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ABSTRACT 
Effective administrative skills are essential for navigating the complexities of modern 
organizational environments. This article explores the development of three key 
competencies: business analysis, problem-solving, and critical thinking. It discusses 
how these interrelated skills contribute to strategic decision-making, operational 
efficiency, and organizational adaptability. Drawing on academic literature, the article 
highlights practical approaches to skill enhancement, such as experiential learning, 
data-driven training, and reflective practices. The integration of these competencies 
empowers professionals to make informed decisions, anticipate challenges, and drive 
continuous improvement within their organizations. 
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INTRODUCTION 

In today’s dynamic and highly competitive business environment, the 

development of strong administrative skills is critical for individual and organizational 

success. Among the core competencies required in administrative roles, business 

analysis, problem-solving, and critical thinking stand out as essential skills that support 

strategic decision-making, resource management, and operational efficiency. Improving 

these skills not only enhances personal effectiveness but also contributes significantly 

to an organization's adaptability and performance. 

Business analysis is the ability to identify business needs and determine 

solutions to business problems. It often involves understanding processes, gathering 

and interpreting data, and recommending changes that enhance efficiency or 

profitability. To enhance business analysis skills, individuals must engage in continuous 

learning, develop data literacy, and master tools such as SWOT analysis, cost-benefit 

analysis, and root cause analysis. According to Zikmund et al. (2013), proficiency in 

business analytics depends on both technical and cognitive capabilities, requiring 

professionals to interpret data in a way that supports evidence-based decisions. 

Training programs focused on statistical methods, database management, and 

business intelligence platforms such as Power BI or Tableau are increasingly 

recognized as effective means of advancing analytical competencies (Sharma et al., 

2014). 

Problem-solving, closely related to business analysis, is a systematic process 

that involves identifying issues, generating alternatives, and implementing effective 

solutions. Effective problem-solving relies on a structured approach, such as the Plan-

Do-Check-Act (PDCA) cycle, and benefits from the incorporation of collaborative and 

interdisciplinary perspectives. Studies indicate that high-performing managers often 

demonstrate a proactive stance toward problems, using reflective practices and 

scenario planning to anticipate and mitigate risks (Yukl, 2013). Furthermore, problem-

solving is greatly enhanced by experience and feedback. Real-world case studies, 

simulations, and mentoring relationships provide valuable opportunities for developing 

and refining these skills (Kolb, 1984). 

Critical thinking, often described as the foundation of sound judgment and 

rational decision-making, involves the objective analysis and evaluation of information to 

form a reasoned conclusion. It encompasses skills such as logical reasoning, identifying 
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assumptions, and recognizing biases. Facione (2015) emphasizes that critical thinking 

is not merely an innate talent but a skill set that can be cultivated through intentional 

practice and education. For instance, encouraging open dialogue, fostering intellectual 

curiosity, and engaging in reflective writing are pedagogical methods that promote the 

development of critical thinking. In organizational settings, critical thinking is promoted 

through a culture of inquiry, where questioning and constructive dissent are not only 

permitted but encouraged. 

The flowchart visually represents the structured process for developing 

administrative skills, beginning with the recognition of the need for improvement. It 

highlights three core focus areas—business analysis, problem-solving, and critical 

thinking—each accompanied by specific strategies such as data interpretation, scenario 

planning, and reflective practices. These skills are shown to be interconnected and 

progressively build upon one another. The culmination of this developmental path leads 

to the integration of these competencies, resulting in enhanced administrative 

effectiveness and improved decision-making, which ultimately contribute to stronger 

organizational performance. 

 

Figure 1. Flowchart of the Development of Administrative Skills through Business Analysis, Problem-
Solving, and Critical Thinking. 

 
Source: Created by author. 
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The integration of business analysis, problem-solving, and critical thinking 

creates a powerful toolkit for administrative effectiveness. Organizations are 

increasingly seeking professionals who can synthesize information across functional 

areas, anticipate challenges, and devise strategic responses. As workplaces become 

more data-driven and complex, these skills are no longer optional but essential. 

Educational institutions and corporate training programs must therefore prioritize 

experiential learning, interdisciplinary collaboration, and the use of real-time feedback 

mechanisms to foster these abilities. Additionally, self-directed learning tools such as 

online courses, professional certifications, and knowledge-sharing communities offer 

flexible and personalized pathways for skill development. 

In conclusion, the development of administrative skills, particularly in business 

analysis, problem-solving, and critical thinking, is a strategic imperative for professionals 

aiming to thrive in contemporary business environments. These skills are 

interdependent and collectively enhance one’s capacity to make informed, ethical, and 

impactful decisions. By investing in structured learning opportunities, cultivating 

reflective practices, and promoting a culture of continuous improvement, individuals and 

organizations can ensure they remain competitive and resilient in the face of evolving 

challenges. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



  
 

 
International Seven Multidisciplinary Journal, São José dos Pinhais, v.1, n.2, Jul./Dez., 2022 

 

 

REFERENCES 
 
1. Facione, P. A. (2015). Critical Thinking: What It Is and Why It Counts. Insight 

Assessment. 
 

2. Kolb, D. A. (1984). Experiential Learning: Experience as the Source of Learning and 
Development. Prentice Hall. 

 
3. Sharma, R., Mithas, S., & Kankanhalli, A. (2014). Transforming decision-making 

processes: A research agenda for understanding the impact of business analytics 
on organisations. European Journal of Information Systems, 23(4), 433–441. 

 
4. Yukl, G. (2013). Leadership in Organizations (8th ed.). Pearson Education. 
 
5. Zikmund, W. G., Babin, B. J., Carr, J. C., & Griffin, M. (2013). Business Research 

Methods (9th ed.). Cengage Learning. 
 
6. Silva, J. F. (2024). SENSORY-FOCUSED FOOTWEAR DESIGN: MERGING ART 

AND WELL-BEING FOR INDIVIDUALS WITH AUTISM. International Seven Journal 
of Multidisciplinary, 1(1). https://doi.org/10.56238/isevmjv1n1-016 

 
7. Silva, J. F. (2024). Enhancing cybersecurity: A comprehensive approach to 

addressing the growing threat of cybercrime. Revista Sistemática, 14(5), 1199–
1203. https://doi.org/10.56238/rcsv14n5-009 

 
8. Venturini, R. E. (2025). Technological innovations in agriculture: the application of 

Blockchain and Artificial Intelligence for grain traceability and protection. Brazilian 
Journal of Development, 11(3), e78100. https://doi.org/10.34117/bjdv11n3-007 

 
9. Turatti, R. C. (2025). Application of artificial intelligence in forecasting consumer 

behavior and trends in E-commerce. Brazilian Journal of Development, 11(3), 
e78442. https://doi.org/10.34117/bjdv11n3-039 

 
10. Garcia, A. G. (2025). The impact of sustainable practices on employee well-being 

and organizational success. Brazilian Journal of Development, 11(3), e78599. 
https://doi.org/10.34117/bjdv11n3-054 

 
11. Filho, W. L. R. (2025). The Role of Zero Trust Architecture in Modern Cybersecurity: 

Integration with IAM and Emerging Technologies. Brazilian Journal of 
Development, 11(1), e76836. https://doi.org/10.34117/bjdv11n1-060 

 
12. Antonio, S. L. (2025). Technological innovations and geomechanical challenges in 

Midland Basin Drilling. Brazilian Journal of Development, 11(3), e78097. 
https://doi.org/10.34117/bjdv11n3-005 

 
13. Moreira, C. A. (2025). Digital monitoring of heavy equipment: advancing cost 

optimization and operational efficiency. Brazilian Journal of Development, 11(2), 
e77294. https://doi.org/10.34117/bjdv11n2-011 

 
14. Delci, C. A. M. (2025). THE EFFECTIVENESS OF LAST PLANNER SYSTEM (LPS) 

https://doi.org/10.56238/rcsv14n5-009
https://doi.org/10.34117/bjdv11n3-007
https://doi.org/10.34117/bjdv11n3-039
https://doi.org/10.34117/bjdv11n3-054
https://doi.org/10.34117/bjdv11n1-060
https://doi.org/10.34117/bjdv11n3-005
https://doi.org/10.34117/bjdv11n2-011


  
 

 
International Seven Multidisciplinary Journal, São José dos Pinhais, v.1, n.2, Jul./Dez., 2022 

 

 

IN INFRASTRUCTURE PROJECT MANAGEMENT. Revista Sistemática, 15(2), 
133–139. https://doi.org/10.56238/rcsv15n2-009 

 

15. SANTOS,Hugo;PESSOA,EliomarGotardi.Impactsofdigitalizationontheefficiencyand
qualityofpublicservices:Acomprehensiveanalysis.LUMENETVIRTUS,[S.l.],v.15,n.4
0,p.44094414,2024.DOI:10.56238/levv15n40024.Disponívelem:https://periodicos.
newsciencepubl.com/LEV/article/view/452.Acessoem:25jan.2025. 

 
16. Freitas,G.B.,Rabelo,E.M.,&Pessoa,E.G.(2023).Projetomodularcomreaproveitamen

todecontainermaritimo.BrazilianJournalofDevelopment,9(10),28303-28339.https://
doi.org/10.34117/bjdv9n10057 

 
17. Pessoa,E.G.,Feitosa,L.M.,ePadua,V.P.,&Pereira,A.G.(2023).Estudodosrecalquesp

rimáriosemumaterroexecutadosobreaargilamoledoSarapuí.BrazilianJournalofDeve
lopment,9(10),28352–28375.https://doi.org/10.34117/bjdv9n10059 

 
18. PESSOA,E.G.;FEITOSA,L.M.;PEREIRA,A.G.;EPADUA,V.P.Efeitosdeespéciesdea

lnaeficiênciadecoagulação,Alresidualepropriedadedosflocosnotratamentodeáguas
superficiais.BrazilianJournalofHealthReview,[S.l.],v.6,n.5,p.2481424826,2023.DOI:
10.34119/bjhrv6n5523.Disponívelem:https://ojs.brazilianjournals.com.br/ojs/index.
php/BJHR/article/view/63890.Acessoem:25jan.2025. 

 
19. SANTOS,Hugo;PESSOA,EliomarGotardi.Impactsofdigitalizationontheefficiencyand

qualityofpublicservices:Acomprehensiveanalysis.LUMENETVIRTUS,[S.l.],v.15,n.4
0,p.44094414,2024.DOI:10.56238/levv15n40024.Disponívelem:https://periodicos.
newsciencepubl.com/LEV/article/view/452.Acessoem:25jan.2025. 

 
20. Filho, W. L. R. (2025). The Role of Zero Trust Architecture in Modern Cybersecurity: 

Integration with IAM and Emerging Technologies. Brazilian Journal of 
Development, 11(1), e76836. https://doi.org/10.34117/bjdv11n1-060 

 
21. Oliveira, C. E. C. de. (2025). Gentrification, urban revitalization, and social equity: 

challenges and solutions. Brazilian Journal of Development, 11(2), e77293. 
https://doi.org/10.34117/bjdv11n2-010 

 
22. Pessoa, E. G. (2024). Pavimentos permeáveis uma solução sustentável. Revista 

Sistemática, 14(3), 594–599. https://doi.org/10.56238/rcsv14n3-012 
 
23. Filho, W. L. R. (2025). THE ROLE OF AI IN ENHANCING IDENTITY AND ACCESS 

MANAGEMENT SYSTEMS. International Seven Journal of Multidisciplinary, 1(2). 
https://doi.org/10.56238/isevmjv1n2-011 

 
24. Antonio, S. L. (2025). Technological innovations and geomechanical challenges in 

Midland Basin Drilling. Brazilian Journal of Development, 11(3), e78097. 
https://doi.org/10.34117/bjdv11n3-005 

 
25. Pessoa, E. G. (2024). Pavimentos permeáveis uma solução sustentável. Revista 

Sistemática, 14(3), 594–599. https://doi.org/10.56238/rcsv14n3-012 
 
26. Eliomar Gotardi Pessoa, & Coautora: Glaucia Brandão Freitas. (2022). ANÁLISE 

https://doi.org/10.56238/rcsv15n2-009
https://doi.org/10.34117/bjdv11n1-060
https://doi.org/10.34117/bjdv11n2-010
https://doi.org/10.34117/bjdv11n3-005
https://doi.org/10.56238/rcsv14n3-012


  
 

 
International Seven Multidisciplinary Journal, São José dos Pinhais, v.1, n.2, Jul./Dez., 2022 

 

 

DE CUSTO DE PAVIMENTOS PERMEÁVEIS EM BLOCO DE CONCRETO 
UTILIZANDO BIM (BUILDING INFORMATION MODELING). Revistaft, 26(111), 
86. https://doi.org/10.5281/zenodo.10022486 

 

27. Eliomar Gotardi Pessoa, Gabriel Seixas Pinto Azevedo Benittez, Nathalia Pizzol de 
Oliveira, & Vitor Borges Ferreira Leite. (2022). ANÁLISE COMPARATIVA ENTRE 
RESULTADOS EXPERIMENTAIS E TEÓRICOS DE UMA ESTACA COM CARGA 
HORIZONTAL APLICADA NO TOPO. Revistaft, 27(119), 
67. https://doi.org/10.5281/zenodo.7626667 

 
28. Eliomar Gotardi Pessoa, & Coautora: Glaucia Brandão Freitas. (2022). ANÁLISE 

COMPARATIVA ENTRE RESULTADOS TEÓRICOS DA DEFLEXÃO DE UMA 
LAJE PLANA COM CARGA DISTRIBUÍDA PELO MÉTODO DE EQUAÇÃO DE 
DIFERENCIAL DE LAGRANGE POR SÉRIE DE FOURIER DUPLA E 
MODELAGEM NUMÉRICA PELO SOFTWARE SAP2000. Revistaft, 26(111), 
43. https://doi.org/10.5281/zenodo.10019943 

 
29. Pessoa, E. G. (2025). Optimizing helical pile foundations: a comprehensive study 

on displaced soil volume and group behavior. Brazilian Journal of 
Development, 11(4), e79278. https://doi.org/10.34117/bjdv11n4-047 

 
30. Pessoa, E. G. (2025). Utilizing recycled construction and demolition waste in 

permeable pavements for sustainable urban infrastructure. Brazilian Journal of 
Development, 11(4), e79277. https://doi.org/10.34117/bjdv11n4-046 

 
31. Testoni, F. O. (2025). Niche accounting firms and the brazilian immigrant community 

in the U.S.: a study of cultural specialization and inclusive growth. Brazilian Journal 
of Development, 11(5), e79627. https://doi.org/10.34117/bjdv11n5-034 

 
32. Silva, J. F. (2025). Desafios e barreiras jurídicas para o acesso à inclusão de 

crianças autistas em ambientes educacionais e comerciais. Brazilian Journal of 
Development, 11(5), e79489. https://doi.org/10.34117/bjdv11n5-011 

 

https://doi.org/10.5281/zenodo.10022486
https://doi.org/10.5281/zenodo.7626667
https://doi.org/10.5281/zenodo.10019943
https://doi.org/10.34117/bjdv11n4-047
https://doi.org/10.34117/bjdv11n4-046
https://doi.org/10.34117/bjdv11n5-034

