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Every company, regardless of the industry, has administrative tasks which need to be managed so that the company operates efficiently. These duties are often performed by a secretary, receptionist, administrative assistant, executive assistant or office manager. In smaller companies, where such roles cannot exist, employees must work together to
ensure that administrative tasks are completed. Spin important documents to appropriate locations in a timely manner is an administrative duty which includes placing folders into file archives or documents into online document management programs. Accurate filing systems ensure employees have access to financial records, customer records and
research. Finding information for clients, managers and employees, whether online, in office depository systems or in books, is an essential administrative duty that helps companies to have the information they need to start and complete projects. This information is often compiled, summarised, distributed to the appropriate people and presented in
a report or spreadsheet. Whether you own an advertising agency or a laundromat, customers will respond with questions about products and services, hours of operation, inquiries or questions about prices. Responding to these calls and tending to the needs of customers is an administrative duty that can affect the success or failure of a company.
Ineffective communication with potential customers can leave a bad impression of the organization. It is important that the person performing this administrative duty is personal, courteous and competent for the company. As a visitor enters an office, a receptionist or secretary usually sits at the door to say “hello”, welcome the visitor to the work
site, assist with questions and direct him to the appropriate person, office or division. Whether it is a delivery person who abandons a package or an incoming customer for a scheduled appointment, greeting visitors is an essential administrative duty. Keeping supply rooms and cupboards stocked with paper, pens and other office supplies is an
administrative duty. The activities assigned to these positions include taking orders from other employees, tracking orders, displacing items on arrival, and handling invoices, usually in conjunction with the finance team. In addition to composing emails and corporate letters to create reports, spreadsheets and databases, administrative fees also
include creating and managing the distribution of these written communications. Whether these communications are for coworkers or clients, the activities are completed using word processing programs and spreadsheet to create professional and concise documents. Creation of conference rooms and meeting rooms, organisation of catering,
ordering and setting up audiovisual equipment and preparing agendas fall under the category of administrative tasks. These key tasks are essential when companies have conferences or customer meetings at or away from david has over 15 years of supervision experience and has extensive knowledge in how to manage staff issues in many areas. the
role of a supervisor is required to play a play between overseeing their staff, keeping customers happy and ensuring that managers have no problems in office operations. This can be a difficult task. a supervisor should play multiple roles, and it is expected to perform them impeccablely. can take time to learn how to organize your supervisory duties
so you can get the most done with the time allowed. this article will cover the three best ways to manage the control duties: determining priorities to become organized delegation aware supervisor experience I have been a supervisor for over fifteen years, gaining a promotion at that time at a higher level of supervision. with the short staff and more
work tasks that were plundered on me, I had to learn how to manage my control duties to get everything done efficiently. What is your biggest priority? determining priorities is important to determine what your priorities are important when you manage supervisory tasks. nemo, public domain, via pixabaydeterminare your priorities as a supervisor, a
supervisor must determine what their priorities are in the office. Now this could depend on what your working environment is. some supervisors can count more on their employees than anything else, or maybe there are pieces of equipment that must be standing and running at all times. here is the rundown of what you have to prioritize: employees.
your staff tends to be the backbone of most operations. a supervisor must be constantly involved in what they are doing. not in a way that looks like you're micromanaging, but to keep your employees happy so they do their job. This means giving them the materials they need, instructions to perform the job, and provide feedback. customers. most
organizations need customers to survive. So there can be cases that your customers get the top priority. or to satisfy their requests, or simply listening to their complaints. equipment. Computers, printers, drills. It's all the material that needs to be in operation all the time. Whether it's a piece of multimillion equipment, or something as simple as a
printer. working environment. the working environment that you, your employees, and your equipment is in need to be kept up. can be considered a priority if something is falling apart or needs general maintenance. executives. another priority is appeasing executives above you. even if you have an incredible manager,times you will expect something
done and you will expect that you get done. Once you understand what your priorities are, you can organize them accordingly. As a supervisor, you must be flexible, so these priorities move from time to time depending on what is happening at the workplace. One of my most recent works put my managerMostly. Organizational tools that a supervisor
should use. Binders.Microsoft Excel.Microsoft Sharepoint. Calendar. Folders for sorting computer files, emails, etc. Microsoft Word.Folders. List. Your staff. Cell phone. Boards. Colour coding systems. How do you organize it? Become an Organized Supervisor The best way to handle control tasks is to become organized. While some employees in your
office may consider you a handsome monster, having you organized will allow you to manage your monitoring duties and be able to complete them in a timely matter. Or, it allows you to switch from one activity to another when the time comes. Here are some ways to become better organized: Keep a “to do” list. I know this sounds fixable, but it’s one
of the best ways I've kept myself organized. I keep an electronic document that has my weekly duties, monthly duties and homework once I need to make sure I complete. If I complete one of these tasks, I'll cross myself or control it. I put the two appointments on them and also highlight the duties for priority so I know when I need to complete them.
Another great tool to use in this area is Tasks, which can be found in Microsoft Outlook. It’s nice to be able to pick up a received email and set it as a task for a future date. The Binders are your friends. Another simplistic, but effective method. I had more than 15 binders on my desk, each covering some tasks. One is for supplies, one for writing
evaluations, and various binders that each cover a program or task. I also have a master binder. This folder contains documents that I use on a daily basis, documents that require action on my part at some point, etc. I can take this binder anywhere. So if I have to work in another area or at another desk, I have access to make the transition much
easier. Use software to organize yourself and make things easily accessible. My office used Microsoft Excel to organize a schedule to manage leisure requests from staff. It worked great, but I knew there had to be a better way. I made a calendar in Microsoft Sharepoint to handle my staff members' leisure requests. This worked wonders. Calendars
were already set, easy to read and easy to edit. It allowed us to send emails to all supervisors on a daily basis to recommend changes. This ensured everyone was kept on loop. Microsoft Excel and Word are great for lists, organization, color coding systems, etc. Microsoft Access can be used for advanced data entry and for generating custom reports.
Go without paper. My manager asked me if we could create module in Excel that would track all the transactions we do several times a day. At that time we were filling out a full page form and scanning it into our document management program. Using Excel, I was able to create such a form. This cut on the man’s hours required. The less you need to
write, distribute, and deal with paper documents, the more organized it will be. Organize the whole office. When When When first promoted to a senior supervisory position, I was given the responsibility of ordering supplies. Our office had a closet, but it was a horrible mess. Supplies were everywhere, and it was impossible to determine what we
needed. There were times when I was missing a supply that was needed because of it. I spent two days organizing the whole closet. I could tell my manager I thought I was wasting my time. I’ve organized, thrown out and labeled all our supplies. The end results were that I spent less time figuring out what supplies were needed, spent less money
ordering supplies, and my staff was happy that they were able to find the supplies they needed easily. Organize your e-mail. Your mailbox can quickly become full and unorganized. Instead, create folders and subfolders to sort the emails in. More advanced programs can send emails directly to some folders depending on the title or email address of
the sender. You won’t feel overwhelmed by seeing a huge email box, and you can easily find more emails. I personally recommend a “Pending” folder for any e-mail that requires an action that you will have to reply to later. Delegating delegated duties to your subordinates is a great way to handle all the control duties for which you are responsible.
From Nemo, Public Domain, via PixabayDelegate Supervisor Duties One of the best ways to manage your supervisor duties is to delegate them to someone else to do. The benefits of doing this are: It prevents you from being overloaded. A supervisor may be expected to do everything, but this is not possible. The duties delegated to your staff will help
spread the work around so you won’t be responsible for all this. Just make sure you check their work if they haven’t performed that task before. Delegated tasks shall promote succession training. You won’t always be where you are now. You can promote or leave the organization. Delegated duties will help the future leaders of your organization easily
slip into your position when the time comes. It makes your managers feel good. When you delegate duties, your manager will be happy to see you spread the work around and that you are using all the tools available. Being Flexible as a SupervisorManaging supervisory tasks requires a supervisor to be flexible. From PublicDomainPictures, public
domain, via PixabayManaging Supervisor Duties Quiz For each question, choose the best answer. The answer key is below. A manager gives you a one-hour project along with a three-day project. Both are priorities. What first do you do? What it takes three days. Since it’s longer, you better start earlier. Which will take an hour. I can pull it out and
focus on the longer project after. You planned an employee review, but you have an angry client who wants to talk to you. What are you doing? I call the employee and advise them of the delay, then deal with the client. We give the employee their review since when You have a week to finish a secret project, but you don’t have time because of your
other duties, what do I do?I'll stay here and get there early to complete the project and the other tasks.I dedicate parts of the secret project to my staff.I dedicate some of my regular duties to the staff so that I can focus on the project.Files and documents are everywhere, but you have the locker file. These documents are not priority documents. What
are you doing?I have my own staff to help me sort and store the documents in the files.I fill everything in the files. Not that I will have to take care of them for a while.I order them myself and store them away. I never know what might be in them that I don’t want to see.In which order you should handle the following a change the bulb, repair a
computer, approve vacation requests, chit-chat.Solve the computer, approve vacation requests, change the light bulb, chit-chat.Approve vacation requests, repair computer, change bulb, chit-chat. bulb, approve vacation requests, chit-chat.Change the light bulb, fix the computer, chit-chat, approve vacation requests.Answer KeyWhat will take an hour.
I can get him out of the way and focus on the longer project after.I’ll call the clerk and tell him about the delay, then I'll take care of the client.I transfer some of my regular duties to the staff so I can focus on the project.My staff helps me sort and store the documents in the files.Fix the computer, change the light bulb, approve vacation requests, chit-
chat.Inter Evaluation of your scorelf you got between 0 and 1 correct answer: You are not handling your supervisor tasks well.If you got between 2 and 3 correct answers: You need to re-evaluate how you handle your supervisor tasks.If you got 4 correct answers: You are learning to manage your supervisor tasks.If you got 5 correct answers: Great
job, you know how to handle your supervisor tasks.General Tips for Managing Supervisor TasksThe following are some tips I follow when I approach my supervisor duties on a daily basis:I explain my plan for the day. I have tasks that I have to work on, tasks that I would like to work on, and tasks that I have to accomplish sooner or later. I accumulate
documents on my desk in a certain order every day. I also have trays of documents that I have to process in an easily visible way, so I know it’s something I have to get to at some point. I'm flexible. A supervisor has to be flexible. I can plan to work on a project all day, but something more important comes up that I need to work on. But what if one of
my projects that day can be completed in a short time? I finish that project and then work on the priority item. My job determines how I manage my supervisor. If I have a serious employee discipline problem, then that's what I need to handle right away. If I have an angry client, then I have to jump on that to facilitate the situation. Your work will
determine how you have to manage yourwhich is something you’ll learn over time. I patted myself on the back. Every time I finish a task, no matter how small, I pat myself on the back. It sounds trivial, but it works. It pushes me to the next task, then the next one, and then the next one. It allows me to handle my supervisory duties and feel rewarded
for doing so. In the end, it’s up to you how to handle your supervisory duties. Keep these tips in mind to become a better supervisor with the skills to manage your tasks. If you have any suggestions on how to handle the tasks of the superintendent, please share them in the comments below.Finally, I suggest you take the book, Itds Your Ship. Give
great real-world examples about being a responsible person.The best damn admin book I've ever readThis article is accurate and true to the best of the authoras knowledge. The content is for informational or entertainment purposes only and does not replace personal or professional advice in business, financial, legal or technical matters.© 2013
David Livermore]essica Peri from the United States on April 20, 2013:This is great advice! I'm not a supervisor, but I know what you mean when you say sometimes the client has to come first. There are a lot of things at work that I would like to organize, especially when I find myself looking for something for twenty minutes when it should be enough
just a few. Voted!
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