
Let’s succeed together.

THANK YOU FOR TRUSTING US 
WITH YOUR TRAINING NEEDS!

HOW TO BE A LEADER IN 
THE OFFICE OR ON THE 
SCREEN

READ BELOW

VIRTUAL MEETING  
BEST  PRACTICES 
WEBINAR

WATCH NOW

https://divcom-digital.webex.com/recordingservice/sites/divcom-digital/recording/87b0f0e477c9103abcff1a11db08a76c/playback


apcevent.com   |   2

If you can influence your colleagues to perform certain activities, provide direction 
and guidance and motivate them, congratulations! You are well on your way to 
being a leader at your workplace. However, leadership is a position that comes 
with numerous responsibilities as it can make or break employee productivity 
and company success in the long term. It doesn’t matter whether you are leading 
your colleagues in the office or virtually in the case of remote working. Here are 
actionable tips that can help you become a good leader in the workplace.

1.  Have Great Communication Skills
Most leadership duties require you to communicate clearly to others. Whether you are giving 
out directions, delegating duties, helping out with tasks, or motivating staff members, you 
need excellent written and verbal communication skills to pass your message. Besides being 
articulate in your information sharing, you should be an active listener. Pay attention to what 
others have to say, and interpret non-verbal cues to help you read the room and know what to 
say in given situations.

By listening and responding appropriately, you show that you care about your audience. Good 
communication makes it easy to share ideas, build relationships, and avoid misinterpretation. 
You can also manage expectations easily and keep everyone on the same page.

2.  Offer Support
Leaders don’t only give orders and delegate duties. You also have to lend a helping hand and 
support your colleagues or employees whenever possible. Be resourceful in the office by 
offering your ideas or resources to help complete a project or find solutions to common office 
problems. When you lend a helping hand, you portray yourself as a resourceful person who the 
rest of the staff can depend on. Not only does it earn you respect, but it also cements your value 
in the workplace.

Support can go beyond helping your colleagues and employees complete tasks in the office. 
You can also encourage staff members to speak up whenever they have issues and motivate 
them with recognition and rewards when they perform well. The more you focus on the positive 
aspects and facilitate employee success, the higher the drive for your colleagues to be better.
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3.  Be Receptive to New Ideas and Change
The workplace is a dynamic space, and things change rapidly regardless of the industry. You 
may experience a new way of doing things, such as new technologies that most employees are 
resistant to embrace. To be a leader, you should be on the frontline in accepting change when it 
aligns or supports business goals.

Also, be on the lookout for new ideas and always strive to be innovative at the office. Avoid 
sticking to routines for the sake of maintaining the status quo and take advantage of new ideas 
and change. By embracing change, you can influence the rest of the staff to do the same. It also 
places your company on the right path to more productivity and growth.

Also, always seek fresh ideas and involve other employees in decision-making and problem-
solving. Doing so shows them that their opinions matter, making them feel more appreciated 
resulting in a good working environment. For example, ask your colleagues or staff members for 
their opinions and insights whenever there is a problem.

You’ll be surprised at how much potential you can unlock by accepting that every individual is 
different, with unique perspectives and ways of doing things. When you are receptive to change 
and new ideas, you encourage employees to be innovative and invest in the company’s growth.

4.  Go for Leadership Training 
A sure way to hone and develop leadership skills is through leadership training. Take advantage 
of both online and offline resources to learn all you can about being a good leader so you can put 
them into practice. Fortunately, you don’t have to attend a brick-and-mortar school for classes, 
thanks to technology. Online platforms like Skillshare, LinkedIn Learning, and Coursera have 
leadership courses you can enroll for and acquire the knowledge you need to become a good 
leader. What’s more, some of the online platforms offer certificates after your training. 

You can add your training achievements to your resume and use the certificates to improve 
your prospects when looking for a leadership job position. Besides taking courses, consider 
attending leadership seminars and workshops. Seminars and workshops are valuable avenues 
for networking, and you can find a mentor to hold your hand and provide guidance along the 
way. With the knowledge you gain from training programs, you can implement them in your 
workplace and establish a leadership style that sets you apart.

5.  Take Up More Responsibility
The best way to be a leader in the office or virtually is by doing. Take up more responsibilities in 
the workplace after you are sure you have the skills it takes to be a good leader. Once you have 
attributes like good communication skills, innovation, and integrity, you can go a step higher and 
get into a leadership role if you are not already in one. The good thing is that you don’t have to 
start big. Begin by leading your team on a project or providing mentorship to others in the areas 
you excel in.



apcevent.com   |   4

TIMELESS POWER SKILLS FOR EXECUTIVE ASSISTANT

WATCH NOW

Virtual Meeting Best  
Practices Webinar

PART OF THE APC FAMILY:

Produced by Diversified Communications

 LEARN MORE

Interested in more 
training content? 

APC is the place for you! 

You can also ask your manager or employer to allocate more tasks that require leadership skills 
to you once you are confident in your abilities. Your employer or manager is bound to notice your 
efforts to push beyond your comfort zone and heed your requests. If you perform exceptionally 
in your role, you open more opportunities for yourself and increase your chances of promotion 
to an actual leadership position. As you take up extra responsibilities, ensure they don’t clash 
with your other duties or overwhelm you enough to affect your productivity.

Conclusion
Becoming a leader in your workplace, whether in the office or the virtual space, requires you to go 
the extra mile in providing direction, motivation, and assurance to the rest of the team. With the 
above tips, you can begin your journey to being an office leader who steers the company towards 
growth and success in the long term.
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