
Today's Administrative 
Professionals
2017

Top 3 alternative job areas 
considered for a new role:

The Administrative Professional role
 provides high job satisfaction.

Employer hiring is strong; 
Role expectations are expanding.

63%
Employers likely to 
hire administrative 

professionals 
in 2017

73%
Employers having 

difficulty filling 
administrative 

professional roles

8%
Employers not confident 
they will be able to hire 

the administrative 
talent needed

1. Technical/computer application skills

2. Ability to multi-task

3. Written communication skills

4. Self-motivation/independent worker

5. Professional demeanor

IN-DEMAND
SKILLS

TOP 5

5. Lack of 
 experience

2. Applicants 
 seeking 
 higher 
 salary

4. Lack of 
 soft skills/
 workplace 
 competencies

3. Lack of applicants 
 willing to work 
 part-time or on 
 contract basis

TOP 5 HIRING CHALLENGES

Administrative professionals likely to change positions in 2017

1. Salary, bonuses and/or incentives

2. Well-defined advancement/
 career opportunity

3. Health benefits

4. More interesting or challenging work

5. Feeling more valued/appreciated

CONSIDERATIONS
 WHEN SEEKING

A NEW POSITION

TOP WAYS ADMINISTRATIVE 
PROFESSIONALS IMPROVE SKILLS

1. Job shadow/
 learn from 
 peers

2. Training 
 courses 
 through 
 employer

3. Research/
 Online 
 Resources/
 Read

4. Taking 
 college 
 courses

5. Join 
 webinars 
 or podcasts

NEW
TASKS

TOP 5
1. Tasks related to functional areas

2. Internet research/market analysis

3. Supporting multiple leaders/executives

4. Lead a project team

5. Independent decision-making, up 
 to a specific dollar value

TOP 5

 

 

Yes, I intend to
change employers  

Maybe

No, I intend to stay with
my current employer 

Not Likely 

Human
Resources

Accounting
& Finance

Customer Service/
Contact Center

35%
27%
28%
9%

How do you compare with your 
administrative professional colleagues?

TOP 3 
MOST LIKED ASPECTS OF THE JOB

Confidence in finding a new administrative professional position

32%
55%
12%
1%

Manpower’s “Today's Administrative Professionals” report surveyed more than 500 administrative 
professionals and 50 employers who are likely to hire administrative professionals via an online survey. 
The survey was designed to be representative of individuals working in an administrative/office role or 
employers who hire administrative professionals at their organizations. The survey was made available 
during the time frame of March 10-17, 2017. 

Of administrative professionals who responded, 12% had less than 1 year of experience, 29% had 1-5 
years, 16% had 6-10 years, 12% had 11-15 years, 11% had 16-20 years, 4% had 20-25 years, and 16% 
had more than 25 years of experience.  

Manpower is proud to participate in National Administrative Professionals Week by recognizing 
and appreciating the contributions of administrative professionals. 

About Manpower
Manpower® is a global leader in contingent staffing and permanent recruitment. Through our expertise in talent 
resourcing and workforce management, we provide rapid access to a highly qualified and productive pool of 
candidates. In this constantly shifting world, our flexible workforce solutions provide companies with the business 
agility needed to succeed. 

Learn more at manpower.com 

Celebrate the contributions of administrative professionals by sharing your experience using @Manpower_US.

TOP 5
MOST

CHALLENGING
DUTIES

1. Metrics/statistical reporting or assembly

2. Presentation storytelling & development

3. Ability to multi-task

4. Accounting/budget management

5. Organizational skills

1. Keeping everything 
 organized and 
 running smoothly

2. Performing a 
 variety of tasks 
 throughout the day

3. Being the primary 
 resource for answers 
 on a variety of topics

1. Lack of hard 
 job skills/
 technical 
 skills
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Extremely Confident

Confident

Not confident

Extremely unconfident
87% of administrative 
professionals are con�dent in 
their ability to �nd a new position.

95%
Satisfied with being 

an administrative 
professional as a career.

92%
Likely to remain in 
an administrative 
professional role 

for duration of career.

96%
Likely to recommend

 being an administrative 
professional as a career.

FINANCE


