SIX SOFT SKILLS FOR
THE PROFESSIONAL
ASSISTANT



Professional Assistants are the first impression of
their office that people will see; therefore, they
must be professional and cordial. Assistants set
the tone for the office and its reputation. There
are six basic soft skills that Assistants should
master to ensure they are representing their
office well.
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An attribute you must possess and must guard — it is your most important asset.

Confidentiality can be broken in many ways, not only using words, but facial
expressions and gestures can indicate information to others.

Knowing confidential information can make you feel empowered. Be careful not to let
your pride guide your actions.

Holding confidences builds the relationship of trust between you and your boss.

Once a confidence is broken, it is rarely restored.
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GOSSIP

Nothing destroys a reputation quicker than being considered a gossip.
If people often come to you to gossip, you should ask yourself why.
Do not associate with gossipers.

Master the art of stopping gossip.
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* An assistant will need to have a deep respect and protection for their boss and the
office they represent.

* Never speak badly of your boss or his/her projects, especially to anyone on staff.

* Be sure the words you use regarding your boss are positive and uplifting.
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HAVING YOUR BOSS’ EAR

From time to time, assistants will have information that is important to their boss and
can help them from making a mistake.

Learn the fine art of gleaning information that is important and sharing that
information in a professional way.

Do not share every piece of information that comes your way.

Alert your boss that you are concerned about them or their reputation regarding an
issue. Be open, transparent, and honest.
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USE THE RIGHT TONE

The tone of your voice conveys to others how you are feeling.

Speaking on the telephone with the right tone can help diffuse upset parents or calm
a concerned student.

If your tones suggests a condescending attitude, frustration, or boredom, you will lose
respect and undermine your own efforts.

Make sure your office and attitude are welcoming and comfortable to others.
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» Always project an attitude of respect for everyone on staff, whether they clean the
floors or lead the board.

« When an issue arises with a fellow co-worker and they are being addressed or
disciplined by your boss, often they are embarrassed that you are likely aware of the

situation. It is the job of the assistant to ensure that person continues to feel respected
in your office.
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RESPECT FOR CO-WORKERS

These six basic soft skills are effective tools for an assistant to set the right tone and
lead an office effectively. They will help to develop a healthy reputation for the office
you represent and within the community.



