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The New Executive Assistant – a one-day 
programme  
   
 

 
 
 
Course content  
 
What you can expect to learn from this course:  
 
• A re-definition of the Executive Assistant role.  
• Why today’s EAs are not Business Partners – but Business Managers.  
• Leadership and management – how does the EA role fit in? 
• Global trends in the EA/PA industry – challenges and considerations for the future.  
• Where you are now in your EA/PA career and the things you can do to stretch and 

elevate the role even further.  
• Developing strategic focus and business acumen to enhance the value you add.   
• New ways of working to re-position your role and make you, and your Executive, 

more effective. 
• A brand new job description for you to share with your Executive and organisation, 

that better defines the true value and worth of the EA, as an integral part of the 
management team. 

• Better and improved descriptors of the duties/responsibilities of the EA that give you 
more credibility and respect for what you do. 

• A model for success and progression – Adam Fidler’s EA Success Factors™ which 
cover all the competencies and attributes for you to consider as part of your ongoing 
growth. 

• Next steps and career planning – case studies of PAs who have moved up the EA 
ladder with success, and how they did it! 

 
All delegates will also receive individual feedback from the trainer throughout the 
course.  
 

In this new and inspiring one-day seminar, led 
by highly-acclaimed EA and PA trainer, Adam 
Fidler, you’ll learn a totally fresh perspective 
on the role of the new Executive Assistant.  
 
The seminar re-defines and re-positions the 
role of the Executive Assistant in managerial 
terms, and in the context of leadership, 
management and the requirements of the 
modern commercial world.   
 
The course elevates the role of EA by 
developing strategic thought, business 
acumen and your own leadership style.  
 
If you want the up-to-date understanding of 
the real Executive Assistant role, the future of 
the EA and PA profession, then this is the 
seminar for all high-flying Assistants.   
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Timings/format:  
 
This one-day seminar starts at 09:30 hours (arrival from 09:00 hours) and closes at 
16:30 hours.  There is a mid-morning and mid-afternoon break, as well lunch being 
provided.  
 
Cost: 
 
The course cost is £420 (Manchester) and £550 (London) per delegate.  (Prices are 
subject to VAT.)  This includes all training materials, comprehensive course booklet, 
refreshments and lunch.  There is a maximum group size of 8 participants for this 
course.   
 
Course dates: 
 
The next scheduled dates for this programme are: 
 

Manchester Please enquire  
London 

 
Further dates for 2019/20 will be scheduled in due course.     
 
Venue: 
 
The course is held in central London (venue to be confirmed), and at our Manchester 
Academy in Manchester City Centre.       
 
How to book:  
 
To book on this programme, please request a booking form from us – please email 
adam@adept.consulting or telephone +44 (0) 161 237 3362.   
 
Further information:  
 
For testimonials on related courses offered by Adam Fidler Academy, visit: 
www.executiveassistant.org.     
 
For a related article, please see ‘Why today’s EAs need to get more strategic’, by  
Adam Fidler, which is also available on our website under the ‘Blog’ section.   This 
article gives a very strong flavour of what is to be discussed and covered on this 
programme.   
 
For queries about the course, additional dates, or to run the course in-house, please 
don’t hesitate to contact us.   


