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 Administrative Role within a Sales Office
Overview of the Chosen Area of Administration
The administrative position is very crucial in the management of a sales office hence it is important to have a competent person there (Simonson, 2023). This includes the activities like handling all incoming and outgoing communications, order processing, data management for customers, liaising with sales personnel, and implementing sale’s goals. In this case, successful management skills entail appropriation, coordination, refinement problem solving and communication, interpersonal and time management skills (Johnston, 2020). The utilization of case studies employed in this work is aimed at enhancing the sales process and thus the accomplishment of the sales objectives.
Reflection Model: Donald Schön’s Analysis of Reflection
Donald Schön was a prominent scholar in the field of educational renowned for placing extensive focus on the questioning activity. Donald Schön clearly depicted reflection in action and reflection on action (Van den Bossche, 2021). At the center of reflection in action is the use of models that enable individuals to carry out thinking in real time while going through a task. While in reflection-in-action, the individual makes decisions based on their prior knowledge and stored experience, then in reflection-on-action, the individual tries to understand events after having occurred and seeks to apply the knowledge in the future. I find that this model applies well to my situation in shadowing a supervisory role within the administrative function of a sales office as it promotes employee growth (Fallin, 2022).
Placement Learning Objectives within the Department
Understanding Sales Administration Processes: My main aim was to develop substantial knowledge about a number of activities that take place under the sales administration field, such as order fulfillment, customer service, and other sales support tasks.
Developing Communication and Teamwork Skills: 
Further, I sought to develop effective communication skills when dealing with the intern as well as other colleagues as well as customers; also, I intended to develop good teamwork skills with an aim of achieving the goal set for the task.
Mastering Task Management: Another of the many aims was to properly complete the course with effective prioritization, time-use and organisational skills in the management of tasks within the sales office for increased productivity (Chunawalla, 2021).
Future Action Plan Based on Experience in the Department
Continuous Learning and Skill Enhancement: As for the further practice and personal development, I would like to educate myself periodically on the changes to various aspects of sales administration and the best ones to employ. This will entail making efforts that would include identifying likely training events in the area of need and attending such events so as to improve my understanding of the area (van Assen, 2021).
Improving Communication and Teamwork: In a bid to improve my communication and collaboration competencies, I will encourage myself do more group work and actively seek-for constructive critics from my colleagues and supervisors. Also, I will incorporate the approach of active listening and keen understanding of coworkers in relation to their requirements and experience (Mercader, 2021).
Enhancing Task Management Abilities: The development of efficient planning and organisational strategies for the successful completion of obligatory tasks is an area where I will direct my effort and attention. It is the practice of arranging work in order to maximize productivity by setting goals and deadlines using tools like to-do lists, calendar, and task management applications.
Reflection on Experience and Identified Issue
From the assignment where I was following a supervisory position within the sales office, one problem was that there didn’t seem to be much coordination between the sales and rest departments. In the same manner we observed that while the sales team was directly preoccupied with the sales targets, corporate business and business deals, there was no proper interface or interaction between the sales team and the administrative employees who were immediately supposed to support this core functional team. It is evident from a number of frustrations: delays in order processing, lack of clear communication between the store and the customer, from inquiries to orders and between orders and sales. In addition, it was observed that the sales and administration teams were not well-coordinated; both potential cross-selling and opportunity selling were lost, or at least diminished, due to poor co-ordination which cost the company money (Tan, 2020).
Proposed Solutions
Improved Communication Channels: Considering regular meetings between the sales and administrative teams to major projects that are being worked on, to review progress and identify main concerns as well as to clarify on goals and objectives (Miciak, 2021).
Cross-Training and Skill Development: As researched by Owino,(2023), developing a more integrative view of the company where employees may be allowed to rotate in their places of work to see what other people do. This shall help bring harmony or cordial relationship or understanding and recognition of the roles played by both sales and administrative-support functions.
Utilization of Technology: Implementing the use of technology tools, specifically sales and customer relationship management (CRM) applications, which define and integrate the communication between the sales and administration personnel. This will help track the inquiries on a real-time basis, as well as the orders themselves, while also improving the flow of information between departments.
Conclusion
From my observation activity and having to be part of the administrative supervisory role at the sales office, I have learnt the value of communication, inter premise and intra group collaboration, as well as efficient task completion in delivering and meeting guest service standards. Therefore, as per Donald Schön’s reflection model, I have been capable of being reflective in my practice as well as finding out my strengths and weaknesses in details on the way forward in addressing some of the problem areas within the department.Through the specification of learning objectives and critical introspection, I am now more perceptive of the several spheres within the concept of sales administration and the contribution it is making to the overall dynamics of the entire course of sales activity. In order to further improve my ability to support the sales office as well as the organisation in general, I will continue learning and building relevant professional competencies.
Regarding the described issue of integration between the sales and administrative functions, the provided plan is practical and focused on enhancing cooperation, increasing the level of coordination between departments, cross-training activities, and utilization of relevant technologies. These solutions will help the company to address the issues, streamline processes, and enhance guest service or simply create absolute satisfaction among customers. I have gained a strong insight concerning the efficacy of administrative positions within sales offices and the systematic distribution of duties required to meet organisational objectives effectively. For my future career growth in the field of sales administration, insights gained from this experience will be served as a foundation.
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