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Course Content & Outline

Section 1: Redefining the Executive Assistant Role

.The evolution of the Executive Assistant: from administration to strategy e

.Key competencies for modern EAs: organisation, initiative, and leadership e

.Understanding executive priorities and aligning your objectives

.Building trust, confidentiality, and influence within the leadership team

Section 2: Foundations of Project and Task Management

.(Introduction to project management fundamentals (scope, time, cost, quality

.Project lifecycle: initiation, planning, execution, monitoring, and closure



.Distinguishing between projects, tasks, and workflows in EA operations e
.Using SMART goals and OKRs to define project outcomes e

.Common pitfalls in task management — and how to avoid them e

Section 3: Tools and Techniques for Task Coordination

Hands-on exploration of project and task management software (Trello, Asana, e
.(Monday.com

.Time-blocking, Kanban boards, and Gantt charts for EAs e

.Email and calendar integration for seamless coordination e

.Managing recurring vs. one-off executive tasks effectively e

.Tracking deliverables using KPIs and progress dashboards e

Section 4: Communication, Reporting & Stakeholder Engagement

.Communicating project goals and updates to executives and teams e
.Crafting executive summaries and progress reports e

.Using templates for project status meetings and follow-ups e

.Managing upward communication: presenting insights, not just information e

.Conflict resolution and handling competing executive priorities e

Section 5: Advanced Productivity and Strategic Alignment

.(Prioritisation models (Eisenhower Matrix, MoSCoW, and Pareto Principle e
.Balancing multiple executives or departments effectively e

.Aligning EA-driven projects with corporate strategy e

.Change management and adaptability under executive pressure e

.Professional growth: transitioning from executor to strategic enabler
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Best Tips and Tricks To Hire An Executive Assistant 7

Learn the 7 best tips to hire a high-performing Executive Assistant in 2025. Discover hiring

.strategies, skills to assess, task tests, and role clarity
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