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There are many reasons why today’s Executive Assistants and Executive PAs need to consider a formal qualification.  In a competitive marketplace, 
we need to continually ask ourselves ‘What sets me apart from my peers?’ – and a professional qualification can certainly do that.  
 
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.   
 
Equally, being qualified as an EA or PA gives you more credibility and gravitas, as you demonstrate attainment to a certain level, which maps to 
industry and sector standards in other areas.  And, once you’ve gained a formal qualification, it will have a beneficial impact on your entire career.  
 
As our Diploma pathways are based on official and regulated qualifications2, they can be used as a stepping-stone to higher-level qualifications, such 
as a Level 5.  So, 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 
programme can be completed in as little as 10 days (excluding self-study time3) over a 12, 18 or 24 month period at our Academy in Manchester, UK.  
If you want to obtain the full Executive Assistant Diploma2, this can be completed in just 20 days (excluding self-study time3) over a 12, 18 or 24 
months.  
 
All pathways are designed for people who might be in work; in other words, you don’t need to attend our Academy in Manchester, UK every day.  We 
offer a blended learning approach, where you attend ‘core classes’ but the rest of your study is through self-learning, tutor support and homework.  
 
If you’re interested, the programme starts February and October each year and the next step is to arrange a telephone call with us.  It will only take 15 
minutes of your time.  Please e-mail adam@adept.consulting to arrange that all-important conversation to discuss how you can study on our 
Executive Assistant Diploma programme.  We look forward to welcoming you to Adam Fidler Academy!    
 
Notes: 
1 Level 3 is equivalent to A-Levels or a BTEC National Diploma; Level 4 is broadly equivalent to a Higher National Certificate (HNC) or the first year of a 
Bachelor’s Degree.  2 The full Diploma incorporates the IAM Level 3 Award in Professional PA and Administration Skills, and the IAM Level 4 Certificate in 
Office and Administration Management, which are Ofqual regulated qualifications.  3 10 days is the number of days that students attend core classes at the 
Academy in Manchester, UK, and this does not include dedicated self-study outside those days.  For the full Diploma, students need to complete the Level 3 
Executive Assistant and Level 4 Executive Assistant programmes, by attending 20 days over a 12, 18 or 24 month period, plus self-study and directed-
learning.  


