
8/14/23, 1:39 PM Administrative Professionals Day - Celebration Ideas, History, and More...

https://nationaltoday.com/administrative-professionals-day/ 1/27

Got an idea for a holiday?

History Timeline FAQs Importance Celebrate Traditions

Related Stats

WED

APR 24

Career Work

Administrative Professionals Day –

April 24, 2024

U.S.

Administrative Professionals DayAdministrative Professionals Day

https://nationaltoday.com/
https://nationaltoday.com/submit-a-holiday/
https://nationaltoday.com/career-holidays/
https://nationaltoday.com/work/
https://nationaltoday.com/us/
https://adclick.g.doubleclick.net/pcs/click?xai=AKAOjsud_t8hkTLzfJuZ3j214uSZPBICdfkJ69GYb9x0RR_1_PA0GqDmaohwBYL2fgQiCocGl0tzXFmuY-NSRQgDXTqN2BWFTPnYMLEOuwCIeNxuzRxrdA0jGw8YRBnksNiwR0jEUKJyaglvNAEFWM9A85yTaQtOuJB4BeK5WIdy1r9V9wYBTzA&sai=AMfl-YQRoE3m2Y3h6gJNjLHACWp7IQ6b52vOZZNjZGwvRm5EBvYZ4izfLqSNhPfOsvgkXhuTHv2jOB63rt4doyc_-YccONHEuHlSWz6NWg&sig=Cg0ArKJSzBHbP_sKfy-l&cry=1&fbs_aeid=[gw_fbsaeid]&urlfix=1&adurl=http://insight.adsrvr.org/track/clk%3Fttd_r%3D%26imp%3Dad45961c-4be1-4378-9024-ad26a6132eb0%26ag%3Dz2r9bpt%26sfe%3D1712110f%26sig%3DqM77kiDN3mpYn32b6pWh0n9zun1yO6XIg9BGMDweRB0.%26crid%3Ddseijchh%26cf%3D5128298%26fq%3D0%26t%3D1%26td_s%3Dnationaltoday.com%26rcats%3Dofx,hhr%26mste%3D%26mfld%3D2%26mssi%3D%26mfsi%3D%26sv%3Dappnexus%26uhow%3D37%26agsa%3D%26wp%3D%24%7BPRICE_PAID%7D%26rgz%3D97211%26dt%3DPC%26osf%3DWindows%26os%3DWindows10%26br%3DChrome%26svpid%3D3251%26rlangs%3Den%26mlang%3D%26did%3D721799%26rcxt%3DOther%26tmpc%3D35.5%26vrtd%3D%26osi%3D%26osv%3D%26daid%3D%26dnr%3D0%26vpb%3D%26c%3DCg1Vbml0ZWQgU3RhdGVzEgZPcmVnb24aAzgyMCIIUG9ydGxhbmQ4AlABWAGAAQWIAQGQAQGwAQC6AQQIKBgCkgIUdXRpZDkxQUZEN0Q0Q0UxMjA1NUHYAogO4AKIDg..%26dur%3DCiMKDmNoYXJnZS1hbGwtMTIyIhEIhv__________ARIEaWF2MgojCgdhdDNidGE4EITPASIUCJuyh3cSDWxkczEwNWNyb3NzaXgKRAopY2hhcmdlLWFsbERpc3BsYXlWaWV3YWJpbGl0eUJpZEFkanVzdG1lbnQiFwia__________8BEgpxLWFsbGlhbmNlCj4KIWNoYXJnZS1tYXhEb3VibGVWZXJpZnlCcmFuZFNhZmV0eSIZCPH__________wESDGRvdWJsZXZlcmlmeQo_CiJjaGFyZ2UtYWxsRG91YmxlVmVyaWZ5Qm90QXZvaWRhbmNlIhkI5___________ARIMZG91YmxldmVyaWZ5CjcKHWNoYXJnZS1tYXhHcmFwZXNob3RDYXRlZ29yaWVzIhYIrP__________ARIJZ3JhcGVzaG90CkgKIWNoYXJnZS1hbGxNb2F0Vmlld2FiaWxpdHlUcmFja2luZyIjCKX__________wESDm1vYXQtcmVwb3J0aW5nKgYIoI0GGAwQhM8BMiRmYTIzMDU4NS02OWY3LTQ5YTctYmQ5MS1mZTkzMDlmYzVmMjI4AQ..%26durs%3DOacQ5h%26crrelr%3D%26npt%3D%26mk%3DUnknown%26mdl%3DUnknown%26adpt%3Danor%26fpa%3D909%26pcm%3D3%26ict%3DUnknown%26said%3D3418670126044212174%26auct%3D1%26tail%3D1%26r%3Dhttps://www.tagrisso.com/after-surgery.html%253Fsource%253D%2526umedium%253Ddisplay%2526uadpub%253D4986913%2526ucampaign%253D29994873_DTC%2526ucreative%253D191866576_US72020%2526uplace%253D367196353%2526outcome%253DDTC%2526cmpid%253D1


8/14/23, 1:39 PM Administrative Professionals Day - Celebration Ideas, History, and More...

https://nationaltoday.com/administrative-professionals-day/ 2/27

On April 24, we get to celebrate National Administrative Professionals Day! This holiday

is always celebrated on the Wednesday of the last full week of April. Although it’s not

observed as a public holiday this day is still important and there’s so much to celebrate.

This holiday even got its own episode on “The Of�ce.”

WHEN IS ADMINISTRATIVE PROFESSIONALS DAY

2024?

Administrative Professionals Day is observed annually on the Wednesday of the last full

week in April. A strong administration is absolutely essential for maintaining of�ce

decorum and seamless day-to-day operations.

Administrative Professionals DayAdministrative Professionals Day



8/14/23, 1:39 PM Administrative Professionals Day - Celebration Ideas, History, and More...

https://nationaltoday.com/administrative-professionals-day/ 3/27

HISTORY OF ADMINISTRATIVE PROFESSIONALS

DAY

During World War ll there was a shortage of people with the skills of an administrative

professional. This was due to the birth-rate decline from the Depression era and

booming post-war business. In 1942, the National Secretaries Association was formed in

order to recognize the contributions of administrative personnel to the economy,

support their development, and attract workers to the �eld. During their �rst year as an

association, they created National Administrative Professionals Day. Key �gures in the

day’s creation include the association’s president — Mary Barrett, the president of

Dictaphone Corporation — C. King Woodbridge, and the public relations account

executives at Young & Rubicam — Harry F. Klemfuss and Daren Ball.

The designated moment of celebration was �rst dictated by the U.S. Secretary of

Commerce, Charles W. Sawyer, as National Secretaries Week, held from June 1 through

June 7. In 1955, Secretaries Week was moved to the last full week of April, with

Wednesday marked as Administrative Professionals Day. In 1981, the name was

changed to Professional Secretaries Week but, in the year 2000, it became

Administrative Professionals Week in order to include the wide range of responsibilities

and job titles of administrative staff in the modern economy. The day has undergone

many name changes but the initial goal to celebrate and recognize all the hard work

administrative professionals do has remained.

DIFFERENT ADMINISTRATIVE PROFESSIONALS

JOBS

The job title ‘administrative professional’ is actually more of an umbrella term for

multiple jobs that fall under the category. In fact, with close to a hundred jobs landing

under the title of administrative professional, it’s possible that a person specializing in

one of these �elds doesn’t even realize they’re considered administration. The
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International Association of Administrative Professionals de�nes administrative

professionals as individuals who are responsible for administrative tasks and coordinate

information in order to support an of�ce environment, and who are dedicated to

furthering their growth in their chosen profession. Administration includes a wide

variety of duties including of�ce management, answering the phone, clerical work,

speaking with clients, data entry, and record maintenance.

Below is a list of just seven different job titles falling under the category of

administrative professional:

Administrative Assistant – From answering phones to various clerical duties, the

responsibility of an administrative assistant is to essentially keep an of�ce running.

Some assistants might be more specialized than others, speci�cally if they work in a

niche �eld such as the legal industry, the medical industry, or education. A legal

administrative assistant might need a thorough understanding of legal terminology

and procedures, while a medical assistant might need to be extremely well versed in

medical jargon when reading reports, and they need to be well informed when dealing

with insurance companies. In these cases, it’s best for the administrative assistant to
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have some training in the speci�c �eld, as they need to have an understanding of the

different work and clients they will be logging and speaking to.

The general job duties of an administrative assistant include bookkeeping, planning

and scheduling, and documentation. Assistants are usually put in charge of monitoring

expenditures, meaning they need to be familiar with creating spreadsheets in of�ce

bookkeeping software. Administrative assistants are often left in charge of planning

events from board meetings to luncheons. This means they need to be ready to

research vendor prices and feel comfortable asking participants about their availability.

Human Resources Administrator – A human resource administrator (commonly

known as HR) manages the people in a company and helps their business gain a

competitive advantage. People who carry this job title work to maximize employee

performance and are primarily concerned with keeping up primary policies. The overall

goal of HR is to ensure the success of a business through its employees. They specialize

in �nding, recruiting, training, and developing employees as well as maintaining

bene�ts. Within startups and small businesses, trained professionals will usually

perform HR duties, while in a larger company, there is usually a group of people

dedicated to the career path who specialize in various HR tasks and engage in

decision-making processes throughout the entire business. HR began to take shape as

a career path in 18th century Europe, built on an idea by Robert Owen and Charles

Babbage during the industrial revolution. The two realized how crucial individual

workers were to the success of a business, emphasizing that the well-being of

employees led to perfect work. Human resources became a speci�c career path in the

early 20th century, in�uenced by Frederick Winslow Taylor’s ‘scienti�c management,’ or

Taylorism, working to improve the economic ef�ciency in manufacturing jobs.
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Secretary – Some companies will use the titles ‘administrative assistant’ and ‘secretary’

interchangeably, but the majority of places regard the two as completely different jobs,

with administrative assistants having a higher degree of responsibility. The duties of a

secretary include supporting management and executives through the utilization of

project management, communication, and organizational skills. The secretary has

similar functions to the administrative assistant in the sense that they also help to

manage budgets, bookkeep, answer phone calls, and prepare expense reports.
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Bill and Account Collectors – Bill and account collectors speci�cally manage and

maintain the �nances of a company. They receive payments, record �nancial

information, arrange payment for overdue bills and help debtors locate solutions for

paying their overdue bills. They generally contact debtors by phone but sometimes

they’ll do it by mail. The main job of the collector is not to terrify a debtor into paying

but to �nd the best solution possible that is both acceptable and realistic for the debtor

while also maximizing payment to the creditor. Most bill and account collectors work in

a third-party collection agency instead of in-house. However, big creditors such as

credit card companies or healthcare providers will often have their own personal in-

house collectors working round the clock with their large list of debtors.
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Of�ce Manager – Of�ce management involves the implementation, maintenance,

evaluation, and design of the process of work within an of�ce in order to sustain and

improve ef�ciency and productivity. It’s part of the overall administration of the

business and total management function as its elements include forecasting and

planning, command, control and coordination, and organizing. This profession requires

the technique of planning, organizing, coordinating, and controlling of�ce activities

with a full and thorough view to achieve business objectives concerned with the

effective and ef�cient performance of the of�ce space. The success of a business

depends heavily on the ef�ciency of its of�ce. An of�ce manager is responsible for

monitoring and reviewing systems that are usually focused on speci�c outcomes such

as improving timescales, turnover, output, sales, and more. They may even supervise or

manage a team of administrators, distributing roles, training and recruiting, and

dispensing assignments and projects.

Receptionist – Receptionists are often the very �rst point of contact for clients and

customers. They answer phones, greet customers, and answer common questions

about the organization. Their work is usually performed within the waiting area of a

business, such as the lobby or front desk of an organization. The duties of a receptionist
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include answering visitors’ inquiries about a company and its products, directing

visitors to their destinations, sorting and handing out mail, �ling, setting appointments,

data entry, and performing various other of�ce tasks. In some of�ces, receptionists even

serve tea and coffee to guests and keep the lobby tidy. Sometimes receptionists even

assume the role of a security guard by verifying employee identi�cation, issuing visitor

passes, and observing and reporting unusual or suspicious activities.

Administrative Director  – An administrative director oversees the administrative

operations within a business. The speci�c tasks carried out by an administrative

director vary from business to business but, in a general sense, administrative directors

tend to provide supervision and leadership for administrative departments such as

�nance, HR, and materials management.

Since administrative directors provide leadership for a large variety of administrative

departments, they need to have a wide range of knowledge about the ways these

departments work and interact with each other. These professionals develop company-

wide policies and initiatives, controlling the �ow of staff and funding into each

administrative department, and serving as the ultimate authority for the collective
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administrative workforce. They also function as the go-to person for communication

with building landlords, vendors, and other contract partners, as well as provide

guidance on operating methods. They’re responsible for administrative departments’

budgets and hiring.

401(k) Administrator  – For many employees, participating in a 401(k) is

straightforward. But to make things look easy, there’s a lot that goes on under the

hood, from day-to-day administration to compliance requirements. That’s where 401(k)

administrators come in. Tasked with handling all aspects of plan administration, an

administrator may either be an internal member of the company or a third party.

First, some terminology. A 401(k) administrator is tasked with managing an employer’s

retirement plan. Given the long list of responsibilities and liability risks, this duty is often

outsourced to a third-party administrator (TPA) like LT Trust.

Plan administrators manage a company’s 401(k) plans behind the scenes. From the

onset, the administrator is there to help your company structure its offerings. Will you

offer both traditional and Roth 401(k) accounts? Who’s eligible to participate?

Depending on their level of involvement, an administrator may also advise you on plan

design to ensure your 401(k) is both competitive and compliant. This can mean working

with your company to design your pro�t sharing and/or employee matching program

as well.

HOW TO BECOME AN ADMINISTRATIVE

PROFESSIONAL

Depending on the speci�c �eld an administrative professional might work in, their

education and skill level might differ. While some of�ces might only require a

minimum of a GED, a more niche �eld might require a degree relating to the

department, guaranteeing that their administrative personnel is familiar with the

speci�c jargon, practices, and situational expectations.
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Legal – An administrative professional operating within the legal �eld is expected to

have an understanding of law practices. Therefore it’s a basic requirement for legal

administrative professionals to have a certi�cate or associate’s degree in criminal

justice, law, or paralegal studies.

Medical – People working to become a healthcare administrator, manager, or executive

need to meet a few basic education requirements �rst. Healthcare administrators need

at least a Bachelor of Arts or a Bachelor of Science in healthcare administration, where

they learn about topics such as healthcare �nance and ethics, public health, quality

management, and healthcare marketing. However, many employers prefer their

healthcare administrators to have a Master of Science in Healthcare Administration or a

Master of Healthcare Administration.

Education – Working as a school administrator is a stressful and busy, yet highly

rewarding career path. An administrator working in education might work at a primary,

secondary, or post-secondary school, which might be either private or public. Primary

and secondary school administrators must complete a certi�cation program in order to

be certi�ed as educational administrators in their respective states. It is also expected

in most schools that people will complete a master’s degree program to become an

administrator while teaching. Essentially, the usual requirements include a degree and

teacher preparation program, a state teaching license, at least two years of teaching

experience, a master’s degree in education administration, and a state administrator’s

license.

ADMINISTRATIVE PROFESSIONALS DAY VS.

NATIONAL RECEPTIONISTS DAY

So what’s the difference between Administrative Professionals Day and National

Receptionists Day on May 13? Well, it’s the same as the difference between bread and

sourdough or music and alternative rock — all receptionists are administrative
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professionals but not all administrative professionals are receptionists. Get it?

Administrative Professionals Day encompasses different jobs from secretaries to HR,

special events coordinators to bill collectors, and support analysts to receptionists.

On Administrative Professionals Day, we celebrate everyone from data entry personnel

to administrative directors. Administrative workers at all levels are recognized for their

hard work behind – and directly in front of – the scenes, making sure things run

smoothly throughout the entire company and supporting their staff in any way they

can.

On National Receptionists Day, we speci�cally celebrate the people making the �rst

contact with clients and customers, acting as the face associated with their companies.

They keep clients and customers satis�ed and calm no matter the chaos happening

behind the scenes, and often take the blame for circumstances out of their control.

They’re hard workers whose tough job is often overlooked, which is why these

administrative professionals have a whole day to themselves.
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LET’S GET SOCIAL
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Today's Question LIVE POLL

How often have you eaten out
over the last month?

Vote Now

Here are some special hashtags for the day.

#AdministrativeProfessionalsDay #BestAdministrativeProfessional

#Admin #AdministrativeProfessional

#AdministrativeProfessionalsWeek #AdministrativeProcess

#ExecutiveAssistant #WorkingInAdmin

HOLIDAYS STRAIGHT TO

YOUR INBOX

Every day is a holiday!

Receive fresh holidays directly

to your inbox.

Log In With Google

Log in With Facebook
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By Interest

By Occasion

By Price

By Recipient

POPULAR HOLIDAYS

National Girlfriend Day

Day of the Dead

National Boyfriend Day

National Sons Day

Mexican Independence Day

Pride Month

National Best Friends Day

National Daughter Day

World Bicycle Day

National Dog Day
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We keep track of fun holidays and special moments on the cultural calendar — giving you exciting
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