RESPONSIBILITIES OF THE AGENT CHECKLIST
 Give the assistant all the information needed to answer questions and handle minor problems.

 Delegate a matching amount of authority with each responsibility.

 If you leave the office, keep the assistant informed of your whereabouts, where you can be reached and when you will return.

 Keep paperwork moving.  Don’t delay in reviewing drafts or making decisions.

 Avoid perfectionism.  Strive for excellence, because excellence equals results.

 Use a dictating machine.  It is five times faster than writing by hand.

 Authorize your assistant to answer correspondence as his or her ability and experience permit.

 Discipline yourself to avoid interrupting your secretary unnecessarily.  Jot down five items to be discussed later if immediate answers are not essential.

 Establish a plan for controlling telephone and drop in visitors.

 At regular intervals, review performance, discuss mutual problems, and reinforce the team relationship.  A meeting every three months for this purpose is a good guideline to follow.

 Take the time to train the assistant to make independent decision.

 Empower the secretary to be a mini-executive – your personal representative.

 Recognize and reward.
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