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Essential Skills for the Administrative Professional: 
 

CRITICAL THINKING 

Critical thinking is a process. It involves several steps or phases, each of which enable you to make reasonable, rationale 

and well-thought out decisions about the tasks and challenges you face at work.Critical thinking skills enable you to refine 

and analyse information, so that you continue to make great decisions, and better understand the connections between 

ideas, people and systems. 

WHY IS CRITICAL THINKING IMPORTANT? 
 

Critical thinking skills, like leadership and strategic thinking skills, are about being proactive, not reactive; being able to 

analyse, not just accept; and approaching problems in a thorough, systematic way.People in possession of strong critical 

thinking skills will likely be able to take the following actions, applying them to all parts of their role: 

 

They demand 
information 

and answers: 

They do not settle for the first or easiest answer. As the name suggests, critical thinking is 
about being critical.  
 
It requires ideas and plans to be scrutinized and tested, treating each objectively until the best 
and most efficient solution is found.  

They see 
connections 

between concepts 
and projects: 

Critical thinkers will have the ability to visualise and understand how the different projects 
they work on, and the teams they interact with fit into and complement one another.  
 
Whether it is drawn out on paper, mapped onto a computer program or in their head, critical 
thinkers can see the whole picture, not just individual or isolated elements. This ability to see 
how things work together allows for projects and processes to be streamlined, cutting costs, 
resources and labour.  

They continually 
evaluate and 

analyse: 

This is about breaking down concepts and drawing meaning from projects, campaigns and 
research. It is about identifying and eliminating inconsistencies and reflecting on errors, 
determining what can be improved for the future.  
 
Evaluation and analysis are constant processes for critical thinkers, who are always looking for 
the best and most rewarding solutions to the challenges they face. 

 

From administration to construction, IT to executive, even a brief look at job advertisements and role 

descriptions reveal how widely desired critical thinking skills are.  
 

They are important to all industries, and by hiring employees who have exceptional critical thinking skills, organisations 

grow pools of highly capable and talented thinkers. If you are looking to secure a promotion, ensure your ability to think 

critically is always evident to employers. 
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