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STREAMLINE ACTIVITIES
Procedures allow you to streamline activities and create a reference tool 
that helps you remember everything. They also ensure that tasks are done 
in a consistent manner. 11

EASILY TRAIN OTHERS
Procedures enable you to easily train others so you can take time off — 
vacation, training, illness, etc. — without worrying whether the work will get 
done or pile up on your desk while you’re out. 22

SPOTLIGHT YOUR VALUE
Procedures demonstrate everything you do and the value you bring to 
your executive and the company.33

PROVIDE STRESS RELIEF
Procedures provide stress relief for you and your team when taking days 
off, handling crises, thinking about succession planning, and preparing for 
business continuity.44

DEMONSTRATE INITIATIVE
Procedures demonstrate your ability to take the initiative on and lead a 
project from start to finish.55

INCREASE FOCUS
Procedures increase your productivity and ability to focus amidst interruptions 
or chaotic times in your day.66

STAFFING NEEDS
Procedures allow others to fill in for you so you can work on special 
projects or handle unexpected crises.77

HANDLE EMERGENCIES
Procedures make handling an emergency or disaster less stressful. You 
can react in a more coordinated fashion, get resources mobilized quicker, 
and manage the response effort more effectively.88

RESUME BUILDER
Procedures serve as a resume builder and work sample reference for 
you in your admin career. 99

DELEGATION
Procedures aid in covert delegation. Don’t get stuck doing tasks that 
aren’t your responsibility. Use procedures to empower the person 
who is supposed to do it, so you’re not saddled with extra work. 1010
Please visit AllThingsAdmin.com for more articles, templates, and
training opportunities that can help you get your office procedures completed.
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