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Inspiring you to be:

The Executive 
Assistant Diploma

Our Executive Assistant Diploma will 
give you the edge to show your employer 
that you have industry-specific skills and 
knowledge, and demonstrate a commitment 
to your profession.

What’s more, having an accredited 
qualification under your belt will enable 
you to improve your earning potential, 
gain professional status, improve your 
performance at work and help you to stand 
out from the competition when applying 
for a promotion or new role.

And, once you’ve gained a formal 
qualification, it will have a beneficial 
impact on your entire career.

There are many reasons why today’s 
Executive Assistants and Executive 
PAs need to consider a formal 
qualification. In a competitive 
marketplace, support staff need to 
continually ask themselves 
‘What sets me apart from my peers?’ 
– and a professional qualification 
can certainly do that. 



Here to make the 
good–outstanding.

Take your EA/PA career 
to the next level

If you want to raise the bar and take your 
career as an EA or PA to the next level, then 
our Level 3 or Level 4 Executive Assistant 
programmes can be completed in as little 
as 8 days’ attendance (excluding self-study 
time) over a 12, 18 or 24 month period. 
Or, our full Executive Assistant Diploma 
can be completed in just 16 days’ attendance 
(excluding self-study time) over the duration 
of your course.  

All our pathways are designed for people 
who might be in work; in other words, you 
don’t need to attend our Academy every 
day. In addition, there are no formal entry 
requirements – just work experience as an 
EA, PA or Administrator – as well as the 
desire and commitment to succeed.

Core classes plus self-study 

We offer a blended-learning approach, where 
you attend core classes at our Academy in 
Manchester, UK, but the rest of your study 
is done through self-learning, tutor support 
and homework. 
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Programme 
content 

On the Level 3 Executive Assistant 
pathway, you’ll study:

 —  Leadership, management and the role  
of the Executive Assistant. 

 — Effective business writing. 

 — Managing workload and workflow.

 —  Effective minute-taking: minutes, 
agendas and meeting papers.

 —  Human Resources for Executive 
Assistants.

You can also choose from a number of Optional Units, if you so wish, including:

 —  Project Management for EAs.

 — Emotional intelligence and resilience at work.

 — Executive presence and presentation skills. 

 — Text processing and/or Teeline Shorthand for note-taking. 

We look forward to welcoming you to Adam Fidler Academy. 

On the Level 4 Executive Assistant 
pathway, you’ll study:

 —  Leadership, management and the role 
of the strategic Executive Assistant. 

 —  Strategy, commercial awareness and 
business acumen. 

 —  Management skills for senior 
administrative staff. 

 —  Effective office and administrative 
management.  
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3 4Level Level

To find out more, and to arrange an informal telephone call with us, please contact us on

+44 (0)161 237 3362, or email adam@adept.consulting

Next steps

Notes:
The Level 3 programme is equivalent to A-Levels or a BTEC National Diploma, and incorporates the IQ IAM Level 3 Award in Professional PA 
and Administration Skills. The Level 4 programme is broadly equivalent to a Higher National Certificate (HNC), or the first year of a Bachelor’s 
Degree, and incorporates the IQ IAM Level 4 Certificate in Office and Administration Management. Both qualifications are regulated by Industry 
Qualifications (IQ) and fall on the Ofqual register. To obtain the full EA Diploma, students need to complete both Level 3 and Level 4 pathways.  
Please ask us for further information or guidance.
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