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As stated in Administra, monitoring and evaluating the World Action Plan is as important as identifying the
objectives and strategies of your Association/Network. A major advantage of monitoring and evaluation is
that Associations/Networks can learn a great deal about themselves, and how to lead, manage and
improve their own activities and status by implementing this Action Plan. Another advantage is to ensure
that the World Action Plan is helpful to Associations/Networks throughout the world in developing their own
strategic or business plans.

Each country sending delegates to a World Administrators Summit is asked to report against a selected
Goal in Administra.

The Country Reports will be shared on the WA-Summit website.

Please explain how your Association/Network/Organisation is using Administra Goal 3 to develop
your activities:

GOAL 3: MOVING WITH THE TIMES IN THE 21ST CENTURY
Objective 3.1: Lead the way in the effective use of technology for the office professional.

Objective 3.2: Be aware of current and future trends and embrace and include technology to advance
administrative/office professionals.

Objective 3.3: Keep up with technology and change.

Objective 3.4: Improve the administrative/office professional’s life balance through the effective use of the most
recent technical advances.

Objective 3.5: Encourage the administrative professional to seek to become the best informed source of information
within their organisation
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The Sanger Admin Network is a peer support group of more than 150 administrators who work
across multiple departments and teams, on a scientific research campus near Cambridge, UK.
Our mission statement is under review, but is currently:

To support, develop and promote our administrators through professional and
peer networks across the Wellcome Genome Campus and the wider business
community

This is developed further in our accompanying strategy statements:

A conference
for administrative

professionals

CONNECT PEOPLE

Create a sense of
community and
encourage people
to meet and share
ideas

Facilitate
appropriate
targeted training
and provide
opportunities for
people to challenge
themselves

INCREASE VISIBILITY

Help others to
recognise the
complexity of
admin roles and the
value they add to
the organisation

ELEVATE

Cultivate a sense of
professionalism and
harness local and
global connections

A recent initiative has been to introduce Community of Practice (CoP) sessions. In general terms,
this means a group of people with a common interest, coming together to share information and
develop skills. These informal sessions are ideally suited to exploring office technologies and is

one way in which our administrators are developing skills in this area.
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COMMUNITY OF PRACTICE

Our first session Take Control of Your Inbox was on managing email traffic. In the first half we
spent time looking at some theory and different methodologies. Then the second part was given
over to group discussion. We talked about the issues and challenges of email communication.
People shared their experiences and tips. We all got a lot out of the session, with people
afterwards getting in touch to let me know that they had put some of the learning in to practice
and were trying out ideas their colleagues had shared.

Call
and
response

Don’t respond straight away!
Thoughtful, not instant

Cut down on multiple emails
Win-win!

Slide taken from Take Control of Your Inbox presentation
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Our next session is on Al. People have tentatively started to play around with Al technology to
see how it can make administrative processes easier and more engaging. One of our Al
champions in the Institute will join us to show how he has been using Al to create meeting
summaries that draw out the main points of discussion and actions. He will demonstrate this and
give us tips on how to get the best out of the tech. As with the email session, we’ll also devote
some of the time to group discussion so we can hear what others have been doing in the area of
Al, sharing learning and experiences.

For April’s session, Trello takes centre stage. This is a web-based collaborative work
management tool. One team has been using Trello for some time to manage their own
workloads and share information across the team. They will show us how they use the tool and
explain the benefits it brings them.

We have dates in place for further sessions throughout the rest of this year, and have shared
these with the Admin Network so they can save them in their calendars. Topics for the
remainder are yet to be decided, which means we can be flexible and react to ongoing
developments.

The CoP sessions achieve multiple goals. They provide opportunities for administrators to:

- Get to know colleagues across the campus and grow their network of contacts
- Share their expertise, skills, and good practice

- Learn new skills

- Challenge themselves - by hosting a session, giving a demo or presentation

- Keep up to date with new developments

We ran the first session as an in-person only event, and had about 20 people in attendance.
Being in the same room together facilitated really good group discussion with lots of
engagement. | made a full summary of the session, including all the main discussion points and
learning, available afterwards for people who weren’t able to attend.

In the interests of inclusion, for the next session we will try a hybrid approach so that people can
join in person or online. We will need to be careful to manage the in-room discussion in a way
that does not exclude those joining online. It will be interesting to see how the session compares
with in-person only.
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