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Essential Skills for the Administrative Professional: 
 

LEADERSHIP SKILLS 

WHAT MAKES A GOOD LEADER? 
The best leaders have many qualities in common, from extraordinary technical knowledge to a range of refined and practiced 

soft skills. Strengthening your leadership skills can help you move toward a position of even greater responsibility in any 

industry. 

INGREDIENTS FOR LEADERSHIP 
Leaders need to be strong communicators, adaptable, decisive and positive. To understand why these skills need to be highly-

developed and applied by leaders, see the below examples of how they are applied in the workplace: 
 

Communication: 
This incredibly important soft skill is used by leaders to relay information, to listen, 
to address staff and stakeholders, to write reports, papers and strategies and to 
engage the best and most relevant people when a situation demands. 

Adaptability: 

Leaders do not just adapt to constantly changing environments, they thrive in them. 
Being adaptable doesn’t mean managing when things do not go as planned, it means 
extracting the most value from any given situation. Being able to constantly evolve, 
taking people and products on the journey too, is a key leadership skill that gives 
great leaders their edge. 

Decisiveness: 
Arguably one of the most important leadership skills, decisiveness, and an ability to 
make the best decision under pressure, needs to be possessed by anyone who 
aspires to lead a team, department or organisation. 

Positivity: 

If leaders are positive about people, purpose, projects and collaboration, employees 
around them tend to feel positive about their work too. Add to this an ability to 
remain optimistic when desired goals or outcomes are not achieved, and you’ve got 
a leader who’s able to constantly energise and motivate their team. 

 

  

https://www.roberthalf.com.au/career-advice/career-development/soft-skills
https://www.roberthalf.com.au/career-advice/career-development/communication-skills
https://www.roberthalf.com.au/career-advice/career-development/adaptability-skills
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Essential Skills for the Administrative Professional: 
 

LEADERSHIP SKILLS 

EVERYONE CAN DEVELOP THEIR LEADERSHIP SKILLS 
 

Leadership skills are not just for managers or those in senior positions at an organisation.  
 

The qualities demonstrated daily by good leaders, (and likely the skills that got them there) can be learned and applied by 

employees at all levels. Here are our tips to improve your leadership skills: 
 

Take it from the best: 
 

Start by identifying the leadership traits 
that your organisation, and the industry 

you work in values most. Observe 
people, either internally or externally, 
who possess leadership skills that you 

admire and evaluate their skills and 
styles. Identify the common traits 

among existing leaders to work out the 
desired skillset, but establish where 

there are gaps, and how you might be 
able to bring something unique to a 

senior position. 

Find a mentor and be a mentor: 
 

Great leaders do not fly solo. Even as a 
senior member or the CEO of an 

organisation, a mentor can help you 
gain perspective, identify your 

strengths and weaknesses, and grow 
your network. You should not expect a 

mentor to find you. Finding the right 
mentor requires considerable research 

and planning, often looking outside 
your organisation to your broader 

network. 

Expand your network: 
 

Great leaders have influential and far-
reaching networks. Get to know the 

employees and organisations that make 
up your industry. Develop a solid 
understanding of the market by 

consuming relevant news and knowing 
industry-specific language. Establish 

yourself as a leader by writing and 
publishing articles on industry issues, 

promoting the work of your colleagues 
and organisation, and being willing to 

take risks and unique approaches. 

Know how to delegate: 
 

Being able to manage people and 
delegate tasks is a critical leadership 

skill, but it can be a hard one to master. 
Delegating doesn’t mean dumping loads 

of work on other people while you lay 
back and wait for the success stories to 

roll in. It means assigning work to 
individuals and teams best equipped to 
complete it efficiently. Delegating is a 
way to free you up, so that, as a senior 

manager or aspiring leader, you can 
direct your focus to more pressing high-

level tasks at hand. 

Be visionary: 
 

Be a big picture thinker and be creative. 
Take considered risks and address 

challenges with optimism and 
excitement.  

 

This quality is abundant in good leaders 
and enables them to innovate under 

pressure. While you should be 
ambitious with your plans for a team or 

organisation, remember that such 
thinking should always complement the 

organisation’s direction and strategy, 
not undermine it. 

Never stop learning: 
 

Participate in online forums, read 
newspapers, watch TED Talks and 

dissect reports. Consume, consume, 
consume. What makes a good leader is 

their ability to find learning 
opportunities in the most abstract 

places, including from junior employees 
and very different industries. By 

committing to lifelong learning, you will 
find people to be inspired by, but new 

leadership techniques and strategies to 
test out in your own workplace. 

 

While there are common traits and qualities of great leaders, there is no single, perfect style of managing people and projects. 

Leadership skills and tactics vary depending on the demands of the role, the organisation, the industry and personality type. 

Leading people to achieving their personal, departmental and professional goals is immensely rewarding, and happy, rewarded 

employees are precisely what make organisations successful. 


