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Course Content & Outline

Section 1: Understanding Emotional Intelligence in the Executive Environment

Defining EQ and its importance in high-level administrative roles

The five pillars of EQ: self-awareness, self-regulation, motivation, empathy, and social skills

How emotional intelligence influences decision-making and productivity

The EA as a relationship manager and communication bridge

Section 2: Self-Awareness and Emotional Regulation

Recognising emotional triggers and stress patterns

Strengthening self-reflection and emotional literacy

Techniques for staying calm under pressure

Managing workload, boundaries, and emotional fatigue

Psychological flexibility and mindset reframing



Section 3: Communication, Listening, and Interpersonal Influence

Active listening skills for effective executive support

Reading verbal and nonverbal cues in high-stakes conversations

Building trust and rapport with executives and stakeholders

Assertiveness versus aggressiveness — finding the right balance

Managing communication styles across different personalities

Section 4: Conflict Resolution and Office Dynamics

Understanding sources of conflict in executive offices

EQ-based negotiation strategies

Mediating tensions between teams or departments

Handling criticism, feedback, and difficult conversations

Professional diplomacy and emotional neutrality e

Section 5: Executive Presence and Leadership Support

Enhancing confidence, credibility, and influence as an EA o

The EA as a strategic partner — shifting from support to leadership

Maintaining discretion, confidentiality, and emotional resilience

Anticipating executive needs through empathy and situational awareness

Creating a long-term EQ development plan for continuous growth
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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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