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Key Challenges Facing Administration Roles 
Where is the industry heading and why? 
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Why is this role where it is? 
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Adding value 

Recession meant stepping up 

Training 

Leadership skills 
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Fundamentals 



https://www.youtube.com/watch?v=_pkjtISUVhA 
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SOPHIA 

https://www.youtube.com/watch?v=_pkjtISUVhA
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Technology 



What challenges does this bring to the role?  
 

 
 

 
 

1. In groups just talk about what are the basic parts of the role ς the fundamentals  
 

2. ¢ƘŜƴ ǘƘƛƴƪ ŀōƻǳǘ ǿƘŀǘ ȅƻǳ ŀǊŜ Řƻ ƻǳǘǎƛŘŜ ǘƘŜ ΨƴƻǊƳŀƭΩ ǊƻƭŜΦ 
 

3. Where do you take on greater responsibility and add value to the company? 
 

4. Choose your top 5 between you which you think are most important to enable you to 
stand out from others as the role is changing.   
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:NT B@M½S spell CHALLENGE  

without CHANGE 



[ŜǘΩǎ ŘƛǎŎǳǎǎ ȅƻǳǊ ŀƴǎǿŜǊǎ  
 
Basics to think of: 
 

ÅSaving your company money 
ÅThink how much time you save your executives each day and time is money 
ÅHow much you save your company every day! 
ÅUse your appraisals to your advantage  
ÅAsk for feedback and take positive actions to make it work  
ÅStrive for excellence not for average 
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Being a business partner to your Executive 
 

How do you see yourself? 
You are the expert in being an assistant 
Listen 
Anticipate  
Develop a network of like-minded people  
Know their personality 
Know their schedules!  
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Reactive v pro-active!  
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Å Waiting for direction 
Å Little or no authority 
Å No influence over decisions 
Å 5ƻŜǎƴΩǘ Ǝƻ ƻǳǘ ƻŦ ǘƘŜƛǊ ǊŜƳƛǘ 

Å Regular Catch up meetings 
Å Actively contributes  
Å Understands business strategy 
Å Anticipates situations 
Å Meets and sets expectations 
Å Knows priorities and deadlines 



Show Leadership Skills  
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What Are Leadership Skills?  
Shout some out! 
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Clear communication 

Motivation 
Delegation 
Positivity 

Trustworthiness 
Authenticity 

Creativity 
Feedback 

Responsibility 
Strategic 

Commitment  
Flexibility 

Embrace change 
Negotiation Skills 

 
 



Be Authentic 
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Manage Your Manager 
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Managing your Manager 
 
Question to you as individuals 
Does your Manager trust you to make decisions? 
Do you feel trusted? 
---------------------------------------------------------------------------------- 
Stats show that over 70% of CEOs trust their assistant to make 
business decisions. 
However, only 25% of assistants feel trusted! And only 6% feel 
they can influence. 
So 1st step is to manage you and your own perception of you 
before learning your managers!  
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Perception 
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Perception 
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#thedress #whiteandgold, 
and #blackandblue 



Perception and language about yourself 
EA AWARDS 

Executives were saying: 

ǒEfficient 

ǒEffective 

ǒCan-do Attitude 

ǒFriendly 

ǒA Juggler 

ǒUnbelievable Productivity  

ǒCommitment 

ǒAbove and Beyond  

ǒForward Thinking  

ǒLevel headed 

ǒThe Best 

ǒSo deserving of an award  

EAs were saying: 

ǒJust doing my job 

ǒI donôt believe I have been nominated 

ǒI try to make my executives life easier 

ǒ I like to help people  

ǒ I am a yes person ï no isnôt in my vocabulary 

 

  

 



Multi -managing more than one Executive. 
 
Question  
How many of you work for more than one manager?  
 
Stats 
¶1 in 5 assistants have only one boss 
¶This stat is ever increasing with more assistants multi-managing 
¶Moving forward this will become the norm 
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Getting it right 
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ÅRegular meetings   
ÅManage expectations 
ÅFind out and know the real priorities 
ÅKnow the deadlines 
ÅAsk  more questions  
Å.Ŝ ƘƻƴŜǎǘ ƛŦ ȅƻǳ ŘƻƴΩǘ ǳƴŘŜǊǎǘŀƴŘ 
ÅBe clear on your workload 
ÅBe flexible 

 
 



ÅSo many things to think about and deal with 
ÅHow can you manage this with conflicting 

deadlines?  
ÅMulti-tasking is not always the answer  
ÅYou always have a stronger/demanding manager 

within the people you support  
Å5ƻƴΩǘ let one executive monopolise your time 
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Personality Traits 
There are 4 main personality colours. 
  
Each colour has different ways of 
working and once you know the team 
your work will be easier! 
  
Once you know how to work with 
someone the results are all in your 
favour. 
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ωVery understanding 

ω5ƻƴΩǘ ƭƛƪŜ ŎƘŀƴƎŜ 

ωLike sincerity  

ω5ƻƴΩǘ ƭƛƪŜ ǇǳǎƘȅ ǇŜƻǇƭŜ 

ωSincere and kind  

ωLike you accepting their 
kindness# 

ωWant others to be ok before 
they think about themselves 

ωVery informal  

ωSpeak their opinions out loud  

ω5ƻƴΩǘ ƭƛƪŜ ǘƻƻ ƳǳŎƘ ŘŜǘŀƛƭ  

ωConstantly thinking of new ideas  

ωUsually before finished last task 

ωFriendly souls  

ωLove to have fun  

ωLife and soul of the party 

ωMay seem detached 

ωParticular & methodical 

ω5ƻƴΩǘ  ƭƛƪŜ ǾŀƎǳŜƴŜǎǎ ƻǊ ƭŀŎƪ ƻŦ 
detail!  

ωPay full attention to detail 

ωSeem reserved and indecisive  

ωGreat time management  

ωVery organised 

ω5ƻƴΩǘ ƭƛƪŜ ǘƘŜ ŦƭƻǿŜǊȅ ŜȄǇƭŀƴŀǘƛƻƴǎ 

ωWant you to get to the point and 
tell them what the purpose is 

ωCan seem aggressive and 
overbearing 

ωWant to know the detail in the 
shortest way possible!  

Strong leaders 

Fast paced thinkers 

Risk takers 

Purposeful 

Strong-willed 

High energy 

Competitive  

No Nonsense 

 

Deep thinkers 

Analytically minded 

Detail focused 

Want full detail 

Formal thinkers 

Suspicious 

Time sensitive 

Organised 

 

 

 

Laid back  

Relaxed 

Informal  

Emotional  

Easy to get along 
with 

Patient 

Relationship led 

Kind  

Helpful 

 

 

Sociable 

Creative 

Expressive  

Enthusiastic 

Imaginative 

Optimistic 

Vibrant 

Fast paced 

High Energy 



Ask questions to get it right! 
 

 
 
 
 
 
 

 
¶Ask the difficult questions  
¶When do they work at their best and when do you? 
¶Then you become the go to person  
¶Timewasters in the bin 
¶See yourself as a solution finder not a problem fixer 
¶Set boundaries 
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Going back to Roger ï I offered a bespoke service to him just 

by working out who he was and how he worked. 

  

Helps the whole team work as you begin to understand how 

everyone ticks. 
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Behaviour 
 

¶Positive thinking tends to bring positive results 
¶Negative thinking tends to bring negative results 
¶Behaviour breeds behaviour ς good  for good and bad 

for bad!  
¶5ƻƴΩǘ ƎƻǎǎƛǇ ς tittle -tattle ς bad mouth others ς it will 

get round and will be heard in places that can affect you! 
¶Listen -understand the tasks you are being given and the 

purpose of what is being asked for and what is the 
expected outcome  
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The Importance of Networking 
for the Assistant 
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NETWORKING 
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Love it or hate it  

We have to do it EVERY day  

So you might as well learn how to do it well  
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ÅBuilds confidence and improves 
communications 

ÅMeet & connect with like-minded professionals 
& can share information 

ÅYou never know where one connection may 
lead - people move roles and may be of help in 
the future.  

ÅYou can also be a connector 

ÅImproves opportunities & your career success 

ÅYou can build up valuable business contacts & 
build new circles 

ÅConnections will start to piece together ς it is a 
small world! 

ÅWho knows when you may need them ς or 
indeed they need you  

 

 



My Favourite Benefits 

governmentevents.co.uk | 0330 0584 285 | info@governmentevents.co.uk 

Increase 
Confidence 

Sharing 
Information in 

a specialist 
field 

Better 
networks & 

contacts 

Feel 
Supported 

Alleviate 
isolation 

New 
Perspective 



Challenges 
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ÅGeneral Fear 
ÅLack of confidence  
ÅNot knowing what to say 
ÅFear of being ignored 
ÅMaking a fool of myself 
ÅL ŘƻƴΩǘ ǿŀƴǘ ǘƻΗ 
ÅL ŘƻƴΩǘ ƴŜŜŘ ǘƻΗ bŜǾŜǊ ǘƻƻ ȅƻǳƴƎ ƻǊ ƻƭŘΗ 
ÅCommitments at home 
ÅL ŀƳ ƘŀǇǇȅ ǿƘŜǊŜ L ŀƳ ŀƴŘ ŘƻƴΩǘ ƴŜŜŘ ǘƻ ƴŜǘǿƻǊƪ 
ÅL ŘƻƴΩǘ ƴŜŜŘ ŀ ƴŜǿ Ƨƻō 
ÅLack of time 
ÅI am an introvert 
ÅI am too shy 
ÅHas no use to my business 
ÅL ǿƻƴΩǘ ōŜ ƛƴǘŜǊŜǎǘƛƴƎ ǘƻ ƻǘƘŜǊ ǇŜƻǇƭŜ 



¶COMMON CHALLENGES 
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L ŘƻƴΩǘ 
need to! 

I am an 
Introvert 

L ŎŀƴΩǘΗ 

Lack of 
Confidence 

I have no 
idea what 

to say 

Finding the 
time 



Anyone can network  
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I am an Introvert ς L Ŏŀƴƴƻǘ ƴŜǘǿƻǊƪΧ 

LŦ ȅƻǳ ŦŜŜƭ ǳƴŎƻƳŦƻǊǘŀōƭŜΧΦ  
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I work for a very successful business. I create the systems that help my manager and our business be the best 
that they can be! 

I am the silent cog that enables the smooth running of our company and my support gives my manager the 
opportunity to be at the top of his/her game. 

My boss is successful. I work hard to make that happen ensuring he/she is available & able to get the job done 
without having to think about the fundamentals that enable them to do that!  

Getting from A to B and meeting the right people at the right time doesnôt just happen by itself. However, it is 
essential that this occurs. I make it happen! 

At non-PA networking events ñI feel embarrassed when people seem to question 

me being there?ò 
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Everyone daunted at first Break the comfort zone Arrive early 

Smile 
You have 2 ears and 1 

mouth 
Ask to be introduced 

Donôt stick with the same 
person ï missed 

opportunities 
Know the dress code How to move on  

Top Tips 
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Laura Schwartz 
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Itôs not what you know but 
who you know 

Well more 
importantly it is 

really  
who knows you! 

Make networking 
work for you! 

  Remember the old saying? 



New Technology & Moving 
With the Times  
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Artificial Intelligence is already here!  
Data is fast becoming the biggest currency in the world 

Data is gold and it is important to companies 
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Technology 
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Google Duplex 
https:// www.youtube.com/watch?v=JvbHu_bVa_g 

Technology can facilitate the work we do ς ƛǘ ŘƻŜǎƴΩǘ Řƻ ƛǘ ŦƻǊ ǳǎΗ  
 
So the fine line is to learn technology but still offer a service ς 
adding value and being proactive to enhance our offering. 

https://www.youtube.com/watch?v=JvbHu_bVa_g
https://www.youtube.com/watch?v=JvbHu_bVa_g


 
Ih²9±9w ΧΦ 
 
Digital offerings can be used to your advantage and to enhance the role.  
 
There is technology for writing minutes which is becoming more popular such as Livescribe which 
turns your handwritten notes into digital notes. 
 
Soniclear automatically transcribe recordings to draft transcripts. 
 
Board meeting software making everything digital such as Diligent.  
 
This surely is a good thing and can save hours if your company offers it. 
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Å New technologies are immerging all the time. 
Å It is the biggest industry worldwide. 
Å This time next year there will be more!  
Å Work with the ones your company has ς suggest apps to your 

team and executives ς look savvy 
Å Google Alert ς all add to you adding value 

https://www.google.co.uk/alerts 
 

https://www.google.co.uk/alerts
https://www.google.co.uk/alerts


 

Who uses  social media in the room? 
Show of hands for  
 
 
 
 
 
What about popular Apps such as  
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Social Media  

https://www.youtube.c
om/watch?v=6k_G_h41
ZaQ 

https://www.youtube.com/watch?v=6k_G_h41ZaQ
https://www.youtube.com/watch?v=6k_G_h41ZaQ
https://www.youtube.com/watch?v=6k_G_h41ZaQ
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I did a post on Executive Secretary FB group and asked them favourite 
Apps: 
 

 

 

 

FB, LI, Instagram, Twitter, Dropbox, Google Drive, Onenote, MS 

ToDo, Whats App, Skype, TripIt, Google Keep, Trello, Eventbrite 

Mailchimp, Hootsuite, Trip Advisor, National Rail, Survey 

Monkey, Wetransfer, Tube Map, Skyscanner, Xe, SkyGo, Ripl,  

Canva, EmojiMe  
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ÅScanbot ï Scan documents and photos from your phone 

ÅSortd for gmail ï organises all your email with to do lists  

ÅOffice Lens ï organises images for OneNote ï great for 

business cards & making docs look better 

ÅWaze ï Get someone to be places on time  

ÅSnappa ï alternative to Canva 

ÅInsight timer ï good for time zone sleep patterns 

ÅAudible ï business reading for listening eg in car 

ÅLayout - for montage of photos 

ÅCozi ï Family life planner 

ÅHeadspace ï 5 minute meditations when stress coming on! 
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Websites 

ÅDoodle Poll 
ÅVyte - makes scheduling appointments, meetings, and customers 

bookings easy and user-friendly. 
ÅPixabay ς royalty free images 
ÅUnsplash ς royalty free images 
ÅPDF2go ς to split PDFs into single pages 
Åimagecolorpicker.com ς Match colours of images/website  
ÅSnippingTool ς to snip/capture any area of an active window/desktop  

 

http://imagecolorpicker.com/
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Remember  

ÅPeople still buy people  
ÅDevelop yourself and your personal brand and that of 

your company 
ÅStand out and be seen for all the right reasons 
ÅWatch your body language - your posture ς your voice 
ς your influence as they all contribute to who you are 
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Remember  

ÅSpeak to people according to their personalities once 
you know them 

ÅWhat do you want others to see in you ς what is 
important ς what values do you want to portray?  

ÅHow do you let people know who you are ς your voice 
and how you stand tall shows confidence.  

ÅSmile 



governmentevents.co.uk | 0330 0584 285 | info@governmentevents.co.uk 

Technology is a tool to enhance ς NOT to take over! 
 



Time & Diary Management 
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Communication 
Å  What we ask  
Å  How we listen  
Å  Our actions and behaviour can all help or hinder our time 
Å  Open to change and adapting to ways of working 
Å  Talking through preferred ways 
Å  Say yes wherever possible  
Å      Learn to say no (for the right reasons) 
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How do you manage your time without going into overload? 



Self awareness  
Å Be self aware of your actions. 
ÅWhat do others see? 
Å Only you have the knowledge on what jigsaw pieces you need 
Å Listening to your team members will help productivity.  
Å Learn from those around you 
 Your team 
 Your network  
 Social media forums 
 Reading books and articles 
 Watching webinars  
 Free resources such as Admin Chat, LinkedIn, online articles. 
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