponsored by NOVA Private Industry Council, California EDD, and California Occupational Information Coordinating Committee (COICC). Details of
the study can be found at www.calmis.ca.gov. Although the Occupational Employment Survey (OES) description uses the job title “Administrative
Assistant”, it represents work done by most senior level office professionals including administrative assistants, office managers, executive assistants

and administrative managers.

Administrative Assistants, (office managers, executive assistants, and administrative managers”)

1999 Non- aid executives by coordinating, analyzing, and improving office services, such as personnel,
Occupational budget, and operative practices. They analyze personnel requirements, study methods of
Employment improving performance standards, and analyze jobs for wage-and-salary adjustments and
Statistics (OES) promotions. They analyze budgetary requirements and expenditures and study methods to

Code: 169167997 implement cost reduction. They analyze operating practices and create new systems or revise
established procedures to simplify and improve reporting procedures, workflow, record keeping
systems, forms control, office layout, or suggestion systems. They interpret operating policies,

prepare reports with recommendations for solutions of administrative problems, and answer correspondence. They may direct services,
such as maintenance, repair, supplies, and mail.

1 Not part of the OES description
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