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The Demand for Skilled Talent:
SPOTLIGHT ON ADMINISTRATIVE HIRING

BROWSE FOR CANDIDATES in your
area with Candidate Search. It’s accessible 24/7, 
and you can search by job title, city or state to see
profiles matched to your needs.

ADMINISTRATIVE HIRING POSES CHALLENGES

According to the 2020 OfficeTeam Salary Guide, companies 
seek administrative professionals who can handle elevated 
responsibilities, but the expertise employers require is hard 
to find, especially for the following positions:

• Administrative assistant
• Customer service representative
• Executive assistant
• Human resources specialist
• Medical receptionist

WHAT ARE THE TOP SKILLS AND CERTIFICATIONS 
FOR ADMINISTRATIVE PROFESSIONALS? 

Functional Skills
• IT training and troubleshooting

• Hiring assistance

• Negotiating and purchasing

• Event and meeting planning

• Social media

Certifications
• Certified administrative professional (CAP)

• Microsoft Office specialist (MOS)

• Professional in human resources (PHR)

• SHRM certified professional (SHRM-CP)

Nontechnical Skills
• Communication

• Problem solving and critical thinking

• Professionalism

• Business acumen

MULTIFACETED CANDIDATES ARE IN 
HIGH DEMAND

The scope of administrative 
professionals’ responsibilities
is broadening. Our 2020 Salary 
Guide research reveals that employers 
now look to support staff to help with purchasing 
negotiations and budgeting and assist with hiring, 
technology adoption, training and more. But those with 
diverse skill sets and experience are in short supply. 

RETENTION IS TOP OF MIND FOR
HIRING MANAGERS

An OfficeTeam survey of more than 920 U.S. HR 
managers found that leaders are struggling to retain 
talented professionals. 89% of HR managers said they 
can effectively identify an unhappy employee, but 55% 
report that retaining talented employees is more difficult 
today than one year ago. 

• 60% cited opportunities at other firms as the
primary reason it’s difficult to retain staff.

• Offering more flexible scheduling options was
the top action to improve retention within the past year.

To prevent staff from working longer hours, HR managers 
said they are:

55%  Cross-training employees to support their colleagues

53%  Hiring more full-time employees

41%  Hiring temporary help

LEARN HOW TO HIRE 
SUCCESSFULLY WITH 
THESE TIPS FROM
OFFICETEAM:   

Relax Your Job Descriptions
Focus on essential requirements and be willing
to train a candidate who has the aptitude to 
learn and fits your corporate culture.  

Speed Up the Hiring Process
Today’s candidates won’t wait forever. Job 
seekers will lose interest in your opening if they 
don’t hear from you soon after the interview.

Bring Your Best Offer
Make sure your compensation package is 
competitive. Are you prepared for salary 
negotiations? When it’s time to talk money, 
be ready.

Source: Robert Half survey of more than 920 HR managers in the United States

Multiple responses were permitted.
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