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This three-hour, instructor-led Advanced Skills for Elite Personal Assistants 
and Executive Assistants Course develops the strategic and interpersonal 
capabilities required for high-level executive support. Participants will learn 
how to anticipate and adapt to a manager’s needs, demonstrate initiative, build 
business acumen and represent an executive professionally. The course also 
develops active listening, judgement and practical techniques for managing 
difficult people and challenging situations. Delivered live online by an 
experienced trainer, it is designed for established PAs, EAs and administrative 
professionals ready to increase their influence, confidence and organisational 
value.

What You’ll Gain:
Elite EAs anticipate, adapt and earn trust as true partners to senior leaders. 
Strengthen the initiative, judgement and presence to elevate your performance 
and career.

Outcomes
After completing this course, participants will have learned to:

 Adapt to the manager’s needs and style of working
 Take initiative when needed
 Develop basic business acumen
 Listen actively
 Represent your manager
 Handle difficult people and situations

Modules

 Lesson 1: The Elite Executive 
Assistant/Personal Assistant

 What is an Elite 
Executive/Personal Assistant?

Lesson 2: Advanced Time 
Management and Prioritisation

 Time Management Techniques

 Lesson 3: Relationship Management 
and Confidentiality

Lesson 4: Project Management and 
Coordination
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 Building Rapport and Managing 
Relationships 

 Confidentiality
 Requirements based on 

Classification Level

 Key Principles of Project 
Management

 Working with Multiple Business 
Functions

 Tracking Decisions and Action 
Items

 Internal Communication Tools
 Cloud-based Collaboration 

Tools
 Project Management Tools

 Lesson 5: Work-Life Balance and 
Well-Being

 Your Well-Being
 Setting Boundaries and Saying 

'No'

 

Investment 

Upcoming dates

*Timezone: America/Los_Angeles

Thu 08 Oct

10:00 AM*

Wed 02 Dec

09:00 AM*

Wed 10 Feb

09:00 AM*

Thu 25 Mar

09:00 AM*

$450.00

https://pdtrainingglobal.com/booking?schedulecode=IfqQrz1pQMrDyaUkDPs3v6vj3CUN9A8Z02UFMKOKpycPtQhehZcf35PLUgWYOnppNCMEqoH3aRN83PZnvQGjy265miVGXZ6chWb1dMX2sjflsRSeqJD8Rg2VGRriDbfkVL1gN20250406012904113&countryCode=GL&currencyCode=GL
https://pdtrainingglobal.com/booking?schedulecode=BbodCcvuNwgtCLNTT0CcCPjFLJwB7hVQSCnvbW02Uo4S42wPoLs0Z5rW2SB3Q4yGLzK9ysR69KroVALTnQnwY41WlBCsv7l01yhFrwr63v1oOdaChSQaRbSQHYY6ZxLbzByys20250406013338478&countryCode=GL&currencyCode=GL
https://pdtrainingglobal.com/booking?schedulecode=tzwaxvcdzvsdgrdadqgtmgiotegizmggjsiqvayytatxioujvmjupctqoffdvmgdzwourfztaduzgzgbkbhxdlsqalysdfvyvqrjcqcnwqnzfqdkvkwvedadmpyfgvjhmemlewyhnncwqtxgpbpzry&countryCode=GL&currencyCode=GL
https://pdtrainingglobal.com/booking?schedulecode=uyhkdqwnmdwtbbqpyiykhblbnahwvidmhlrettphrfsqppkjobgkvcxgnsekrciivgfzymnwqydekywkdndfggevpjvyshmhpyndtgehzslnisadunvtsmqveavuktuiownpnxsfihpzimaahfufow&countryCode=GL&currencyCode=GL

