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Essential Skills for the Administrative Professional: 
 

HOW TO GET A PROMOTION 

Earning a promotion is a wonderful thing. It is an acknowledgment of your hard work, a step-up in 

responsibility and salary, and a gesture that suggests confidence in your work style and strategy.  
 

Securing a promotion can be challenging, as there will likely be competition over senior roles and other candidates 

determined to beat you to it. 
 

Take initiative 

Be bigger than your role.  Never expect that just doing the minimum will earn you a 
promotion. To be eligible for a promotion you will need to show that you are capable of 
taking on greater responsibility, that you are not afraid of hard work and challenge, and 
that you are engaged with the wider organisation.  

Pursue available 
learning 

opportunities 

Does your company offer free Excel training? Maybe there is a job rotation program in 
place? If it is relevant to your role, then get involved. This shows enthusiasm and dedication 
central to getting a promotion. 

Challenge people in 
your team, offering 

innovative solutions 

Be a leader in your team during meetings, project planning sessions and any review 
periods. Do not be afraid to speak up and challenge process. This does not mean you need 
to be dominating or speak just for speaking’s sake.  If you can offer ideas and suggestions 
that are considered and well-researched, you will get recognised for these valuable 
contributions. 

Join a working group 
/ network / forum 

This might be a group dedicated to increasing women’s participation in executive roles at 
your organisation, or a team working to map the range of technical issues affecting 
customers. No matter how varied their purpose, working groups are a great way to meet a 
range of people from across the organisation and show you are committed to improving 
how it operates. If working groups do not exist, propose starting one of your own that 
contributes to greater efficiencies. 

Get a mentor 

Mentors are invaluable, an excellent source of guidance and experience and can connect 
you with their extensive and influential networks. They can act as a reference for you, 
knowing your abilities and selling you as the perfect candidate for promotion to key 
decision-makers. 

Make sure people 
know you want a 

promotion 

Make sure your colleagues and manager know you are eager to excel and take on more 
responsibility. This shows you as upfront and ambitious, two important qualities found in 
leaders, and allows them to provide as much support as possible. 
Always seize opportunities when they are presented, and if they are not readily available, 
be willing to make them for yourself. Every effort counts when it comes to getting 
promoted. 
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