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Key Challenges Facing
Adaministration Roles
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Key Challenges Facing AdministratiBoles
Where Is the industry heading and why?
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Why Is this role where 1t IS?

Recession meant stepping ub

Training

Adding value

L eadership skills
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SOPHIA Fgam

https://www.youtube.com/watch?v= pkjtISUVhA
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What challenges does this bring to the role?

" NT B@VCHALENGE

without CHANGE

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

2.CKSY OGKAY]l lFo2dz2i oKFG &2dz FNB R2 2dziahil
3. Where doyou 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 Iis changing.
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Basics to think of:

A Saving your company money
A Think how much time you save your executives each day and time is money

A How much you save your company every day!
A Use your appraisals to your advantage
A Askfor feedback and take positive actions to make it work

A Strive for excellence not for average
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Beinga business partner to youExecutive

Howdo you see yoursétt

Youare the expert in beingn assistant
Listen

Anticipate

Develop a network of likeninded people
Know theirpersonality

Know their schedules!
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Reactive v practive!

Waiting for direction

Little or no authority

No influence ovedecisions
52SayQiu 3I2 2 dzi

A Regular Catch up meetings

A Actively contributes

A Understands business strategy
2 A APKCIAER SIRHoPs,

A Meets and sets expectations

A Knows priorities and deadlines

.uk
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ShowLeadership Skills
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What Are Leadership Skills?

Shout some out!

BUSINESS NN A Clear communication
| VENTURE | Motivation
INNOVATION Delegation
CAl ES " C custoM PALRTIN N Positivity
Trustworthiness
Authenticity
Creativity
Feedback
Responsibility
Strategic
Commitment
Flexibility
. Embrace change
=N ¥ Negotiation Skills
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Be Authentic

Today you are YOU,
that is TRUER than true.

There is NO ONE alive
who is YOUER than YOU!
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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 F'step is to manage you and your own perception of you
before learning your managers!
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Perception

#thedresst#whiteandgold
and #lackandblue
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Perception and language aboyburself

EA AWARDS
Executives were saying:

Efficient

Effective

Can-do Attitude

Friendly

A Juggler

Unbelievable Productivity
Commitment

Above and Beyond
Forward Thinking

Level headed

The Best

So deserving of an award

EAS were saying:

0

O« O« O¢ O«

Just doing my job
donot bel

like to help people
amayespersoni no

eve I

try to make my executives life easier

have
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Multi-managingmore than oneExecutive.

Question
How many of you work for more than one manager?

Stats

1'
1'

1 In 5 assistants have only one boss
' This stat Is ever increasing with more assistants Amudgnaging

1'

- Moving forward this will become the norm
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Getting It right

ARegulameetings

AManage expectations

AFind out and know the real priorities
AKnow the deadlines

AAsk more questions

AS K2ySad AF @é2dz
ABe clear on your workload

ABe flexible
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A So many things to think about and deal with >

A Howcan you manage this with conflicting %
deadlines?

A Multi-tasking is not always the answer

A Youalways have atronger/demanding manager
within the people you support

A 5 2 yidddne executivenonopolise youtime
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PersonalityTraits
There are 4 main personality colour

Each colour has different ways of
working and once you know the tea
your work will beeasier!

Once you know how to work with
someone the results are all in your
favour.
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wWant you to get to the point and
tell them what the purpose is

wCan seem aggressive and
overbearing

wWant to know the detail in the
shortest way possible!

wVery informal

w Speak their opinions out loud
w52y Qi tA1S G22
w Constantly thinking of new ideas
wUsually before finished last task
wFriendly souls

wLove to have fun

wLife and soul of the party

iKS Ft26SNE SELX I VIGA2Y A
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wMay seem detached
w Particular & methodical

Helpful

kindness#

wWant others to be ok before
they think about themselves

w52y Qi fA1S O 3dSySaa 2Nt O
detail!
Strong leaders Deep thinkers wPay full attention to c!etail -
Fast paced thinkers § Analytically minded wSeem r_eserved and indecisive
: wGreat time management
Risk takers Detail focused »Very organised
Purposeful Want full detail
Strong-willed Formal thinkers
High energy Suspicious
Competitive Time sensitive
No Nonsense Organised
Laid back
Relaxed
Informal
Emotional
Easy to get along wVery undgrstanding o i
with w2y Qu tA1S OKIyYy3S
Patient wLike sincerity
Relationship led w52y Qu tA1S LildzaKeé LIS2LX S
Kind wSincere and kind
wLike you accepting their

2
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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
Timewastersn the bin

Seeyourself as a solutiohnder nota problem fixer
Set boundaries

q
q
q
q
q
q
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Going back to Roger 1 | 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.




[
]

5
S 4

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

L

Behaviour POSITIVEIAILY93N

{1 Positive thinking tends to bring positive results
' Negative thinking tends to bring negative results
f Behaviour breeds behaviogrgood for good and bad
for bad!
15 2 vy QU c itk daftld dldad mouth others: it will
get round and will be heard in places that can affect yourL
{ Listen-understand the tasks you are being given and the® f

purpose of what is being asked for and what Is the l-—,;—-‘”” DE SRR
expected outcome " L

.uk
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STRENGTH =>»
& WEAKNESS
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The Importance of Networking
for the Assistant
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NETWORKING

Love it or hate It
We have to do it EVERY day
So you might as well learn how to do it well

i - Qé ) Q Q
SHEE
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Builds confidence and improves
communications

Meet & connect with likeminded professionals
& can share information

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

You can also be a connector
Improves opportunities & your career success

You can build up valuable business contacts &
build new circles

Connections will start to piece togetheit is a
small world!

Who knows when you may need theqor
Indeed they need you

governmentevents.co.uk | 0330 0584 285 | info@governmentevents.co.uk
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My Favourite Benefits

Feel Increase
Supported Confidence

INIEVIE
isolation

Better
networks &
contacts

Sharing
New Information in

Perspective a specialist
field
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Challenges

A General Fear

A Lack of confidence

A Not knowing what to say

A Fear of being ignored

A Making a fool of myself

AL R2y QU ¢l yi
AL R2y QU YySSR
A Commitments at home

AL 'Y KI LILER 4K
AL R2y QU YySSR
A Lack of time

A | am an introvert

A | am too shy

A Has no use to my business
AL 62y QU0 06S AYUSNBXaloAy3d (2 20KSNJ LIS2LX S
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1 COMMON CHALLENGES

TN

Lack of
Confidence

| have no
Idea what
to say

Finding the lam an
time Introvert

. -
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Anyone can network
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| am an IntrovertcL  OF Yy 2

H's not atoul H's albbout
Se\\'\n_q SouPSe\‘Q he\p’mg others.

N,

s not alpouT s abodt learning
becormr\g popular oand shanng,

LaNEls

_ Chonoe Your rspechive.
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Feel Tlf#‘gzén%
DO

T
anyway.
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Atnon-PA net working events nl feel embarrassed

me being there?o0

p————————————————————————————

| work for a very successful business. | create the systems that help my manager and our business be the best
that they can be!

| 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. | 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 t
essential that this occurs. | make it happen!
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Everyone daunted at first

Top Tips

Break the comfort zone

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

Arrive early

Smile

You have 2 ears and 1
mouth

Ask to be introduced

Dondt stick
person i missed
opportunities

Wi
Know the dress code

How to move on
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Laura Schwartz

¢ sypeeed

Climb Your Way 10 the Top Using
tha Notwerking Power of Social Events

LAURA SCHWARTZ

Formes White House ODirector of Events

T et Mt b4
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Remember the old saying?

Well more
importantly it is who knows you!
really

| t 6s not what Make networking

work for you!

who you know




New Technology & Moving
With the Times
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Artificial Intelligenceis already heré
Data Is fast becoming the biggest currency in the world
Data Is gold and it is important to companies
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What can | help
you with?
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Google Duplex

https:// www.youtube.com/watch?v=JvbHu bVa g

“Mm-hmm.”

Technology can facilitate the workwedd 0 R2 Say Qu

So the fine line Is to learn technology but still offer a sergice
addingvalue andbeingproactiveto enhance oupffering.

governmentevents.co.uk | 0330 0584 285 | info@governmentevents.co
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Digital offerings cabe used to your advantage and to enhance the role.

There Is technology for writing minutes which is becoming more popular sudkescribevhich
turns your handwritten notes into digital notes.
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Board meeting software making everything digital such as Diligent.

|||||||||

50 060|100

This surely is a good thing and can save hours if your company offer_ .3
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A New technologies are immerging all the time.

A It is the biggest industry worldwide.

A Thistime next year there will be more!

A Work with the ones your company hasuggest apps to your
team and executives look savvy

A GoogleAlertc all add to you adding value
https:.//www.google.co.uk/alerts
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Social Media

Who uses soclal media in the room?
Show of hands for

n , m https://www.youtube.c
om/watch?v=6k G h41
Jnstogruoum - .

ZaQ

What about popular Apps such as

g Youl
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https://www.youtube.com/watch?v=6k_G_h41ZaQ
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| did a post on Executive Secretary FB group and askedfénearite

AppS

A_YeA Y LS :"‘."\"

‘“ o TancTmEumew
ne= Q TR nTawRw
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O EF=ZT"E000AEAREOBRTIRTIR R Y
F7oSOLPSR  0G0EBAOETTRTVWORRRNT
FOSOOLSFFETZR00EEEQERAR " SRVNRRNS
OFFe7aMs “QOPHECERRUT7ZV0RN

{A44d ERR-PA=1-11 1% ) AL\ NG\

FB, LI, Instagram, Twitter, Dropbox, Google Drive, Onenote, MS
ToDo, Whats App, Skype, Triplt, Google Keep, Trello, Eventbrite

Mailchimp, Hootsuite, Trip Advisor, National Ralil, Survey
Monkey, Wetransfer, Tube Map, Skyscanner, Xe, SkyGo, Ripl,
Canva, EmojiMe



@ [ ]
A Government

Events

|| governmentevents.co.uk | 0330 0584 285 | info@governmentevents.co.uk
D
S 4

L

A Scanbot i Scan documents and photos from your phone

A Sortd for gmail T organises all your email with to do lists

A Office Lens i organises images for OneNote i great for
business cards & making docs look better

A Waze i Get someone to be places on time

A Snappa i alternative to Canva

A Insight timer T good for time zone sleep patterns

A Audible i business reading for listening eg in car

A Layout - for montage of photos

A Cozii Family life planner

A Headspace i 5 minute meditations when stress coming on!
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Websites

ADoodlePoll @ '

AVyte- makes scheduling appointments, meetings, and customers
bookings easy and user-friendly.

APixabayc royalty free images

AUnsplaslt royalty free images

APDF2g to split PDFs into single pages

Aimagecolorpicker.cong Match colours of images/website

ASnippingToot to snip/capture any area of an active window/desktop
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Remember

A Peoplestill buy people o

Executive Secretary

A Developyourself and your personal brand and that ¢ ™ Gugero
your company

A Standout and be seen for all the rigihtasons Building d powerful

A Watch your body languageyour postureg your voice  personalbrand
¢ yourinfluence as they all contribute to who you ar

Anel Marun
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Remember

A Speak to people according to their personalities onc
you know them ‘

A What do you want others to see in ygwhat is
Important ¢ what values do you want to portray?

A How do you let people know who you ateour voice
and how you stand talhowsconfidence. 0

A Smile "

™
S o
v/’



Government

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

Technologyis a tool to enhance NOT to take over!
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Time & Diary Management
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How do you manage your time without going into overload?

Communication

What we ask

Howwe listen

Ouractions and behaviour can all help or hinder aore
Opento change and adapting to ways of working
Talkingthrough preferredways

Say yes wherever possible

Learnto say no (for the right reasons)

o T Too o T To o




]
Government

Events

(i ®

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

Self awareness

A Be self aware of your actions.
A What do others see?
A Only you have the knowledge on what jigsaw pieces you need
A Listeningo your team membersvill help productivity
A 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.



