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Related job titles 
 Access to information and privacy officer 

 Administrative officer 

 Administrative services co-ordinator 

 Co-ordinator, office services 

 Forms management officer 

 Liaison officer 

 Office administrator 

 Office manager 

 Planning officer 

 Records analyst - access to information 

 Requirements officer - military 

 Surplus assets officer 

 University admissions officer 

Overview 

Administrative officers oversee and implement administrative procedures, 
establish work priorities and co-ordinate the acquisition of administrative 
services such as office space, supplies and security services. Individuals new to 
the occupation typically start out as receptionists, data entry clerks, 
administrative assistants and office managers. 

With experience, progression to executive assistant, senior secretary, school 
secretary or to an administrative management position is possible. 

 
Employment in BC and Career Paths 
The past few years have seen a significant increase in the number of 
administrative officers. The diversification of administrative employees' tasks 
has benefited this occupation. Since this trend is expected to decline, the 
number of employees in this occupation should rise significantly over the next 
few years, but at a slower rate than in the past. 

Most new employment opportunities will come from positions that are 
vacated by administrative officers who retire, but also through employment 
increase. Other positions will be vacated by members of this occupation who 
will be promoted into supervisory and management positions, generally 
related to clerical work. 

 

Earnings and Related Information 
 $44,000 - $53,000 per year or $12-$30 per hour 

 88.5% work full-time; 72% are female 

 According to the census data, in 2006 administrative officers worked 
in almost every industry, but mainly in the service industry (89%). 

Professional Associations 
 Association of Administrative Assistants www.aaa.ca/ 

 International Association of Administrative Professionals www.iaap-
hq.org/aboutus/ 

 

 

Administrative officers perform some or all 
of the following duties 
 Coordinate office administrative procedures 

 Review and set up new processes 

 Establish work priorities and delegate work 
to office support staff 

 Make sure deadlines are met and procedures 
are followed 

 Coordinate office services, such as 
accommodation, relocations, equipment, 
supplies, forms, disposal of assets, parking, 
maintenance and security services 

 Help prepare operating budget and maintain 
inventory and budgetary controls 

 Keep track of accounts payable and accounts 
receivable systems 

 Plan meetings, training sessions, workshops, 
conferences, etc. 

 Fill in for supervisors/staff at meetings where 
necessary 

 Work with the public, management and/or 
staff to answer questions and meet requests 

 Carry out administrative activities associated 
with admissions to post-secondary 
educational institutions 

 Manage policies and procedures related to 
the release of records 

 Assemble data and prepare periodic and 
special reports, manuals and correspondence 

 Develop and coordinate programs 

 Manage grant proposals and submissions 

 Enter data and prepare reports 

 Explain the meaning of statutes, regulations, 
policies and procedures with the public and 
other stakeholders 

 Process incoming mail 

 Manage employee files and records 

 May supervise staff 

 

 

Education, training and qualifications 
Since the tasks and duties of an administrative officer 
vary greatly depending on the employer, necessary 
education, training and qualifications also vary. At a 
minimum, completion of secondary school is 
necessary.  
 
Other professional requirements may include: 

 A university degree or college diploma in 
business or public administration, possibly 
including programs such as accounting, 
business administration or technology 

 Experience in a senior clerical or executive 
secretarial position related to office 
administration 

 Accounting and financial skills, as well as 
experience with office-related software, 
such as Microsoft Office Suite and 
experience working with databases 

 The ability to easily adapt to new software 
programs through professional 
development courses or self-study. 
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