
THE ULTIMATE GUIDE TO 
EXCELLING AS AN EA/PA
It’s that time again; the annual EA PA Summit on the Gold Coast is just 
around the corner, and we can’t wait. What’s great about the event is 
hearing about your stories and challenges on a day to day basis. It’s 
amazing how many of you are faced with similar obstacles!

I’ve worked on a few EA and PA events now and as such have had the 
pleasure of interviewing some of the best EAs and PAs in the business, 
their stories have really blown me away but there’s no reason why you 
can’t have a story just as great. I didn’t really think it was fair to keep all 
their top advice to myself. We’ve been generating lots of content with 
top tips, interviews, webinar’s and  insiders looks to high profile EAs 
and PAs; I’ve pulled together the best of the best under some key areas 
where you’re often faced with challenges to make this Ultimate Guide to 
excelling as an EA/PA, I hope you find it useful.. 

Don’t forget to give us your feedback on the EAPA Linked in Group and 
get interactive, practical, personal solutions at the EA/PA Summit on the 
Gold Coast this December,

Hope to see you there.

Alex Holderness
Editor
EA PA Summit

Download the agenda CLICK HERE   •   Email us CLICK HERE   •   www.eapa.com.au
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management was at the top of the list.

“The most important is time management. I have 
obsessiveness for order and I order my day in the 
same way to try and minimise stress and pressure.  
I also prioritise and make time to attend to the most 
important matters first,” she said.

Another important method used by La Grange to 
manage stressful periods throughout her role is paying 
attention to detail.

DEALING WITH DIFFICULT SITUATIONS

Mandela is a very popular man with an array of people 
longing to meet him or be photographed beside him.

Being in charge of scheduling these meetings, which 
has ranged from people like Bill Clinton to Elton John to 
Robert De Niro, has placed enormous responsibility on La 
Grange making her essentially Mandela’s ‘gatekeeper.’

“It gets a bit negative when you have to tell people 200 
times a day, “No, no, no.” A large part of the job is saying 
‘No, he cannot see you.’ But I think to myself, you didn’t 
take this job to win a popularity contest and my main 
objective is to protect Mandela’s interests and execute 
his wishes – as long as I do that, I shouldn’t care about 
who gets angry at me for what.” La Grange said.

Like most other EA’s, La Grange has also faced her fair 
share of difficult people and situations, which she says 
over time she has learnt to deal with appropriately and 
effectively. 

“Every situation is different and one has to learn to read 
the situation properly, assess and then think carefully 
how to act.  I’ve learn the art of listening carefully before 
I also draw conclusions on any situation.”

One person who really brought home the day to day challenges was Zelda La Grange, Personal Assistant to former President 
Nelson Mandela and Spokesperson for the Nelson Mandela Foundation. For the past 12 years, she has been Mandela’s right 
hand woman. In case you missed it, here’s a look at some of the methods Zelda used over the years to excel in her role as a 
high profile public figure...

The early years: the skills and 
qualities needed to stand out
What made her stand out for the role as personal 
assistant in the first place?

“I worked extremely hard and was always committed 
and loyal to my job irrespective of the title.  Mr Mandela 
obviously noticed my commitment and loyalty that 
made me stand out,” she said.

It was also La Grange’s speed of response also marked 
her out as unique for Mandela, a man who is a stickler 
for punctuality. 

“He’s always been very punctual, does not like to waste 
other people’s time. That’s probably the only thing he 
has a real dislike for, people coming in late for meetings 
and any kind of dishonesty. I share that. We both had 
that same urgency. But the other important thing was 
that I had a better response time than my peers and I 
was meticulously paying attention to detail,” said La 
Grange.

Pressures and challenges 
MANAGING STRESS

After Mandela retired at the end of his presidential 
term in 1999, La Grange’s role became much more 
demanding, as Mandela’s schedule became more hectic 
than it had ever been previously.

According to La Grange, there were a variety of 
strategies she used to deal with the demanding 
workload and faced paced environment but time 
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La Grange’s relationship 
With Mandela
After Mandela left the presidency in 1994, he chose to take 
La Grange to take with him into retirement to remain in 
his service.

So what are the fundamental elements that have made this 
strong relationship work?

La Grange believes it was a combination of respect, trust 
and a mutual appreciation that helped strengthen the bond 
and relationship.

“A mutual appreciation developed between us. He appreciated 
that I was trying to deliver what he needed to enable him to 
achieve what he wanted, without the big support structure 
we’d had in the presidency, and, well, he saw that I tried my 
best. He was very tolerant and became the biggest mentor 
one could wish for. 

Obviously, I started anticipating what his responses would be 
to any given situation because when you see a person every 
day for a period of 10 years you can anticipate what they think 
and what their response will be, which made things easier. He 
also knew that I cared for him as a human being and we grew 
closer, like a grandfather and a granddaughter,” she said.

However while they do share a close relationship, La Grange’s 
advice to other EA’s is that maintaining professionalism is the 
most important rule in forging a successful relationship with 
your boss.

“I always respect his space and privacy. There is a fine line 
between professionalism and familiarity.  I obviously have 
enormous respect for him and I share his principles and work 
ethic which makes it easy to work for him,” she said.

Her advice to the EA and PA’s who are thinking about taking their 
career to the next level?

“The most important thing is to find your passion and pursue it. 
If you find your passion and you do what you love doing, you will 
inherently make a success of what you do.”
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Managing relationships
There are obviously a few parts to this, communication is clearly essential 
but then how do you also manage things that are sometimes out of your 
control – conflicts.

Hugh Gyton & Tracey Ward are Coach and Behavioural Change Experts, 
they run Hugh Gyton and Associates and have been involved in the summit 
for many years constantly helping EAs and PAs manage relationships 
effectively.

GET EXCLUSIVE ACCESS TO THREE WEBINARS HUGH AND 
TRACEY PUT TOGETHER FOR US HERE:
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1. The Art of Assertive Communication
 Hugh and Tracey explore assertive communication, 
 including; why it’s important to be assertive, understanding 
 the assertive scale from passivity to aggression and 
 where you fit on the scale; identifying your typical approach 
 to situations and the consequences of this approach; and 
 finally, learning what you could do to operate more in the 
 assertive space.
 
 CLICk HERE to watch the webinar.

2. The Power of Influence
 Look at how to successfully influence people and deal with 
 objections and push back. This webinar will cover how 
 to manage your emotional state to stay calm and focused; 
 developing empathic listening to get more of what you want; 
 responding to the real, not implied, issue; and following 
 through and engaging appropriately.
 
 CLICk HERE to watch the webinar.

3. Tackling Difficult Conversations
 Hugh and Tracey tackle difficult conversations, including 
 dealing with procrastination and how to approach these 
 conversations to get the outcome you want.
 
 CLICk HERE to watch the webinar.
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To further explore the area of conflict, I got some top 
tips from Kaye Hodge, Executive Assistant, Centre 
for Learning, Research and Higher Education, The 
University of Auckland.

1. Communication

2. Provide neutral guidance

3. Offer a calm presence

 4. Be confident that you have the facts

 5. Be aware of procedures in place for 
   working through official complaints 
   and grievances

Sticking with the theme of tips, of course we can’t look at managing 
relationships without addressing, perhaps the most important of them all – 
the relationship with your boss. Here are 5 key areas identified by Kaye that 
are essential to getting it right:

Establish a sound and genuine partnership with your boss! Right at 
the start – make sure that you get off to a good footing. It should be 
a working relationship which recognises the old fashioned values we 
often talk about: of trust, respect, honesty and openness. You will 
need to have a genuine understanding of their role and that for all 
purposes, everything that you undertake, should send a strong signal 
that they have your support. 

If you are new in your role, or if you are working for a newly 
appointed boss, be organised but also patient in your approach 
in the early stages.  Allow time for the newness to settle. Foster 
the relationship and don’t be impatient for overnight success. The 
working relationship should build gradually to ensure that you reach 
the desired level of trust.

Be mindful of the challenges both parties will face in a new situation. 
Keep in mind that changes can impact upon the workplace. It may be 
that you need to diplomatically manage the expectations of others.  
Strong two-way communication will promote and ensure effective 
relationships are built. Another tip: Keep your boss informed of 
important items that may have the potential to escalate.

Have a thorough knowledge of your core business and what is 
required of your boss. Make sure that you are working in sync with 
them. The real strength of your relationship is about being kept in 
the loop in relation to significant issues.

Understand the style of leadership your boss has, as well as their 
approach to the requirements of their job.  If there is a need for 
you to fill gaps as they arise when you see a shortfall – where it’s 
appropriate > take the initiative. When you anticipate the needs of 
your boss you may well exceed their expectations. 
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In essence, it’s about looking for opportunities to contribute positively 
towards the success of your boss and ultimately your organisation.

Coping with difficult 
personalities

After her highly rated workshop at 
EA/PA for the public sector, I sought 
some insight from Jacquie Bran, 
Corporate Coach and Trainer:

Some people are just plain hard to get 
along with, but you don’t have to let 
them get under your skin. There are 
some strategies that you can apply to 
end the ‘emotional tug-of-war’ that’s 
correlated to emotional and difficult 
behaviour.

If difficult behaviour comes from a 
boss, you’ve got some tricky choices 
to make. There are several problems 
confronting you at once and none 
of the answers are straightforward, 
especially since you’re juggling 
competing goals (theirs and yours). 
Your pride tells you to stick up for 
yourself, but you know that, often, 
it’s best to avoid an unnecessary 
argument. We all too quickly jump 
to our own defense when we feel 
insulted and this leads to further 
difficulty, conflict and perhaps the 
need for more formal negotiation 
and arbitration. It’s often wise to 
remember that our first reaction is 
often not us ‘at our best’ and time 
for reflection often results in a better 
outcome.

To cope with a difficult person, 
you need to learn to question your 
automatic defensive mode. In a 
sense, you need to ‘re-program’ your 
responses in order to negotiate your 
way through the scenario effectively 
or to off-set the difficult behaviour in 
a positive way focused on the solution 
and not the problem. The train of 
thought rolling through your psyche 
might sound like this… “I will not 
be treated that way; I won’t let you 
get away with this” or this… “My 
reputation is on the line if I fail.” 
However, this initial response is often 
worth considering in order that you 
can fully comprehend the situation at 
hand and piece the jigsaw together 
in such a way to resolve rather than 
aggravate things.

Kaye Hodge
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Resisting the trap set by difficult people is easier if you’re aware of your vulnerability to getting 
hurt and then feeling angry. Let’s examine our common responses and triggers and see if we can 
re-frame them and re-program ourselves in order to feel empowered again when faced with such 
difficulty. Here are my top tips for success in the face of resistance, negativity and conflict:

Make it about the problem – 
not the person
Somehow you need to detach 
yourself from the emotion and 
attach yourself to the problem at 
hand (thus calming down your 
own response and the wider 
situation). 

Ask questions and actively listen
Asking questions is a really powerful 
way to calm down a difficult situation 
or person. Open questions such as 
“It would really help me if you could 
explain your point of view – would you 
be happy to do that?” or “I would like 
to resolve this – how do you think this 
could be achieved?” or “before I share 
my perspective – it would be great 
to understand yours so that we can 
move forward” …and so on. By asking 
questions and seeking to understand you 
are engaging in a non-confrontational 
way that shows respect and invites 
the ‘other’ to interact with you in a 
professional and considerate way.

Seek a solution – don’t look back
Avoid the urge to ‘tell’ the other person 
what to do or what you think should 
be done. Instead – open the floor to 
questions and ideas and seek a solution 
together. Try to figure out alternative 
solutions to the stances taken thus far 
(which aren’t working) and bounce ideas 
around in an environment that is not 
about blame or judging. 

In summary – we are 
all negotiators everyday 
(whether we like it or not) 
but in the workplace difficult 
situations and personalities 
can upset and frustrate us 
and make it hard for us to 
do our jobs effectively and 
successfully. When this 
happens – stop, breathe 
and think. And – before you 
do anything else…seek to 
understand their point of view 
and put yourself in their shoes 
for a moment. You might find 
a solution quicker than you 
thought you could!

1.

2.

3.

4.

Jacquie Bran
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Updating your skills

Development is a huge part of the career of an EA or PA, not just to fulfil the role of 
your job but to be happy and motivated with the career path you’ve chosen. Another 
highlight of working with Kaye, was the advice she gave around achieving excellence. 
Take a read:

WHAT MAkES AN EXCELLENT EA OR PA, WHAT SkILLS TO YOU ATTRIBUTE TO 
ACHIEVING EXCELLENCE?

The first skill an EA or PA really needs to nail is to promote an effective working 
relationship in supporting the boss.  This is absolutely paramount and needs to come 
way at the top of the list.  It is the most significant aspect of your role.

You know there is a great leveller when we think about excellence.  Excellence isn’t an 
accident.  A valid question for all of us to reflect upon is:  Would we like to be known 
at our workplace as the person who does just enough to get by – or that excellent EA 
or PA – who really goes the extra mile?

One critical factor I believe, which truly sets apart an EA or PA, is whether or not you 
bring leadership into the role.  By that I mean, as an EA or PA - that you absolutely 
take the initiative in the performance of your role; that your default position or stance 
is that you are proactive in your working environment – not reactive.  Your attitude 
as an EA or PA is extremely vital to all facets of your work.  Let’s not forget the 
importance of adding real value, energy, enthusiasm as well as your expertise – these 
are the qualities which really set an EA or PA apart when it comes to performance and 
achieving excellence.

I’d like to highlight also the 3 significant EA and PA skills listed time and time again 
by Recruitment Companies or prospective employers when they are looking to make 
appointments to our profession.  Researched and well founded information identifies 
three essential competencies:

• Having excellent communication skills
• Have a flexible approach to your role
• Ensure  strict confidentiality

It is without a doubt these factors I’ve highlighted are skills to fine tune and work on 
for any EA or PA wishing to truly make their mark in the industry. These will ensure 
personal and professional credibility which will promote your future career.
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HOW IMPORTANT IS IT TO 
CONTINUALLY DEVELOP YOUR SkILLS 
AS AN EA OR PA, HOW DO YOU DO 
THIS AND WHY IS IT IMPORTANT? 

The importance of advancing your EA 
and PA skill level is something I am 
absolutely passionate about. Your boss, 
your colleagues, your HR department, 
your friends and your family may be 
aware of your skills and attributes and 
what you may be particularly good at in 
your role – but to ensure your on-going 
career success, it is absolutely vital that 
you personally take full responsibility for 
the progression of your own professional 
development.  

Look for opportunities both within your 
organisation and also externally to invest in 
yourself and remember that the knowledge 
you gain will serve you well and have the 
potential also to demonstrate your ability in 
adding value to your role.

Make sure to research any relevant 
professional development opportunities 
for up-skilling your role. Show your 
initiative when making your application by 
presenting a sound written proposal and 
considered approach on the importance and 
significant benefits of your attendance at a 
selected conference/workshop or training 
initiative. List not only the tangible benefits 
to you personally and professionally, but also 
how this will contribute significantly, to the 
organisation you are working for. Use the 
letter at the end of this guide as a base.

Set goals for achieving an advanced level of 
workplace skills and really take time to think 
outside of the square on this one. A level of 
higher learning will promote you in such a 
way that you will stand out in the crowd. The 
end result will be that you have significantly 
promoted your chances for advancing your 
career.

It’s important that you bring passion and 
commitment to your role. The key thing to 
consider throughout your career as an EA or 
PA is that when opportunities arise, make sure 
to approach them with a real sense of purpose 
and a positive attitude.
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Balancing your workloads

A key part of managing your workloads is being smarter 
with your time. Keeping a diary and organising your work 
day by day can take you so far, but there are some other 
quick wins where big time efficiencies can be made…

PUTTING FIRST THINGS FIRST – SOME TIPS FOR 
SUCCESS WITH TIME MANAGEMENT

Turns out, we’re not so good at “doing” the things we tell 
ourselves we need to do. In fact, almost 90% of professionals 
admitted they’re unable to accomplish all the tasks on their 
to-do list by the end of an average workday. So, chances are 
that you are stuck in a rut and feeling frustrated by your 
ongoing to-do list. If this is the case, and if you’re sick of 
tackling the same stale to-dos every day, it’s time to change 
that and we have some tips to help you achieve it. 

Time management and prioritisation are difficult to achieve. 
This is mainly because we are human beings and by nature 
we are resistant to change. If we are honest, we generally 
don’t like re-forming or changing our habits. However – if 
you want to grasp time management with two hands and 
change your die-hard (ineffective) habits for good – it’s time 
to up the ante. Here goes…
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Prioritise your tasks
If you aren’t prioritising then you aren’t allowing 
yourself to reach your true potential in your role. 
Prioritising tasks means that you are able to always 
tackle the important and urgent things first and 
avoid distractions or less impactful tasks that 
sometimes creep into our day.

Use the 1-3-5 Rule
Try to achieve one large thing, three medium 
things and five small things each day. This time 
management tool assumes that on any given day you 
can only achieve this. Perhaps it’s underestimating 
your capability – however it’s a useful place to start 
to prioritise and re-shuffle. 

Just do it – that one task that you’ve been putting 
off
There’s a brilliant management book called ‘Eat 
your Frog’ which is about undertaking your most 
complex and challenging task FIRST, each day. This 
takes discipline. However, if you can do it, you will 
be flying through the rest of your day and it’s truly 
a great tip.

Do one thing at a time and be present in your 
current task
This tip is about focus. Do one thing and do it well. 
Be present in what you are doing. If you can remain 
focused on the task in hand you are less likely to lose 
time or be less effective as you are not ‘pulled’ into 

Jacquie Bran’s time management top 7

distractions or un-focused and trying to do three 
things (less well) at once.

Plan ahead and have a ‘to do’ list
A to do list (in whatever form it takes) is the key 
to time management and prioritisation. If you are 
trying to keep everything in your memory – you will 
ultimately and eventually ‘slip’. Use excel, or word 
or a notebook – but have a plan and stick to it!

Learn to say no and remember sometimes it’s not 
what you say it’s how you say it
A constructive ‘no’ is sometimes imperative. Saying 
‘no’ is really important in order to ‘take back’ your 
time. However – as the old saying goes – it’s not 
what you say it’s how you say it. Say no, but explain 
why and be transparent. Over rather than under 
communication is the key here. For example, “I 
am really sorry but I can’t help you with that right 
now, however I will have time first thing tomorrow 
morning once I have completed this task which is 
urgent for XXX”.

know yourself
Self-awareness is very useful in time management 
practice. It’s great to be aware of when you have the 
most energy, when you are sluggish, when you are 
more alert and so on. If you can get to know your 
body and mind, you can adjust the tasks you do to 
the time of day when it makes the most sense for 
you to do them.

MEETINGS...

Webinar: Getting More from Your Meetings
Hugh and Tracey will be looking at how you can get 
more from your meetings with your manager and other 
key stakeholders, including the importance of setting up 
and preparing for meetings properly; learning how to 
define your desired outcomes for the meeting and being 
action-focused; and starting the meeting properly to get 
everyone’s attention from the very beginning. 

CLICk HERE to watch the webinar.
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Be the master of outlook

These days, our lives are almost completely dominated by 
email, and it really shouldn’t be that way. Email should 
be a tool that enables you to get more done, rather than 
a relentless wave that washes both time and productivity 
away. 

Fear not, Outlook is your friend. With just a few expert 
Outlook tips, you’ll be able to purge inefficiency and make 
the most of your time. 

Quickly attach files in Outlook
Attaching a file to an email message can be a 
fiddly process, but you can streamline it and make 
sure you don’t forget the attachment by using 
Outlook’s filing system. Browse to the file you 
want to attach to a message and open Outlook at 
your inbox. 

Click and drag the file from its folder onto the 
inbox shown in your mail folders in Outlook. 
This creates a new message and attaches the file 
in one action. Now simply address it and add a 
covering note. 

Tweet with Outlook
Who needs a dedicated Twitter reader? With 
TwinBox, a small plug-in that’s available from 
here, Outlook does it for you.  

It adds a dedicated Twitter toolbar you can use 
to read and post Tweets, all without taking your 
eyes from your other important data. You can 
download your Twitter messages and store them 
in a folder, and it even includes URL shortening in 
tweets, courtesy of bit.ly. 

You can manage multiple Twitter accounts and 
automatically sort incoming messages into folders 
based on the sender, or on keywords and hash 
tags.
 
Disable new message alerts in Outlook
Incoming email can be a huge distraction, 
especially when you need to get some serious 

work done. However, if you close Outlook, 
you won’t benefit from task and appointment 
reminders. Make sure you stick to your allotted 
email schedule by disabling new message alerts 
and then setting a reminder to check your email 
at the correct time.

To disable email alerts, choose ‘Tools | Options | 
Email Options | Advanced Email Options’. Now 
clear each of the tickboxes below the section 
marked ‘When New Items Arrive in my Inbox’ and 
click ‘OK’ three times to confirm. Make sure you 
set an appointment to check your inbox, though, 
or you might miss an important message. 

Get organised with Outlook categories
Use Outlook categories to help identify items 
that are important to you. By assigning colours 
to categories, you can quickly see what different 
messages, appointments and tasks relate to. To 
sort your categories, click the ‘Categorise’ button 
on the toolbar – it’s next to the flag and shows 
four coloured squares.

Choose ‘All Categories’ and rename the existing 
ones to labels you need. You can change colours, 
add new categories and set shortcut keys for each 
category here. To add an item to a category, select 
it and press the shortcut key. 

Rename old emails
Quite often, the subject line of an email bears little 
resemblance to its contents, especially if it’s part 
of a longer thread that may well have started with 
a message simply entitled ‘How are you?’ You can 
apply retrospective filing to important messages 
by renaming their subjects to make them easier to 
find.  Open the email in a new window and click 
in the subject line. Delete the old subject and type 
the new one in. Click ‘Yes’ to confirm the change.

There’s no doubt these tips can help save time, but 
the work isn’t just going to disappear. That’s why it’s 
so important to ensure you have a little balance in your 
routine outside the work work work…
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Managing stress

Stress is unavoidable, at one point or another whether this is due to 
high workloads, a change in career a change in job or just a different 
environment.

A clear area has always stood out for me as a trigger for stress, and 
that’s change. It’s also pretty unavoidable; however how you deal with 
change can completely alter your outlook and therefore reduce your 
stress; Jacquie Tewes, Director at Job Boot Camp and Tiana Macleod, 
Director at Wizard Corporate Training certainly know a thing about 
change management; they gave me the low down on getting yourself in 
the best position to tope with change: 

Ask yourself why - Why is this change necessary? People need to 
know the why behind it before they’ll embrace it or understand it.

Come up with a plan for the future - once you know the why, look 
at how it’ll affect you and how it’ll affect others. Will the dynamic 
within the workplace change. How are they going to cope with 
that? Are they willing to embrace the change? If they’re not, what 
are they going to do? Don’t sit back and wait for it – plan where 
you want to go.

Have an impact at your organisation - create a bank of 
achievements that you’ve done in the workplace. How have 
you improved something and what impact has that had on the 
organisation or team. It’s those achievements that will make you 
stand out.

Use your initiative - find ways to stand out, but also taking the 
time on social media to have a LinkedIn profile that is really top 
notch. Take the time to participate in forums and join appropriate 
groups where people can start to get to know your name and look 
for  opportunities. For example, there’s an EA, PA forum where 
there’s recruitment consultants of there saying, we’re looking for 
a person to do this sort of work, just send me your resumé. 

Be flexible – ultimately you can’t prepare for everything, embrace 
the opportunities that come up and be positive about new 
challenges.
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Getting the image right

We’ve all heard the expression “image 
is everything” right? Start with the 
following core principles:

Open your networks - there’s 
a lot more jobs going to people 
through social media and 
informal channels than ever 
before. So if you are an unknown 
person applying for something, 
you don’t have a reputation 
behind you that’s known. 

Prioritise your personal branding 
and what people know you for. 
Make sure you’re known and 
being talking about in terms of 
the positive things that you’ve 
done. 

Make yourself unique - Have a 
combination of skills, experience 
and interests. Part of being 
accepted for a job is that you 
can demonstrate an alignment 
with an organisation, and when 
you demonstrate that alignment 
it makes you look like a more 
genuine person who’s going to 
have a good fit with the culture.

This year’s EA/PA Summit will 
feature an interactive session on 
dressing for success with Anne-Marie 
Chimarios. Anne-Marie will talk 
about her experiences of working for 
some of the world’s largest brands 
including her time as Head Designer 
for the Kardashian Kollection where 
she was responsible for the initial 
launch across the USA, Australia 
and the UK. Anne-Marie will also 
showcase some of her latest designs 
and offer styling tips for the modern 
day EA and PA.

Jacquie Tewes
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Have a winning attitude

Who better to talk to about having the right attitude than the coach who led the Australian 
Basketball Team to medal success during the 2012 Olympics in London, Carrie Graf. Carrie is 
a seven time championship winning coach and three times Olympian. She raised her team to 
victory and placed them at the heart of the community.

So how can you handle adversity, advance and progress under pressure? Carrie used her wealth 
of experience to share some top tips:

Work towards a common goal
Particularly when you’re working towards the 
same goal, part of having a strong dynamic team 
and good chemistry is the ability to work towards a 
common goal, for all the right reasons. If everyone’s 
mind set is engaged and focused, you’re much 
more likely to have a positive impact and achieve 
great results. One of the key things to achieving 
this is communication. Have trust, be honest, be 
transparent, it will allow everyone to perform to 
the best of their ability in their role.

Take something away from all your experiences
The team won bronze medal at the Olympics, it 
would have been great to have won one better 
but you should never be disappointed by your 
achievements. Take everything as experience for 
your development, value and cherish and takeaway 
from everything you do. The life experiences shape 
who you become, good bad or indifferent, there is 
something to be taken away from each one. 

Stay Poised
Sometimes in difficult situations emotions can 
get a little out of hand. There can be different 
dynamics in a group and it’s important to optimise 
the potential of each. Providing evenness to a 
situation will ultimately override the bluster of a 
difficult situation. 

When you’re under pressure, it’s a big test to your 
mental and emotional skills. Some people are 
confident and poised under pressure, that’s a skill 
that you can develop. Small things like visualizing 
your goals and practicing how you would handle 
worst case scenarios can help you develop your 
ability to stay poised.

Be persistent
If you aim for something or have a task that needs 
to be done, stick with it. Things can take time to 
achieve, stick to your guns and continue to work on 
whatever it is you’re aiming for whether that’s in 
your work environment or your life environment it 

all interconnects. It’s easy to start working towards 
a task then stop when the going gets tough, keep 
focused and follow it through. Track your progress 
or keep a diary log, with clear aims of where you 
want to be by a set date. This will help keep you 
motivated and focused. 

Get moving
Athletes have a responsibility to ensure they’re in 
the best physical condition they can be throughout 
any training period. 

This expands beyond sports, the better physically 
conditioned you are he more productive you can be. 
Studies have shown that just a 30 minute walk can 
improve your ability to handle stress. You’re body 
language can also have a huge impact on both your 
own and your teams attitude.  It’s hard to make 
time for exercise when you have a jam-packed 
schedule, but experts say that it may ultimately 
help you get more done by boosting your energy 
level and ability to concentrate.

Exercise can also help you to be more alert and can 
provide a clearer and more relaxed approach to the 
way you work or start the day.

See your challenges as opportunities
Critically, particularly during times of uncertainty 
or change, see it as an opportunity. There’s clearly 
a lot happening and potentially changing in the 
public sector over the next 6 to twelve months, it’s 
a great opportunity for renewal and growth. Don’t 
focus on the hardness of a certain situation. Quite 
often outcomes are out of our control, don’t dwell 
on these just keep your attitude positive and stand 
yourself in the best possible position you can be, 
you’ll find it much easier to handle any outcome.

Take a holistic approach
Ultimately, none of the above work independently. 
If you’re going to be successful in having a positive 
attitude and be in the best position to handle 
adversity, you need to consider all aspects of your life.
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HAVE A LITTLE FUN…

Finally, I hope you’ve gained a few tips that will help you out, there’s one more I can’t ignore – never underestimate the 
importance of having a little fun in the office.

There’s a reason why organisations like Google create a workplace everyone wants to work in – they have a little fun from 
time to time. So finally, I wanted to share with you a recent blog post I came across recently as a reminder to make sure no 
matter how busy, you always find a little down time in your day.

Don’t forget you can now get your tickets for the EA/PA SUMMIT - Why attend 
EA/PA Summit 2013

To get you the most for your investment of time and money this year’s summit has been built around the challenges you 
face, meets your learning objectives and provides you with the skills to support and enhance your professional development.
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CLICk HERE FOR 10 GREAT OFFICE GAME IDEAS

YOuR EXPERt SPEAKER PANEL LED BY:mAXImISE 
YOuR LEARNING 
POtENtIAL BY 
AttENDING OuR 
5 EXtENDED 
WORKSHOP 
SESSIONS: 

Workshop A: 
Resilient and Ready: How to 
Thrive through Challenge 
and Change

Workshop B: 
Your Time Matters - ‘A Better 
Way to Work’

Workshop C: 
Brain Blinkers: How to 
Recognise and Remove the 
3 Mental Barriers to Being 
your Best

Workshop D: 
Customer Centricity: 
Developing
a Customer Centric Mindset 
for Improved Performance 
and Organisational Growth

Workshop E: 
Creating an Action Plan for a 
Brilliant Career

Kaye Hodge
Executive Assistant,
the Centre for Learning 
and Research in Higher 
Education, the university of 
Auckland

Mario Halouvis,
Training Manager, 
Priority management NSW

Jacquie Tewes, 
Director, 
Job Boot Camp

Tammy Tantschev, 
EA to the MD, Red Bull 
Australia and New Zealand 
Redbull

Carol Pedersen,
EA to Dan Paull, CEO,
PSmA Australia

Marietta Rudolf, 
Marketing Manager,
National Press Club of 
Australia

Anne-Marie Chimarios, 
Designer and Stylist, 
Charlie Brown and Princess 
Charlotte

Hugh Gyton & Tracey Ward,
Coach and Behavioural 
Change Experts, 
Hugh Gyton and Associates

Louise Carter, 
Executive Director and 
Owner, 
Performance Partnership

Megan Bromley, 
Head of Employee 
Experience, 
Red Balloon

Carrie Graf, 
Seven time Championship 
Winning Coach with the 
Canberra Capitals and Three 
Time Olympian

Anthony Bonnici, 
Director, 
Brain Blinkers
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I’ve also included a handy ‘letter to your boss’ to assist you in 
getting permission to attend:

Dear [SUPERVISER’S NAME], 

I recently came across an event that has been developed around the 
challenges I face on a daily basis and will provide me with the skills 
to support and enhance my professional development and ultimately, 
enable me to perform more efficiently in my role. 

This 3-day EA/PA Summit, organised annually by IQPC, will be held 
on the 2nd – 4th of December, at the Palazzo Versace Hotel on the 
Gold Coast, Queensland.

This year’s summit features 20 speakers (the majority of whom are 
professional trainers!) and 17 training sessions that will enable me to 
perform to the best of my ability in my current role. 

Featured learning areas include:
• Transitioning from Business Support to Business partner
• Project Management for EAs and Pas
• Top Tips for Achieving Excellence in your Role and Reaching your
 Career Goals
• Managing Information Overload: how to Save Yourself Before it’s 
 Too late

I believe that these 3 days of unrivalled education and training will aid 
my professional development as I will be exposed to the most innovative 
practices, experience and guiding principles in this space. It is also a 
valuable opportunity for me to meet and network with other professional 
EAs from the public and private sectors.

In addition, I have an opportunity to attend 5 interactive workshops, 
maximising my time out of the office. These workshops will feature the 
following learning areas:

• Resilient and Ready: How to Thrive through Challenge and Change
• Customer Centricity: Developing a Customer Centric Mind-set for 
 Improved Performance and Organisational growth
• Your Time Matters – A Better Way to Work
• How to remove the 3 Mental Barriers to Being your Best
• Creating an Action Plan for A Brilliant Career

The summit will help me identify key tasks that will enable me to match my 
organisation’s goals. It will help me develop the skills that I need to fulfill my 
role as an EA with more professionalism and confidence, which will reflect 
favorably on our organisation. Our Organisation will also benefit from my 
knowledge gained in attending this summit, the associated materials, and 
other valuable resources. 

I have also attached a testimonial from Kaye Hodge, Executive Assistant, 
at the Centre for Learning and Development, University of Auckland who 
recently spoke and attended IQPC’s EAPA Summit for the Public Sector. 
Kaye’s testimonial outlines the benefits of attending for EAs and Pas looking 
to further their professional and personal development and be an asset to 
their organization.  

If I reserve my spot now, I am eligible to receive two tickets at the price of one.

Thank you for considering this request. I look forward to your reply.
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IQPC EA/PA Canberra Summit
30 July-1 August 2013

I am delighted to provide formal feedback on the recent IQPC Canberra 
Public Sector Summit for EA’s and PA’s.  As a workshop facilitator, a 
conference presenter and also as an attendee, there were significant 
factors which contributed to the huge success of this IQPC event.

There was also a strong awareness and evidence long before this event 
took place that the intuitive advertising and proactive marketing of the 
Canberra Summit ensured this summit in particular was extremely well 
positioned. The pre-conference promotional activity included LinkedIn as 
well as Podcast recording and I see this as an important factor for drawing 
attention to the professional nature of IQPC eventing and highlighting 
these EA/PA Summits to a wider audience. This also results in the provision 
of relevant information being available to all potential attendees, to position 
these events well.

In particular, this Canberra Summit provided attendees with a 
comprehensive range of diverse and extremely relevant topics of vital 
importance to the coalface workplace situations currently facing today’s EA’s 
and PA’s. The discerning approach to provide such a range of topics cannot 
be underestimated. The selection of presenters who delivered top quality 
presentations was impressive. The variety and depth of professionalism was 
clearly evident.

I have the opportunity throughout the conference of being able to engage with 
attendees and glean informal feedback via conversations with delegates about 
what was enjoyed and what was appreciated the most. The array of relevant 
topics was an item frequently referenced, with appreciation also expressed 
about those presenters who involved their audience well with interactive 
segments. There were many who happily announced to me that they would 
definitely be passing onto their colleagues about the professionalism and 
quality of this event and there was interest already displayed for the December 
Gold Coast EA & PA Summit 2013. 

As Chair of the Canberra IQPC EA & PA Conference, Carol Pedersen conducted 
her role in this event in fine style. Carol adds real value, genuine warmth and 
the X factor by offering her own personality and professional presence at these 
events.  

On return to my workplace environment I was asked: “How did the Canberra 
EA & PA Summit go?” It was easy – my initial 1 word response was: Amazing!

If I have to sum it up in one word that would be it - Amazing. The relaxed 
learning environment created throughout the conference in Canberra was quite 
unique – there was a strong bond amongst attendees and a camaraderie which 
was evident. A fantastic opportunity to share, learn and grow and from my 
perspective, I place the utmost value on being able to support the professional 
development of others in our administrative industry.

Thank you.

kaye Hodge
Executive Assistant
Centre for Learning & Research in Higher Education
The University of Auckland
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