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Administrative professionals traditionally work in an office, where they provide support to a key 
individual or group. However, in today’s modern age, more and more professionals are working 
virtually. This can add a layer of complexity to the partnership between you, the assistant, and the 
person or people you support. The tips below will help you be a productive, supportive partner 
even when you’re not in the same physical location. 

 ¡ When working virtually, you don’t 
have the benefit of spontaneous 
breakroom and hallway chats. 
Therefore, you must create 
opportunities for communication. 

 ¡ As an admin, your job is to initiate 
communication—don’t wait for it to 
happen! Be proactive and ask for 
what you need to be successful. 

 ¡ Especially at the beginning of the 
virtual partnership, there’s no such 
thing as too much communication. 
This is also true during extremely 
volatile times when things are 
changing rapidly. 

1 Your Guiding Principle: 
Communicate, Communicate, 
Communicate 

 ¡ While video is preferable because it enhances your ability to communicate fully (using 
body language and facial expressions), it is not always necessary. Even a phone or email 
check-in is better than nothing.  

 ¡ Put your check-ins on the schedule as recurring meetings at the same time each day to 
help improve the likelihood that they are kept. 

 ¡ Keep the check-in short, focused and to-the-point. If it’s not a valuable use of your leader’s 
time, he or she is more likely to skip it in the future. 

 ¡ Use the time to discuss each person’s priorities for the day and ensure you’re aligned. 
Throughout the day, keep a list of questions you need answered and things you need to 
discuss. This will help consolidate your communication so you’re not interrupting all day. 
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 ¡ The person/people you support need to know when you’re working and when they can 

reach you. Keep a consistent schedule and provide specific times during which you will 
not be checking email or answering calls (unless there’s an emergency). This helps you 
maintain life balance and also gives them clear expectations. 

 ¡ Consider defining “Theme Days” so your executives know what you’re working on when. 
For example: Wednesday you work on expense report, Thursdays you do meeting prep, 
Fridays you do travel planning, etc. This helps you organize your week and lets them 
understand the timing around various tasks and projects. 

Establish Boundaries 
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 ¡ Nothing is more distracting than working virtually with someone who doesn’t know 

how to use their technical tools. Spend time learning the ins and outs of the programs 
your organization uses frequently. Watch video tutorials and practice with colleagues if 
needed. Whether you’re organizing an online meeting or posting documents in a shared 
filing system, it’s your responsibility to use them properly. 

Learn Your Technology
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Tips for Partnering Virtually

 ¡ Be clear about how each partner will communicate needs and work details, outside of 
your regular daily meetings. For example, will you use an online collaboration tool to 
capture and share information quickly back and forth? If so, define the procedures for 
using it, checking it, keeping it organized, etc.

 ¡ Define the best way to communicate for extremely urgent needs. Should you use IM,  
text, phone?
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