
Business owners and boss-
es and high-level executives 
may have their names on 

placards or monogrammed 
stationery, but the most 
successful businesses tend to 

be those in which the entire 
staff, from the company 
president to administrative 
professionals and so on, 
works together.  

Administrative profession-
als, sometimes referred to  
as “admins,” handle ev-
erything from spreadsheet 
generation to PowerPoint 
presentations to preparing 
schedules. Admins are often 
the unsung heroes of the 
workplace, and while they 
may not receive much fan-
fare, without the continued 
efforts of admins, businesses 
may grind to a halt. 

In recognition of the roles 
they play, administrative 
professionals have been hon-

ored during a special week 
each April for the past 60+ 
years. Once called Secretar-
ies Day during its inception 
in 1952, the holiday was 
later expanded and the name 
changed to incorporate all 
of the employees who play 
pivotal administrative rolls 
in companies big and small. 
Managers and business 
owners may choose their 
employees, but the follow-
ing ideas can breathe fresh 
life into festivities and help 
boost employee morale even 
further.

• Spring for coffee. Many 
employees require a caffeine 
buzz to get them through 
their busy days. The old 

pot in the break room may 
not deliver the best brews 
these days, and you can give 
employees another coffee 
fix to help them perk up. 
Check to see if indepen-
dent coffee chains or even 
franchised businesses have 
to-go carafes. If not, consider 
purchasing a coffeehouse-in-
spired coffee maker, com-
plete with the capabilities to 
make cappuccino and lattés.

• Give a gift of time. 
What worker couldn’t use 
a few extra days off? Show 
gratitude by renegotiating 
vacation and personal time 
schedules with adminis-
trative professionals. Be 
open-minded to an alternate 
work schedule if it may keep 
employees happy and better 
able to serve the company.

• Show your appreciation 
through letters or certificates. 
Professional-looking certifi-
cates are easy to come by be-
cause they can be produced 
right in the office with some 
desktop publishing software. 
Some office-supply stores 
also may carry preprinted 

certificates. A heartfelt thank-
you letter also is something 
that admins may appreciate, 
as it shows employees their 
efforts are not being over-
looked.

• Present tickets to a game 
or a show. Many supervisors 
are given perks, such as free 
tickets to popular sporting 
events or other sources of 
entertainment at nearby ven-
ues. Pass on these free tickets 
to special employees who 
may not be able to afford box 
seats or front-row tickets to 
local theater productions.

• Time pay raises to co-
incide with Administrative 
Professionals Week. Use this 
week as an opportunity to 
give bonuses or raises, rather 
than doing so at the begin-
ning or end of the year. 

Administrative profession-
als do a lot to keep com-
panies afloat and operating 
smoothly. Supervisors, man-
agers and other higher-ups 
can take every opportunity to 
show their appreciation  
to these hard yet often un-
sung workers.309 W. 3rd Street • 501-332-4300

Thank You  
Ladies!

Gregory  
Crain

Attorney At Law

Valancia Caradine &  
Octavia Caradine

to all our Administrative       Professionals

FOR ALL YOU DO!
Your hard work & dedication 

are much appreciated.
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Salute to Our Wonderful Ladies

Jamie Williams - Bookkeeper, Kay Bishop - Executive Director, 
Nathesha Walker - RD Housing Mgr., Tobi Bragg - PH Housing Mgr.

Malvern Housing Authority

Monica Yarbrough, Agent
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www.mymalvernagent.com • monica@mymalvernagent.com
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Administrative Professionals Day
Show administrative professionals they are appreciated


