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Administrative Assistant
Performance Improvement Plan
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Introduction: When
an Administrative
Assistant Needs a
Course Correction

Every  organization  rel ies  on
administrative  assistants  to  keep
operations  running  smoothly.  They
m a n a g e  s c h e d u l e s ,  h a n d l e
correspondence,  coordinate
meetings, and often serve as the first
point  of  contact  for  internal  and
external  stakeholders.  However,
e v e n  t h e  m o s t  d e d i c a t e d
administrative  assistant  may
occasionally  struggle  with  certain
performance  areas  —  missed
deadlines,  communication  gaps,  or
declining organizational skills. When
informal  coaching  fails  to  produce
improvement,  a  Performance
Improvement Plan (PIP) becomes
a structured,  fair,  and documented
pathway  to  help  the  employee
succeed.

An  administrative  assistant
performance  improvement  plan
sample is not merely a disciplinary
tool;  it  is  a  collaborative  roadmap
that  clearly  defines  expectations,
identifies specific performance gaps,
outlines  actionable  goals,  and  sets
measurable timelines. When crafted
thoughtfully,  a  PIP  can  restore

confidence,  improve  productivity,
and  s trengthen  the  working
relationship  between  the  assistant
and the management team. In this
comprehensive  guide,  we will  walk
through the essential components of
a  PIP  tailored  for  administrative
assistants, provide a detailed sample
plan,  and  share  best  practices  for
implementation and follow-up.

Understanding the
Role of a Performance
Improvement Plan

A Performance Improvement Plan is
a  formal  document  used  when  an
employee’s performance falls below
acceptable  standards  despite
r e a s o n a b l e  g u i d a n c e .  F o r
administrative  assistants,  common
performance  issues  include:

Frequent errors in data entry
or document preparation
Inconsistent calendar
management leading to missed
appointments
Poor prioritization of tasks,
resulting in delayed
deliverables
Insufficient communication
with team members or
supervisors
Inability to handle confidential
information discreetly



The purpose of a PIP is not to punish
but to provide clarity, support, and
a fair opportunity for improvement.
It should be written in a tone that is
constructive  and  forward-looking,
with specific examples of what needs
to change and how the organization
will help the employee achieve those
changes.

Key Components of an
Effective
Administrative
Assistant PIP

Before we present the sample, let’s
review  the  critical  elements  every
P I P  s h o u l d  i n c l u d e .  T h e s e
components ensure that the plan is
legally  defensible,  transparent,  and
actionable.

1. Employee and Manager
Information

Include the employee’s full name, job
title,  department,  manager’s  name,
and the date the PIP is issued. This
establishes the official record.

2. Clear Description of
Performance Gaps

Instead  of  vague  statements  like
“needs to improve,” describe specific
i n c i d e n t s  o r  m e a s u r a b l e
shortcomings.  For  example:  “On
January 10, you sent three meeting
invitations with incorrect time zones,
causing scheduling conflicts.”

3. Defined Goals and
Objectives

Goals must be S.M.A.R.T. (Specific,
Measurable,  Achievable,  Relevant,

Time-bound).  For  an  administrative
assistant, a goal might be: “Achieve
100%  accuracy  in  expense  report
processing  for  the  next  30  days,
confirmed by supervisor review.”

4. Action Steps and
Resources

List what the employee will do (e.g.,
attend  time  management  training)
and what the employer will provide
(e.g.,  weekly  check-ins,  software
tutorials).

5. Timeline for Review

Specify  the  duration  of  the  PIP
(commonly 30, 60, or 90 days) and
the  dates  for  formal  progress
reviews.

6. Consequences of Success
or Failure

Outline  what  happens  if  goals  are
met (continued employment, possible
promotion  of  skil ls)  and  what
happens  if  they  are  not  (further
d i s c i p l i n a r y  a c t i o n  u p  t o
termination). This must be clear and
consistent with company policy.

7. Signatures

Both employee and manager sign to
a c k n o w l e d g e  r e c e i p t  a n d
understanding. The employee should
have space to add comments.

Complete
Administrative
Assistant Performance
Improvement Plan
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Sample

Below is  a  realistic,  ready-to-adapt
sample.  Use  it  as  a  template,
modifying  the  specifics  to  match
your organization’s culture and the
employee’s situation. The formatting
uses  standard  business  language
appropriate  for  HR  documentation.

Performance Improvement
Plan

Employee Name: [Full Name]
Job Title: Administrative Assistant
Department: Administration
Supervisor: [Supervisor Name]
Date of Plan: [Date]
Review Period: [Start Date] to [End
Date] (30-day plan)

Section 1: Basis for the Plan

This Performance Improvement Plan
is  initiated  due  to  the  following
observed  performance  concerns,
which have been discussed in prior
verbal  and  writ ten  feedback
sessions:

Inaccurate data entry: In the
past month, three client
invoices contained incorrect
billing codes, requiring
reissuance and delaying
payments.
Poor calendar management:
Two important internal
meetings were double-booked,
causing confusion among
senior managers.
Incomplete documentation:
Travel expense reports were
submitted without required
receipts in four out of the last
six submissions.

The purpose of this plan is to help

you address these issues and meet
the  standards  expected  of  an
Adminis trat ive  Ass is tant  at
[Company  Name].

Section 2: Performance
Goals and Improvement
Objectives

Accuracy in data entry and1.
document preparation
Goal: Achieve a 98% accuracy
rate on all documents, invoices,
and reports verified by the
supervisor. Any error must be
self-caught and corrected
within one business day.
Measurement: Weekly audit of
10 randomly selected
documents.
Effective calendar and2.
schedule management
Goal: No double-bookings or
missed appointments during
the PIP period. All meeting
invitations must include correct
time zones and necessary
attachments.
Measurement: End-of-week
check-in to review the
upcoming week’s calendar.
Timely submission of3.
expenses and reports
Goal: Submit expense reports
within 48 hours of trip
completion, with all receipts
attached and codes verified.
Measurement: Submission
timestamps and completeness
check by the Accounting team.

Section 3: Action Steps and
Support

To  support  your  success,  the
following actions will be taken:

You will complete an online



course on “Advanced Microsoft
Excel and Calendar
Management” by [date].
You will schedule a 15-minute
daily check-in with your
supervisor for the first two
weeks to review task priorities.
Training on the expense
reporting software will be
provided by the Accounting
department.
You will receive a checklist
template for document review
before submission.

Section 4: Review Schedule

Formal progress reviews will  occur
on the following dates:

Week 1: [Date] – Initial check-in
Week 2: [Date] – Interim review
Week 4: [Date] – Final PIP
review and decision

During each review, the supervisor
will provide written feedback on goal
progress  and  any  adjustments
needed.

Section 5: Consequences

If all goals are met by the end of
the  PIP  period,  this  plan  will  be
closed, and your performance will be
considered  satisfactory.  Continued
employment  in  this  role  will  be
confirmed.

I f  g o a l s  a r e  n o t  m e t  o r  i f
performance  regresses,  further
corrective action may be taken, up to
and  including  termination  of
employment.  The  company  will
follow  its  standard  disciplinary
policy.

Section 6: Acknowledgment

I acknowledge that I have received
and  reviewed  this  Performance
Improvement Plan. I understand the
expectations and the support being
offered. I have had the opportunity
to ask questions and add comments
below.

E m p l o y e e  S i g n a t u r e :
______________________ Date: ________

M a n a g e r  S i g n a t u r e :
______________________ Date: ________

[Area for Employee Comments]

How to Successfully
Implement the PIP

A well-written  PIP  is  only  half  the
battle;  the  implementation  phase
determines  its  effectiveness.  Here
are best practices for managers and
HR professionals when deploying an
administrative assistant performance
improvement plan.

Set a Positive and
Collaborative Tone

The  introductory  meeting  should
emphasize that  the goal  is  to  help
the  employee  succeed,  not  to  set
them up for failure. Avoid accusatory
language. Instead, use phrases like
“I want to support you in excelling in
this  role”  and  “Together,  we  can
address these areas.”

Provide Regular Feedback

Do not wait for formal review dates.
Offer  immediate,  constructive
feedback when the assistant  meets
( o r  m i s s e s )  a  g o a l .  P r a i s e
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improvement  quickly  to  reinforce
positive  changes.

Document Everything

Keep a log of every coaching session,
t r a i n i n g  c o m p l e t i o n ,  a n d
per formance  example .  Th is
documentation  protects  both  the
employee  and  the  organization,
particularly  if  the  PIP  fails  and
further  steps  are  needed.

Adjust the Plan If Necessary

Sometimes the initial  goals are too
ambitious or the root cause is a lack
of tools or unclear processes. If the
employee is making genuine, good-
faith  efforts  but  still  struggling,
consider  extending  the  timeline  or
modifying the goals.  Flexibility  can
prevent unnecessary turnover.

Common Challenges
and How to Overcome
Them

Even  with  a  solid  plan,  challenges
arise. Here are typical obstacles and
practical solutions:

Challenge: The employee
feels defensive or
demoralized

Solution:  Frame  the  PIP  as  a
developmental  opportunity .
Emphasize  past  strengths  and
express confidence that the assistant
can  regain  high  performance.  Use
neutral,  fact-based language in  the
document.

Challenge: Lack of time for

supervisor to provide daily
check-ins

Solution: Delegate some mentoring
to a senior administrative assistant
or  use  a  short,  structured  email
update instead of a meeting. The key
is  consistent,  not  necessarily
lengthy,  interaction.

Challenge: The assistant
shows improvement but not
to full standards

Solution:  Consider  a  second,
shorter  PIP  with  refined  goals.
Alternatively, look for a different role
within  the  company  that  better
matches the assistant’s current skill
set,  if  performance  is  still  below
expectations  after  a  reasonable
extension.

Challenge: The employee
quits during the PIP

Sometimes an employee realizes the
role is not a good fit. Treat this as a
professional resignation and conduct
a  smooth  transition.  Document  the
PIP outcome for future reference.

Measuring the Long-
Term Impact of a PIP

After  the  PIP  concludes,  whether
successfully or not, it is important to
evaluate the process itself.  Ask the
following questions:

Were the goals realistic and
relevant to the job?
Was the support provided
sufficient?
Did the manager communicate
clearly throughout?
What can be improved for



future PIPs in the organization?

Continuous improvement of the PIP
process  helps  foster  a  culture  of
accountability  and  growth.  For
administrative  assistants,  a  well-
managed  PIP  can  transform  a
struggling employee into a valuable,
reliable team asset.

Conclusion

A Performance Improvement Plan is
a  powerful  instrument  when  used
correctly.  For  administrative
assistants,  it  addresses  the  unique
nuances of their role — attention to
d e t a i l ,  t i m e  m a n a g e m e n t ,
communication,  and reliability.  The
adminis trat ive  ass is tant

performance  improvement  plan
sample  provided  in  this  article
serves  as  a  practical,  ready-to-
customize  template  that  balances
clear  expectations  with  genuine
support.  Remember,  the  ultimate
goa l  i s  no t  t e rmina t ion  bu t
restoration:  giving  a  capable
individual  the  tools,  time,  and
guidance  to  excel.

By investing in a thoughtful PIP, you
demonstrate  that  the  organization
values  its  people  enough  to  help
them grow. That commitment often
pays dividends in increased loyalty,
improved team morale, and a more
efficient administrative function that
keeps  the  entire  business  running
smoothly.


