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In the field of administrative professionalism, we often hear of the importance 
of things like… conscientiousness, team work, collaboration, listening, 
communication, and so on. All of these things feed into the category of 
creating a shared vision. If you are not already thinking of how to actively do 
this in your workplace, then you should be! Here’s how. 

1 - Work styles
A good place to start when trying to accomplish creating a shared vision is to check in 
with your team about the ways in which they like to get their work done. Work styles 
can vary drastically, meaning the dynamics of your administration ought to take this 
into consideration when formulating your operations. Here are some questions to 
ask your peers to better understand how to create a pleasant work environment and 
experiences that serve everyone:

 ¡ When do we prefer to have meetings? Mornings or afternoons?  
What day of the week? How often, and what for?

 ¡ How do we prefer to communicate? Slack? A group chat? Emails? WhatsApp?

 ¡ When are people unavailable? When do folks usually take their breaks?

 ¡ How can the office environment better support your work? Do you need a quiet 
spot? Or a space to listen to music in? Is there a chair you would prefer to sit in?

 ¡ What time frames do people need to be able to work uninterrupted?

 ¡ Who feels confident with note taking? Organizing? Public speaking?

 ¡ How do we want to measure progress? Performance? Success?

And so on. Take that feedback, and figure out how you can incorporate it. Getting 
people on the same page about enjoying the conditions they are working in is critical.
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2 - Filling in the gaps
Whether you are at a massive corporation or a small nonprofit, typically a workforce is 
driven towards a mission. When you are thinking of how to create a shared vision, it is 
nice to consider what is missing in terms of accomplishing that mission. Have an open, 
engaged conversation with your team on where they feel gaps need to be filled in.

 ¡ What are you struggling with? What solutions could help reduce or eliminate 
this issue for you?

 ¡ What resources do you feel you are missing?

 ¡ How could training be better implemented? What kinds?

 ¡ What perspectives are missing? What needs or wants have not been met yet?

Keep asking questions, having these conversations, and following through with 
making sustainable improvements.

3 - Goals
By thinking of how to fill in the gaps, this can also lead to finding additional goals that 
will help meet your mission, fostering more common cause in your team.

 ¡ Identify short term goals: Having a weekly team lunch? Taking care of a long 
overdue task? Trying a new team building exercise?

 ¡ Identify mid term goals: Do you need to go over a quarterly report? Improve a 
process? Try out new software?

 ¡ Identify long term goals: What new project do you want to take on? Is a new 
hire or department in order? Are there any outside networks you want to  
work with?

After identifying those three different kinds of goals, make sure to formulate a process 
in which your team gets together to see how taking care of those items is going. 
Figure out the work styles of your peers, look for any gaps in your administration and 
figure out how to fill them in, and set goals to accomplish your mission. By following 
those three steps, you can create a shared vision.
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