IAAP/ABWA Newsletters
From Small to Supersize
You recently accepted a job at a large firm after years of working at a company with just a handful of employees.  It didn’t take you long to realize there’s a world of difference between a corporate giant and a mom-and-pop shop.  If you are feeling a little lost and wondering how to make your mark, follow these tips:

· It’s all in the network.  In a smaller office, you probably focused on making contacts outside of your company, but in a large business you’ll want to get to know people in other internal work groups, as well.  It’s especially important for administrative professionals to form relationships with colleagues in similar positions.  After all, you may work with those individuals on cross-departmental projects or need their assistance in the future.

· Movin’ on up.  Bigger companies may offer more diverse and defined career paths than smaller firms.  Note the different tracks within the company, and think about where you might want to be in a few years, as well as how to get there. Your manager can assist you in planning your professional progress.

· Get some inside help.  All offices have a certain degree of politics and protocols, but those within a large corporation can be more complex.  Find a mentor within the company who’s well respected internally to help you learn unwritten rules your first few months on the job. 

· Toot your own horn.  With so many other employees and, likely, a large number of workers reporting to a single supervisor, a manager at a big firm may need help keeping track of individual accomplishments and contributions.  Make it easy on your boss by providing him or her with regular status updates that detail your completed assignments, current projects and value you’ve brought the firm.

OfficeTeam is the world’s leading staffing service specializing in the placement of highly skilled administrative and office support professionals.  The company has more than 300 locations worldwide, and offers online job search services at www.officeteam.com.  For more information, contact <<CONTACT NAME>> at <<PHONE NUMBER>>.
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