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Professional Secretary Competencies for Senior Executives
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Abstract

This article aimed to provide knowledge and understanding of professional secretary
competencies for senior executives in higher education institutions. Through studying related
concepts and research, it was found that professional secretary competency referred to behavioral
characteristics resulting from knowledge, skills, abilities, and other attributes in performing work
under senior executive supervision. Key concepts in competency development included the Iceberg
Model, which divided competencies into visible parts and parts hidden below the surface. Emotional
and social competency concepts emphasized understanding and managing emotions, and

the division of competencies into three components: 1) core competencies - basic characteristics
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necessary for organizational operations, 2) managerial competencies - ability to manage work to
achieve goals, and 3) functional competencies - specific abilities necessary for secretarial positions.
Factors affecting competency development included knowledge aspects focusing on specialized
knowledge and technology usage, skill aspects emphasizing communication and collaboration with

others, and desirable characteristics emphasizing honesty and responsibility.
Keywords: Competency, Professional Secretary, Senior Executive, Higher Education Institution
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