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Candidate Guide: Now it’s interpersonal... 
 
A PA has to have a lot of strings to their bow – competent written skills, time management, data 
management, multitasking, budgeting – but in order for these attributes to truly benefit a company 
there has to be a key quality to tie it all together: 
 
Interpersonal skills.  
 
It’s something commonly requested in job ads (and not only for PAs) but what exactly does it 
mean? 
 
According to Joan Burge, the self-proclaimed ‘Rock Star’ of administrative and executive assistant 
training, to be ‘interpersonal’ is actually an umbrella term that incorporates over 100 varying 
qualities, such as: 
 
• The ability to negotiate 
• A positive attitude 
• Helpfulness 
• Dependability 
• Approachability 
• Cooperativeness  
• Good communication 
• Knowledge 
• Detail-oriented  
• Decisiveness 
• Creativity  
• Confidence  
• Diplomacy 
 
Simply put, to be interpersonal is to be a go-to person. Can your employer trust you? Can they go 
to you for anything? Can you pre-empt their needs? Even though the term isn’t easy to define, it 
can easily make or break a career.  
 
If you want to improve and hone your interpersonal skills, you’ll first need to identify specific areas 
to work on. Have you ever felt situations at work could have gone better with hindsight? Or perhaps 
there have been incidents with your personal relationships that would have benefited from feeling 
more confident, organised or positive? Remember, this isn’t about changing your personality but 
about amending the way you are perceived by understanding and communicating better with your 
colleagues.  
 
Everyone has weaknesses when it comes to communication. If you feel you are unable to express 
yourself well via email, why not take a writing class to help strengthen this area of expertise? If 
you are not as confident communicating verbally, observe those who you believe to be great 
speakers – and not just colleagues, but actors and politicians too. How do they manage to instigate 
as well as avoid certain responses from their audience?  
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Ultimately, having good interpersonal skills is a matter of experience and 
reflection. Immerse yourself in the world of communication, body language and social 

responses. Learn from your mistakes and move on. A lot of people mistakenly believe the only 
skills you can develop during a career are technical or skill-based, but this couldn’t be further 
from the truth. Interpersonal skills, in both a professional and personal capacity, can be exercised 
and strengthened like a muscle.  
 
Perhaps the best words to live by are those of Winston Churchill, one of the best orators in history, 
who said, “Courage is what it takes to stand up and speak; courage is also what it takes to sit down 
and listen.” 
 
If you’re currently looking for a new challenge as a PA, contact our Tate consultants to discover 
the latest available roles.  
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