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ADMINISTRATIVE AIDE VI

by:
Richelle Ann S. Mallari

Clerical employees help businesses with basic administrative and office tasks.
Consider this position to be the one who maintains the office organized and working
smoothly. What exactly does a clerical worker perform on a daily basis? Clerical workers
are often in charge of answering phones, managing file systems, aiding with scheduling,
handling deliveries, and doing data entry, among other duties. If you select this
occupation, you should be well-organized and detail-oriented due to the range of

responsibilities required.

Customer service is another key part of clerical employment. A clerical worker is
typically the person who answers phones and greets visitors at an office entrance.
Customers, clients, and investors will come to you as their initial point of contact. To
prosper as a clerical worker in a client-facing capacity, you must have great customer

service abilities.

An Administrative Aide VI shall serve as the incoming and outgoing clerk. They
manage the documents and perform other administrative support and clerical functions.
Administrative Aide VI has a wide range of activities and obligations that we are unaware
of and take for granted. They maintain a filing system and makes record and documents
retrievable and accessible while ensuring the safety and security of files. Greet and

entertain office visitors and respond to their needs.

They also assist with an office’s daily clerical and logistical needs such as

answering phones, copying files, responding to emails, curating schedules, and assisting
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visitors. There is a wide range of assignments for Administrative Aide VI depending on

the level of position. They make sure daily operations run smoothly.

Furthermore, they play a huge role in an organization and they are the true assets
of an organization. Even though they are only Administrative Aide but they are the ones
who contribute effectively towards the successful functioning of the organization.
Motivated and satisfied workers promote a healthy culture at the workplace compared

to demotivated workers.

An Administrative Aide is among an organization’s most important employees,

keeping everything running smoothly behind the scenes.
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