The future of Executive Support:
How to be a sustainable sparring partner in
your organization

Diana Brandl
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Future of Jobs Report 2025

WORLD
ECONOMIC

Fastest growing and declining FORUM

jobs by 2030

0 Top fastest growing jobs

Big data specialists
FinTech engineers

Al and machine learning specialists
Software and applications developers
Security management specialists

E Data warehousing specialists

Autonomous and electric vehicle specialists

E Ul and UX designers

H Light truck or delivery services drivers

108 Intemnet of things specialists

Data analysts and scientists

Environmental engineers

Information security analysts

DevOps engineers

Renewable energy engineers

Mote: The jobs that survey respondents report t

Source: World Economic Forum. (20258), Fulure

he highest and lowes

S

o Top fastest declining jobs

Postal service clerks

Bank tellers and related clerks

Data entry clerks

Cashiers and ticket clerks

Administrative assistants and executive secretaries

E Printing and related trades workers

Accounting, bookkeeping and payroell clerks
E Material-recording and stock-keeping clerks

ﬂ Transportation attendants and conductors

10 Door-to-door sales workers, news and street
vendors, and related workers

Graphic designers

Claims adjusters, examiners and investigators

of Jobs Report 2025,
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The New Hiring Imperative

Al aptitude takes center stage.

71%

Leaders say early-in-career talent will
get greater responsibilities due to Al

1%

Leaders are more likely to hire a less
experienced candidate with Al
skills than a more experienced one

Leaders would

not h|re someone
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So, what is our
response?
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Al Aptitude Heats Up Across Roles and Industries
Al is going mainstream, and creative professionals are skilling up

fast.

raeisrie ! o | B rresion sevices
ot s @ [ 1% @ e
Entertainment
Entertainment Providers @ _I 13% @
- ' Consumer Services
retail @ [ "%
. Technology
Professional Services . _ 10%
Technology, Information, _
and Media ‘ 10%
Consumer Services ’ — 10%

Industries with the greatest percentage of members
on LinkedIn adding Al Aptitude skills in 2023
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ECONOMIC
Top 10 fastest growing FORUM

skills by 2030

1. (e Al and big data

Networks and cybersecurity
Technological literacy

Creative thinking

Resilience, flexibility and agility

Curiosity and lifelong learning

op
@O0 ®¢

7. Leadership and social influence
8. Talent management
9. Analytical thinking

10. Environmental stewardship

© @

Cognitive skills @ Self-eficacy @ Working with others Management skills Technology skills @ Ethics

[
Note: The skills selected by surveyed organizations to be increasing most rapidly in importance by 2030. C 01 ns
Source: World Economic Forum. (2025). Future of Jobs Report 2025.
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Core Skills — The Essential Foundation 2025.

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 COinS
2025,

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 Al 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.
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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.
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Customer

Tvpe

Internal

External

Customer
Examples

Executives

Colleagues

Departments

Teams

Clients

Supphers and

Vendors

Partners

Regulatory Bodies

Description

The primary internal customer; the executive or executives the assistant

directly supports.

Staff members needing assistance, information, or collaboration on

projects.

Departments such as HR, Finance, IT that require administrative support

from the executive office.

Project teams or committees that the executive 1s involved with and

nead coordination.

Individuals or businesses that purchase or use the company's products

or services,

External companies providing services or products to the organization,

coordinated by the assistant.
Business partners involved in vanous collaborative projects or inifiatives.

Representatives from regulatory bodies for compliance-related tasks in

some industries,
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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
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3 quick wins to start acting more strategically COiI’lS
2025.

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

 Think in outcomes, not activities
Focus on impact.

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

The 3 C Formula:

e Clarity Understand the executive’s goals, priorities, and pressures.
* Context Know the business, stakeholders, and strategic landscape.
e 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?
L. Were updates timely and effective? Any gaps or
Communication P Y Y 8ap
overload?
Tools & Processes Did tech or workflows support us or slow us down?

Was the executive’s calendar aligned with goals? Any

Time Management
5 bottlenecks?

Identify Improvements

 What could we do differently next time?
* Are there any recurring friction points?
* |Isthere 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 COinS
* Action Log: Keep track of agreed changes and revisit them in the next retro 2025.



Social Media . .
Support } { Agile Working }
N

Change
Management
Al champion

v

Expert

[Projects and Events}
{Crisis Management}

~ Sustainability }

v

4 R
The Future Executive Support?
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EXECUTIVE CHIEF OF

ASSISTANT STAFF
Hire to: make the day- Hire to: optimize
to-day effortless organizational
ecosystem
@ 2 ®- s ]
Calendar coordination Operating system

Travel arrangements Goals / OKRs & tracking

Prioritization Leadarablp taam

cohesion
Email management Strategic advisor
Project management Organizational culture
(e a2 D 2
Key focus: efficiency Key focus: progress
for principal & toward organizational
executive team outcomes

HIRE LATER

HIRE FIRST
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Intrapreneur Characteristics

0 Curious Q Passionate
® Creative @ Productive

Q Proactive Q Adaptable
0 Resilient

53 StatsFind
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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
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NEW YORK
TIMES
BESTSELLER

Princess Diana's former secretary
Patrick Jephson is speaking out ahead
of the coronation of King Charles lll.

we GOOD MORNING AMERICA

MY PRESIDENTIAL EDUCATION

REGGIE LOVE

“By far the most fun political memoir to come from the Obama
administration.” —NEW YORK MAGAZINE \
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IF YOU HAVE AN
ASSISTANT, MAKE SURE
YOU SHOW YOUR
APPRECIATION FOR THEIR

HARD WORK AND
TALENT AND ENSURE

THEY KNOW HOW
VALUED THEY ARE.

- Richard Branson

michaelhyatt %

Leadership + Business Expert

Few people are more responsible
for your success than your

assistant. Find a rockstar.
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Strengths

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

Opportunities

o

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

Weaknesses

* May lack formal strategic or
operational leadership
experience

* Need to shift mindset from
tactical execution to strategic
oversight

w » Potential underestimation by
others due to former support
role positioning

Threats

T

* 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.

coins
2025



5 Designed for: Designed by: Date: Version:
The Business Model Canvas
Key Partnerships CC) Key Activities ? \falue Propositions 'I%%' Customer Relationships Q? Customer Segments Q
Who are your What are the What value do you Whatkind of Who are
key partners and main activities deliver? relationship do you your internal
collaborators? you perform? maintain with your and external
customers? customers?
_=
Key Resources S0 Channels Q}—_Ol
Whatresources, Through which
skills, and tools channels do you
enable you to communicate
perform your and deliver
role effectively? value?
Cost Structure ‘% Revenue Streams é
What are the key costs How does your role contribute to overall
associated with your role? success?
o) Turn ideas into revenue with Copyright Strategyzer AG @@@ Tt ot e o Ctmmnrs Ao st A 20 g8 bt 0 Strate er
Strateg\’.-zsr's innovation programs The makers of Business Model Generation and Strategyzer s et b s s s, P Bt 00, It Vo, £, I, LFSA g\,z

strategyzer.com/innovation

Diana Brandl
Founder of The Socialista

Projects, Coach, Trainer and inte...
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KPI VS OKR

KPI stands for Key Performance Indicator.
It is a measurable value that indicates
how well an organization is achieving its
business objectives. KPls are used to
monitor progress, identify areas for
improvement, and ensure that the
organization is on track to achieve its
goals. Examples of KPIs include sales
' growth, customer satisfaction, and
) 3 employee productivity.

-_-—_—-—_—-—__'..



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
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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 COinS
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AGILE IS NOT A THING YOU BUY.

AGILE IS A THING YOU ARE.
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Types of employee
learning styles

M @ () @

Kinaesthetic

Prefer hands-on approach to
learning, using all five senses of
touch, sight, smell, sound and
taste. They learn effectively when
they perform the task and enjoy
group-based participation.

Visual

Understands tasks and content
by watching something before
trying it themselves. This learmer
responds well to visual stimulus
and uses visual elements to
recall information.

Auditory

Learn best when they talk things
through with others oractively
listen to others speaking. This can
be through a lecture, discussion
or presentation.

Read and Write

Learn by reading content or
instructions, then writing it in
their own words. They're well
organised, avid note-takgrs.

Co1ns
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: : "I like to try new things”
“| can either do it, or | can't”

“Failure is the limit of my abilities” | am inspired by the success of others

“I'm either good at it, or I'm not” "My effort and attitude determine my abilities”

"Failure is an opportunity to grow”

“My abilities are unchanging”

GROWTH
MINDSET

FIXED
MINDSET

“I don't like to be challenged” “Challenges help me grow"

"My potential is predetermined”
y P P "| can learn to do anything | want®

"When I'm frustrated, | give up” ok
"Feedback is constructive”

“| stick to what | know"

© Scaled Agile, Inc.
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EXPERTS. |
INSIGHTS.

4 Goodies & I
executive support Y ©Sxclusive
| - | offers I
professionals on

YouTube.

h Diana Brand|

Hosted by
Diana Brandl ¥
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Diana Brandl|
hello@the-socialista-projects.com

Website
https://the-socialista-projects.com/

Podcast Executive Office Insights

CO


mailto:hello@the-socialista-projects.com
https://the-socialista-projects.com/

