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So, what is our
response?









Core Skills – The Essential Foundation

These are the fundamental capabilities that Executive Assistants have long cultivated. 
These are the day-to-day drivers of performance and positioning – forming the reliable 
backbone of EA excellence.

Skill Title

1 Strategic Thinking & Business Acumen

2 Technological Literacy & Tool Mastery

3 Empathy, Communication & Conflict Sensitivity

4 Agility & Self-Leadership

5 Leadership & Influence Skills 



Emerging Skills – The Game-Changers for the Future

These are capabilities gaining relevance in response to digital transformation, new work 
cultures, and global challenges. They expand the EA role into forward-thinking territory.

These skills push boundaries, open new impact zones, and help EAs become shapers – not 
just supporters – of the future workplace

Skill Title

1 AI Literacy & Data Fluency

2 Learning Agility & Curiosity 

3 Project Ownership & Process Management

4 Sustainability Awareness & Ethical Impact

5 Creative Thinking & Visual Communication



A customer-centric assistant focuses 
on ensuring that all aspects of their 

work align with the needs and 
expectations of both internal and 

external customers.



A customer-centric assistant acts as both a 
facilitator and a catalyst, helping a manager 

stay focused on delivering high-quality service 
and maintaining strong customer relationships, 

which are essential for business success.





Must haves for strategic partnerships

• Trust

• Regular touch base meetings

• Access to information (inbox)

• Participation in meetings and travels (where decisions are made)

• Delegation vs Micro-Management

• Openess of the executive



3 quick wins to start acting more strategically

• Ask “why” before “how” 
Understand the purpose behind every task.

• Think in outcomes, not activities
Focus on impact.

• Schedule regular alignment check-ins
Stay close to your executive’s evolving priorities.

The 3 C Formula:

• Clarity Understand the executive’s goals, priorities, and pressures.
• Context Know the business, stakeholders, and strategic landscape.
• Contribution Add value through insights, suggestions, and ownership.



Assistant / Manager Retrospective Framework and Audit

Area Questions

Tasks & Projects What went well? What didn’t? Were priorities clear?

Communication
Were updates timely and effective? Any gaps or 
overload?

Tools & Processes Did tech or workflows support us or slow us down?

Time Management
Was the executive’s calendar aligned with goals? Any 
bottlenecks?

• What could we do differently next time?

• Are there any recurring friction points?

• Is there a process we can automate or simplify?

• Shared Retrospective Doc: A living document with bullet points from each session

• Mood Tracker: Use emojis or a simple scale to track how each party felt about the sprint

• Action Log: Keep track of agreed changes and revisit them in the next retro

Identify Improvements 



The Future Executive Support?

Social Media 
Support

Change 
Management

Agile Working

Crisis Management

Projects and Events

Sustainability
Expert

AI champion







Old versus new assistant role

Traditional assistant Strategic assistant

Task executor Thought partner

Reactive Proactive

Follows instructions Anticipates needs

Manages calendar Manages priorities

Gatekeeper Strategic enabler











• Deep institutional knowledge and trusted

relationship with senior leadership

• Proven ability to manage complex

schedules, priorities, and stakeholder

demands

• Strong organizational, communication, 

and problem-solving skills

• Discreet and reliable, accustomed to

working behind the scenes with high 

stakes

• May lack formal strategic or

operational leadership

experience

• Need to shift mindset from

tactical execution to strategic

oversight

• Potential underestimation by

others due to former support 

role positioning

• Natural progression into a broader

leadership and coordination role

• Visibility across all departments, chance to

influence high-level decision-making

• Role can serve as a stepping stone into

executive leadership or operations

• Risk of being perceived as “just an 

assistant” despite expanded

responsibilities

• High demands and potential 

burnout from managing up and 

across simultaneously

• Navigating power dynamics and 

complex stakeholder expectations

SWOT is an acronym for Strengths, Weaknesses, 

Opportunities, and Threats. 

It is a strategic analytical tool often used by 

companies, organizations, and individuals to 

perform a holistic assessment of their current 

position and future strategic opportunities.







Category KPI Description

Time & Task Management Calendar Accuracy Rate % of meetings scheduled without conflicts

Response Time to Requests
Average time to respond to 
internal/external inquiries

Task Completion Rate % of assigned tasks completed on time

Organizational Efficiency Document Turnaround Time
Time taken to prepare or process 
documents

Meeting Preparation Quality
% of meetings with agendas and materials 
prepared in advance

Travel Arrangement Accuracy % of error-free bookings and itineraries

Stakeholder Satisfaction Executive Satisfaction Score Feedback from the executive(s) supported

Team Collaboration Rating
Feedback from peers on communication 
and coordination

Confidentiality & Compliance Data Handling Compliance
Adherence to privacy and security 
protocols

Error Rate in Sensitive Tasks
Mistakes in handling confidential or high-
stakes items



Objective Key Result (KR)

Improve Executive Productivity KR1: Reduce scheduling conflicts by 90% over the next quarter

KR2: Ensure 100% of meetings have agendas and prep materials 
shared 24h in advance

KR3: Implement a new task tracking system to reduce missed 
follow-ups by 50%

Enhance Internal Communication
KR1: Create a weekly digest summarizing key updates from direct 
reports

KR2: Organize bi-weekly check-ins with department heads

KR3: Maintain a shared dashboard of executive priorities with 
real-time updates

Optimize Travel & Event Planning
KR1: Book all travel at least 2 weeks in advance to reduce costs by 
20%

KR2: Achieve 100% satisfaction rating from executives on travel 
arrangements

KR3: Coordinate 3 major events this quarter with zero logistical 
issues











NETWORKING



Global Skills Matrix
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