The Key to Meeting New People and

Increasing Your Professional Network
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BOSS MAN
BOSS LADY
#STIFF
#STUFFY
#SNOOTY




HARD WORKING BOSSES

Goofy, Chipmunks,
Tweedled Dee &

Tweedled Dum!
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Administrative
Professionals

=

Helping everyone
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WHAT ARE SOME OF THE ROLES OR
HATS

AN ADMINISTRATIVE ASSISTANT
MUST WEAR?
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REMEMBER:

While you are looking out for and saving the hide of your
company/employer, immediate supervisor, and those around you...







The key to meeting new
people and increasing
your professional

network...
T



DELIVERY

e Volume

* Pitch
* Speed
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* Articulation &V \ ne )

e Enunciation



DELIVERY

* Facial Expressions
 Body Language e oo
* Proper Gestures




IMAGE

Non-verbal Cues=55%

First Impression 4 ’ﬁ * i F h ﬁ
7-11 Seconds U 9z iy f”f’
Dress for Success

Represent YOUR Brand



VALUE

Believe in Your ROLE

Know What You Do Best
Do Expect Everything in
Excellence

Share What You Do & Who
You Are




NAME SOMETHING YOU ARE KICK ‘A’ AT?



ATTITUDE

 Advocate for Yourself &
Other Admins

* Do NOT use the word BOSS

* Always Reflect Your
Worthiness as a Partner in
Your Workplace




Delivery Image Value Attitude

ADMINISTRATIVE ASSISTANT ARE DIVAS / DIVOS TOO!



| LOVE MY ROLE AS AN

ADMINISTRATIVE ASSISTANT BECAUSE...



