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Administrative Assistant

Al Displacement Risk Report
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The Al replacement risk for an Administrative Assistant is currently estimated at 82% (High Risk). Al-
powered scheduling tools, email drafting assistants, and document automation platforms are replacing
the core coordination and communication tasks that define the role — making this one of the most
impacted white-collar positions in the current Al wave.

What Al already does in this role

Al calendar tools auto-scheduling meetings by analyzing attendee availability and preferences
LLM-powered email drafting and inbox triage, surfacing only high-priority messages
Automated travel booking agents comparing flights, hotels, and ground transport

e Expense report processing via OCR and automated policy-compliance checks

Document formatting, filing, and version control via Al document management systems

Why this career is exposed

The administrative assistant role is built on high-volume, rule-based coordination tasks — exactly what Al
does best. Tools like Microsoft Copilot, Google Workspace Al, and specialized executive assistant platforms
now handle scheduling, email triage, and document processing at scale. The Stanford Al Index 2026
confirms that administrative and secretarial roles are among the top categories seeing productivity
substitution — meaning fewer assistants are needed to support the same number of executives.

How to future-proof

Shift from task execution to project ownership and stakeholder coordination. Develop expertise in the Al tools
themselves — becoming the person who configures, maintains, and trains the automation systems. Build
skills in project management, data analysis, and executive communication that require contextual judgment
Al cannot replicate.



Your 90-Day Upskilling Plan

Skills are ordered by risk-reduction impact. Completing all of them cuts your personal risk score by up to 61
points.

DAYS 1-30

Project Management (PMP / Agile) -20pts -hard
Earn a project management credential and transition from scheduling tasks to owning cross-functional

projects — a judgment-heavy role Al cannot automate

Free: Google Project Management Certificate — https://www.coursera.org/professional-certificates/google-project-
management

Course: Project Management Professional (Coursera) — https://www.coursera.org/professional-certificates/google-
project-management

DAYS 31-60

Al Tools for Workplace Productivity -15pts - easy
Master Microsoft Copilot, Notion Al, and automation tools like Zapier — becoming the in-house Al

implementation expert rather than being replaced by these tools

Free: Microsoft Copilot Training — https://learn.microsoft.com/en-us/copilot/microsoft-365/
Course: Al-Powered Productivity (Coursera) — https://www.coursera.org/learn/generative-ai-for-everyone

DAYS 61-90

Data Analysis & Business Reporting -14 pts - medium
Learn Excel, Power BI, or Google Sheets to produce business insights — elevating from task-executor to

data-informed decision supporter

Free: Google Sheets for Beginners — https://workspace.google.com/learning-center/products/sheets/
Course: Business Analytics Specialization (Coursera) — https://www.coursera.org/specializations/business-analytics

BEYOND 90 DAYS

Executive Communication & Stakeholder Management -12 pts - medium
Develop high-trust communication skills, conflict resolution, and board-level presentation — capabilities that

require human judgment and interpersonal intelligence
Free: Communication Foundations (LinkedIn Learning) — https://www.linkedin.com/learning/communication-foundations

Course: Business Communication Specialization (Coursera) — https://www.coursera.org/specializations/business-
communication

About this score

Our Al risk score is a composite index built on three dimensions derived from peer-reviewed labor economics research,
including studies by Frey & Oshorne (Oxford), McKinsey Global Institute, and the World Economic Forum's Future of Jobs
reports. Dimensions: Task Routinization (40%), Al Tool Penetration (35%), Human Judgment Dependency (25%).

Source: Paulo Nakanishi. Al Career Risk Index (v2026.2), licensed CC BY 4.0. Full dataset and methodology: https://
aicareer.me/data/ai-career-risk-index/

This report is for informational purposes only and does not constitute career or financial advice.



